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SPECIAL EVENTS: Requirements for Event Organizers 
 

The Community Health Services Department hopes your special event is a great success.  To assist 
you in organizing a safe event the following minimum requirements have been provided to minimize the 
possibility of a food borne illness.  
 
Your First Step 
 
Please ensure you complete the form “Community Special Event Application for Event Organizers” 
(Appendix 1) and forward it along with all applications from your vendors serving foods to the 
Community Health Services Department.  
 
A Public Health Inspector will review this information and contact you regarding food safety at your 
event. 
 
Exemptions 
 
Please note that religious organizations, fraternal organizations and service groups serving food at your 
event may be exempt from Ontario Regulation 562 (Food Premises). This does not mean that all 
individual food vendors serving food are. Please review Appendix 2 – “Is Your Event Exempt?” to 
determine exemption criteria. 
 
Organizer Responsibilities  
 

• Provide the Community Health Services Department with a site map of the event including food 
vendors, garbage and wastewater disposal sites and sanitary facilities. 

• Provide each vendor with a copy of the information package and application called 
“Special Events: Requirements for Food Vendors” 

• Collect completed vendor applications and forward them to the Community Health Services 
Department at least 2 weeks prior to the event. 

• Notify the Community Health Services Department of any significant changes to the original 
application. 

• Co-ordinate alternative back up plans with food vendors in the event of power failure or water 
shortages (generators, propane burners, ice supplies). 

• Arrange adequate disposal of garbage at a designated site. 
• Provide sanitary facilities in sufficient numbers and maintain in a sanitary manner (see Appendix 

3 for required numbers). 
• Arrange for sanitary disposal of liquid waste if sanitary sewers are not available. 

 
It is important that all special event forms are received within required time frames to allow ample time 
for a Public Health Inspector to review forms with individual vendors and discuss any questions or 
concerns. 
 
If you have additional questions or require resources and information, please contact the Public Health 
Inspectors at the Community Health Services Department at 519 383-8331. 
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Glossary 

 
Religious Organization:  
 
Defined in the Income Tax Act as an organization, other than a registered charity, of which a 
congregation is a constituent part, that adheres to beliefs, evidenced by the religious and philosophical 
tenets of the organization, that include a belief in the existence of a supreme being. 
 
Fraternal Organization: 
 
Was interpreted in Union Club of BC v. Saanich (1993) 85 BCLR (2d) 167 at 171, as being any 
organized body of men (or women, or both) who are banded together, not for pecuniary profit, but for 
mutual assistance, and to promote moral, intellectual or social benefits among members. 
 
Examples of fraternal organizations include but not limited to: 

• Knights of Columbus, Masonic Lodge, Moose Lodge, Sisterhoods and Brotherhoods, etc. 
 
Service Club: 
 
Defined in Webster’s Dictionary as any of several organizations dedicated to the growth and general 
welfare of its members and the community. 
 
Examples of service clubs include: 

• Lions Club, Rotary Club, Optimists, Royal Canadian Legion, Boy Scouts, Girl Guides, 
Community Sports Association (i.e. hockey, baseball) Etc. 

 
Special Events: 
 
For the purpose of these guidelines are all food service events or occurrences that are open to the 
public and held by religious organizations, service clubs, or fraternal organizations and that are 
considered to be outside the normal scope of the organizations regular activities. To differentiate from a 
“regular event” they operate for approximately 2 weeks per year or less (i.e. 1 day per month or over 2 
week duration for special fairs, celebrations, etc.) 
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COMMUNITY SPECIAL EVENT APPLICATION 
FOR EVENT ORGANIZERS  

 
THIS APPLICATION FORM MUST BE FILED WITH THE COMMUNITY HEALTH SERVICES DEPARTMENT 

 2 WEEKS PRIOR TO ANY EVENT HELD IN LAMBTON COUNTY 
 

EVENT INFORMATION 

NAME OF EVENT:  EVENT LOCATION (ADDRESS): 

EVENT DATE(S): TIME(S) OF OPERATION (a.m. - p.m.): EXPECTED ATTENDANCE: 

CO-ORDINATOR / ORGANIZER INFORMATION 

CONTACT PERSON: 
 

PHONE #: FAX #: 

MAILING ADDRESS: EMAIL: 

ARE THE FOOD BOOTHS RUN BY ONE OF THE FOLLOWING GROUPS 

RELIGIOUS ORGANIZATION 

NAME: 

SERVICES CLUB 

NAME: 

FRATERNAL ORGANIZATION 

NAME: 

WILL YOU BE CLAIMING AN EXEMPTION FROM THE FOOD PREMISE REGULATION FOR THE ENTIRE EVENT:  YES          NO   

PROVIDE THE FOLLOWING INFORMATION 
METHOD OF WATER SUPPLY 

MUNICIPAL: COMMERCIALLY BOTTLED: WELL & LOCATION: HAULED MUNICIPAL WATER 
(include name & phone#): 

HYDRO…………… 
WILL ELECTRICITY BE PROVIDEDTO VENDORS        YES       NO     

WILL BACKUP POWER BE AVAILABLE                         YES       NO     

SEWAGE WASTE WATER AND GARBAGE DISPOSAL 

METHOD OF SEWAGE DISPOSAL:      MUNICIPAL                    PRIVATE / SEPTIC 

METHOD OF WASTE WATER DISPOSAL:     HOLDING TANK         GRAY WATER CONTAINERS          OTHER 

NUMBER OF GARBAGE RECEPTACLES ON-SITE: 

NUMBER OF DUMPSTERS: 

PLEASE PRINT
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PUBLIC WASHROOM FACILITIES AND HAND WASHING STATIONS 
 

TYPE OF TOILETS AND HAND SINKS:      PERMANENT                 PORTABLE 

NAME OF SUPPLIER FOR PORTABLE UNITS: 

NUMBERS AVAILABLE TOILETS URINALS HAND WASHING STATIONS 

MALE    

FEMALE    

SITE PLAN FOR EVENT 

MUST INCLUDE: ALL FOOD VENDORS, WASHROOM FACILITIES, PUBLIC HAND WASH STATIONS, GARBAGE DISPOSAL, ELECTRICAL 
SOURCES, WATER SOURCES, WASTE WATER DISPOSAL. 
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Is Your Event Exempt? 

The Province of Ontario recently amended the Health Protection and Promotion Act, R.R.O. 1990, 
Regulation 562 (Food Premises) for special event meals held by religious organizations, service clubs 
and fraternal organizations. These changes have affected the public health inspection process and will 
affect your responsibilities as a special events coordinator/vendor. 

The previously named groups, which hold a special event meal that is open to the general public AND 
includes potentially hazardous food prepared in a food premise that is not inspected by Public Health 
Inspectors, are not required to meet the Food Premises Regulation as long as they abide by the 
following requirements: 

• Post a notice that their food premise has not been inspected under the Food Premises 
Regulation. The notice must be posted in plain view at the entrance to the event. A sample 
notice sign is attached. 

• Keep a list of names, addresses and telephone numbers of those who donate potentially 
hazardous food and provide the list to a Public Health Inspector, if asked. A sample of the food 
donor list is attached. 

• The food booth must be operated by one of the exempt groups. Persons preparing and 
serving food during a special event for the service club, religious or fraternal organization, must 
be members of that service club, or organization. Members include family members and other 
volunteers assisting the organization at these functions. 

Organizations that do not meet these requirements are not exempt from the Food Premises 
Regulation. 

Under the Health Protection and Promotion Act, all special event organizers, including exempt 
organizations, must continue to: 

• Inform Public Health Units, in advance, whenever they plan to hold a special event. 
• Provide any information, as requested by public health inspectors, about the source and 

preparation of foods served. 
• Ensure all food served at special events originate from approved sources. The sale of 

ungraded eggs, unpasteurized milk and uninspected meat is prohibited and applies to all food 
premises – exempt or not. 

As well, exempted special event food vendors will still be subject to an on-site assessment conducted 
by a Public Health Inspector, as required, for the following purposes: 

• To determine exemption status and to confirm reasons for exemption under the Food Premises 
Regulation (signs, maintain donor list for hazardous foods, etc.). 

• To provide food safety education and outreach. 
• To assess the nature and complexity of the event. 
• To identify possible health hazards or risks for food-borne illness and take steps to reduce 

risks.  
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Please note that not all special event food vendors are exempt from the Food Premises Regulation. 
The amendments apply ONLY to food premises owned, operated or leased by religious organizations, 
service clubs or fraternal organizations. Individual food vendors that are not part of one of the above 
mentioned organizations or groups are still required to follow the requirements of the regulation and 
will be subject to an inspection by the Public Health Inspector to confirm compliance.  

Food safety is everyone’s responsibility. Together, through food safety outreach and education 
programs, we can reduce potential risks of unsafe food to ensure a safe and successful experience.  
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Sanitary Facilities 
 
Temporary, accessible washrooms shall be provided where washroom facilities are not 
available. Follow these calculations to determine the number required: 
 

• Less than 1,000 Persons – use following chart to calculate: 
 
  Number of Persons  Number of Toilets 
   Under 100    2 
   100-200    3 
 201-400    4 
   401-600    6 
 601-1,000  10 
 
 

• More than 1,000 Persons – use following chart to calculate: 
 
  Number of Persons  Number of Toilets 
   1,000     10 
    2,000     20   
 
 

• For events of more than 2000 Persons – use 20 Toilets as your baseline and 
add 1.5 Toilets for every 1000 persons thereafter. 

 
For example:  8,000 Persons in attendance: 20 + (6 x 1.5) = 29 toilets 
 

    40,000 Persons in attendance: 20 + (38 x 1.5) = 77 toilets 
 
 
    Formula = 20 + (# of persons – 2,000) x 1.5 

    -------------------------------------- 
1000 

 
 
 
 
Note:  For male patrons, urinals may be substituted for 25% of the total number of 
toilets. 
 




