
 
 
 

Special Event Policy 
 
Overview 
Ashland values special events as a means of bringing people together to enrich lives and 
strengthen our community through the celebration of arts, sports, culture, commerce and 
more. 
 
A Special Event is an organized activity, such as a parade, race, street fair, athletic event 
etc. that requires the exclusive use of public right of ways or city-owned property 
including but not limited to sidewalks, streets, parking spaces, parking lots, alleys etc. 
and/or substantially impacts or impedes traffic flow. 
 
The City of Ashland regulates these types of events to ensure the safety of the event 
participants, spectators and the general public and to minimize inconvenience to the 
general public and disruption of public services. 
 
NOTE: This policy does not apply to neighborhood residential block parties. 
 
Purpose 
The purpose of this policy is clarify the use of the public right of way and city property 
for special events; to minimize City expenses associated with special events; to provide 
options and minimize expenses for special event coordinators; and to minimize safety 
risks to the event participants and the general public. 
 
Scope 
This policy applies to all persons requesting the use of any public right of way which has 
been determined by Police Department and or the Public Works department to require 
unimpeded access and controlled traffic for the safety of the event participants and 
general public. 
 
Use of City parks and facilities is subject to policies set forth by the Parks and Recreation 
Commission.  Use of the Plaza requires a separate permit available at 
www.ashland.or.us/plazapermit. 
 
Community-wide events 
The July 4th celebration is a significant and historical community-wide event.  The City 
will pay all City related expenses for this event.   The City Council may add other events 
to this category at its discretion. 
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Permit 
Permits are required for all special events.  Special Event Permits are available on line at 
www.ashland.or.us/specialevent. 
 
Note: Applicants requesting use of State Highway 99 (North Main, East Main through 
downtown, Lithia Way, Siskiyou Blvd.) and/or Highway 66 (Ashland Street) must secure 
a permit from the Oregon Department of Transportation, in addition to a permit from the 
City of Ashland.  Applicants requesting use of East Main from Walker east to the city 
limits and/or Crowson Road must secure a permit from Jackson County.  Siskiyou Blvd. 
between Gresham Street and Walker Street is under City jurisdiction. 
 
Fees 
All applicants pay an administrative fee of $130 when the application is submitted.  If the 
application is not approved, or if the applicant withdraws the request, the City 
Administrator and/or staff designee will evaluate and subsequently determine if a refund 
if appropriate. 

1) Events that do not require City staff overtime (determined by the City): 
City staff will review the route proposed in the permit application and determine 
the location of barricades, traffic safety cones and traffic control locations where 
an  ODOT certified flagger  can be used.  The event coordinator is responsible for 
securing and placing barricades, cones and flaggers at each designated location at 
least 60 minutes in advance of the start of the event.  The event cannot begin until 
authorized City personnel drive the route prior to the race to make sure barricades, 
cones and volunteers are in place and then informs the event organizer of 
approval.  If event organizers are unable to secure the required number of ODOT 
certified flaggers and city staff must be used for traffic control, the applicant will 
pay 60% of actual cost for staff overtime. 
 

2) Events that require City staff overtime (determined by the City) 
City staff will review the proposed route and determine how much City staff 
overtime will be needed.  In addition to the base permit fee of $130, the event 
applicant will be charged 60% of actual costs.  ODOT Certified Flaggers may not 
work at intersections or other locations where the City has determined there is 
significant risk. 

 
ODOT Certified Flaggers 
The Oregon Department of Transportation (ODOT) provides traffic flagger training.  
After completing the training, participants will be certified flaggers for two years.  If 
using ODOT Certified Flaggers, the applicant must submit to the City a list of the 
volunteers who will work the event.  If the applicant is unable to recruit the required 
number of ODOT Certified Flaggers, City staff will be assigned to work the event, if 
available, and the applicant will pay 60% of the overtime costs.   
 
The City cannot guarantee city staff will be available to work the event with less than 30 
days notice from the date of the event.  If the applicant cannot secure the required number 
of certified flaggers and city staff is not available the event cannot proceed. 
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Meeting with City Staff 
After receiving the completed Special Event Permit, a meeting between City staff and the 
applicant will occur so both parties can review the proposed route and traffic 
management plan and are clear on the expectations, limitations and costs of the event. 
 
Pre-approved Routes 
The City has identified a number of different special event routes within Ashland, on 
both State and non-State Highways.  The approximate resources and requirements 
associated with traffic control for each pre-approved route are available for event 
coordinators planning a special event.  Event organizers are not required to use pre-
approved routes. 
 
Rolling Road Closure 
Some special events on roadways with two or more lanes of traffic in each direction can 
be accommodated with a rolling road closure of one lane of traffic.  A rolling road 
closure event is one that occurs during daylight hours, lasts 45 minutes or less, does not 
block intersections for more than 5 minutes and can be managed with on-duty city staff.  
These events are subject to the $130 base fee only and will not be charged a Rush Fee 
(see below).  Permit approval is subject to staff availability.  The City will respond to a 
request for an expatiated expedited rolling road closure permit within three business days 
of receiving the permit application. 
 
Application and Deadline 
The application for a special use permit is posted on the City’s website at 
www.ashland.or.us/specialevent or can be obtained from the Public Works Department at 
541-488-5587. 
 
Completed applications should be submitted to the Public Works Department no later 
than 90 days in advance of the event date.  It can take up to three months for City 
Departments to coordinate traffic plans, police services, public work services and more.  
Applicants will be notified of permit approval at least 60 days after the application is 
submitted.  
 
Rush Fee:  With the exception of rolling road closures, applicants for a special event 
permit who cannot meet the 90 day requirement will be charged a Rush Fee of $250 in 
addition to the base fee of $130 if the requisite City staff can be made available within 
the time frame requested.  Otherwise the permit will be denied and the $250 will be 
refunded.   
 
Time Limit for Road Closure 
Roads will be closed for no longer than two hours.  Event organizers should plan 
accordingly. 
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Road closures, particularly in the downtown and business areas of the community, impact 
local businesses and can impede customer access.  A maximum road closure of two hours 
ensures those businesses are not adversely impacted by the special event.   
Exceptions to this rule include the July 4th Celebration, Children’s Halloween Parade and 
the Festival of Lights.  The City Administrator may exempt future events who require a 
road closure for longer than two hours.  
 
Race Start Times 
The downtown area, particularly the Plaza, becomes extremely busy with pedestrians, 
vehicles, merchants, etc.  For the safety of the general public and participants, races must 
start and clear the downtown area no later than 9:30 a.m.   
 
Neutral Start for Bicycle Races 
A neutral start is the preferred option and will be used until the event reaches a location 
predetermined by City staff. .  A neutral start is used at the beginning of bicycle races to 
create a parade atmosphere as the event gets underway   This controlled pace protects, 
riders, pedestrians and vehicles in highly congested traffic zones.  City staff will 
determine at what point the neutral start ends and the racing begins. 
 
Special Event applicants may be denied future permits if racers pass the lead police 
vehicle.   
 
Notification of Businesses and Neighbors 
Event organizers are responsible for posting notification signs along the event route 24 
hours in advance of the event.  In addition, event organizers must notify businesses and 
homes along the route of the street closure, as well as cul-de-sac streets that intersect with 
the route, fourteen days in advance.  At a minimum, the notification must include the date 
and length of time road will be closed.  Public Works may require signatures to be 
collected indicating the property owners have been advised of the closure. 
 
Public Safety 
Safety of participants and the general public is the highest priority.  The final decision on 
public safety requirements rests with the Ashland Police Department and Public Works. 
 
The Oregon Department of Transportation requires certified flaggers or police personnel 
at locations that require traffic control.  ODOT Certified Flaggers may not work at 
intersections or other locations where the City has determined there is significant risk. 
 
Certificate of Insurance and Hold Harmless Agreement 
The City of Ashland requires a Certificate of Insurance in the amount of no less than two 
million ($2,000,000) dollars to protect the City against claims for personal injury or 
property damage that could that could occur because of the event.  The certificate will 
name the City as an additional insured.  A copy of the certificate must be submitted with 
the completed permit application.  ODOT also requires a Certificate of Insurance if the 
event occurs on ODOT right of way. 
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Events that can be accommodated with a rolling road closure are not required to secure a 
Certificate of Liability insurance.  However the City strongly recommends the organizers 
secure liability insurance to protect themselves.  If during the event a participant is 
injured and seeks damages or if private or public property is damaged by a participant, 
the insurance provides protection for the event organizer.   
 
In addition, the City requires all applications to sign a hold harmless agreement (provided 
by the City) in order to receive a permit.  
 
The Special Event Permit covers the use of the sidewalk(s) or street(s).  It is possible 
your event may need additional permits such as a noise permit or a Parks permit.  The 
following questions will help you determine if you need additional permits. 
 
Questions Contact Phone 
Will the event begin, end or 
pass through a city park? 

Parks and Recreation 541-488-5340 

Will a public address 
system or amplified music 
be used? 

Administration 541-488-6002 

Will your event interfere 
with a bus route or 
schedule? 

RVTD, Field Operation 
Coordinator 

541-779-2877 

Will food be served at the 
event? 

Jackson County Health 
Division 
Ashland Fire & Rescue 

541-774-8206 
 
541-482-2770 

Will alcoholic beverages be 
sold? 

Oregon Liquor Control 
Commission 
Ashland Fire & Rescue 

541-776-6191 
 
541-482-2770 

Will your event include 
tents, canopies, booths, 
cooking, pyrotechnics etc.?   

Ashland Fire Department 541-482-2770 

Is your event a film or 
video? 

Administration 
Ashland Fire & Rescue 

541-488-6002 
541-482-2770 

Does your event involve the 
Plaza? 

Administration 541-488-6002 

Will you event occur on 
North Main, East Main 
Lithia Way, Siskiyou Blvd. 
(Highway 99), Ashland 
Street (Highway 66) 

Oregon Department of 
Transportation 
 
Jackson County Roads 

541-774-6328 
541-774-6360 
 
(541) 774-8184 

Do you need reserved 
parking? 

Public Works 541-488-5857 

 
Criteria for Approval/Denial of application 
In issuing a permit for a special event, the City considers whether: 

1) Another event is scheduled for the same day/weekend 
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2) The event is reasonably likely to cause injury to persons or property 
3) The event will substantially interfere with the safe and orderly movement of 

pedestrians and vehicular traffic in the area 
4) The proposed location is adequate for the size and nature of the event 
5) City equipment, staff and services are available 
6) All permit requirements have been met 
7) ODOT and/or Jackson County Permits secured 
8) All required insurance documents are submitted 
9) Previously identified issues have been addressed in the application 

 
Included in this packet: 
Special Event Permit Application 
Pre-approved routes 
Parks and Recreation Special Event Permit Application 
 
Sanitation and Recycling 
The permit application requires the applicant submit a plan for clean-up and recycling. 
 
Ashland Fire & Rescue Permits are required for the following: 
An additional permit from the fire department may be required when the event is held in 
public or private property within the city limits and includes any one or more of the 
following: 

• Cooking or open flames including fire dancing, candle light vigils, sweat lodges, 
and ceremonial events 

• All outdoor fire and regulated by the fire department through the Ashland 
Municipal Code 

• Open flames inside a building other than approved, fixed appliances 
• Tents or canopies 
• When an activity occurs in a building outside its normal use 
• Carnivals, fairs, beer gardens, haunted houses 
• An event where the public gather within boundaries delineated by a physical 

barrier such a snow fencing, metal gates or tape 
• Events in private homes or on private property that are open to the public OR 

charge a fee 
• Other unique activities not listed may require a permit. 
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