
City of Santa Ana 
Special Events 
Training
MONDAY, APRIL 4, 2022



Ways to Participate During the Meeting
There are two ways to participate in the meeting:

Raise Your Hand
 If you have a question or comment to make or want the organizers attention 

use this function.

Type your Question
Type your question or comment in the chat box.

If you are dialing in press *9 to raise your hand and dial *6 to unmute to speak 
during the meeting.



Special Events Policy 
and Application Process



Special Events Policy
• Resolution adopted on January 18, 2022 by City Council

• Provides an effective framework for the administration of event permits that   
provides equitable and reasonable access to City public facilities

• Provides guidance for the use of City facilities for the following four (4) types of 
permits:

• Park Facility Permits
• Film Permits
• Land Use Certificates 
• Special Event Permits



Park Facility Permits
Allows the temporary use of a public park, field and/or facility for conducting certain outdoor and 
indoor, short-term events which are conducted completely or partially on City-owned or controlled 
park property pursuant to 
SAMC Sec.31-3.

Examples: Concert at Windsor Park; Veteran’s 
Ceremony at Fisher Park

Issued by the Parks, Recreation and 
Community Services Agency



Film Permits
Allows commercial motion picture or electronic video tape in or upon any property owned or 
controlled by the City of Santa Ana SAMC Sec. 10-2(a). Locations vary and are citywide.

Examples: 20th Television motion picture filming at the Train Station; Acura commercial on 2nd

Street Promenade (Artist Village)

Issued by the Parks, Recreation and Community 
Services Agency



Land Use Certificate
Allows temporary use of private commercial property for conducting certain outdoor, short-term 
activities, which may be related to the onsite business pursuant to SAMC Sec. 41-195.5. 

Examples: Flower sales or Christmas tree sales 
in parking lots; Covid Vaccination event at 
Latino Health Access’ parking lot.

Issued by the Planning and Building Agency with review 
from the Santa Ana Police Department



Special Event Permit
Allows temporary use of public property for conducting certain outdoor, short term events conducted 
completely or partially on City-owned or controlled public property pursuant to SAMC Sec. 10-22.

Examples: Street faire or festivals; Artwalk
event at 2nd Street Promenade; Farmers Market 
at 3rd and Bush Lot; Community celebrations and 
observances; Neighborhood activities 
such as block parties

Issued by the Santa Ana Police Department



Event Permit Process
Complete an 
Event Permit 
Application

Attach a Site Plan Submit to 
specialevents@santa-ana.org

Submit ALL 
permit requirements 

(2 weeks before your event)

Attend a 
Pre-Event 

Planning Meeting*

Application 
Review

Pay deposit and
permit fees**

Permit 
emailed to customer!

*Varies per event

** Park related fees may not apply for approved NA 
events



Application Deadlines
PARK FACILITY 
PERMIT CATEGORY

EXPECTED 
ATTENDANCE

APPLICATION 
SUBMITTAL

MAJOR 1,001 and Up Between 90 business days to 1 year prior to event date

MODERATE 100 - 1000 Between 45 business days to 6 months prior to event date

MINOR Up to 100

SPECIAL EVENT
PERMIT CATEGORY

APPLICATION 
SUBMITTAL

All events Minimum of 30 days; Maximum of 180 days



Application Deadlines

FILM PERMIT
CATEGORY

APPLICATION 
SUBMITTAL

Public and private filming 10-15 business days 
(May require longer review for complex or large scale productions)

LAND USE CERTIFICATE
CATEGORY

APPLICATION 
SUBMITTAL

All events 10 business days 
(May require longer review for complex or large scale events)



Permit Requirements for 
Neighborhood Associations
Once your event is approved, the following materials and approvals may be required:

 Site Plan

 Certificate of Insurance and Additional Insured Endorsement

 One Day Peddler/Event Participant List

 Traffic Plan (for street closures or modifications)

Waste Management Plan

 Security Plan

* Will include signature approval of businesses and residents



Non- City Permit Requirements
May include the following:

 OC Health Care Permit (for food and beverage 
distribution)

 OC Fire Permit (for specific types of activities and events)

* Will include signature approval of businesses and residents



Site Plans
A great site plan indicates the following:

 Event areas 

 Event equipment (including generators)

 Street Closures

 Traffic control equipment

 Routes (if applicable)

THE MORE DETAIL, THE BETTER!!
* Will include signature approval of businesses and residents,



Insurance
To request a quote, follow these 3 EASY STEPS below:

 Visit https://www.2sparta.com/index.php?p=selip and 

complete the online form “SELIP/Prompt Cover Application”. 

 Under the section requesting what “Public Entity” 

is requesting the insurance, please type or select 

“Santa Ana City of – ICRMA”. 

 Once your request is evaluated, SPARTA will email a quote to you for review. 

PLEASE FORWARD THE QUOTE TO RMD@SANTA-ANA.ORG
AND COPY BOTH MARGARITA MACEDONIO AND THE STAFF REQUESTING THE INSURANCE.

https://www.2sparta.com/index.php?p=selip
mailto:RMD@SANTA-ANA.ORG


One Day Peddler/Event Participant List
• All participating, onsite exhibitors and vendors must 

obtain a Santa Ana business license to conduct business 

in Santa Ana. 

• All event producers can complete a one day 

peddler/event participant list to inquire if their 

exhibitors will be required to renew or obtain a license. 

• Only public school districts and government agencies 

are exempt from providing business licenses.



Traffic Control Plans
Traffic Control plans must include the following: 

• Routes, detours and all traffic control equipment 

• Must be pre-approved and stamped by the City’s

traffic engineering department

• Must include a completed signature page of at least 

80% of residents and businesses impacted by the 

street closure.

• Use of water filled “K” rails may be required. 



What is a Community Event?
◦ The California Health and Safety Code Section 113755 defines 

a Community Event as an event conducted for not more 
than 25 consecutive or nonconsecutive days in a 90-day 
period that is of civic, political, public, or educational in 
nature, including state and county fairs, city festivals, 
circuses, and other public gatherings approved by 
Environmental Health.

◦ This includes Certified Farmer’s Markets and Swap Meets

What is NOT a Community Event: Grand openings, 
Private Events (weddings or bday parties), events held at 
churches and temples or other religious institutions that is for members and their guests, and is 
NOT advertised to the public. A gathering of food trucks that already have OC Permits.

Community Events MUST be approved by the City

Orange County Health Care Agency



Orange County Health Care Agency
When is an Event Organizer permit required?
◦ The California Health and Safety Code Section 114381.1 states an 

organizer permit is required when two or more food vendors are 
participating at a community event. The organizer is responsible 
for the facilities shared by multiple food booths i.e. restrooms, 
refuse containers, potable water supply, waste water disposal 
facilities, shared warewashing sinks.

If you are in doubt if you qualify as a Community Event or if 
you would like to obtain your temporary food facility permit, 
please contact the Health Department below:

ORANGE COUNTY HEALTH CARE AGENCY
ENVIRONMENTAL HEALTH

(714) 433-6080
ehspecialevents@ochca.com

www.ocfoodinfo.com

mailto:ehspecialevents@ochca.com


Orange County 
Fire Authority
Special event permits are for those activities or equipment that are temporary in 
nature and that may present an elevated or unique hazard to firefighters or the 
people that will be there. Special events 
may be held for invited guests or the general public and take place on public or 
private property. Some examples include, but are not limited to the following:

 Tents/Canopies

 Carnivals and Fairs

 Special Amusement Buildings, Mazes, and Haunted Houses

 Fireworks and special effects

 Pit Bar-B-Ques, Bonfires, Candles and other exposed flames

 Any event that is not the primary use of the facility (for example, 
a party or concert in a warehouse)

FILL  OUT AN ONLINE SCREENING FORM TO CONFIRM IF A 

SPECIAL EVENT PERMIT WILL BE REQUIRED FOR YOUR EVENT!



Orange County 
Fire Authority

Complete the online screening form to inquire if a permit
will be required.

ORANGE COUNTY FIRE AUTHORITY
PREVENTATIVE FIELD SERVICES

General (714) 573 – 6254
Santa Ana – Area 4 (714) 567-3240

specialevents@ocfa.org
www.ocfa.org

mailto:specialevents@ocfa.org


CONTACT LIST
◦ Park Facility and Film Permits

Sonia Batres, Recreation and Community Services Supervisor
Parks, Recreation and Community Services Agency
(714) 571-4227; specialevents@santa-ana.org

◦ Special Event Permits 
Amber Campos, Police Community Services Specialist
Santa Ana Police Department 
(714) 647-5840; policeplancheck@santa-ana.org

◦ Land Use Certificates
Planning and Building Agency
(714) 647-5804

◦ Business Tax 
Jessica Gonzalez, Business Tax Collector/Inspector
Finance and Management Services
(714) 647-5453; jgonzalez20@santa-ana.org

◦ SPARTA Insurance
www.2sparta.com/index.php?p=selip
(800) 420-0555/(415) 986-3999; Sparta@imwis.com
www.2sparta.com

◦ OC Health Care Agency
Environmental Health
(714) 433-6080; ehspecialevents@ochca.com
www.ocfoodinfo.com

◦ OC Fire Authority
Preventative Field Services
General (714) 573 – 6254
Santa Ana – Area 4 (714) 567-3240
specialevents@ocfa.org; www.ocfa.org

mailto:specialevents@santa-ana.org
mailto:policeplancheck@santa-ana.org
mailto:jgonzalez20@santa-ana.org
http://www.2sparta.com/index.php?p=selip
mailto:Sparta@imwis.com
http://www.2sparta.com/
mailto:ehspecialevents@ochca.com
http://www.ocfoodinfo.com/
mailto:specialevents@ocfa.org
http://www.ocfa.org/


SAPD Event Security

Security requirements are determined by the Santa Ana Police Department on a 
case by case basis.  There are four factors that the department considers when 
requiring Security Guards or Police Officers.

• Event’s size

• The presence of alcohol

• Event location

• Event Scope







Other factors that could require 
police/ security officers in 
conjunction with or in lieu of the 
attendance & event site factors:





Starting rate $109.39 p/hour



Neighborhood Association 
Special Events



Neighborhood Association Acknowledgement Form





Santa Ana Grants for Blocks Guidelines
A priority for the City of Santa Ana is to be able to help promote neighborhood community 
solutions, encourage civic engagement, and support community building events & activities. 
We have a long-standing program with Charitable Ventures to support this engagement, called 
Santa Ana Grants for Blocks.

Charitable Ventures is a community 501(c)(3) nonprofit that supports social impact efforts that 
effect positive social change in our communities. You can learn more about them at: 
www.charitableventuresoc.org. 

Policies & procedures are in place to be able to utilize the neighborhood funds, provide safe 
events & activities, and to follow mandated state and federal laws.



Santa Ana Grants for Blocks Guidelines Continued
SPECIAL EVENTS: 

Eligible Activities: Events may include, but are not limited to, resource fairs, music activities, 
workshops, field trips, & movie nights. Must be for the benefit of the whole neighborhood and 
community. Must be open to all community members

Eligible Expenses: Goods and services, Permits, Facility use, and Donations

Step 1: Complete quarterly Event Notification Form below. All events must be submitted and 
approved at least 8 weeks in advance.

Step 2: Work with City staff to discuss event details & budget, provide necessary documentation 
for vendors, and receive formal approval.

Step 3: After City approval, you may begin to prepare for your event.



Santa Ana Grants for Blocks Neighborhood Form
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