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PART A: REQUESTING PERMISSION TO STAGE AN EVENT
WHat is an event?
An event is any organised activity held on public land where an open area, facility, venue, road or temporary structure is to be used by more people than are usually found in that location. 

do i need to apply for permission to stage an event?

If your event fits this events definition and you are planning to stage the event on Council controlled or managed land, then you will need to seek permission from the City of Greater Geelong. If you are unsure as to who the land owner is please contact the City’s Event Services Unit.
If you are planning on staging an event on private land, filming in Geelong, or holding a rally or public protest, then the following will apply: 

Events on private land

While the landowner may have given approval for the event to be staged on their land, the event organiser may still be required to seek approval and apply for permits from the City of Greater Geelong and other authorities. The event organiser should contact the City’s Event Services Unit to discuss the proposal and receive advice.
Filming in Geelong

Any filming or commercial photography in the Geelong region will require a Filming Permit.  The approval process has been designed to be quick, easy and to support local film and television production. The Filming Application Form and Film Policy are available online at www.filmgeelong.com.au 
Rallies and public protests

Rallies and protests do not require permission from the City of Greater Geelong, however, we encourage you to make contact with the City’s Event Services Unit and Victoria Police to ensure the rally venue is available and if the services of Victoria Police are required. 

The rally or protest organiser should also ensure that adequate insurance cover has been obtained to cover the participants.  
The City of Greater Geelong and the Victoria Police will also advise you about what pre-rally communications you are required to undertake to advise businesses and residents who may be impacted.
why do i need to apply for permission to stage an event?

As the event organiser it is your responsibility to ensure that all required permits are obtained and any relevant legislation is complied with. This Guide is designed to navigate you through the necessary permit applications and to develop event planning documents of a reasonable standard.
how do i apply for permission to stage an event?

There are six main steps in applying for permission to stage a public event. 

Step 1. Submit an Event Application Form

The form is available on www.geelongaustralia.com.au: and search for ‘Event Application Form’ or contact the City’s Event Services Unit on (03) 5272 4254.
Section 1, How to Apply for an Event, Part B, The Event Application Form, of this Guide will step you through the Event Application Form. 
Step 2. Gaining In-Principle Approval

Once the Event Application has been received an Events Officer will be allocated to your event. 

Your Events Officer will liaise with the City of Greater Geelong internal representatives and other agencies. Your Events Officer will provide you with the agencies’ feedback, put you in direct contact and/or set up meetings to discuss your application.

Depending on the suitability of your event concept, availability of date and venue, you may receive in-principle approval to continue planning for your event. 

Step 3. Applying for Permits and Developing Event Plans

Now that you have in-principle approval, refer to this Guide to understand what permits and plans you will need in order to receive final approval from Council and other agencies. An Events Officer will advise you as to what specific plans need to be included in your Event Plan. In addition this Guide will provide you with advice as to how to develop those plans. You may be asked to attend planning meetings with relevant agencies to get their input and receive feedback during the development of the Event Plan.
As soon as you have in-principle approval for your event to proceed, you can access the City of Greater Geelong Events Website and promote the event. 

Go to www.geelongaustralia.com.au/events and click the List Your Event tab and follow the prompts.  You can also update the information on the website as you refine the event program.

Step 4.  Presenting Event Plans, and Attending the Events Multi Agency Working Group

As planning progresses for your event, you will be asked to submit a draft Risk Assessment and event planning documents to relevant agencies for feedback and approval. You may also be asked to present your Event Plans to the Events Multi Agency Working Group (EMAWG). For more information about the Events Multi Agency Working Group (EMAWG) refer to Section 1, How to Apply for an Event, Part B, The Event Application Form, of this Guide.
Step 5. Receiving Approval and Staging the Event
Once all permits have been issued and the Event Plans have been accepted by the City and relevant agencies, you will receive a final approval letter. 

Now is the time to stage your event. If your planning has been done carefully, your event should be safe and successful. Good luck!

Step 6. Post Event

Depending on the size and nature of the event, you may be required to meet with the City’s Events Services Unit and other agencies to discuss what went well and what could be improved. This feedback may be received at an EMAWG or in another forum.
PART B: EVENT APPLICATION FORMthe 
a step by step guide to completing the application form
This section of the Guide will help you answer the questions asked in the Event Application Form.

Regardless of the size or nature of the event, you will need to follow up with more information in an Event Plan once your Event Application Form has been received and you have in-principle approval. The Events Officer who assessed your application will advise you about the contents of the Event Plan and what permits you will need to apply for.

THE APPLICATION FORM 

It is important that all the information is filled in and written clearly. Sometimes when forms are faxed or scanned it can be difficult to read phone numbers and email addresses.  
SECTION 1: EVENT INFORMATION

Name of event: Write the name of the event as it will be promoted, advertised or marketed to the public.

Proposed dates of the event: When considering the event date check relevant websites and event calendars to see what other similar activities could be taking place in and around the region at the same time.

Proposed event location, alternative event location and contingency plan: The Event Application Form asks for two locations (venues or sites). This is in case the preferred location is not available or suitable for the event. When a location has been confirmed by your Events Officer a contingency alternative and relocation plan may be required.  
A contingency site and relocation plan may be necessary if the location unexpectedly becomes unavailable. This is a rare occurrence but it can happen as a result of extreme weather conditions such as a drought or flood.

SELECTING A SITE - Factors to consider: 

· Size of site – will the event fit in the proposed space? Is there enough room for equipment and patrons?

· Does the event need access to toilets, water, electricity and parking?

· Is there shelter available / weather protection?

· What will be the impact on the local environment i.e. flora and fauna?

· What is the proximity of the site to residences?

· What is the proximity to local businesses and are they supportive of the event concept?

· Are local businesses within close proximity to the site negatively or positively impacted by the event?

· What is the proximity to public transport? 

· What is the proximity to accommodation and tourism attractions?

· Are there other activities and events at or near the site that would be impacted positively or negatively by the event?

· Are there other events or activities in the wider area that would be impacted positively or negatively by the event?

· What are the site’s risks and hazards (eg. bodies of water, cliffs, industry)? 

When selecting the site give careful consideration to the above points in assessing if the site is the right location for the event. 
ASSET MANAGERS, HIRE FEES AND BONDS:

Not all of the land in the Geelong municipality is managed by Council. Before submitting your Event Application Form, you will need to investigate who is the responsible land or water authority and seek their in-principle approval to use the site.

It is worth noting that different authorities and asset managers have different processes for applying for permits. Depending on where the event is located, you may have to apply for more than one permit to use the area. Go to Section 7, Useful Contacts, of this Guide for information regarding areas of the municipality that are managed by external agencies.

Like any venue, public open space may attract a hire fee or a bond.  

Depending on the nature, location and scale of the event, the fees for hire of a venue may differ. Your Events Officer will advise you if a hire fee or a bond is applicable to a Council-owned site.

A bond may be required to cover repairs to a site that has been damaged as a result of the event. It is expected that there may be some general wear and tear on the asset as a result of the event. However damage to the site as a result of poor event management, eg. Oil spills, digging, unauthorised removal of site furniture, fences and bollards, haphazard placement of equipment etc., may result in the site needing to be repaired. Asset reinstatement and repair costs will be charged to the event organiser and/or deducted from the bond. 

Thorough event planning will minimise the likelihood of asset damage. Depending on the site, an Asset Protection Plan may be required. Go to Section 2, The Event Plan, Part B, Additional Event Plans of this guide for advice on Protecting the Asset. 
PRE EVENT PROMOTIONAL SIGNAGE ON COUNCIL LAND 

The City of Greater Geelong has a signage policy which is available on the Geelong Australia website.  There are limitations regarding pre-event promotional signage at some reserves and open space.  Permission must be obtained prior to the erection of any signage.  For information on the City’s signage policy or to apply on line, please visit the Geelong Australia website and in the search are type “Apply for a Recreation Reserve Advertising Signage Permit”.
SITE RESPONSIBILTY - HANDING OVER AND HANDING BACK THE SITE:

The Events Unit may ask you to prepare an Asset Protection Plan to demonstrate how you will protect the site and reduce the likelihood of damage during the set up, delivery and pack up of the event.

It is your responsibility as the event organiser to ensure that the site is safe for employees, contractors and the general public during the construction stage (set up) during the delivery of the event and during the pack up stage.  

The event organiser is also obliged to return the site to the City of Greater Geelong in the same condition in which it was received. While general wear and tear is expected, any damage to the asset will need to be repaired at your expense. 
Closer to the event date the site will be ‘handed over’ by the asset manager and your Events Officer. 
This hand over is an opportunity for you to discuss with the asset manager any small problems that have not been ironed out during the planning process.
The hand over is also an opportunity to assess and record the standard of the site pre-event.  For example, any broken pavers, unclean areas etc. will be recorded and noted. Any areas damaged during the event will be recorded at the post event ‘hand back’ and arrangements may be made by the City to have the area reinstated at the cost of the event organiser.
SECTION 2: EVENT APPLICANT INFORMATION  

Please complete the questions relating to your contact details. If you have access to a facsimile, please identify if this is a home or work line by noting as appropriate ‘H’ or ‘W’.

To assist the Events Services Unit in liaising with you in a suitable and timely manner, please identify your preferred contact. 
SECTION 3: EVENT OVERVIEW
Briefly describe the event: This section asks for general information about the event. Provide as much detail as possible as this will help us assess the suitability of your event for the proposed location.

You can use images or diagrams to help describe what you propose to do.
Dates and times: The timings relate not only to your event, but also to the hours or days required for set-up and pack-up. Your event will be given approval for the use of an area for a specific period only as defined in your application.
Expected number of participants and spectators including local and non-local: The City asks for an estimation of how many people will attend your event – including participants and spectators. This estimation will be used to assess the suitability of the proposed event location and what permits are required.
Has this event been held before and do you propose holding this event again?: This will assist the City in determining the viability of the site. Given the number of events staged annually in the Geelong region, the ability to note your event for future years at your preferred location and date may also be of benefit.
SECTION 4: SITE PLANNING AND DIVISION 2 OCCUPANCY PERMIT (POPE)
A site plan is a map that shows the area on which the event is being staged or held within. 

Throughout the site planning section in the Event Application Form, you are asked to show information such as placement of equipment, existing services etc.  This is so you can manage the site safely and determine in the planning stages how many people can attend the event site at any one time and the best location for the event’s services and equipment. 
For more information on how to develop a site plan and what information it should show, please go to Section 2, The Event Plan, Part A, The Basic Event Plan.

This section also includes questions about entry/exit arrangements to the site and enclosed areas within the site. 

Depending on the site arrangements your event may require a Division 2 Occupancy Permit–Place of Public Entertainment (POPE) permit.  
“Public Entertainment” is defined in the Victorian Building Act 1993 as being “an entertainment or meeting to which admission may be ordinarily gained by members of the public”, ie the general public are eligible to attend the entertainment or meeting.  If your event provides Public Entertainment then you may require a POPE permit. 
A Division 2 Occupancy Permit (POPE) is required when: 

· admission to an event may ordinarily be gained by members of the public; and 

· the venue has an area greater than 500m2; and

· the event is enclosed or substantially enclosed i.e. a controlled space by fencing, structures, or natural features that a reasonable person would see as being an exclusive area; and or

· admission to the event is gained by payment of money or giving of other considerations
EXEMPTIONS AND RECENT INTERIM CHANGES TO THE LEGISLATION

Some events that are organised and controlled by a “community-based organisation” and where the number of persons attending the event at any one time does not exceed 5000 are not required to apply for a POPE Occupancy Permit.

For the purpose of definition a “community-based organisation” means a body, whether or not a corporate body that:

· is not established primarily for the purpose of profit or gain made in the conduct of its activities to any members of the organisation; and 
· does not distribute any part of any profit or gain made in the conduct of its activities to any members of the organisation; and

· operates in a community wholly for:
· a philanthropic or benevolent purpose, including the promotion of art, culture, science, religion, education or charity; or

· any sporting or recreational purpose, including the benefiting of any sporting or recreation club or association
EXEMPTION EXAMPLE 
A public market conducted by Rotary where the number of persons attending the market at any one time did not exceed 5,000 patrons would not require a POPE Occupancy Permit.

The City of Greater Geelong Municipal Building Surveyor will assess whether a Division 2 Occupancy Permit (POPE) is required based on the information provided in the Event Application Form, the status of the applicant (commercial or community-based and the numbers of people expected to attend at any one time), and the layout of draft site plan.  If a POPE Permit is required, application is then made by the event organiser for the POPE Permit to the City’s Municipal Surveyor.
Section 2, Part C, of this Guide provides more detail about the Division 2 Occupancy Permit (POPE) application process and explains what type of plans you will need to developed to support the application.  To self assess if the event requires a Division 2 Occupancy Permit (POPE) refer to the “Place of Public Entertainment and Prescribed Structures Flow Chart” in Section 2, Part D, of this Guide.
Section 4A: SITE INFRASTRUCTURE AND SITING APPROVAL
Depending on the type and size of the temporary structures, certain structures may require Siting Approval as Prescribed Temporary Structures.  A Prescribed Temporary Structure is a temporary structure that is used by members of the public attending Public Entertainment and may be any of the following structures:
· Tents, marquees and booths, with a floor area greater than 100m2
· Seating stands (grandstands) for more than 20 persons

· Stages or platforms (including sky borders and stage wings) exceeding 150m2 in floor area

· Prefabricated buildings exceeding 100m2 and not placed directly onto the ground
· Inflatable movie screen
Section 2, The Event Plan, Part D, Siting Approval for Prescribed Structures, of this Guide provides more detail about the Siting Approval application process and details what type of plans you will need to develop to support the application. Structures with a lower size or capacity than a Prescribed Temporary Structure may also require structural verification.  See Part D for further information.  To assess if a structure requires Siting Approval refer to Section 2, Part of this Guide, “Place of Public Entertainment and Prescribed Structures Flow Chart”. 
All structures must be secured appropriately. Go to Section 3, Risk Management / Planning of this Guide for advice on how to manage all structures safely.
Section 4B: TRAFFIC MANAGEMENT
If your event impacts the normal use of roads in and around your event site, then you may need to apply for permission to temporarily change the normal use of the roadway/s.  This will involve engaging a Traffic Management Company to develop and implement a Traffic Management Plan in accordance with the Australian Standards.
How to apply for permission: Provide a site plan with the Event Application Form that shows the following:

· Name what roads are proposed to be impacted or closed

· Show the direction and the course of the parade or sporting route and any start/finish lines

· Show where any equipment is proposed to be positioned on the footpath, or roadway

· Show where you suggest the public and participants park

· Show where you suggest contractors and event staff park
Your Events Officer will provide this information to the various agencies to seek in-principle approval on your behalf.  You may be asked to meet with the agencies to discuss your proposal. 

If you are given in-principle approval then you will be required to engage a traffic management company to develop plans, manage the road closure and provide insurance during the road closure. You will then need to make formal application to the relevant agencies and follow their processes.
If you are not sure which agency manages which roadway, refer to the legend at the front of the Melways publication to determine whether Council or Vic Roads manage the road. 

For more information on the relevant agencies and their processes go to Section 2, The Event Plan, Part B, Additional Event Plans of this Guide.
You may also need to develop a Communications Plan to outline how you will advise residents and traders of the changed traffic conditions and access arrangements. Your Events Officer will provide you with information regarding the contents of the Communications Plan.
NOTE: The planning and expenses associated with traffic management are the responsibility of the event organiser. 

Traffic management needs to be part of your Risk Assessment.

Section 4C: MANAGING THE SERVICES AT THE EVENT SITE

Assessing power requirements: To determine how much power will be required to operate the event, you will need to know where the existing power is, how much power is available, who needs power and if an extra power source is required?  Once this information has been collected you should allocate power to those who require it during the event.

For information on how to develop a power management plan, go to Section 2, The Event Plan, Part B, Additional Event Plans of this Guide.  For risk management advice and the industry standards advice go to Section 3, Risk Management Planning of this Guide.  
Assessing lighting requirements: Events at night need light.  Adequate lighting is important in ensuring that a safe environment is provided for the people at your event.  Your plan should ensure that all areas of the site, especially access paths and emergency exits, are clearly illuminated.

You should make an assessment as to where lights are required on site to provide a safe environment and for the event to operate at night.  Lighting also requires power and this will form part of the Power Management Plan. For more information about lighting planning, go to Section 2, The Event Plan, Part B, Additional Event Plans of this Guide. 

Managing the safe use of gas bottles and LP gas: LP gas bottles are predominantly used at events for cooking and for heating. 

As an organiser of a public event, you have a Duty of Care under the Occupational Health and Safety Act 2004, to provide a safe operational environment. In relation to gas safety, this can be achieved by ensuring that all gas installations are safe, certified and compliant with current Gas Regulations and Safety Standards. For more information on how to abide by the Code of Practice for the Safe Use of LP Gas advice go to Section 3, Risk Management Planning of this Guide.  
Managing water requirements: It is your responsibility to manage the event’s water requirements. You will need to assess what the event’s water requirements are, if there is enough water available on site, where the water is located and whether extra water will be needed?

For information on how to develop a Water Management Plan, go to Section 2, The Event Plan, Part B, Additional Event Plans of this Guide. 
Accessing locked or restricted areas: If there any locked gates, electrical boxes, water taps, bollards, swing gates or garbage bins on site that you may need access to, please indicate these areas on the site plan.  Your Events Officer can then seek approval for you to access these areas and then arrange for these areas to be opened or provide you with keys.

If there are existing buildings on site that you would like access to, please advise your Events Officer, who will then check with the Asset Manager. Some reserves have existing club rooms and your Events Officer will either make a request on your behalf or ask you to contact the club directly. Use of the clubroom would then become an arrangement between you and the club.
Camping on or near the event site: If you are planning a temporary camping facility on or near the event site then a camping site map should be provided with your application to show how you are proposing to use the area.  Your Events Officer will liaise with the City’s Health & Local Laws to determine if the area is suitable for camping. If the area is suitable then your Events Officer will apply for a camping permit on your behalf and provide you with the relevant application form.

There are also a number of well-positioned and affordable caravan and camping parks within the Geelong region. Please contact Geelong Otway Tourism for advice:

Geelong Otway Tourism 
1/48 Brougham Street, Geelong Victoria 3220

T: (03) 5223 2588

F: (03) 5223 2069

E : admin@visitgeelongotway.com
W: www.geelongotway.com.au
Section 4D: WASTE MANAGEMENT 

Providing adequate waste disposal facilities: Event waste is generated during the set-up, during the delivery of the event, and during the pack-up stage.

It is your responsibility to manage the event’s waste and leave the site and its facilities in a clean and tidy condition. 

The City of Greater Geelong does not provide cleaning services on your behalf and expects that permanent infrastructure which is used during the event is left clean and tidy.

This may mean that you have to provide extra bins, skips or toilets. Professional cleaners may also have to be engaged.  Your Events Officer will advise you as to what extra equipment and services are required.  

You may be asked to develop a Waste Management Plan as part of the Event Plan. For help with waste management planning refer to Section 2, The Event Plan, Part B, Additional Event Plans of this Guide.

The City of Greater Geelong encourages all events to recycle. For information on how to include recycling in your Waste Management Plan go to Section 2, The Event Plan, Part B, Additional Event Plans of this Guide.

Providing adequate toilet facilities: One of the first things to consider when selecting a site is the number of existing toilet facilities available and whether they will be adequate for your event. 

To assess the number of toilets required, go to Section 2, The Event Plan, Part B, Additional Event Plans of this Guide—Waste Management Plan.
Section 4E: ENTERTAINMENT MANAGEMENT 

This section covers the following permits and plans required to deliver an entertainment program: 
· Compliance with the Australian Performing Rights Association (APRA)

· Compliance with the Environmental Protection Agency (EPA) noise and littering guidelines

· Using fireworks and pyrotechnics and compliance with WorkSafe regulations

· Using inflatable devices, such as air castles, safely

· Using mechanical rides and compliance with WorkSafe regulations
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Using animal farms and compliance with health guidelines

Programming live music or playing recorded music at an event:
If your event program has recorded music or live artists performing music, then you must apply for a licence from the Australian Performing Rights Association (APRA). This is because music is protected by copyright law (Australian Copyright Act 1968) and events require a licence from the APRA for artists to perform live or for recorded music to be played.

This applies to event programs that involve:

· Public performances, broadcast or communication of music

· The reproduction or recording of music for retail, personal or business purposes

· The synchronisation of music with film or video in an audiovisual recording

The type of event will determine which type of APRA licence is required:

· Concert/festival/dance party/function – box office event

· Concert/festival/dance party/function – free event

· Corporate or industry function

· Eisteddfod

· Film festival 
Contact:

Australian Performing Rights Association Limited (Victorian Branch)
3 & 5 Sanders Place, Richmond Victoria 3121
T: (03) 9426 5200

F: (03) 9426 5211

E: victas@apra.com.au
W: www.apra-amcos.com.au
Live Performance Australia (LPA): is the peak body for Australia’s live entertainment and performing arts industry. Established in 1917 and registered as an employers’ organisation under the Fair Work Act 2009, LPA’s activities centre around membership services and events. Members work in live performance sectors: contemporary and classical music, musicals, theatre, comedy, dance, opera, circus and physical theatre, representing producers, venues, promoters, performing arts companies, festivals and industry suppliers such as ticketing companies and technical specialists. LPA also services the cinema and exhibition industries.

Contact:

Live Performance Australia (LPA) 

Level 1, 15 – 17 Queen Street, Melbourne Victoria 3000
T: (03) 9614 1111

F: (03) 9614 1166

E: info@liveperformance.com.au
W: www.liveperformance.com.au 
Managing noise levels
The EPA and the City of Greater Geelong have rules and guidelines regarding amplified sound or noise at outdoor events.  Noise levels can affect residents, businesses and wildlife.  Noise can be generated from speakers and amplifiers during the event as well as from machinery used during set-up and pack-up.

NOTE: It only takes one or two complaints to the EPA from a member of the public for an event organiser to risk being fined for breaching noise guidelines.

If amplified sound or machinery is used as part of the event you will need to include a Noise Management Plan in your Event Plan.  For more information go to Section 2, The Event Plan, Part B, Additional Event Plans – Noise Management Plan of this Guide.
Mass balloon releases–protecting our environment
Mass balloon releases are not supported and are strongly discouraged by agencies such as the Environmental Protection Agency, Marine Victoria, Parks Victoria and the City of Greater Geelong Environment Department and asset managers. 

Balloons, whether they are biodegradable or not, fall back to the earth as litter and if they land in the rivers or seas or are washed into the waterways, they become a danger to the marine life.   A great alternative for event organisers is to use streamer wavers or release bubbles.
Using fireworks and pyrotechnics safely and legally
If you are planning on having fireworks or pyrotechnics as part of your event, you first need to ask permission from the landowner. 

If in-principle permission is received from the landowner, you must engage a licensed pyrotechnical company. The licensed pyrotechnician will need to apply for the relevant permits from WorkSafe.

It is a requirement of the Dangerous Goods (Explosives) Regulations 2000 number 814 that pyrotechnicians are to notify authorities at least seven days before the fireworks display.  The WorkSafe permit application needs to be submitted and approved, and then distributed to Council and the Country Fire Authority (CFA).  

You will also need to notify Parks Victoria (who require a minimum of eight weeks notice) if pyrotechnics are to be launched from water based barges. 

If the event is held during the Fire Danger Period you must seek permission from the CFA for a schedule 14 permit.  If the event is likely to fall on a Total Fire Ban Day then you will also need to apply for a schedule 40 permit.  Both these permits should be applied for in advance.  For more information on CFA permits go to Section 3, Risk Management / Planning, Part E, Fireworks, Pyrotechnics and WorkSafe of this Guide.
If an Occupancy 2 Occupancy Permit (POPE) is being applied for, you will need to include all fireworks and pyrotechnics information in the application form.  

Fireworks and Pyrotechnics require a Communications and Safety Plan. 
Fireworks and Pyrotechnics should form part of the event’s Risk Assessment.
Go to Section 3, Risk Management / Planning, Part E, Fireworks, Pyrotechnics and Worksafe of this Guide for information on how to comply with Worksafe requirements. 
Inflatable Devices: If air castles or other inflatable devices are part of the event you need to show the proposed location on the site plan and manage the risks. For information about the risk implications and proposed treatments refer to section 3 of the Guide, part D.

Generally speaking, for a private function on Council land that has an air castle as part of the activities, it is requested by Council that the function organiser does not charge children at the event to use the air castle. Children who are not part of the event but who may be using the park/reserve should also have free access to the inflatable device.
Inflatable devices should form part of your Risk Assessment. 
Mechanical rides and amusement structures: 

Your site plan needs to include the location of all mechanical rides. Mechanical rides or amusement structures are described in the Occupational Health and Safety Act 2004 as ‘plant’ or ‘prescribed equipment’.

A proprietor of prescribed equipment must ensure that the equipment, when used, is safe and without risks to health. Operators must be suitably licensed and trained, and the equipment must be appropriately inspected and maintained.  The equipment may also require annual certification by a structural engineer.  

It is your responsibility to ensure that the mechanical ride proprietor is setting up and controlling the amusement equipment in a safe and compliant manner for the duration of the event, and that the operators are suitably licensed.

Generators should not be accessible to public and fuel should be stored safely. Suitable barriers should be used and you need to provide adequate space around all rides. Power cords should be tested and tagged, covered to avoid trip hazards, clear of any walkways and protected from inclement weather for the safety of spectators and children using the ride or structure (including inflatable devices).
The mechanical ride proprietor is obliged to abide by legislation including:

· Occupational Health and Safety (Plant) Regulations 1995

· Victorian Electrical Legislation

· Victorian WorkSafe Authority Legislation

· Australian Standards

For more information about meeting the plant regulations see the WorkSafe website: http://www.worksafe.vic.gov.au/wps/wcm/connect/WorkSafe/Home/ and search for Major Events - Advice for Managing Safely.
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Mechanical rides should be included in your Risk Assessment.  

Animal Nurseries / Farms: If you are having an animal nursery at your event you need to ensure that the nursery has hand-washing facilities to protect the public from contracting transmittable diseases from the animals. 

The State Government Department of Health has online information relating to animal farms and reducing the risk of transmitting various infectious diseases from animals to humans. 

Guidelines and posters can be downloaded from:

http://ideas.health.vic.gov.au/guidelines/gastroenteritis-animals.asp

Your site plan should show the location of the animal nursery. It needs to be on a surface that is suitable for animals and does not damage the site.  Talk to the animal farm operator prior to the event about requirements for the animals such as shade. 
The management of the animal nursery should form part of your Risk Assessment.
Contact:
State Government Department of Health
50 Lonsdale Street, Melbourne Victoria 3000
T: 1300 650 172 (local call fee within Victoria, except mobile phones)

T: Interstate, international and mobile (61 3) 9096 0000

W: www.dhs.vic.gov.au/contact-us#general
Section 4F: FOOD AND BEVERAGE MANAGEMENT 

This section provides information that covers: 

· How to apply for food and beverage permits and comply with the City of Greater Geelong Health and Local Laws Unit and the Food Act 1984
· How to apply for alcohol permits and comply with the Victoria Police Liquor Licensing Division, Consumer Affairs and the City of Greater Geelong Local Laws
The City of Greater Geelong Health & Local Laws is responsible for the administration of food permits and the enforcement of the Food Act 1984.   

Essentially the event organiser advises their Events Project Officer as to who the food and beverage participants are and then the City of Greater Geelong Health & Local Laws Unit works with each individual food/beverage vendor to assess what permit and plans are required to be applied for and submitted.

It is the joint responsibility of the event organiser and the food/beverage vendors to ensure compliance with the food safety standards in the Food Act 1984. Under the Act, the sale of beverages (drinks) and alcohol are considered as ‘food’ and therefore may require a temporary food permit from the City or the vendor may just be required to abide by the City’s Notification Process.

What is the definition of a temporary food/beverage vendor?

A temporary food/beverage vendor is defined as a business that operates from either a mobile van or from a temporary structure such as a marquee with cooking and serving equipment inside. In either instance the equipment and appliances are set up, food and drink is prepared and/or sold - and after the event the structure and equipment it is dismantled and moved on.  

What is the event organiser responsible for?

You are responsible for the overall management of the food/beverage vendors at the event, including site placement, provision of services (such as waste management), access to utilities and overall risk management.  It is also important that you are aware of your and the food vendors’ responsibilities.
What is the food vendor responsible for?

Food/beverage vendors are responsible for applying for the relevant permits from the City of Greater Geelong Health & Local Laws Unit and to then comply with the conditions of the permit.  

Some food vendors may be registered with a Council other than the City of Greater Geelong.  The vendor will still be required to lodge a statement of trade with the City’s Health Unit.  

Why does the food vendor require a permit?

The food application process ensures that the public receives the same diligence and regard for hygiene from temporary food premises as they would from a permanent food business.

Temporary Food/Beverage Registrations Permits and Notifications ensure that:

· The operator is aware of their responsibility to ensure that the preparation, storage and service of food/beverage at each venue are in accordance with guidelines
· All food/beverage handlers have a clear understanding of what can cause contamination and food poisoning and are able to demonstrate the methods taken to minimise these risks
· All food/beverages are displayed, served and stored in a manner that will protect them from contamination and spoilage
What types of Food and Beverage Permits are there?
· Temporary Food Registration Permit
· Consumption Permit 
· Notification Process
NOTE: It doesn’t matter if the food is sold or given away; a permit or notification is still required depending on the types of food listed below.

	· Cold food ready to eat

· Cold food ready to be cooked
· Pre-cooked food to be reheated
· Hot food ready to eat 
	Temporary Food Registration Permit

	· A gelato van
	Temporary Food Registration Permit

	· Hot potatoes 
	Temporary Food Registration Permit

	· Hot dogs, hot chips, donuts 
	Temporary Food Registration Permit

	· A paella dish, cooked on site in a temporary kitchen/ marquee
	Temporary Food Registration Permit

	· Cut fruit, bowls of nuts and lollies
	Temporary Food Registration Permit

	· Hamburgers 
	Temporary Food Registration Permit

	· Cakes that are cream filled
	Temporary Food Registration Permit

	· Selling alcohol
	Temporary Food Registration Permit

Consumption of Liquor in a Public Place

Temporary Limited Licence from Consumer Affairs Victoria

	Food that is processed and/or in its original package

· Bars of chocolates
· Tetra long life packs (that don’t need to be refrigerated to sustain shelf life)

· Whole fruit

· Bags of lollies

· Packaged cakes (excluding cream cakes)
	Notification Process

	· Sausage sizzle which only consists of sausages, sauce, onions and bread only (this does not include hamburgers or other high risk foods)

	Central Geelong & Waterfront: 

Application for Operation of Sausage Sizzle

Other City of Greater Geelong location:  Notification of a Food Premises

	· Wine tastings (not selling)


	Notification Process
Consumption of Liquor in a Public Place

Temporary Limited Licence from Consumer Affairs Victoria



How to apply for a Temporary Food Permit:

Refer the food vendor to the City of Greater Geelong Health & Local Laws section on the Geelong Australia website or advise them to telephone the City of Greater Geelong Health and Local Laws Unit, to determine what type of permit they need.  

They can download the relevant application forms from  www.geelongaustralia.com.au  by searching for ‘Food Permit’.

· ‘one off’ permit $45.00

· ‘multiple event’ permit $140.00

As part of the application process food/beverage vendors will be required to develop a Food Safety Plan.  The City of Greater Geelong Health & Local Laws Department can help the food vendor with this.
How to comply with the City’s Notification Process: 

To download the Notification of a Food Premises application form go to www.geelongaustralia.com.au and search for ‘Notification of Food’.  This application can be submitted on line.
·  ‘one off’ permit $0.00
How should the event organiser notify the events project leader as to what food and beverage vendors will be at the event?
Provide your project leader with a list of vendors that you have invited to participate in the event.  Refer to Section 2 of this Guide – Food Management Plan Step 2.
NOTE: Vendors selling alcohol need to apply for a Temporary Food Permit as well as a Temporary Limited Licence from Consumer Affairs Victoria.  The City of Greater Geelong food permit needs to comply with the conditions of the Temporary Limited Licence. 
NOTE: If the event is likely to be held during the Fire Danger Period and on a Total Fire Ban Day and there are external flames operating at the event, then you should apply to the CFA for a schedule 40 permit. 
Food safety management should form part of your Risk Assessment.

Alfresco or extended alfresco:

If there are businesses at or abutting the event site that wish to apply for (or extend) an alfresco permit they will need to apply to City of Greater Geelong Health & Local Laws. You should discuss this proposal with your Events Officer in the first instance.
For more information about any of the permits listed above contact: 

City of Greater Geelong Health & Local Laws

PO Box 104 Geelong Victoria 3220 

T: (03) 5272 4411

F: (03) 5272 4375

E : envirohealthadmin@geelongcity.vic.gov.au
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Section 4F: ALCOHOL MANAGEMENT 

Selling and Serving Alcohol: As the event organiser it is your responsibility to manage alcohol at the event. There are a number of things to consider including permit applications, development of plans, hiring qualified staff, providing access to adequate toilet facilities, free drinking water, security guards and overseeing how alcohol is served responsibly during the event.

The Liquor Control Reform Act 1998 stipulates that anyone selling or serving liquor needs to obtain the correct licence. A liquor licence is required whenever liquor is supplied either directly or as part of an inclusive charge.  There are different types of licences required for certain types of events or selling arrangements.  

Along with obtaining a licence, you will also be required to develop a liquor management plan, which shows where security will be, what their roles are, if any are RSA trained etc.
Section 2, of this Guide explains the different types of permits there are and what information a Liquor Management Plan should have.
Victorian Commission for Gambling & Liquor Regulations 

49 Elizabeth Street, North Richmond Victoria 3121
GPO Box 1988 Melbourne VIC 3001

T: 1300 182 457 

F: (03) 9098 5036

E: contact@vcglr.vic.gov.au
W: www.vgclr.vic.gov.au
Section 4G: RISK MANAGEMENT 

Public liability insurance: All event organisers are required at all times during their event, to have a current public liability policy of insurance. The policy must be in the legal name of the event organiser and cover all activities at the event to an amount of $20 million (minimum). The policy must cover the periods of setting up, staging and dismantling the event.

The public liability policy must cover all identified risks. Any conditions and exclusions must be approved by the City of Greater Geelong. The policy must extend cover to the City for claims for personal injury or property damage arising out of negligence of the event organiser (see also Form of Indemnity below).

Approval for your event cannot be granted until your Events Officer sights the certificate of currency and/or a copy of the insurance policy.

The certificate of currency stating the level of cover, period of cover and exclusion clauses must be provided to the City as part of your Event Application.  A certificate of currency can be obtained from your public liability insurer or insurance broker.

Insurance indemnifying the City of Greater Geelong: 
All event organisers are required to complete and sign the City of Greater Geelong’s Form of Indemnity.

This means that you agree to indemnify, and to keep indemnified, the City of Greater Geelong, its servants and agents, and each of them from and against all actions, costs, claims, charges, expenses, penalties, demands and damages whatsoever, which may be brought or made or claimed against them, or any of them, in connection with the event organiser’s performance, or purported performance, of its obligations under the Event Approval and be directly related to the negligent acts, errors or omission of the event organiser.
Read the Form of Indemnity carefully and use the legend at the bottom of the page to assist in completing the form correctly.
A Principal Indemnity endorsement should also form part of the event’s Public Liability Insurance Policy with ‘the interests of the Greater Geelong City Council as Principal is hereby noted’ in the certificate.
What is a Risk Assessment?: A Risk Assessment is a planning tool that records risks that could cause injury to the public, or damage to the asset (site).  A Risk Assessment can also be used to identify potential risks such as financial loss or damage to the organiser’s reputation.

Throughout this Guide there are prompts to advise you when a specific element of the event has a risk that should be addressed and included in the Risk Assessment. 
Who does a Risk Assessment?: No matter the nature or size of the event, you should be continuously assessing the event’s risks.  A draft Risk Assessment must be submitted with your Event Application. A final Risk Assessment will need to be included with your Event Plan before final approval to stage the event can be granted. 

During the event you should refer to the Risk Assessment to ensure that all of the controls have been implemented, and assess and manage any unforseen risks that may have arisen during the construction phase.

How to do a Risk Assessment: The City has developed a template to guide you through the Risk Assessment process. You may choose to use a template of your own design, but please ensure the information matches our Risk Assessment Template. Your Events Officer will provide you with the City’s template.
SECTION 5: FINALISING YOUR EVENT APPLICATION   
Nearly there! Once you have completed the Event Application Form, submit the application and your Events Officer will advise you as to what additional planning documents are required.

WHAT IS THE EVENTS MULTI AGENCY WORKING GROUP (EMAWG)?
To assist event organisers in the advice and approval process, the City of Greater Geelong has established an Events Multi Agency Working Group (EMAWG) made up of all of the agencies in the region with a role in approving events.  

The purpose of EMAWG is to improve communication with key event stakeholders in the region and provide a framework to encourage the legal, safe and appropriate conduct of all events.  
The Events Unit in consultation with the Chair of EMAWG will decide which events are required to present and/or debrief to EMAWG.  Typically events are presented two months prior to the event date and two months post-event.  Events that are required to attend EMAWG will be sent an invitation to advise of the date and presentation time.

EMAWG provides event organisers with a forum to discuss pre-event planning with agency representatives and receive guidance to improve delivery of the event and reduce the risk of incident.  
Event organisers are asked to present their event plans to EMAWG, followed by a discussion of matters that typically include traffic management, risk and emergency management, permits, environmental health issues and access.

The objectives of EMAWG are:

· To improve the level of general event awareness through effective planning and communications between the agencies and the event organiser
· To provide the event organiser with an opportunity to work with the region’s agencies to achieve positive outcomes for the event and community
· To provide an open forum for information and decisions to be transferred between various agencies regarding the staging of the event and any on site operational assistance or decisions that the agencies provide or make
Event organisers also have the opportunity to meet with EMAWG post-event and receive feedback as to how the event was managed and what changes could be made to improve the planning and delivery of the event in the future. 

The invitation will list the type of event plans that should be presented to EMAWG. You may be requested to provide additional plans depending on the nature of the event.  The general presentation time is approximately 20 minutes. 
	EMAWG REPRESENTATIVES

	External Agencies
	City of Greater Geelong

	Victoria Police – Inspector and Chair of EMAWG

Victoria Police –Public Safety/ Highway Patrol

Ambulance Victoria

Barwon Health

State Emergency Services

Country Fire Authority

VicRoads

WorkSafe Victoria

Energy Safe Victoria

Department of Transport 

Parks Victoria 

Corangamite Committee of Management 

Bellarine Bayside Committee of Management 
	Engineering/Traffic Operations 

Environmental Health and Local Laws

Asset Managers
Asset Manager Central Geelong & Waterfront

Rural Access

Building Surveyor/ Services

Open Sport & Recreation 

Environment and Natural Resources

Event Services Unit




PROMOTING YOUR EVENT:
There are numerous ways to promote your event. For more information please refer to the City of Greater Geelong, Marketing Guide which you will find on www.geelongaustralia.com.au. 

A good, inexpensive medium to promote your event in and around the City is by way of fixing your event’s promotional posters / fliers to the City’s ‘Info Poles’ located in various high foot traffic areas or by asking shop owners to display the poster in their windows. You do not need a permit to do this. 

Please note that it is not permitted to fix promotional material to City assets, i.e. bins, trees, seats, etc. It is also not permitted to place promotional material on car windscreens and fines for littering may be incurred.

Posterpole @ cnr of Brougham and Gheringhap St, Geelong

The City of Greater Geelong ‘Info Poles’ are a great way to advertise your event.
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