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The purpose of the Risk Management Tool kit is to provide 
information to neighbourhood groups who are organizing 
and attending events on city owned property.

This toolkit explains the type of insurance needed for 
activities on city properties and other locations. It is a 
resource to help you become familiar with special events 
and BBQs. 

Included in the tool kit are sample volunteer waivers 
and checklists that will help to make your event safe and 
welcoming for everyone.

What is Risk Management?
There is risk in everything we do. People manage risk every day. We often do this by instinct. 
However, when you are planning events where there are other people involved, it is very 
important for individuals and groups to think about how to avoid accidents and other risks 
that can bring harm to people. A well thought-out plan can help your group reduce risk 
and have a successful event.

Introduction
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The article goes on to describe some ways in which groups or individuals can manage these 
risks. These include:

• Determining that the risk is minimal and doing nothing.

• Find a way to reduce the risk by making changes to processes or procedures.

• Determine that the risk is too high and change the event.

• Find a way to transfer the risk to a second party via a contract.

Looking at the situation 
and asking what can go 
wrong and what harm 

could result;

If harm does occur, 
identifying practical 

measures that will help to 
lessen the impacts of harm 

and pay for any resulting 
damage or losses.

Identifying practical 
measures that can be 

taken to keep such harm 
from occurring; and

The Eagleton Neighbourhood was having a park clean up and 
were planning on handing out bottles of water. They determined 
that since the bottles were sealed, there was minimal risk and 
therefore they did not have to change their plans.

The Eagleton Neighbourhood were planning a Summer’s End BBQ 
for late August. In the past they had just used one of the members 
BBQ and cooler. They then reviewed the Safe Food Handling 
Guidelines and decided that the group would need to obtain both 
hot and cold thermometers, water containers, and soap.

At the Eagleton Neighbourhood Association Summers End BBQ 
planning meeting it was suggested that the group rent a Bouncy 
Castle for the event. As they were applying for Game Day Insurance 
they realized that Game Day would not cover Bouncy Castles. They 
called the Bouncy Castle Vendor and found out that they have 
insurance on their own to cover the Bouncy Castle activity.

EXAMPLE

EXAMPLE

EXAMPLE

In a document from Volunteer Canada i, they share a three-step risk management process. 

The steps are:
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Game Day Insurance
The City of Hamilton requires a valid insurance certificate for all events 
that take place on City Property. For a nominal cost, the City of Hamilton 
offers eligible groups insurance for events held on or in a City property. 
The insurance called Game Day is an insurance program that helps make 
obtaining insurance for events and sports activities affordable and easy
to obtain.

The Game Day insurance program is managed by the City of Hamilton’s Recreation 
Division located at 28 James Street North (Lister Block), Hamilton on the third floor. 

The cost of Game Day insurance will vary depending on the type of event and the number 
of people attending. There are certain events and activities that will not be covered by this 
insurance. Some examples of excluded events are:

• extreme or contact sports

• horse related activities 

If your group is planning an activity that is not eligible for Game Day insurance, you will have 
to secure private insurance or provide proof of insurance from a private contractor who 
is overseeing the activity. If there are high-risk activities, the event organizer must obtain 
insurance as well as make sure that the provider of the high-risk activity also has insurance for
their activity.

Neighbourhood Action Strategy (NAS) 
Planning Teams/Hubs
NAS Planning Teams or Hubs may qualify for reduced or waived park or facilities fees as 
well as reduced or waived Game Day insurance fees. The NAS Community Developer will 
be able to assist you to apply for these fee waivers or reductions.

To find out more about fee waivers or reductions please contact:

Deb Clinton          905 546-2424 ext. 2660      Deb.Clinton@hamilton.ca

As well, every Neighbourhood Action Strategy Planning Team or Hub has a Recreation 
Development Consultant assigned to it. Your Recreation Development Consultant will be 
able to assist you to determine if your event is eligible for Game Day, and if so can assist 
you with obtaining the insurance for your event or activity. 

Attached as Appendix A, you will find a detailed rental process chart for NAS groups. To 
reach a Recreation Development Consultant, please contact:

Manager of Program Development             905 546-2424 ext. 5015

on 
d floor. 

the number

• skate boarding

• bouncy castles
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Liability Insurance
for Private Property
Some of the neighbourhoods have had to obtain independent insurance as their events 
and activities have occurred on private property. For these events, the Planning Team/Hub 
should work with Deb Clinton from the Neighbourhood Action Strategy Office.

           905 546-2424 ext. 2660       Deb.Clinton@hamilton.ca

If you have to search for an independent insurance provider, you can check several things. 
The first is Festival & Events Ontario, which has a supplier list of “event friendly” suppliers.

           www.festivalsandeventsontario.ca

You may also want to check with other groups that have held events to see if they have 
used an independent insurance provider. Lastly, you may want to check with your own 
insurance provider.

Special Event Advisory Team 
(S.E.A.T.)
S.E.A.T. is a team comprised of City staff representing various municipal divisions that 
facilitate and support outdoor events taking place on City property and, in some cases, 
events on private property that have a significant impact on City services. S.E.A.T. ensures 
that these events have all of the necessary permits, permissions and insurance in place to 
ensure that the event is healthy and safe for the organizers, participants, the corporation 
and other citizens.

If your event is going to be held outdoors on City property or on private property and 
significantly affects City services, your group will need to get approval from S.E.A.T. 

In order to receive S.E.A.T. approval, you must complete a S.E.A.T. application online at 
seat1.fluidreview.com. You will be required to set up an account. In addition to the 
application, you will be required to submit a site/road closure map in order for your 
application to be processed. 

The deadline for the submission of a S.E.A.T. application is 60 days prior to your event 
if it will take place anywhere other than on the road way (e.g. park, parking lot, etc.). If 
you are planning to hold your event on the roadway, you are required to submit a S.E.A.T. 
application 120 days prior to your event date.

It is a good idea to have your event details well thought out and these details on hand 
when you fill out the application.
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You will have to provide: 

  Contact information for your event, including information for an alternate contact person; 

  Date(s) and time(s) for your event as well as the date(s) and time(s) for the set-up and take 
down of your event;

  Location for your event (i.e. City park, road way, Forecourt at City Hall, etc.)

  Event description;

  Information about the components of your event (i.e. whether you are having fireworks, 
alcohol, inflatables, live music, etc.);

  Information about food and non-alcoholic beverages at your event;

  Information about your waste management plan. 

For more information about the S.E.A.T. application or about planning your event, please visit 
www.hamilton.ca/seat and read the 2016 S.E.A.T. Guidelines.

If you have general questions about your event or the S.E.A.T. application, contact S.E.A.T. at:

           905-546-4646             eventsoffice@hamilton.ca

Other Fees and Forms
Alcohol
If your event includes serving alcohol, you must obtain a liquor license. This is the responsibility 
of the Province and can take up to 3 months to process. You can read more information about the 
process at the Alcohol and Gaming Commission of Ontario (AGCO) website: www.agco.on.ca or 
you can visit your LCBO.

Along with provincial licenses, you will also have to notify the City through a form that is
available online.

           www.hamilton.ca/alcoholpolicy

Once you have completed a form you can submit it to:

           liquorlicense@hamilton.ca City Hall, 71 Main Street West
1st Floor, Hamilton, L8P 4Y5
905 546-2782
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Safe Food Handling
Events that sell or give away food to the public have to be approved by the City of Hamilton, Public 
Health Services 14 days prior to the event.

There is an administration fee of $32.00 + HST to be paid prior to the event. 

As with the S.E.A.T. application, to complete the form you will need details of your event. These 
details include:

• How you will provide fresh water.

• How you will keep foods hot/cold.

• Do you have thermometers for both hot and cold food?

• How you will dispose of wastewater.

• How you will wash and sanitize utensils.

Public Health Services offers a detailed guide to assist groups to meet the requirements of safe 
food handling as well as help to complete the forms.

           www.hamilton.ca/foodsafetyspecialevents               Public Health Services at 905-546-2489

Along with the Public Health Safe Food Handling forms and fees, you can expect to pay fees for 
the following services:

• Road closures

• Barriers, pylons, “road closed” signs

• Traffic Signage

• Park rental fees

• Waste Management

• Hamilton Paramedic Service

City-Owned Facility/Recreation Rentals
If your group is looking to rent rooms, gyms, pools or some halls you will need to contact the facility 
directly. Attached as Appendix B and B2, you will find a copy of the Facility Application Form and 
an Occasional Outdoor and Ice Rental Form that needs to be completed. If you are looking to book 
a park or arena, you must contact the Recreation Division at 28 James Street North (Lister Block, 
third floor). When you book the property, you will be offered insurance through Game Day at the 
regular cost. Contact information for arenas and parks is below:

           905 540-5590            facbook@hamilton.ca              www.hamilton.ca/recbookings-rentals

A full listing of Recreation Centres can be found online at www.hamilton.ca/parks-recreation.
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Community Use of Schools
Hamilton Wentworth District School Board (HWDSB)
The HWDSB has designated 25 schools as priority schools in the Hamilton area. Under the Priority 
Schools Initiative, the province has provided funds to the HWDSB to allow free after school access 
to not for profit groups to offer affordable or low cost programming. 

Many groups and neighbourhoods recognize their local schools as assets and utilize their gym 
and community space for events. It is a popular location for events and some school’s space is
very limited.

The HWDSB has set up an online booking process called “eBase”. Groups must set up an account 
in order to request space. 

All rentals at the HWDSB will require insurance. You need to provide proof of insurance. There is 
an option on the online form to indicate that you need help with insurance. If your group needs 
help with insurance, you should choose that option. The HWDSB can sometimes offer a subsidy 
to groups to cover the cost.

It is a good idea to contact the HWDSB regarding School Rentals.

For further information:

Sarah Tracz              905-527-5092 ext 2374               rentals@hwdsb.on.ca 

           www.hwdsb.on.ca/community/partnerships/school-rental

Hamilton Wentworth District Catholic School Board
The Hamilton Wentworth District Catholic School Board (HWDCSB) also offers their schools for 
community use. They have a similar e-Base system in which groups will have to set up an account. 
There are fees for the school use.

For further information:

           www.hwcdsb.ca/support/communityuseofschools               905-525-2930
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Some other things to consider
We have compiled some forms/checklists that you may want to consider as you begin to plan your 
event or activity. 

Appendix A: is a diagram that outlines the process by which you can apply for insurance and 
rental space for NAS Groups.

Appendix B, B2: form for Recreation Room, Pool, Gym, and Hall Rental and an Occasional 
Outdoor and Ice Rental form.

Appendix C: is an Accessible Meeting Checklist that will help you and your group ensure 
that your event is a welcoming experience for all. 

Appendix D: is a sample waiver that you can have your volunteer’s sign that makes it clear 
that they are responsible for themselves and their own safety. The first one is 
for Adults; the second one is for Youth.

Appendix E: is a sample photo waiver. Getting this waiver signed by people who attend you 
events will give you permission to use their photos. 

Appendix F: is a document of insurance requirements for room rentals .

Appendix G: is diagram of the Game Day Process for NAS approved community organizations
/events.
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A

Rental Process with Requests for
Reduced Space/Insurance - NAS Group

Step 1
Request the Space

Step 2
Submit Application
(6 weeks before event)

Step 3
Permit and Payment
(4 weeks before event)

1. Application Form for Space

1. Room/Gym/Hall Pool 
Application Form

2. Park/Field/Ice Application Form

Submit to
Recreation 

Development 
Consultant

Recreation will confirm 
payment of space and 
insurance with SEAT

Sign Permit and pay any 
applicable fees

4. SEAT Application

AND IF INCLUDES ANY OF 
BELOW FOR OUTDOOR RENTALS

• Food being given or sold to public

• Alcohol/fireworks

• Sound amplification/generator

• Tents larger than 20’x40’

• Stages larger than 225 sq.m

• Amusement rides, inflatables

• Projected attendance over 1,000

2. Payment for Space

1. Room/Park Rental Fees OR if 
meets guidelines

2. Fee Waiver Request Form

3. Insurance for Booking

1. Provide Own

2. Purchase Game Day OR for 
eligible NAS events

3. Insurance Coverage
Request Form

4. SEAT Appliicaaaattttiooonnnn Submit to SEAT Office
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Print Form
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Event Organizer(s) submits 
S.E.A.T. Application

and requests
Game Day Insurance

Event Organizer completes 
‘Application for Insurance

 – NAS’ form.

Submits to
NAS Community Developer.

NAS Community Developer 
reviews, signs

completed form.

Submits form to
Recreation Developer.

Recreation Developer 
reviews and signs 
completed form.

Forwards scanned signed 
copy to Community 

Developer, Recreation 
Facilities Bookings 

(facbook@hamilton.ca) 
and S.E.A.T. 

(eventsoffice@hamilton.ca)

Program Coordinator 
(S.E.A.T.) saves PDF to 
appropriate event file.               

Updates check list to 
confirm insurance

for event. 

Program Coordinator 
(S.E.A.T.) facilitates 

applicants request for 
Game Day Insurance to 

be added to park permit 
with Recreation Facilities 

Bookings staff.

Game Day Insurance Process for NAS approved 
community organizations/events
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