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1. 
EVENT PURPOSE
a.
Event Aim 

Identify event aim i.e. charity sports match 
b.
Event Objectives

Identify event objectives i.e. to attract an audience of 2,000 
c.
Target Audience
Identify event audience:









Prospective numbers:










Demographic:












2.
EVENT DETAILS
	
	Date
	Start Time
	Finish Time

	Event Set Up
	
	
	

	Event Date
	
	
	

	Event Pack Up
	
	
	


3.
EVENT ACTIVITIES OVERVIEW
Provide a complete description of event activities eg. main stage, workshops, demonstrations, roving performers. 
4.
LOGISTICS AND PRODUCTION 
a. 
Event Running Schedule 
Please complete or attach a full running schedule for your event. It should include bump-in and bump-out times as well as all event timings.
	Time
	Activity/Action
	Responsible
	Company

	
	
	
	

	
	
	
	


b. 
Event Infrastructure 
Includes information on elements such as, stages, marquees, seating (no.):
	Structure
	Dimensions / Number

	
	

	
	

	
	

	
	


c.
Noise Management

Please list below if your event will have any amplified sound or other elements that will be louder than general crowd noise (e.g. Speakers, bands, drums, PA systems, horns, starter pistols etc.)
d. 
Traffic Management and Parking

Detail plans in place regarding traffic management, car parking, road requirements and/ or closures.  For events with major road closures please contact Councils Traffic Department for required permits 9278 4512 (please attach permits if applicable):

e.
Toilets

Number of toilets available on site and /or to be hired, including reference to disabled toilets.  
If hiring, please provide suppliers name and delivery and pick up details:

	Type of Toilet
	Number on site
	Number hired

	Male
	
	

	Urinals
	
	

	Female
	
	

	Accessible
	
	


Delivery Time:





Pick Up Time:





f.
Food Safety

All food vendors need to secure appropriate permits and comply with safety regulations. Please contact local laws for permit requirements on 9278 4710. Please provide names of suppliers (permits must be attached):

g.
Alcohol 

Are you planning to sell or provide alcohol at the event? If yes, please seek approval from Council. If you are selling alcohol please obtain a temporary liquor license from Victorian Commission for Gambling and Liquor Regulation (please attach permits if applicable)

h.
Waste Management

Please provide details of the waste management plan including how the site will be cleaned at the conclusion of the event.

i.
Notification to surrounding residents
If road closures are required or the event will attract over 500 people in a residential area, you may be required to send a letter to residents. Please attach and example of the letter and identify the streets to be targeted and timeframe for distribution.

j.
Media

Please advise of any planned media. Any reference to the City of Boroondara must be approved by Council. 

k.
Site Plan

Please attach a site plan detailing all structures and infrastructure. 

l.
Vehicle Access

Will vehicle access be required to the park/garden/sportsground? If so, please provide details on the type of vehicle, purpose, date and times it is required:

m.       Signage Plan
If you are bringing any signage (for directional, emergency, flags and/or banners) to your event please provide a list below. Please include the position of any signage in the Site Plan. Please note the City of Boroondara has strict guidelines around advertising signage of any kind.

	Type
	Size/Dimensions
	Content/Images/Text/Logos

	
	
	

	
	
	

	
	
	


5.
RISK AND EMERGENCY MANAGEMENT 

a.
Risk Assessment and Emergency Evacuation Plan
Please attach a Risk Assessment Plan and an Emergency Evacuation Map

b.
First Aid 

Provide name of organisation supplying first aid services

c.
Emergency Services
Have you notified emergency services of the event?

	Emergency Service
	Yes / No

	Police
	

	Fire Brigade
	

	Ambulance
	

	State Emergency Services
	


d.
Communications

Method to be used for communication between:
Event organisers / volunteers:








Public / event patrons:









Emergency Services:









e.
Security

Detail any provision made for security including the name of the security company contracted to the event and the number of guards on duty throughout the event period. Please note: security must be present overnight if setting up infrastructure the day prior to the event. 

f.
Insurance

Details of public liability insurance policy including cover (minimum $20,000,000) and name of insurer (please attach policy):

5.
OTHER ITEMS

a.
Fundraising

A permit may be required if you are fundraising at the event. Please contact local laws to discuss the required permit on 9278 4444.  Please attach permit if applicable and provide details of the fundraising to take place. 

b.
Fireworks

You need to apply for a permit to conduct fireworks in any council location. Please attach a copy of your operators Explosive License as well as the notification to discharge fireworks form lodged with Worksafe to this application.
c.        Child Protection Planning

If your event involves children, please consider your obligations under the Working with Children Act 2005. A Child Protection Plan is recommended to be developed. Even if your event is not specifically aimed at children, they may accompany family members and the following points should be considered as part of your event plan:
· Care of children at dedicated play areas including number and ages of children, and nature and suitability of children's activities provided.

· Children with special needs

· Events involving early teenager audiences

· Child protection measures in place

· Lost child process, roles and requirements of event officials involved in this process

d.
Water

Is water required for the event and what sources will be used?
e.
Electricity / Gas

Is electricity or gas required for the event and what sources will be used? 

f. 
Lighting 

Will temporary lighting be used? Please provide details:

g.
 Smoking

Please ensure compliance with Council’s smoke-free policy. Smoking is prohibited under the following conditions:
· within ten meters of the entrance/exit to buildings;

· within ten meters of ventilation intakes, air conditioning units or heating units; 

· where environmental tobacco smoke exposure for other employees, contractors, visitors or members of the public is possible.

It is recommended that No Smoking signs are placed in prominent positions at your event. The Tobacco Act 1987 amendments ban smoking in outdoor eating areas and new controls apply to public events which vary based on the number of food vendors on-site. 














7.
DISABILITY ACCESS PLAN

Description of plans in place to ensure event is accessible to people with a disability. Can refer to attachment to display access and evacuation points.
8.
EVENT CONTACT LIST
Contact list of all people involved in the event.
	Name
	Organisation
	Position
Event Day
	Contact Number 
Event Day

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


9. 
ATTACHMENTS AND PERMIT CHECKLIST
	
	Event Attachment or Permit Requirement
	Attached / NA

	4a
	Event Running Schedule
	

	4d
	Road Closure Permit
	

	4f
	Food Permits/Streatrader Certificates
	

	4g
	Temporary Liquor License
	

	4i
	Resident notification letter
	

	4k
	Site Plan
	

	5a
	Risk Assessment and Emergency Evacuation Plan
	

	5f
	Public Liability Certificate of Currency
	

	6a
	Fundraising permit
	

	6b
	Explosive license
	


10. 
Council Contacts
	Department
	Contact Number

	Sport and Events (Permits & General Enquires)
	(03) 9278 4595

	Arts and Culture (Grants)
	(03) 9278 4770

	Traffic and Transport 
	(03) 9278 4549

	Building Services
	(03) 9278 4999

	Civic Services
	(03) 9278 5154

	City of Boroondara After Hours
	(03) 9278 4444

	Municipal Emergency Resource Officer 
(Major Emergencies)
	0409 240 634


11. 
Other Useful Contacts

	Organisation
	Contact Number
	Website

	Ambulance Victoria
	1800 765 731
	www.ambulance.vic.gov.au 

	Food Safety Victoria
	1300 364 352
	www.health.vic.gov.au/foodsafety 

	Metropolitan Fire Brigade
	(03) 9662 2311
	www.mfb.vic.gov.au 

	Public Transport Victoria
	1800 800 007
	www.ptv.vic.gov.au/specialevents 

	St Johns Ambulance
	1300 360 455
	www.stjohnvic.com.au 

	Streatrader
	
	www.streatrader.health.vic.gov.au 

	VicRoads
	(03) 9854 1994
	www.vicroads.gov.au 

	Victoria Police
	(03) 8851 1155
	www.police.vic.gov.au/events 

	Worksafe - Pyrotechnics
	1800 136 08
	www.worksafe.vic.gov.au 
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