Park Event Planning Guide
On behalf of Frederick County Parks & Recreation, we thank
you for considering our beautiful parks as a venue for your
special event.
This event guide is designed to help you navigate the Frederick
County code, local & state laws, and the Division of Parks &
Recreation policies that govern the administration of park
events.
As you read through the guide and complete the application,
please be aware that these documents have been developed
to address a wide span of event types and elements. You need
only provide information to us about the elements of event
planning that relate to your particular special event.

Frederick County Division of Parks & Recreation
355 Montevue Lane, Suite 100
Frederick, MD 21702

tel: (301) 600‐1646
email: parksandrecreation@FrederickCountyMD.gov
web: www.recreater.com/eventsinparks
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Applying for a Permit
Special Request Form or Event Application
Special Request Permits are required for events that utilize Frederick County Park areas, such as roads,
trails, fields, shelters, and open space areas for activities outside of their normal use. The Special Request
Form, or Walk/Run/Event Application, allows for evaluation of all park activities, the impact on other park
patrons or park land, previously scheduled events, and county codes & regulations. A Special Request
Form should be used when your event does not impact park availability or park patrons from normal use.
A walk/Run/Event Application should be used for events that impact the availability of park areas and the
regular use of other park patrons. When in doubt, contact our main office at 301‐600‐1646.

How to Apply
There are several ways to submit your application:
You can find the PDF fillable application online at www.recreater.com/eventsinparks . Download the
application and fill it out using a PDF reader then




email it to ParksandRecreation@FrederickCountyMD.gov or,
print it out and fax it to 301‐600‐2595, or
bring it in or mail it to 355 Montevue Lane, Suite 100, Frederick, MD 21702 (night drop box
available)

* Applying for an event does NOT guarantee that your event will be approved. *
NOTE: Frederick County Division of Parks & Recreation (FCPR) assumes no liability if an event is not
approved – Selling tickets, advertising, gaining sponsorship and other activities done prior to event approval
is done at the risk of the event organizer.

Role of FCPR relating to Special Events
It is our goal to enhance the quality and experience of your events while balancing the needs of other
patrons, local residents, and park lands affected by these events. FCPR is responsible for processing
applications, sharing event information with other patrons, reviewing event requests for compliance with
County Code, FCPR Policy & Guidelines, and other relevant laws and policies, and acting as a liaison for FCPR
staff responsible for the areas being applied for.

Role of Event Organizer
Event organizers should be responsive to correspondence from FCPR and should submit all required items
by their deadlines. Communication between the organizer and FCPR is critical before, during, and after the
event to ensure a smooth permitting process and a successful event. It is the organizer’s responsibility to
contact other agencies for events not contained completely on Frederick County Park property. All special
events are subject to the conditions outlined in the Special Request/Event Permit. It is the organizer’s
responsibility to ensure compliance. It is the organizer’s responsibility to submit in writing any
amendments to the original application.
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Application Deadlines and Fees

Deadlines & Fees

Permit fees are collected upon an event’s approval. All Event Special Request Applications must be
submitted a minimum of 60 days prior to the event. Any applications received after that point will not be
considered.
Any cancellations made less than 20 business days of the event are not eligible for refund or credit. A
minimal 20% processing fee will be charged per approved refund transaction. To avoid the processing fee,
you may apply the credit to your account for future use. Events cancelled by FCPR are automatically issued
full refunds. Please allow 3 weeks for refunds to be processed.
If your event is cancelled by inclement weather, the event organizer should notify FCPR the first business
day following the event to receive a refund or credit of event fees. Any rescheduling is at FCPR’s discretion.

Event Types
Cross Country Race
Walk/Run/Race Under 5K or #ppl
Walk/Run/Race over 5K or #ppl
Entire Park Event
Shelter/Field Event

Definitions
Cross Country, Walks, Runs, and Races are organized activities following
a set course that involves multiple sections of a park.




Cross Country – Route is completely off pavement. Race route
entirely on grass or path.
Walk/Run – event is based on completion, not placement. May
or may not be timed.
Race – Event is performance based with a clear winner in one or
more categories. Event is usually timed.

Entire Park Events are large community events that use or impact most
or all of the park with attendance greater than 250. (i.e. town
celebration)
Shelter/Field Events are events that may be based at field(s) or
shelter(s), but impact a larger portion of the park surrounding the
shelter(s) or field(s). (i.e. Corn hole tournament)

Not sure what type of
event you are hosting?
Contact us before proceeding
any further!
It is the event organizer’s
responsibility to identify the
event type and associated
deadlines, and we can help
you with this in advance.
Call 301‐600‐1646
Monday – Friday
7:30am – 4:30pm
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Impact Fees
Impact fees are outlined for the convenience of the event organizer and are estimated and subject to
change. This list reflects common event expenses and is not inclusive of all charges a special event may
incur. After assessing the Event Special Request Application, additional impact fees may be assessed.
It is the event organizer’s responsibility to provide approved barricading, tents, and other event
infrastructure needs. The use of ATVs, UTVs, or golf carts operated by non‐park staff is prohibited.

Impact Fee Examples
Alcohol Permit (must be obtained in person by the event organizer)
Sales Permit (with submitted paperwork)
Facility Impact (shelters, fields, community buildings)
Custodial Services (per custodian)
Park Ranger (per Park Ranger)
Event Staff (per staff member)
Equipment/Amenities (water, power, etc.)
Impact Fees (waste management, vendors)
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Permit Process & Overview
Permit Process Overview
As we begin processing your application, we will contact you with updates and may request additional
information to facilitate the approval process. Simultaneously, we will coordinate with multiple
departments to assess the needs of your event and to determine if FCPR will approve, place conditions
upon, or deny the event request. FCPR has the discretion to deny any type of event, if it is not in the best
interest of the county parks, other patrons, or will create an undue burden on a particular geographic area.

Permit Process Timing
The process can take anywhere from a few weeks to a few months to complete, which is one of the
reasons why it is critical that you meet the minimum 60 days prior to the event application deadline for
your event, and quickly respond to any communication after submission.

New Events
First time events in Frederick County Parks will need to go through additional screening which includes
coordinating with multiple departments and possibly meeting with FCPR representatives to present your
event, and go over plans and details.
The following criteria are used to determine if an event is appropriate in the county’s regional parks:




Suitable for people of all ages
Promotes, compliments and or enhances regional parks
Provides a unique and otherwise not readily obtainable experience to the general public due to
affordability, size of venue, type of entertainment, or ease of accessibility.

Event Organizer
Submit Application

Location & Date Tentatively
Reserved by FCPR

Event Organizer to Complete all
Outstanding Requirements

Receive Approval or
Denial from FCPR

Event Organizer Receives
Event Permit from FCPR

Hold
Event!

Application is Reviewed
by FCPR Staff

Adjust plans as needed

Follow up/ Evaluation
by FCPR
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Reservations & Limitations
Reservation Policy
Organizers of new events reserve dates and locations on a first come first serve basis. Your date will be
tentatively held once FCPR has received an application. Organizers of new events should contact us before
applying to ensure their preferred date and location are available. However, the date will not be tentatively
reserved until the application is received.
Previously approved events have the priority to reserve the same annual date. Organizers should submit the
request the day after their event to ensure that the facilities and fields that are needed are reserved for their
event the following year.

Limitations on Races & Walks
Frederick County Parks and Recreation is proud to host numerous races, walks, and tournaments which
promote a healthy lifestyle and support many great causes. To manage the impacts to the park patrons
and local neighborhoods, the following limitations have been placed on all races and walks hosted within
our parks.




No races or walk may host an event in areas of our parks that will create a high impact.
Races and walks that impact the same park areas cannot be held on the same or consecutive
weekends.
Events cannot limit everyday visitor’s access to the parks. Certain areas of the parks must still be
available to the public.

Site Plan/Route Map
Site Plan & Route Map
The site plan and/or route map you include with your permit application is a visual representation of all the
infrastructure and operational event elements that you describe throughout the permit application, and
should include and stationary elements as well as moving routes.
The final permit issued by FCPR will only be valid for the venue areas and event elements described in your
permit application and site plan or route map. Modifications to your request may be required during the
permit review process and will be incorporated in the final permit.
Plan or Map must include:







Location of race route with directions

Start/ Finish

Exit/Entry points if not contained within the park 
Temporary fencing or barriers

Water Stations


First aid/Medical assistance
Additional portable toilets or dumpsters
Vendor booths/Food Trucks
Additional tents/portable structures
Signs/Displays/Advertising
Inflatables
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Closure of Park Roads

Event Infrastructure

If approved, the temporary closure of park roads may give the requestor use of the roads and sidewalks
within the areas designated by the Special Event Permit. Typically (but not always) this will limit access to
all parking spaces within the closed right‐of‐way as well. It is the responsibility of the organizer to consider
any impact fees when making a request for closure of shelters, fields, and other amenities.
For any races/walks that extend outside of county park property, please consult with Frederick County
Sheriff’s Office or local municipalities for any possible permitting needs on county or city roads. Links can
be found in our event resource index at the back of this guide.

Food & Concessions
A complete description must be provided; including setup requirements and items for sale (some special
food items require additional permits from the Frederick County Health Department). If the request is
approved, a specific space for the concessions will be assigned; running concessions from any other space
is prohibited, unless approved by the on duty Park Ranger. Permit holders must have an approved Special
Request and Sales Permit from the FCPR to operate concessions.
Events that plan on having vendors must include them in the application process. Event organizers are responsible
for making sure the vendors obtain a sales permit and Heath Department permits. Vendor areas must cone off areas
around food trucks for the safety of participants. Vendors must supply their own power source. Any open flame or
generator must be placed a minimum of 25ft away from anything combustible and have a fire extinguisher available.
Vendors are only permitted to sell to event participants and not the general public. Vendors may not dispose of
grease on park grounds.

Advertising Displays, Posters, & Signs
Any request for the display of advertising, signs, banners, or posters must include the exact wording,
locations and number of signs/banners/posters. Any display must be only for the duration of your
reservation time slot and removed at the end. Alcohol, tobacco, or similar products, political, campaigning,
or similar content, obscene content are not allowed. FCPR reserves the right to approve or deny the
display of advertising at the discretion of the director.

Amplified Sound
All approved amplified sound volume must be used only in the designated areas specified on the Special
Event Permit. Producers should be mindful of the impacts of the sound on the surrounding neighborhoods
and in compliance with Frederick County Code 1‐12‐39 (A), “It is unlawful to use this equipment in such a
manner as to be disturbing or a nuisance to persons of reasonable sensitivity to noise within the area of
audibility.” FCPR reserves the right to revoke the amplified sound portion of the permit or impose decibel
limits at any time.
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Restrooms
FCPR parks maintain restroom facilities. However, additional portable toilets for special events with any
group over 250 in attendance may be required. Event organizers are responsible to obtain any additional
portable toilets and any fees associated with placement, maintenance, and/or removal. For every four
portable toilets rented for your event, one must be ADA approved to meet specific guidelines set forth by
the American with Disabilities Act of 1990.

Waste Management Plan
Additional trash cans and dumpsters may be required for your event. The anticipated number of
participants and activity will determine if additional trash cans and dumpsters are required. It will be the
event organizer’s responsibility to secure additional dumpsters, if they are determined to be needed as
well as any fees associated with placement, maintenance, and/or removal.
FCPR park supervisors will be available to assist the event organizer in the placement of additional trash
receptacles, dumpsters, or services.
Event organizers must see to the proper disposal of waste and garbage throughout the term of your event
and immediately upon conclusion of the event. The area must be returned to a clean condition and ready
for future patrons. If you, as an event organizer, set a standard of leaving the event site better than you
found it, you can have a highly beneficial impact on the community and establish a good reputation for
your event in the future. Failure to do so may result in denial of future special event permits or the
requirement of a cash deposit for future events.
Events serving food or drink AND expecting 200 or more persons in attendance must comply with State of
Maryland Special Event Recycling legislation. For more information, please visit
www.FrederickCountyMD.gov/EventRecycling.
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First Aid & Emergency Plan

Event Safety

All events are required to have a first aid/medical emergency plan. Events with over 500 participants
should include certified medical personnel or EMS on site. Smaller events must have a plan for onsite first
aid and using 911 for other medical emergencies.
All events are required to submit an Emergency Action Plan during the process. This plan should identify
emergency access, crowd managers, emergency notification methods, and how organizers will deal with
emergencies. FCPR personnel will review each plan and make recommendations.

Parking Procedures
When planning an event, it is important to consider the impact your event will have on parking. All vehicles
must be parked in designated areas, unless specifically authorized by permit. There is to be no parking or
driving on the grass. Any vehicle that is in violation will be ticketed and subject to towing without notice at
the owner’s expense. On the occasion that your event is larger than normal parking spaces allow, a
designated overflow parking will be outlined in your approved plan. Please remember that parking in any
emergency access area or tailgating from vehicles is never allowed.

Safety Barricades
Events involving the closure or obstruction of a public right of way may require safety barricades,
temporary fencing, variable message boards, and/or park rangers. The number and placement of possible
barricades will be determined by FCPR. Event organizers are responsible for providing any barricades
determined needed for the safety of their event.

Security
Frederick County Park Rangers are the most common and preferred method of security at special events in
the county park system. The Park Ranger Supervisor will review each application and provide
recommendations on the number of rangers or other security needed, if any, for your event.
Events with participants of over 250 may be required to have a dedicated ranger on site. Events with larger
participation may need additional rangers.

Weather Conditions
It is the responsibility of the organizer to track and monitor the weather and make the call on the potential
cancellation of an event. FCPR reserves the right to cancel any event due to weather that will cause
damage to park lands.
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Alcohol on County Property

Alcohol

If your event will include the possession or consumption of alcoholic beverages on county property,
regardless of whether it is being sold, given away, or supplied by attendees themselves, you will require to
obtain an alcohol permit in person by the event organizer listed on the permit. If granted, an alcohol
permit gives the requestor permission to possess and consume beer or wine within the areas designated
by the Special Event Permit. At no time is alcohol to be consumed on an athletic field. It is the event
organizers responsibility to ensure that all participants remain in compliance with all local and state laws.
Having alcohol at your event may result in additional insurance and security requirements.

Alcohol Sales & Promotional Offering
An event will require an additional alcohol license From the Frederick County Liquor Board if the event
involves the sale of alcohol in any capacity, including providing complimentary alcohol only to ticket or
registered participants and other similar arrangements. Please visit their website for further information
on the type of license you will need, cost, application, and procedures.
https://www.frederickcountymd.gov/1291/Liquor‐Board

Page | 11

Insurance Requirements
Event Certificate of Insurance
Events occurring on Frederick County property are required to secure an insurance policy for the event. See the back
of this guide for an example.

Certificate of Insurance Requirements
1. The Certificate Holder must read:
Frederick County, Maryland
c/o Risk Management
12 East Church Street,
Frederick, Maryland 21701
2. General Liability coverage with minimum limits of:
$1,000,000 per Occurrence; $2,000,000 General Aggregate
FREDERICK COUNTY, MARYLAND must be added as an Additional Insured for the specific event, date(s),
groups, or season.
3.
4.
5.
6.
7.

Address of applicant on the Certificate of Insurance must correspond with the address of the applicant.
If policy requires additional insured status, the endorsement must be provided upon request.
Required insurance must be maintained for the duration of the rental or business relationship.
Required insurance is primary and non‐contributory.
To the extent allowed by law, Renter shall indemnify Frederick County, Maryland for any and all claims during
the course of or relation to the Renter’s activities, including workers' compensation claims and the cost of
defense.

Renter will not hold Frederick County, Maryland liable for any accident or injuries during the course of or relation to the
Renter’s activities.

Third Party Insurance
The event organizer must ensure all safety sensitive contractors providing good or services for the event maintain
appropriate insurance coverage and limits. Examples of such contractors include but are not limited to inflatable
companies, providers of amusement rides, vendors of all food and beverage items, etc.
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Event Evaluation
Post‐Event Evaluation
FCPR will evaluate each event to measure the success of event organizers in conforming to policies and permitted
activities. Events with an unsatisfactory evaluation may have additional requirements imposed for future years or
may be denied for all future events.
Event organizers will receive a post‐event invoice for any damages to County property or unanticipated event needs
such as additional utilities access or staffing needs.
Event organizers can leave feedback about the event’s success by emailing
ParksandRecreation@FrederickCountyMD.gov

Future Events
FCPR takes reservations for events one year in advance. After your event is complete, you will have the ability to
apply the next day for the next year’s event. Receipt of application does not imply approval. Approval for future
events will take into account the success and evaluation of the recently completed current event.
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I.

Ballenger Creek District Park
A.
Basic Park Map
B.
Preset Race/Run/Walk Courses (Coming Soon)

II.

Othello Regional Park
A.
Basic Park Map
B.
Preset Race/Run/Walk Courses (Coming Soon)

III.

Middletown Community Park
A.
Basic Park Map
B.
Preset Race/Run/Walk Courses (Coming Soon)

IV.

Old National Pike District Park
A.
Basic Park Map
B.
Preset Race/Run/Walk Courses (Coming Soon)

V.

Urbana District Park
A.
Basic Park Map
B.
Preset Race/Run/Walk Courses (Coming Soon)

VI.

Utica District Park
A.
Basic Park Map
B.
Preset Race/Run/Walk Courses (Coming Soon)

Event Resources

Other County & Municipality Information Links:


Frederick County Sheriff’s Office
https://www.frederickcosheriff.com/faqs



City of Frederick
https://www.cityoffrederickmd.gov/902/Permits‐Application‐Center
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