
 
 

2026 West Lafayette Parks and Recreation Special 
Events Application Process  
 

Overview 
A Special Event Application is required if your gathering includes any of the following elements:  

• 100+ participants  
• Runs/Walks/Parades/Races 
• Advertising or sponsorship activity 
• Admission fee 
• Tents/Stages/Inflatables 

• Specific location reservation  
• Selling and/or distribution of food, 

goods, or merchandise (including 
classes or bootcamps) 

 
Groups using a West Lafayette Parks and Recreation property for a special event are required to 
pay a $50.00 non-refundable application fee due at the time of application.   
 
The pricing for Special Events is determined by ala-cart amenities. See application for specific 
pricing and details. If you are looking to reserve an entire park property, please contact West 
Lafayette Parks and Recreation (WLPR) at wlparks@westlafayette.in.gov. 
 
Non-Profit groups may be tax exempt; groups must submit a copy of a valid 501 (c) (3) 
certification at the time of application. 
 
Application Process 
(1) Select your preferred event location, date, and required amenities. You are encouraged to 
list an alternate location and/or date in case your first choice is unavailable. Those looking to 
reserve an entire park property are required to contact WLPR. If you are unsure whether your 
event requires a Special Event Application, contact WLPR at wlparks@westlafayette.in.gov. 

(2) Complete all sections of the West Lafayette Parks and Recreation Special Event Application, 
including event details, contact information, and requested amenities. All proposed activities 
and events are subject to approval by the WLPR and may also require approval from the West 
Lafayette Board of Parks and Recreation (WLBPR). Any advertising, vendor participation, or sales 
must receive approval from the WLBPR. The WLBPR meets monthly. For meeting information, 
please contact WLPR at wlparks@westlafayette.in.gov.  

(3) Submit the completed application by mail, in person, or by email. All applications require a 
$50.00 non-refundable application fee due at the time of application. If you do not receive a 
response, email wlparks@westlafayette.in.gov to confirm receipt. Submission of an application 
does not constitute authorization to hold the event; all applications are subject to review. 

Send the complete Special Event Application to:  West Lafayette Parks and Recreation 
       222 N. Chauncey Avenue   
       West Lafayette, Indiana 47906 
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Completed applications, along with all required documentation and additional information, 
must be received at least six (6) weeks prior to the event date. Applications submitted after this 
deadline may be denied or subject to late fees. The application must be completed in full. 

Applications will begin processing on January 10 of the current year (or the first business day 
following January 10) starting at 8:00 a.m. Applications submitted by mail, email, or fax—and 
any applications received prior to 8:00 a.m. on January 10—will not be processed until that 
time. 

(4) Upon receipt of a completed application, the WLPR will notify you of the application’s status. 
You will be advised of any applicable fees and any additional documentation requirements (i.e. 
certificate of insurance). WLPR reserves the right to request additional information or 
documentation related to the applicant, the applicant’s company, sponsoring organization, co-
sponsors, event participants, vendors, activities, or the event itself. Approval of an event permit 
may be delayed pending receipt and review of the requested materials. Failure to provide 
required information or documentation in a timely manner may result in denial of the special 
event request. Facilities will be tentatively reserved pending final approval by WLPR. The 
application must be completed in full. 

(5) Special Event applications are processed by WLPR in order of receipts. Process time will vary 
by application.  

(6) Insurance Requirements: During any special event, permit application shall maintain the 
following insurance in full force and effect. 

General Liability insurance is required for all public special events. All required insurance 
coverage must be provided by the event applicant; no exceptions will be made. The following 
insurance requirements are established by the Henriott Group on behalf of the West Lafayette 
Board of Parks and Recreation (WLBPR) and the City of West Lafayette and must be in full force 
and effect for the duration of the event. 

Commercial General Liability (Occurrence Form) 
Each Occurrence ....................................................................................................... $1,000,000 
Products/Completed Operations Aggregate ............................................................. $2,000,000 
General Aggregate (other than Products/Completed Ops Liability)  ........................ $2,000,000 
Personal and Advertising Injury Liability  .................................................................. $1,000,000 

Name the City of West Lafayette, Indiana, and the West Lafayette Board of Parks and 
Recreation as an Additional Insured. 

Automobile Liability  
Combined Single Limit .............................................................................................. $1,000,000 

Name the City of West Lafayette, Indiana, and the West Lafayette Board of Parks and 
Recreation as an Additional Insured. 
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Workers Compensation and Employers Liability  
Workers Compensation ............................................................................. State Statutory Limits 
Employers Liability 

Bodily Injury by Accident ................................................................ $100,000 Each Accident 
Bodily Injury by Disease ...................................................................... $500,000 Policy Limit 
Bodily Injury by Disease ................................................................ $100,000 Each Employee 
 

Umbrella Liability 
Each Occurrence and Aggregate ............................................................................... $1,000,000 

All coverage must be placed with an insurance company with an A.M. Best rating of A-VII or 
better.  

Please forward your certificate within 10 days to:  City of West Lafayette 
       222 N. Chauncey Avenue 
       West Lafayette, Indiana 47906 

(7) In the event of any and all amendments to the original application, applicants are required 
to inform the WLPR prior to the event day.  

(8) Once all West Lafayette Parks and Recreation Department (WLPR) requirements have been 
met—including receipt of all required documentation and full payment—the Special Event 
Application may be approved. Please note that any costs incurred for promoting or marketing 
an event prior to approval, as well as expenses resulting from changes or modifications required 
by WLPR and/or other City of West Lafayette departments, are the sole responsibility and risk of 
the Event Organizer.



West Lafayette Parks and Recreation 
Special Events Application 

Groups are required to pay a $50.00 non-refundable application fee due at the time of 
application submission. 

(A) General Information
Name of Event:  _________________________________________________________________
Date of Event:  ________________________Event Start Time:  ___________________________
Set Up/Start Time:  ____________________Clean Up/End Time:  _________________________
Date of Application Submitted:  ____________________________________________________

Name of Sponsoring Organization:  _________________________________________________ 
Contact Name:  _________________________________________________________________ 
Address:  ______________________________________________________________________ 
City:  _______________________________State:  ____________Zip Code:  _______________ 
Phone (Work/Home):  __________________Cell #:  ____________________________________ 
Email: _________________________________________________________________________ 
Website URL: ___________________________________________________________________ 
Non-Profit Status ID #:  ___________________________________________________________ 

On-Site Event Coordinator Name:  __________________________________________________ 
Address: ______________________________________________________________________ 
City:  _______________________________State:  _______________ Zip Code:  ____________ 
Day-of-Event Cell #:  _____________________________________________________________ 
Day-of-Event Email:  _____________________________________________________________ 

(B) Event Information
Purpose of Event:  _______________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Expected Attendance:  ___________________________________________________________

*If registration exceeds expected attendance, notification of West Lafayette Parks and
recreation is required.

Will electricity be needed? Yes No If yes, what locations?  ___________ 
______________________________________________________________________________ 
Will food vendors or caterers be used? Yes No 
List of all vendors (food or otherwise) and items to be sold: ______________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 



Page | 2 

(C) Amenities Pricing
For Special Event Pricing, please indicate the desired amenities at the desired locations. Prices
and capacity are listed with the amenity. If you are looking to reserve an entire park property or
any park/facility not listed, please contact West Lafayette Parks and Recreation (WLPR) at
wlparks@westlafayette.in.gov. Amenity prices are in addition to the $50 non-refundable
application fee. All fees listed reflect a five (5) hour rental block, unless otherwise noted. For
longer time allotments, please contact WLPR using the email address above.

Rental fees may vary based on access to utilities such as electricity, water, restrooms, or 
specialized equipment. For details on features of each amenity below, check out our “Rentals” 
page at westlafayette.in.gov/government/parks-and-recreation/place/rentals. 

Select all amenities intended for Special Event or list other on line below: 

CASON FAMILY PARK FEE 
Coneflower Corner Shelter ------------------------------------------------------------------------------ $100 
Peninsula Shelter ------------------------------------------------------------------------------------------- $100 
West Woodland Shelter ---------------------------------------------------------------------------------- $200 

CUMBERLAND PARK  FEE 
Shelter South ------------------------------------------------------------------------------------------------ $100 

HAPPY HOLLOW PARK  FEE 
Shelter 1 (All) ------------------------------------------------------------------------------------------------ $175 
Shelter 1 (East) ---------------------------------------------------------------------------------------------- $100 
Shelter 1 (West) -------------------------------------------------------------------------------------------- $100 
Shelter 2 -------------------------------------------------------------------------------------------------------- $75 
Shelter 3 ------------------------------------------------------------------------------------------------------ $100 
Shelter 4 ------------------------------------------------------------------------------------------------------ $100 
Shelter East ---------------------------------------------------------------------------------------------------- $75 

JOHN R. DENNIS WELLNESS CENTER  FEE 
Community Room 1 --------------------------------------------------------------------------------------- $375 
Community Room 2 --------------------------------------------------------------------------------------- $375 
Community Room 3  --------------------------------------------------------------------------------------- $375 
Community Rooms (All) -------------------------------------------------------------------------------- $1,125 
Party Room -------------------------------------------------------------------------------------------------- $275 
Community Patio (North Patio) ------------------------------------------------------------------------- $375 
Pool Plaza (South Patio) ---------------------------------------------------------------------------------- $375 

TAPAWINGO PARK  FEE 
Bandshell ------------------------------------------------------------------------------------------------------- $60 
Riverside Skating Center Building (Restroom) ------------------------------------------------------- $100 

*Rink area not included

OTHER  FEE 
5K Race ------------------------------------------------------------------------------------------------------- $100 

mailto:wlparks@westlafayette.in.gov
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Other requested park amenity:  ____________________________________________________ 

Non-Profit groups may be tax exempt; groups must submit a copy of a valid 501 (c) (3) 
certification at the time of application. 

(D) Restroom Facilities 
Will port-o-lets be used? Yes No If yes, how many port-o-lets? ______ 
Location of port-o-lets:  __________________________________________________________ 
Who will be the vendor providing restrooms? _________________________________________ 
How many hand-washing stations will be used? _______________________________________ 
If port-o-lets are not used, what restroom facilities will your event be utilizing?  ______________ 
______________________________________________________________________________ 

(E) Equipment  
Will the event include tents? Yes No  
If yes, please specify quantity and size for each tent:  ___________________________________ 
______________________________________________________________________________ 

(F) Safety Arrangement  
The individual named below is responsible for event safety and security. This person may not 
participate in event activities and must remain available to provide basic first aid and/or security 
support as needed. If the Event Organizer prefers to have EMTs and/or police on-site for the 
duration of the event, the West Lafayette Fire Department and/or West Lafayette Police 
Department can provide these services for a fee paid by the applicant/event sponsor. 

We would like West Lafyette to provide: EMTs Security Neither 

Printed Name: ________________________Day-of-Event Phone #: ________________________ 
Signature: _____________________________________________________________________ 

(G) Cancellation 
The City of West Lafayette and WLPR reserves the right to cancel or relocate an event due to 
special circumstances including (but not limited to) the following: Weather conditions, misuse 
or abuse of Park facilities, non-compliance with the City of West Lafayette event guidelines 
(listed below) and unapproved events.  

(H) Site Plans, Maps, and Accessible Planner 
Please attach a site map with set up/routes, etc. 

(I) Insurance Requirements 
Please attach General Liability Insurance certificate per the WLPR Guidelines located in the 
“West Lafayette Special Events Application Process” document. 

(J) General Information and Responsibilities 
Planning Meeting: Once the application is approved, WLPR staff will contact the applicant to 
determine whether a planning meeting is required. If deemed necessary, attendance is 
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mandatory. This meeting will be used to review event details, the application, and event 
guidelines. Applicants must bring a detailed event map/layout. 

Site Walk-Through: After approval and no fewer than two (2) weeks prior to the event, the 
applicant must schedule a site walk-through with park staff to review the site plan. The walk-
through ensures the applicant understands all site guidelines and provides an opportunity to 
address any remaining questions. 

Health Codes: All food vendors must obtain required permits and comply with regulations from 
the Tippecanoe County Health Department. Copies of permit(s) must be submitted to WLPR. 

Vehicles and Parking: Vehicles are prohibited on park property—excluding streets and 
designated parking areas—without prior written approval. Failure to comply may result in 
forfeiture of the deposit. Parking is permitted only in designated park parking lots. 

Set-Up and Storage: The applicant is responsible for the setup and removal of all tables, chairs, 
equipment, and supplies used for the event. Storage is not provided. Any items left behind may 
be removed by the WLPR at the applicant’s expense, payable upon demand to the West 
Lafayette Board of Parks and Recreation (WLBPR). 

Sanitation and Clean-Up: The applicant/event sponsor is responsible for maintaining cleanliness 
of the entire event area from setup through teardown. Trash receptacle locations must be 
shown on the site plan. All trash must be collected and properly disposed of during and after 
the event, and the site must be left free of litter. Failure to clean the area or damage to park 
property will result in charges for cleaning and repairs and may impact approval of future 
events. 

Trash Removal: If park receptacles are insufficient, the applicant/ event sponsor must provide 
additional trash containers or arrange for trash removal. Bagged trash may be placed next to 
park receptacles for staff removal. Improper disposal or overflowing containers may affect 
future use. WLPR will determine if an additional dumpster is required; dumpsters must be 
placed in approved locations. 

Dumping: Dumping hot coals or grease on park property is strictly prohibited. Any cleanup and 
labor costs resulting from violations will be charged to the event coordinator. 

Portable Toilets: The sponsor must provide an adequate number of portable toilets (minimum 
of one per 150 attendees). Toilets must be delivered as close to the event start as possible and 
removed within 24 hours after the event concludes. WLPR is not responsible for damage to 
portable toilets. Placement must be approved by park staff and shown on the event 
map/layout. Vendors must supply any required water hoses. 

Tents, Umbrellas, and Displays: WLPR is not responsible for tents or other event items. The 
sponsor is responsible for security of all equipment. Staking is not permitted. All tents, 
umbrellas, signs, and displays must be properly secured, and their locations must be shown on 
the event map/layout. 

Stages and Temporary Structures: Stage use requires a State Amusement and Entertainment 
Permit. All temporary structures must comply with federal, state, and local laws, including 

https://www.tippecanoe.in.gov/1448/Health-Department
https://www.in.gov/dhs/fire-and-building-safety/code-enforcement/application-for-amusement-and-entertainment-permit/
https://www.in.gov/dhs/fire-and-building-safety/code-enforcement/application-for-amusement-and-entertainment-permit/
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Indiana Building and Safety Codes. Staking is prohibited. Permit applications are available 
through the Indiana Department of Homeland Security. 

Tobacco-Free Policy: All West Lafayette Parks and Recreation facilities are tobacco-free. Tobacco 
use is prohibited. 

Child Supervision: If children under 18 are involved in the event, the applicant/ event sponsor is 
responsible for providing adequate supervision. 

Safety and Security: The applicant/ event sponsor is responsible for participant safety and must 
provide adequate security. A safety plan approved by the West Lafayette Police and Fire 
Departments is required and must address medical and security procedures. WLPR reserves the 
right to require uniformed security personnel at the sponsor’s expense. Police officers and EMTs 
may be requested for a fee and are recommended for even events with fewer than 500 
participants. 

Prohibited Items and Activities: Drugs, illegal controlled substances, fireworks, air rifles, 
paintball guns, bows, crossbows, swords, pellet guns, and similar weapons are strictly 
prohibited. Firearm discharge is prohibited within city limits. Events must comply with 
applicable state statutes and the City Noise Ordinance. 

Sales and Promotions: The promotion or sale of any items requires prior approval from the 
WLBPR. 

Pets: All pets at event must remain on a leash for the safety of participants. 

Copyright Compliance: The applicant is responsible for complying with all applicable federal and 
state copyright laws. 

Marking: Painting or marking of trails or hard surfaces is not permitted. 

Violations and Enforcement: Park facilities must be used in accordance with WLPR policies. 
WLPR reserves the right to revoke a special event permit at any time due to violations, safety 
concerns, or noncompliance. Violations may include, but are not limited to, gambling, profanity, 
dangerous activities, unauthorized vending (including alcohol, tobacco, or drugs), excessive 
noise, excessive attendance, or disturbances to other park users. Overnight sleeping or camping 
in parks or park facilities is prohibited. 
 
 
Applications must include the following to be accepted:  

• Special Event Application with Non-
Refundable Application Fee 

• Event Site Plan  
• Insurance Certificate of Liability 
• Event Agenda/Activities 

• Emergency Action Plan 
• Fee Payment  
• Non-profit Certificate (501 (c) (3) 

certification), if applicable 

By signing and submitting this application, the applicant agrees to abide by City ordinances and 
park rules and regulation of the WLPR including, but not limited to, the conditions stated on this 
application and the WLPR Rental Agreement.  
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Please Read Carefully 

I, as applicant or duly authorized representative of the applicant, hereby affirm that the 
submitted information is true and correct to the best of my knowledge. As such, I have been 
authorized by the applicant to apply for this permit and have read, understand and agree to 
comply with all rules concerning the use of a West Lafayette Parks and Recreation Department 
property. The applicant agrees that while renting the park or park premise, the applicant will 
not exclude anyone from participation in, deny anyone benefits of, or otherwise subject anyone 
to discrimination because of that person’s race, color, sex, religion, creed, national origin or 
ancestry, age or disability. Under this Special Event Permit, the applicant assumes all 
responsibility for proper conduct in the park, including consumption of alcoholic beverages 
which is prohibited.  

I, on behalf of the applicant and myself, shall release, hold harmless, and forever indemnify the 
City of West Lafayette, its employees, officers, Boards and agents from any and all claims or 
causes of action that may arise from the activities described herein. This includes claims for 
personal injury, property damage, and/or any other types of claims which may arise from these 
activities, whether such claims may be brought by the permit applicant or any of its agents, or 
by any third party. 

I have read this release and understand all of its terms. I agree with its terms and sign it 
voluntarily.  

 
____________________________________         ______________________________________ 
  Printed Name          Signature  

____________________________________ 
  Date 

West Lafayette Parks and Recreation 
222 N. Chauncey Avenue 

West Lafayette, Indiana 47906 
 

Office Use Only:   Date Paid:  ____________   Amount:  __________    Receipt #:  ____________ 

Copy of application sent to WLPD: _______________________ Fire:  ______________________ 
             Date      Date 
WL Police Department Approval:   _______________________        _______________________ 
           Date                 Date 
WL Fire Department Approval:  _________________________         _______________________ 
      Date                  Date  
Park Board Approval:  ________________________ 
 Date



 
 

West Lafayette Parks and Recreation  
Rules and Guidelines 
 
 

1. Alcoholic Beverages: No person may bring, possess, serve, or consume beer or any 
intoxicating beverage within park property. 

2. Preservation of Park Property and Natural Features: Do not remove, damage, or 
destroy any trees, flowers, shrubs, rocks, buildings, signs, equipment, or other park 
property. 

3. Wildlife Protection: Wildlife, including birds and animals within the parks, must not be 
disturbed in any manner. 

4. Garbage and Waste Disposal: All garbage, refuse, ashes, and other waste must be 
placed in designated receptacles. Please use recycling containers where provided. 

5. Fires: Fires are permitted only in park grills or privately owned grills located in 
designated areas approved by West Lafayette Parks and Recreation (WLPR). 

6. Firearms and Weapons: Firearms of any kind, including air guns and pellet guns, are 
prohibited in all parks. 

7. Camping and Structures: Camping is not permitted. Tents, tarps, inflatables, or other 
structures may not be erected without specific written approval from WLPR. 

8. Disorderly Conduct: Visitors must conduct themselves in an orderly manner and 
cooperate in maintaining a safe, peaceful park environment. 

9. Traffic and Vehicles: Observe posted speed limits of ten (10) miles per hour. Motor 
vehicles are prohibited on trails and must be parked only in designated parking areas. 

10. Commercial Activities: The sale of articles, services, or privileges is not permitted 
without written approval from WLPR. 

11. Signs and Advertisements: Posting of signs, advertisements, or notices is prohibited 
without written approval from WLPR. 

12. Pets: Pets are permitted but must be kept on a leash no longer than eight (8) feet at all 
times. Owners are responsible for cleaning up after their pets. 

13. Park Hours: Parks are open from 8:00 a.m. until one-half hour after sunset, unless 
otherwise posted by WLPR. 

14. Tobacco Use: Tobacco use is prohibited at all City of West Lafayette Park facilities. 

15. Markings: Paint or permanent markings are not permitted on trails or hard surfaces. 

16. Cancellation Policy: Special Event fees may be refunded if WLPR is notified of 
cancellation at least thirty (30) days prior to the event date, less a $10 cancellation fee. If 
notice is provided 29 to 15 days prior to the event, a $25 cancellation fee will apply. 
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