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AALLCCOOHHOOLL    
 
Contact Information: 
 City of Cambridge 

Attn: Special Events Liaison 
Community Services Department 
50 Dickson Street 
Cambridge, Ontario N1R 5W8 
Ph: 519.740.4681 ext. 4262  
www.cambridge.ca 

 Police Department 
Attn: Rita Westbrook, Superintendent 
200 Maple Grove Road 
Cambridge, Ontario N3H 5M1 
Ph: 519.653.7700 ext. 201 
rita.westbrook@wrps.on.ca 
www.wrps.on.ca 

 Fire Department 
Attn: Fire Inspector 
1625 Bishop Street North 
Cambridge, Ontario N1R 7J4 
Ph: 519.621.0754 or 519.621.6001 
Fax: 519.621.4521 
www.cambridge.ca  

 Region of Waterloo, Public Health - 
Cambridge 
Attn: Kay Heu, Program Assistant  
150 Main Street 
Cambridge, Ontario N1R 7J4 
Ph: 519.621.6110 ext. 3418 
Fax: 519.622.5868 
www.region.waterloo.on.ca 

 L.C.B.O.  
1.800.522.2876 
licensing@agco.on.ca 
www.agco.on.ca  

Due Date: 
Three months prior to the 
event 

Cost: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
$25 (not selling) 
$75 (selling) 

 
OVERVIEW: 
Special Occasions Permit: 

 A permit is needed any time liquor is sold or served anywhere other than in a 
licensed establishment or a private place.  A private place is an indoor area usually 
not open to the public and not open to the public during the event (i.e. A residence 
or private office). 

 Special Occasion Permits are for occasional special events only, not for private 
profit.  If you intend to serve liquor for private profit, you must obtain a liquor license.  
A permit may be revoked before the event if the AGCO has reason to believe the 
event is being used for personal gain.   
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Alcohol Risk Management Policy: 
 The City of Cambridge has developed a Municipal Alcohol Risk Management Policy 

to ensure the safety and enjoyment of patrons using city parks.  All event sponsors 
are required to abide by this policy.  Under City Council’s Alcohol Risk Management 
Policy, alcoholic beverages are not allowed on City property unless licensed under 
the authority of a Special Occasion Permit.  This is a guide to certain relevant 
legislation only.  It does not purport to recite all applicable statutory references.  For 
more information on the Municipal Alcohol Risk Management Policy, please refer to 
the appendix of this section. 

 
 YOUR RESPONSIBILITY: 

 Be ultimately responsible for the safety and sobriety of people attending the event.   
 Abide by the regulations set forth by the Liquor License Act.  For a copy of the 

Liquor License Act, please refer to the appendix of this section. 
 Abide by the regulations set forth in the Alcohol Risk Management Policy. 

 
STEPS TO OBTAINING A SPECIAL OCCASIONS PERMIT: 
 

1. Three months prior to the event contact the L.C.B.O for a Special Occasions Permit 
Application Form.  For a list of L.C.B.O.’s in the Cambridge area, please refer to 
page 4 of this section.   

2. Complete the Special Occasions Permit Application Form.  For a sample of Special 
Occasions Permit Application Form, please refer to the appendix of this section. 

3. Write a letter to the Police, Fire, and Health Departments (3 separate letters), 
requesting approval of alcohol at your Special Event.  Along with each of your 
letters, be sure to include the following information:  

 A copy of your completed Special Occasion Permit  
 Estimated attendance, security and control measures for the event 
 A sketch of the outdoor area, indicating the: 

o Location of event 
o Location of beer tent or fenced enclosure and bar, including location of 

entrances and exits to enclosure. 
o Location and number of washrooms  
o Location of food service area and type of food being served 

 
4. Write a letter to the City Clerk requesting approval of the Special Occasion Permit 

for your Special Event.   
 Along with this letter, be sure to attach all of the information listed in number 

three (#3) plus: 
o A copy of each letter to the Police, Fire and Health Departments. 
o Certificate of Insurance  
o A letter from the Council designating it as a Community Festival or an 

event of Municipal Significance.  
 



 

 
  
Section 10 - Alcohol  Page 3 of 4 
Special Events Manual  Revised on June 26, 2009 

5. Once you have completed the above steps, return your Special Occasion Permit 
Application Form to an issuing L.L.B.O. (at least two months prior to event).   

 In your letter, be sure to include the following in your application: 
o A letter outlining the Special Event in detail. 
o Copy of advertising 
o Letters of Approval from the Board of Health, Police and Fire Department 

and the City of Cambridge 
 

6. The L.C.B.O. will review your Permit Application and contact you when it has been 
approved.  It will be available for pick-up at the location that the L.C.B.O. specifies.    
 

7. Send proof of the Special Occasions Permit to your Special Events Liaison.    
 

8. Send a list of your bartenders and their Smart Serve Certification Numbers to your 
Special Events Liaison. 

 
9. Complete the Special Occasions Permit Checklist.  A copy of this checklist can be 

found in the appendix of this section. 
 

10. Post your Special Occasions Permit onsite on the day of your event. 
 

SSMMAARRTT  SSEERRVVEE  CCEERRTTIIFFIICCAATTIIOONN  
All bartenders and beverage garden security must provide proof of Smart Serve 
Certification two weeks before an event. All individuals are responsible to have their 
Smart Serve Card with them at the event and be able to show it upon request.  
 
The City of Cambridge Community Services Department offers smart Serve Courses to all 
volunteers of City Affiliated Events, at a subsidized rate, several times annually. The 
course can be taken on-line or in a classroom setting. To be eligible for a subsidy, all 
participants must register for the course with the City of Cambridge (even if taking the 
course on-line). 
 
For further information: www.smartserve.ca 
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EXTRA INFORMATION: 
 
Applicants: 

 Applicants must be 19 years of age or older to apply for a Special Occasion Permit.  
You may be asked to provide acceptable identification. 

 If the applicant is an organization, a member or representative of at least 19 years 
of age who has signing authority for the organization must sign the application.   

 Applicants must submit any information, records, materials, documentation or 
approvals to the AGCO as requested. 

 The permit holder or representative shall attend and be present throughout the 
SOP event.  The permit (and levy receipt for Sale events) must be posted in a 
noticeable place during the event. 

 
Security: 

 Security is required if your event includes alcohol.  For more information on 
Security, please see Section 16 – Security. 

 
Recommendations for your Special Event: 

 Create the required signage to post ahead of time.  Required signage are: 
o The hours of operation 
o The time that tickets are not sold any longer 
o The time that drinks will not be served any longer 
o The time period that tickets will be redeemable for cash  
o The designated driver program   
o The location of where low & non-alcoholic drinks are available   

 Use a counting device when serving alcohol to patrons and to keep track of the 
amount of people entering and exiting the beer garden to ensure the legal limit 
occupancy is abided by. 

 
Issuing L.C.B.O.’s in the Cambridge area: 
 

1145 King Street  
Cambridge, ON 
N3H 3P7  
519.653.6921 

200-3 Franklin Blvd. S.,  
Cambridge Centre, 
Cambridge, ON 
N1R 8N8 
519.621.6330 

45-130 Cedar Street,  
West Gate Centre Plaza 
Cambridge, ON 
N1S 1W4  
519.621.4900 

300 Shepherd Avenue, 
Cambridge, Ontario 
N3C 1V1  
519.658.4261 
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