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SUBJECT: Events 

 

DEFINITIONS: 

 

Policies – A policy is a course or principle of action adopted by the Corporation. Policies cannot be 
disregarded or circumvented without cause and authorization from the City Manager.   

 

Protocols – Protocols are the formalities observed on a special occasion. They are intended as 
guidelines only. On formal or official occasions, protocols should be followed closely. Breaking with 
protocol or “exceptions to the rule” are acceptable on less formal occasions. 

DESCRIPTION: 

There are two types of events in which City of Vaughan elected representatives and City officials 
take part. City events are those owned and hosted by the City of Vaughan and involve City services 
or facilities. Community events are local events owned and hosted by a community or business 
organization, and may or may not involve City support or sponsorship.  Co-sponsored events, jointly 
hosted by the City and another organization/business, are included in the Community events 
category. 
 

PURPOSE: 
The purpose of this policy is to inform City staff about City procedures relating to City Events and 
Community Events and to assist City staff in directing enquiries to the appropriate community or City 
contact. In addition, this policy will guide City staff in organizing or supporting successful events. 
 
City Events are a primary means of showcasing the services and facilities that City residents receive 
for their tax dollars. They are a way of personalizing the City administration through the participation 
of the Mayor, Councillors and the City Manager, and offer an opportunity for direct interaction with 
local citizens. 
 
Community Events are a means for resident and community groups to come together to organize 
special activities that celebrate a sense of community and enhance the quality of life for residents 
and visitors to the City of Vaughan. Community events can include festivals, fairs, parades, dinner 
dances, fund-raising events, sporting events, etc.  
 
Community Events also can be supported by an individual Councillor for the benefit of a specific 
ward. These “Ward Events” may include the opening of a parkette or a statue unveiling.  
 
For the purpose of this policy, information applicable to City Events is presented as SECTION A and 
information applicable to Community Events is included in SECTION B. All protocols apply to both 



CITY OF VAUGHAN 

POLICY MANUAL 

 

Policy No:           CC – 002 

Department:   CORPORATE COMMUNICATIONS 

Subject:  CORPORATE POLICIES FOR EVENTS 

 

 
Council Approval:  2003/12/15        Amended:      2005/04/11 
Report No/Item: 5         Report No/Item:     19/10 
Cross Reference: Policy No.:  08.3.03 

Page 2 of 4 

sections, unless otherwise indicated. 

SECTION A: CITY EVENTS 

 

RESPONSIBILITY: 
City events are owned and hosted by the City of Vaughan and involve City services or facilities. City 
events are organized and managed by a lead or host City department and the funding for the event 
is allocated to the budget of the lead department.   
 

TIMING RESTRICTION: 
City events will not be held in the time leading up to a municipal election, beginning on the last 
day for declaring candidacy and ending on the day after election day. 

 

PLANNING PROCESS: 
The lead or host City department funding the event will appoint a project or event coordinator 
who will be responsible for the timing and logistical requirements for the event, preparing the 
event work plan and obtaining any necessary approvals. 

 

For events involving partner organizations, the draft work plan will be prepared by the project or 
event coordinator and input will be obtained from the partner organization prior to the finalization of 
the work plan and obtaining any necessary approvals. The final work plan will be distributed to the 
participants in the plan (see Attachment # 2). 

 

 

SECTION B: COMMUNITY EVENTS 

 

RESPONSIBILITY: 
Community events are organized and managed by a lead or host community group and funding for 
the event is solicited and managed entirely by that group.  Host groups may include ratepayer 
organizations, service clubs, not-for-profit organizations, community interest groups, for-profit 
businesses, etc. 
 
For the purpose of this policy, Community Events have been divided into three categories: 
 

1. Independently-run Community Events – events that have no direct association with the 
Corporation. The only connection to the City may be an invitation to the Mayor and/or 
members of Council to bring greetings from the City at an opening ceremony. For all 
community events, the City of Vaughan website will be updated with upcoming event notices 
upon receiving the information from the event organizers. 
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2. Council Endorsement of Community Events – events that have been officially endorsed 
by Council following a deputation to Council or Council approval of a request by the event 
organizers. Council would approve any City support services to be provided (including value 
of City services to be provided). These could include: 

 

 letter of endorsement to be used by the event organizers, if requested; 

 Corporate Communications issuing a news release and/or media advisory; 

 Posting event information to the City website; 

 Cost of a parade float or other equipment to facilitate the participation of Council 
and/or senior staff in the event; 

 Use of City logo on event promotional materials (with suggested tagline: “Proudly 
supported by …”); 

 Provide Services-In-Kind for approved Community Service Organizations (CS0s), 
within the inventory and Council-approved costs. 

 

3. City Sponsorship of Community Events – events that have been officially endorsed by 
Council and sponsorship provided in the form of financial support and/or the provision of 
services. Following a successful deputation to Council and/or Council approval of a written 
request by the event organizers, a sponsorship agreement would be signed by the City and 
the event organizers. This would detail the benefits (advertising, marketing, etc.) provided by 
the event organizers being provided in return for the City’s financial support and/or provision 
of City support services (including value of City services to be provided). 

 

OTHER CONSIDERATIONS: 
 

Ward Events – Ward Events, involving the Ward Councillor and ward residents and/or businesses, 
would be included in one of the above formats depending on whether the event is receiving some 
form of City support. 
 

Committee Events – Events organized by special Committees that have City staff as committee 
or sub-committee members (ie. Santafest Parade). In keeping with the above three formats for a 
Community Event, these events would be City-Sponsored Community Events (ie. direct cost to 
the City for staff time and services) and would require Council approval. 

 

Council Approval and documentation of services provided – City support can be provided to the 
community group if so directed by Council. A deputation requesting City support will be made to 
Council. Alternatively, a written request by the event organizers can be submitted for Council 
approval. 
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If approved/endorsed, Council will direct the appropriate department to provide the required service 
and document all department-related costs. For example: 

 All service requests (picnic tables, showmobile stage, use of a facility) will be directed to the 
Recreation and Culture Department (permit may be required and user fees may apply). 

 Road closure requests will be directed to the Clerks Department. 

 Communications and website support requests will be directed to Corporate Communications. 
 
For all community events, Corporate Communications will update the City of Vaughan website with 
upcoming event notices upon receiving the information from the event organizers. Only at the 
direction of Council will Corporate Communications assist community volunteer committees in 
organizing events.  

 

TIMING RESTRICTION: 
City events will not be held in the time leading up to a municipal election, beginning on the last 
day for declaring candidacy and ending on the day after election day. 

 

PLANNING PROCESS: 
If Council approves City support for a community event, the coordinator from the host 
organization will meet with the Mayor and/or members of Council to discuss the elements of the 
work plan, including proposed date(s). In addition, the coordinator from the host organization 
would meet to discuss the proposed work plan. 

SECTION C: EVENT PROTOCOLS 

 
* Replaced by Corporate Protocols for Events, Item 5, Rpt. 36 Committee of the Whole – June 26, 
2006 (departmental document – Corporate Communications) 
 
 




















