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Pop-Up Permit and Event Checklist

A Streamlined Approval Process for Temporary Public Art

Purpose
This Pop-Up Permit and Event Checklist provides York County municipalities

with a streamlined process for approving temporary art installations,
performances, and art-related events. The approach is designed to:

L.

2.

3.

1

Reduce barriers for time-limited creative projects

Use existing event permit systems rather than creating new approval
procedures

Maintain necessary safety oversight while enabling community arts
activations

Provide clear requirements so applicants know exactly what is needed
Enable faster turnaround for time-sensitive projects like film productions

How to Use This Document

This toolkit contains:

Permit Tier Guide: Match project types to the appropriate review level
Timeline Chart: Know when to submit applications

Application Checklist: Fillable list of required materials

Safety and Accessibility Guide: Key considerations for safe installations
Sample Application Form: Ready-to-use template for municipalities
Quick Reference Cards: One-page summaries for staff and applicants

The goal is simple: Add a checkbox for "temporary public art" to your existing
special event permit form, then use these checklists to guide the review
process.
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Section 1: Permit Tier Guide

Different projects require different levels of review. This tiered approach
ensures appropriate oversight while reducing delays for simpler projects.

Tier 1 Chalk art, face painting, 1 day or less 5-10 business days
busking, sidewalk
Same-Day  performances, poetry
readings

Tier 2 Art festivals, weekend 2-30 days 10-15 business days
installations, window
Short-Term  paintings, painted
objects (trash cans, fire
hydrants)

Tier 3 Seasonal displays, 31-90 days 15-30 business days
temporary sculptures,
Extended  [film productions,
multi-week exhibitions

Tier 4 Historic district Any duration Varies by requirements
locations, projects
Special Review requiring structural
attachment, electrical
work, or right-of-way
use

Note on Film Productions: Film and video productions often need faster
turnaround than traditional permit processes allow. Municipalities seeking to be
"film-friendly” should designate a single point of contact for production permits
and aim for 10-business-day review when possible. The Pennsylvania Film Office
(www.filminpa.com) is a state resource that can help municipalities attract
productions and navigate permitting. The Film Office maintains a database of
film-friendly communities and can connect municipalities with production
companies seeking locations. They also provide sample permit language and
best practices for working with film crews.



http://www.filminpa.com
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Section 2: Application Requirements by Tier

Tier 1: Same-Day Events (1day or less)

Examples: Chalk art festivals, street performers, face painting stations, poetry
readings, open mic events

Completed application form with contact information

Description of activity and location

Date and hours of operation

Certificate of Insurance naming municipality as additional insured (if
applicable)

Signed liability waiver

Photo release permission (if municipal photography planned)

oo ooogod

Tier 2: Short-Term Installations (2-30 days)

Examples: Window paintings, painted utility boxes, fire hydrant art, weekend art
fairs, temporary banners

All Tier 1 requirements, plus:

Detailed project description including materials to be used
Dimensions and placement diagram or site plan

Portfolio or images of similar past work

Property owner written consent (if on private property)
Installation and removal timeline

Plan for site restoration after removal

Identification of who is paying for the project

Ooooooon

Tier 3: Extended Temporary Installations (31-90 days)

Examples: Seasonal sculpture exhibitions, film productions, multi-week
community art projects

All Tier 1 and Tier 2 requirements, plus:

Maintenance plan for duration of installation

Weather contingency plan (for outdoor installations)

Emergency contact available 24 /7

Increased insurance coverage ($1,000,000 minimum recommended)
Notification plan for adjacent property owners/businesses

If applicable: Noise mitigation plan, traffic management plan, parking
plan

gooooo

Tier 4: Special Review Projects

Triggered when project involves:

* Location within a Historic Architectural Review Board (HARB) district
* Attachment to buildings or structures

* Electrical connections or powered elements

* Use of public right-of-way (streets, sidewalks)

* PennDOT or DCNR property involvement

Additional requirements:



YoCo Public Art Toolkit | Cultural Alliance of York County

HARB application and approval (if in historic district)
Structural engineer certification (if attached to buildings)
Electrical permit and inspection (if powered)

Highway Occupancy Permit from PennDOT (if applicable)
Coordination letter from relevant state agency

ogooog

Section 3: Safety and Accessibility Guidelines

All temporary public art projects must meet basic safety and accessibility
standards. Use this checklist during project review.

Physical Safety
Safety Consideration Questions to Ask

Stability and Anchoring Is the installation secured against wind,
weather, and accidental contact? Can it be
knocked over?

Sharp Edges or Points Are there any components that could cut or
injure someone who touches or brushes
against the work?

Tripping Hazards Are bases, cables, or extensions positioned
to avoid pedestrian pathways? Is lighting
adequate?

Sight Lines Does the installation block driver or
pedestrian sight lines at intersections or
crosswalks?

Materials Safety Are materials non-toxic and appropriate for

public spaces? Are paints/coatings
weather-resistant?

ADA Accessibility Requirements

All temporary installations in public spaces must comply with the Americans
with Disabilities Act (ADA). Key considerations:

[0 Clear Path of Travel: Maintain minimum 36-inch clear width on
sidewalks

Detectable Edges: Objects projecting into pathways must be detectable
by cane.

Ground Surfaces: Surfaces must be firm, stable, and slip-resistant

Event Access: Performance areas must have accessible viewing locations
Information Access: Signage should use high contrast and readable fonts

ooo o
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During Installation and Removal

gooooo

Work area properly barricaded from public access
Adequate signage warning of work in progress

All workers have appropriate safety equipment
Ladders, scaffolding, and lifts meet OSHA requirements
Municipal staff notified of installation schedule

Plan for debris removal and site cleanup

Section 4: Sample Application Form

This form can be adapted to your municipality's existing special event permit
application or used as a standalone temporary public art permit.

TEMPORARY PUBLIC ART PERMIT APPLICATION

[MUNICIPALITY NAME], York County, Pennsylvania

APPLICANT INFORMATION

Applicant Name:

Organization (if applicable):

Mailing Address:

Phone Number:

Email Address:

PROJECT INFORMATION

Project Title:

Project Type (check one):

O Visual Art Installation O Performance [
Festival/Event [ Film Production [ Other:

Proposed Location:

Property Type:

O Public Property [ Private Property (attach owner
consent)

Start Date:

End Date:
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Hours of Operation:

PROJECT DETAILS

Description of Project (include materials, dimensions, and artistic concept):

INSTALLATION AND REMOVAL
Installation Date(s):

Removal Date:

Equipment Needed:

Site Restoration Plan:

FUNDING AND RESPONSIBILITY
Who is paying for this project?
Estimated project budget: S

Who is responsible for maintenance during
the installation period?

REQUIRED ATTACHMENTS (check all that apply)

Site plan or diagram showing placement

Images/renderings of proposed artwork

Artist portfolio or examples of past work

Property owner written consent (if private property)

Certificate of Insurance naming municipality as additional insured
HARB approval (if in historic district)

Other permits obtained:

gooooog

APPLICANT CERTIFICATION
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I certify that the information provided in this application is accurate and complete.
agree to comply with all municipal ordinances, obtain any additional required permits,
and maintain appropriate insurance coverage. I understand that approval of this
application does not waive any municipal liability and that I am responsible for any
damage or injury resulting from this project.

Applicant Signature: _______________________ Date: ______________
PrintName: ___ _ ____

FOR OFFICE USE ONLY

Date Received: Permit Tier: 01 02 O3 004

Reviewed By: Date:

O Approved [ Denied [ Needs Revision Permit Number:

Notes:
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Section 5: Municipal Staff Review Checklist

Use this checklist when reviewing temporary public art applications. This
ensures consistent evaluation across all projects.

Initial Application Review

ogooog

Application form complete with all required fields
Applicant contact information verified

Project dates and duration clearly stated

Location identified and appropriate for proposed use
Correct permit tier assigned

Required Documentation

oooon

Site plan/diagram provided (Tiers 2-4)

Project renderings or artist portfolio included

Property owner consent obtained (if private property)
Certificate of Insurance on file with appropriate coverage
Signed liability waiver received

Safety and Compliance

ooooo

ADA accessibility requirements addressed
No sight line obstructions at intersections
Materials appropriate for public space
Installation method safe and secure

Site restoration plan acceptable

Special Considerations

ooooo

Historic district: HARB approval obtained (if applicable)

Structural attachment: Engineer certification provided (if applicable)
Electrical work: Permit obtained (if applicable)

State property: PennDOT/DCNR coordination complete (if applicable)
Adjacent property owners notified (Tier 3)

Final Approval

ogoooo

All checklist items verified

Permit fee collected (if applicable)

Permit issued with conditions noted

Copy of approved permit provided to applicant

Project entered in municipal calendar/tracking system
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Section 6: Timeline Chart

This chart shows when applications should be submitted based on project type.
Sharing this with potential applicants helps set clear expectations.

Chalk Art Festival 2 weeks before 5-10 business days [Tier 1

Street Performance 2 weeks before 5-10 business days [Tier 1

Window Painting 3 weeks before 10-15 business days [Tier 2; owner
consent

Painted Utility Boxes 4 weeks before 10-15 business days [Tier 2; utility

approval
Art Weekend /Fair 4 weeks before 10-15 business days Tier 2
Seasonal Display 6 weeks before 15-30 business days Tier 3
Film Production 2-6 weeks before |10 business days goal Tier 3; expedited
option
Historic District 8+ weeks before Varies by HARB  Tier 4; HARB
Project schedule required

Section 7: Quick Reference Cards

These one-page summaries can be printed and provided to applicants or posted
at municipal offices.

QUICK REFERENCE: Temporary Public Art Permits

For Artists, Organizations, and Event Planners

BEFORE YOU APPLY

» Identify your project type and appropriate permit tier

* Get property owner permission if on private property

* Check if location is in a historic district (HARB review required)

* Prepare site plan, images, and project description

* Obtain liability insurance naming municipality as additional insured

WHAT TO SUBMIT

* Completed application form
» Site plan showing exact location and dimensions
* Images or renderings of proposed artwork
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* Certificate of Insurance
* Property owner consent letter (if applicable)
* Installation and removal plan

TIMELINE

Single-day events: Submit 2 weeks in advance
2-30 day projects: Submit 3-4 weeks in advance
31-90 day projects: Submit 6+ weeks in advance
Historic districts: Submit 8+ weeks in advance
QUESTIONS?

Contact [MUNICIPAL OFFICE] at [PHONE] or [EMAIL]

For artist resources: Cultural Alliance of York County at www.culturalyork.org

Section 8: Resources

Pennsylvania Film Office — Film permit guidance, location scouting assistance,
and resources for film-friendly municipalities. www.filminpa.com

Cultural Alliance of York County — Technical assistance for arts events and
connections to local artists. www.culturalyork.org

York County Economic Alliance — Economic development support and
municipal partnerships. www.yceapa.org
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