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 EVENT APPLICATION FORM

Completing this application is the first step in applying for a permit to stage an event in public open space, this includes City of Greater Geelong public open space or road. When completing the event application, a comprehensive Events Planning Guide is available to refer to on www.eventsgeelong.com.au by selecting the Planning an Event tab.
Once the application has been submitted to the Event Services Unit, an Events Officer will be assigned to your event and will provide an assessment to confirm what documents and plans will be applicable to your event to enable an event permit to be issued.

Please allow a minimum of 8 weeks for your event application form to be processed. Large to major events may require a minimum 12 to 18 month planning period.

NOTE: Applying for an event does not give the Event Organiser immediate approval to advertise the event.
	SECTION 1: Event DETAILS
A contingent venue must be nominated 

	event name
	

	Proposed event date
	

	Primary event location
	

	Alternative event location
	

	Entry to the event 
	Free:  Yes or No                                 Ticketed: Yes or No (cost)

	Expected attendance numbers
	


** Site hire fees may apply ** 
	SECTION 2: Event applicant details

	Business / company 
	

	Event organiser 
	Name:
	Job title:

	Postal address, suburb and postcode
	

	Telephone
	

	Email
	

	Event onsite supervisor
	Name:
	Email:


	SECTION 3: Event DESCRIPTION

	Describe the event program and objectives 
	

	Event start time (public)
	 
	Event finish time (public)
	

	Event set up date
	
	Event pack up date
	

	Event set up time
	
	Event pack up time
	


	SECTION 4: Site planning
Show the placement of all existing and temporary equipment proposed to be set up on a site plan. 

	Fencing 
	No
	Yes
	Existing fence:  
	Temporary fence:

	Marquees
	No
	Yes
	Number of marquees: 
	Size of marquees:

	Stages
	No
	Yes
	Number of stages:
	Size of stages:

	Parking
	Where will event parking be provided?

Where will accessible parking be provided?


	SECTION 5: Traffic management
NOTE: If you are proposing to close a road or change normal traffic conditions and it is supported by the City, then you will be required to provide a traffic management plan developed by a qualified traffic management company. Changed traffic conditions will require a business/resident notification to be distributed by the event organiser and advertised to the public via City News, at the cost to the event organiser. You will also be required to complete an Event application to occupy roads and notify Public Transport Victoria.

	Could your event implicate a road in and around the event site?
	No
	Yes
	· Include a map naming the roads with this application

· Fun runs / cycle events / marches to include the direction of the course on a site plan and any equipment proposed to be set up on or near the road

· Include a car park plan to where you suggest the participants, contractors, staff and public will park.

	Will road closures apply?
	No
	Yes
	Date of road closure: From: ________To: ________
Time of road closure: From: ________To: ________

	Will public transport be implicated in staging the event
	No
	Yes
	


	SECTION 6: Site services 
(where possible please visit the site before submitting your application)

	Is power available onsite that you require access to?
	No
	Yes
	Describe the power to be used and show on the site plan.

	Do you plan on bringing a generator on site?
	No
	Yes
	Describe the power to be used and show on the site plan.

	Is there a water point on site that you require access to?
	No
	Yes
	Describe what the water will be used for and show on the site plan.


	SECTION 7: Waste Management 

Depending on your event and expected attendance numbers you may be required to provide additional toilets and bins.  
 There is now a Single Use Plastic Ban in Victoria, which must be adhered to.

	Are there public toilets on the event site?
	No
	Yes 
	· Number of Female cubicles:

· Number of Male cubicles:

· Number of accessible cubicles:

Please show their location on the site plan.

	Are you providing extra temporary toilets?
	No
	Yes 
	· Number of Female cubicles:

· Number of Male cubicles:

· Number of accessible cubicles:

Please show their location the site plan.

	Are there existing bins on the event site
	No
	Yes
	How many and include their location on the site plan.

	Are you providing extra bins?
	No
	Yes
	How many and include their location on the site plan.

	Will participants be able to recycle at your event?
	No
	Yes
	Describe how you will encourage recycling through access to bins, extra signage, education through communications to attendees etc.

	Will you be reducing waste to landfill in other ways?

	No
	Yes
	Describe waste reduction actions, for example:
· Access to free drinking water via Barwon Water stations

· Encouraging participants to bring their own bags, bottles, keepcups etc through event marketing

· Using reusable or recyclable decorations
· Booking a reusable plate & cutlery service

· Booking a collection for compostable waste


	SECTION 8: PROPOSED Entertainment 
NOTE: Fireworks will require a business/resident notification to be distributed by the event organiser and advertised to the public via City News, at the cost to the event organiser.

	Describe the entertainment program
	

	Is live or recorded music part of the entertainment plan?
	No
	Yes
	

	Will there be speakers and amplified noise at the event?

EPA guidelines apply to noise, refer to the event planning guide.
	No 
	Yes 
	Amplification times: From: __________to: ________
Sound testing times: From: _________to: ________

	Will there be fireworks at the event?
	No
	Yes 
	Firework discharge times: From: _______to: ______

Name of Fireworks Company:

	Will there be inflatable items set up (i.e. Jumping castle, arches)
	No
	Yes 
	Please show location on the site plan.

	Will there be mechanical rides at the event?
	No
	Yes 
	Please show location on the site plan.

	Will there be an animal nursery at the event?
	No
	Yes 
	Please show location on the site plan.

	Do you plan to erect signage at the event site?
	No
	Yes 
	Please show location on the site plan.


	SECTION 9: first aid 

	Do you plan to have first aid at the event?
	No
	Yes 
	Please include the location and hours of First Aid on the site plan 

First Aid provider company name:
All commercial first aid services in Victoria require a licence under the Non-Emergency Patient Transport and First Aid Services Act.


	SECTION 10: Food and Beverage 
NOTE: The location and nature of your event will determine if permission will be granted for the service/sale of food and beverages. All providers must be registered with Foodtrader.

	Do you plan to sell or serve food at the event? 
	No
	Yes 
	Include the location on the site plan.

Will food be served for free or charged?
Please provide the following information for all food vendors;
Vendor trading name:

Contact Name:

Contact Number:

	Do you plan to sell or serve alcohol at the event?
	No
	Yes 
	Show on the site plan where the red line alcohol areas will be. It is likely that a liquor license will be required.

Will alcohol be served for free or charged?


	SECTION 11: Risk Management
As part of your event permit application you will be required to submit the following documentation.

	Public liability insurance to the value of $20,000,000.
	Attach
	Current at the event date.

	A signed copy of the City’s indemnity form
	Attach
	

	A risk assessment. You can use the City’s risk template or your own format. 
	Attach
	For more information on risk assessments refer to the City’s Event Planning Guide.

	You may be required to present to Events Multi Agency Working Group (EMAWG) depending on the nature of your event and the associated risks. You will be advised by the Event Services Unit.


	SECTION 12: ONLINE EVENTS INDUCTION 
this will need to be completed by the event applicant and event onsite supervisors.

	Have you completed our online events induction?


 
	No
	Yes
	Step 1: click the link in the email received from geelongcity@linksafe.email to create your account and generate a pin. Your pin will be received in a separate email.
Step 2: Clink this link 
https://linksafe.com.au/geelongaustralia/
Step 3: COMPLETE the Events Health & Safety induction only

Step 4: Once completed, a copy of the certificate must be provided to the Event Services Unit.  


	SECTION 13: Marketing 

	Have you listed your event on EVENTS GEELONG the City of Greater Geelong’s Public Events Calendar?
	No
	Yes
	Listing your event is free and will help advertise your event to the City of Greater Geelong audience. 

	Have you listed your event on the Australian Tourism Data Warehouse?
	No
	Yes
	This database is linked with Visit Victoria and Tourism Geelong & the Bellarine to help advertise your event to a larger audience across the state. 

	Are you advertising your event in any other ways?
	No
	Yes
	Please let us know how else you intend to market your event;




	SECTION 14: Authorisation

	I have completed the Event Application form to the best of my knowledge, reviewed the Events Planning Guide and agree to adhere to all the reasonable requests made during the assessment and planning phase that may be stipulated by the City of Greater Geelong and other agencies. 

	Print name:

	Signature:

	Date:

	Events Geelong Sign up to know what’s on from Events Geelong. Be the person who hears about our awesome events and giveaways HERE!

	Submit your Event Application form to:

Email: events@geelongcity.vic.gov.au
If you require assistance, please contact: (03) 5272 5272

	Specific collection statement
The personal information requested on this form is being collected by City of Greater Geelong for the purpose of processing your event application. If the personal information is not collected, we will be unable to support your event. We will not disclose your personal information without your consent, except where required to do so by law. Our privacy policy is available on our website. If you wish to alter any of the personal information you have supplied to City of Greater Geelong, please contact us by sending an email privacy@geelongcity.vic.gov.au or call 5272 5272.


[image: image2.png]WWW.GEELONGAUSTRALIA.COM.AU



D23-491299

