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PART A: RISK management
No matter the nature or size of your event, your event will have risks.  It is your responsibility as the event organiser to identify and manage these risks.
Event organisers can effectively manage risks by anticipating, understanding and making sensible decisions on how to manage and control risks. This process is called risk management and in order to know what risks need to be managed, a risk assessment needs to be conducted.
Why does an event need to manage risks?

Event sites and activities are considered to be places of work and there are industry acts, regulations standards and guidelines that event organisers should be developing their procedures in accordance with.  There are also high penalties for failure to comply with the regulations and the risk of an event site being shut down by Worksafe for non compliance.

And of course, no one wants to see anyone hurt or have a bad experience at their event.  If you manage the risks and know the regulations, then damage to property or injury to the public can be avoided.

Other reasons for ensuring your event takes risk management seriously: 

· Improve your business’s resilience and capability

· Compliance with legal and regulatory requirements 

· Stakeholder trust and investment

· Loss prevention 

· Improve incident management

· Accurate financial projections 

· Reduction in insurance premiums and claims
· Accelerates the turn around of approvals for permits
The City takes risk management and the safety of the community seriously.  When we entrust public space to an event organiser, this is on the basis that a relevant risk assessment will be undertaken and that the event organiser is intent upon managing a compliant and safe workplace and is equally intent on protecting the public and the asset. 
How does an event organiser assess and manage risks?
Event organisers should have a risk assessment and management framework in place from the beginning of the planning stage through to the delivery and pack-up of the event. Your framework should have processes in place and a culture that integrates the event’s risks into the event’s planning, management, reporting and training elements. Event organisers can then manage risk by anticipating, understanding and making sensible decisions on how to control the risks.  
What is a definition of risk?

Risk is anything that threatens or limits one’s ability to achieve a desired outcome. Risk combines an analysis of the likelihood of a hazardous situation occurring with an assessment of the hazard’s impact. 
What is risk management?

Risk management is the identification, assessment, and prioritisation of risks followed by a planning process that minimises, monitors, and controls the probability or impact of these risks.  
The strategies to manage risk typically include transferring the risk to another party, avoiding the risk, reducing the negative effect or probability of the risk, or even accepting some or all of the potential consequences of a particular risk.
What is a risk assessment?
A risk assessment is the process of identifying and quantifying the probability of a harmful effect to an item or an individual.  To assess risks, an objective evaluation of the risks are considered and ranked by using a basic formula of rating the potential loss and the probability of occurrence.  

HOW TO DO A RISK ASSESSMENT
FIND IT 

List all of the hazards or possible situations associated with the event activity that may expose people to injury, illness or disease. List these hazards in the ‘hazards’ column of the template.
Use experts or experienced people to advise you on your risk assessment.
ASSESS IT 

Rate or assess what the ‘likelihood’ is of people being exposed to the hazard and what the ‘consequences’ could be as a result of the hazard occurring.
Use the Risk Ranking Matrix in the template.

FIX IT 

Identify what practical measures could be put in place to eliminate or reduce the likelihood of the hazard occurring.  This is where changes are made to the event to reduce the risks.

Use the hierarchy of control system to minimise or eliminate exposure to hazards.  It is a widely accepted system promoted by numerous safety organisations.
Use the Hierarchy of Control table to guide you as to what type of controls you could put in place to manage the hazards once you have assessed their risk level.

In a risk assessment template this formula is shown in a risk ranking matrix.
	LIKELIHOOD
	RISK RANKING MATRIX

	HIGH
	5
	10
	15
	20
	25

	SIGNIFICANT
	4
	8
	12
	16
	20

	MODERATE
	3
	6
	6
	12
	15

	LOW
	2
	4
	6
	8
	10

	NEGLIGIBLE
	1
	2
	3
	4
	5

	CONSEQUENCE
	NEGLIGIBLE
	LOW
	MODERATE
	MAJOR
	CATASTROPHIC


	LIKELIHOOD DEFINITIONS

	A high likelihood
	· It is expected to occur in most circumstances

· There is a strong likelihood of the hazards reoccurring

	A significant likelihood
	· Similar hazards have been recorded on a regular basis
· Considered that it is likely that the hazard could occur

	A moderate likelihood
	· Incidents or hazards have occurred infrequently in the past

	A low likelihood
	· Very few known incidents of occurrence

· Has not occurred yet, but it could occur sometime

	A negligible likelihood
	· No known or recorded incidents of occurrence

· Remote chance, may only occur in exceptional circumstance


	CONSEQUENCE DEFINITIONS

	Catastrophic 
	· Multiple or single death 

· Costs to event of up to $5 million

· International and national media outrage

	Major
	· Serious health impacts on multiple or single persons or permanent disability
· Costs to event between $2.5 and $5 million

· National media outrage

	Moderate
	· More than 10 days rehabilitation required for injured persons

· Costs to event between $200,000 and $2.5 million

· Local media and community concern

	Low 
	· Injury to person resulting in lost time and claims

· Costs to event between $50,000 and $200,000

· Minor isolated concerns raised by stakeholders, customers

	Negligible
	· Persons requiring first aid

· Costs to event up to $50,000 

· Minimum impact to reputation


How to control hazards.
By determining the consequences and likelihood of risks occurring you can now, aim to eliminate, minimise and control the hazards.  
Use the hierarchy of control system to minimise or eliminate exposure to hazards.  It is a widely accepted system promoted by numerous safety organisations.  Referring to the hierarchy will help you decide what controls to put in place to manage the hazards once you have assessed their risk level.
	HEIRACHY OF CONTROLS

	ELIMINATION
Eliminate the hazard
	Remove or stop the hazard if possible, remove the cause or source of the hazard, by eliminating the machine, task or work process. If this is not practical, then substitute.

	SUBSTITUTION 

Substitute the process
	Use a less hazardous process— use a less-noisy machine for the task, or introduce a less-noisy work process.  If this is not practical, then engineer.

	ENGINEERING
Change the equipment
	Introduce enclosures and barriers around or between the hazard. Improve maintenance procedures.  If this is not practical, then isolate.

	ISOLATION
	Separate or isolate the hazard or equipment from people by relocation or by changing the operation.    If this is not practical, then administer.

	ADMINISTRATIVE
	Design and communicate written or verbal procedures that prevent the hazard from occurring.   If this is not practical, then PPE.

	PERSONAL PROTECTIVE EQUIPMENT (PPE)
	Provide protective equipment appropriate to the risk. Provide training information and supervision to ensure that personal hearing protection is fitted, used and maintained appropriately. Equipment that protects the person exposed to the hazard. 


What is a Risk Management Plan?

A Risk Management Plan is a document that identifies and specifies the approach and the resources required to manage the risks. The risk management plan should be based upon the risk assessment.
The Australian New Zealand Risk Management – Principles and Guidelines
There is a new standard for managing risks that supersedes the Australian/New Zealand Standards 4360:2004.  The new standard AS/NZ ISO 31000:2009 is available online.  The new standard defines the logical processes of risk management and provides the principles and guidelines for managing any form of risk in a systematic, transparent and credible manner.
The rest of Section A covers what types and levels of insurance the City of Greater Geelong requires from Event Organisers, along with the City’s Form of Indemnity.  
INSURANCE:

Public liability insurance: All event organisers are required to have a current public liability policy of insurance. The policy must be in the name of the event organiser to the amount of $20 million. The policy should cover all of the activities at the event including the periods of setting up, staging and dismantling the event. 
Depending on the nature of the event and the level of risk, your Events Officer may request that the City is noted on your certificate of currency as an “Interested Party.” 
The certificate of currency must state the level of cover, period of cover and any exclusion clauses.  A certificate of currency can be obtained from your public liability insurer or insurance broker.

Any conditions and exclusions must be approved by the City. The policy must extend cover to the City for claims for personal injury or property damage arising out of negligence of the event organiser.
Approval for your event cannot be granted until your Events Officer has sighted the certificate of currency and/or a copy of the insurance policy.
Protecting your insurance: You should also ensure that you collect all of your contractor’s and service provider’s certificates of currency.  Be sure to read this information and note any exemptions so you can manage the risk.
INDEMNITY:

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

This means that you agree to indemnify, and to keep indemnified, the City, 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.

Your Events Officer will provide you with the City’s Form of Indemnity, to read, sign and return along with the event application forms. Please read the Form of Indemnity carefully and use the legend at the bottom of the form to complete it correctly.
The remainder of this section provides you with an example of an events risk assessment.
Sections B – O provides advice and makes reference to the standards regarding some of the common risks associates with events.

EVENT RISK ASSESSMENT – EXAMPLE 
	RISK ASSESSMENT EXAMPLE

	Name of Event: 2016 GEELONG SUMMER FESTIVAL
	Risk Management Team: Safe and Care
	Mr B. Safe and Mrs I. Care

	Date of Event: Friday 19 December 2016
	Site Supervisor: Bump in and Bump out
	Ben Safe and Ian Safe

	Location of Event: Cliff Road Reserve – St Leonards
	Site Supervisor: Event Delivery
	Ian Safe

	Hazards
	Risk rank
	Control / Actions
	Responsibility 

	Event located near cliffs or bodies of water and person falls.
	15
	Engineering control position temporary fencing and warning signage prior to the site being accessed and the addition of trained lifeguards.
	Site supervisor

	Delivery vehicles occupying a footpath to unload equipment and the public walking onto the roadway.
	20
	Eliminate the hazard by reserving a parking bay close to the site or by creating an alternate pedestrian path using bollards and signage. 
	Site supervisor

	Vehicles driving on public areas causing damage to the site or a collision with a person.
	16
	Administer this control by advising contractors that they will be met on site by the supervisor, that they are to drive at walking pace with hazard lights on.

Delivery schedule developed and communicated to contractors. 

Vehicle path designated with witches hats and signage
	Site supervisor

	Damage to the asset from the delivery of heavy equipment i.e generators, temporary toilets.
	16
	Administer this control by advising the contractors that they will be met on site by the supervisor.

Event to ensure that there is rubber matting, ply boards or terra track available on site to assist in the deposit of heavy equipment.
	Event organiser

Site supervisor

	Erection of temporary marquee causes an injury to contractor or member of the public. 
	12
	Engineer the hazard by cordoning off the area with bollards and hazard tape.  Site supervisor/s to monitor the area and ensure that the public are not entering the work space.

Contractors to abide by the Victorian Construction Regulations and work in accordance with Safe Working Method Statements.
	Site supervisor

Contractor

	Power source is overloaded and fails. 

Unsafe leads or damaged leads causing 

electrocution or damage to equipment.

	12
	Eliminate the hazard by engaging a licensed electrician to make changes to the existing power supply

Administer and ensure that power requirements are identified in the planning phase and adequate supply is provided and that vendors/contractors have been pre advised that all leads and equipment must be tested and tagged.  

Engineer the hazard by using cantilevers for wet ground areas using rubber matting or cable traps for ‘dry’ ground areas. 
	Event organiser

Electrician


	Hazards
	Risk rank
	Control / Actions
	Responsibility 

	Gas bottle leak or explosion.
	8
	Administer this control by advising contractors and vendors of the Code of Practice for the Safe Use of LP Gas at Public Events in Victoria. Site inspection to ensure compliance.
	Site supervisor

	Member of the public injured by accessing equipment such as machinery, generators.
	12
	Engineer the hazard by making these areas inaccessible to the public using equipment such as pedestrian barriers, hazard tape, bollards, para webbing and warning signage.  Keep equipment locked.
	Site supervisor

	Staking into the grassed areas and damaging a water pipe, gas main or electrical conduit. Injured contractor.
	6
	Administer this control by ensuring that the underground services are identified on the site plan before the equipment is positioned.  Dial before you dig and transfer the information to your site plan.

Arrange to have the underground services marked on the asset prior to bump in.
	Event staff

Site designer

Site supervisor

	Noise complaints.
	1
	Administer this control by doing a pre-event assessment of what could generate noise and the development of a Noise Management Plan that is compliant with the Environmental Protection Act. Provided plan to site manager.
	Event staff

	Bins overflowing and litter on the ground.
	1
	Administer this control by developing a Waste Management Plan, monitor the bins and the cleaners during the event.
	Event organiser

Cleaner

Site supervisor

	Inadequate public toilets causing queuing and complaints.
	1
	Administer this control by doing a pre=-event assessment of the amount of toilets required.
	Event organiser

	Inadequate free drinking water supply causing dehydration.
	6
	Administer this control by doing a pre-event assessment of the amount of water available on or close to the site.  Order a drinking fountain or arrange to give bottled water away for free.
	Event organiser

	Temporary infrastructure blows away and causes injury to person or equipment
	12
	Eliminate this risk by ensuring that all light weight equipment is adequately weighted or harnessed.

Administer the control by monitoring the wind speeds prior to and during the event.
	Event organiser

Site supervisor

	Inflatable ride become unstable in high winds and injures a person.
	8
	Eliminate this risk by checking that the provider has adequately pegged and weighted the equipment in accordance with the structure’s safety management plan.
	Site supervisor

Air Castle operator

	Animal nursery causes gastro or another similar infectious disease.
	8
	Eliminate this risk by ensuring that the contractor has agreed to abide by the State Government Department of Health Guidelines. Check that the provider has provided adequate hand washing facilities.
	Animal nursery

Site supervisor


	Hazards
	Risk rank
	Control / Actions
	Responsibility 

	A mechanical ride causes a person to be injured on a hazardous object.
	8
	Eliminate the risk by checking the ride set-up prior to public use.  Shut down any unsafe rides and do not permit operation until the hazard has been rectified.  Continue to monitor the rides throughout the event.


	Site supervisor

	Performer unable to access a stage due to accessibility issue.   
	1
	Eliminate the risk by requesting that a ramp is provided with the stage and that it is compliant with the Building Code of Australia.
	Staging company

	Performer injures themselves when walking down the ramp from stage.
	4
	Eliminate the risk by installing a handrail.
	Staging company

	Person contracts food poisoning at the event.
	8
	Administer this control by ensuring that prior to the event all food vendors have relevant food vendor permits from the City of Greater Geelong Health Unit. 

During the event, do spot checks to ensure that they are complying with the permit’s requirements.  
	Site supervisor

	Public or staff member receives sun burn, heat stroke or dehydration.
	8
	Administer this control by developing an Extreme Weather Policy and Contingency Plan.

Control the hazard by providing sun screen and making shade available.  Monitor the weather and plan for work to be conducted in the early or late hours of the day.
	Site supervisor

	Child is separated from their guardian.
	4
	Administer this control by setting up a Lost Children’s area and policy.
	Site supervisor

	Crowd crush injury if site was evacuated in an emergency.
	12
	Administer this control by developing a communication and evacuation plan.
	Security

Safety officer

	Person on site requires an ambulance but the ambulance is not able to access the site.
	12
	Administer this control by identifying an emergency vehicle access path onto the site and ensuring that it stays clear of objects during the event.
	Safety officer

Site supervisor

	Person receives a minor injury on site.
	4
	Administer this control by ensuring there are adequate qualified first aiders on site during the event.
	First aid 

Site supervisor

	Small fire on site causes damage to equipment.
	4
	Administer this control by ensuring there are adequate fire extinguishers on the right site.  Eliminate the risk of a larger fire by ensuring staff are trained in using fire extinguishers and that a Fire Management Plan and Emergency Response has been developed and approved by the CFA. 
	Safety officer

	Inappropriate behaviour from intoxicated person.
	3
	Administer this control by ensuring responsible service of alcohol and security on site.
	Site supervisor

Licensee
Security


pART B: SAFEWORK METHOD STATEMENTS (SWMS) 
Any risks defined as ‘High Risk Construction Work’ and undertaken by a contractor require a Safe Work Method Statement (SWMS). The contractor should provide you with a SWMS before on site works start. During the construction period check that the contractor and staff are following the SWMS.

Definition of High Risk Construction Work – events related:
· Any construction wall, mast, tower, pylon or structural cable

· Any fixed plant (mechanical, motorised, energised equipment)
· Any formwork, falsework, scaffold or other construction designed or used to provide support or access or containment during construction

· Any ship or submarine

· Any work performed under water, including work on buoys, obstructions to navigation, rafts, ships and wrecks

· Installation, testing and maintenance of gas, water, sewerage, electricity or telecommunications services in or on any building or structure

· Installation, testing, maintenance and repair work performed in connection with the construction work

· Involving a trench or shaft deeper than 1.5 metres

· Involving powered mobile plant

· Near gas/electrical installations or services

· Over or around liquids if there is a risk someone may drown
· Risk of persons falling more than 2 metres (i.e. erection of large marquees and stages)

· Use of temporary support – scaffolding

PART C: PUBLIC PROTECTION 
How to protect the public at your site.  

It is your responsibility as event organiser to provide a site that is safe for the public, event staff, volunteers and contractors at all stages of the event.  This includes bump-in, set-up, staging and bump-out phases of the event.  
You should start your planning by identifying what actual area of the site will be used during the set-up and pack-up phases of the event.
High risk areas to manage:

· Vehicle entry points to the site and through the site

· Delivery points

· Building areas (i.e. erection of marquees, setting up of stalls, building of stages)

· Waste management

Vehicle entry points:

· Nominate the safest entry point that also allows access for all vehicles entering the site 

· Protect the asset by placing terra track at entry points
· Have a visible marshal escort at the vehicle delivery point to assist vehicles driving onto and off the site to advise on site contractors, staff and participants that a vehicle is behind them

· Nominate a safe path of travel through the site using traffic cones, witches hats and bollards
· Pre-event communication should include vehicle entry points and instructions to drive at walking pace
· Protect the asset from damage from vehicles turning around by designing the path of travel with one entry and one exit point, or horseshoe shape
Delivery points:

· Reduce the number of vehicles on site by nominating a delivery/collection point adjacent to the site for delivery of smaller goods

· Ensure that delivered goods and equipment are positioned neatly, not stacked high or posing trip hazards

· Cordon off these areas with hazard tape

Building areas/work sites at events:

· Identify these areas using bollards, cones and or hazard tape

· Place signage advising public to keep out

· Position a staff member to supervise the area and ensure that the public are staying away from the area and that the contractors are following their safe work practices
Signage:

· Place signage around the site and at high risk areas to advise public to exercise caution or to take an alternate path

· Designate a spotter to ensure public are not entering or near unsafe areas

Waste management:

· Have skip bins or mobile garbage bins on site so that waste can be collected
NOTE: If the City and or WorkSafe are not satisfied that the site is being managed safely then the site can be shut down and all works ordered to stop until the event organiser can demonstrate that the site can be operated without risk to the general public.
PART D: Security and Terrorism 
Crowded places such as stadiums and major events will continue to be attractive targets for terrorists.  We provide this information to you to enhance your awareness of your responsibilities as an event organiser, when you take effective control of a site and invite the public and your workforce onto that site. 

(Excepts from ANZCTC Australia’s Strategy for Protecting Crowded Places from Terrorism)

The current National Terrorism Threat Level in Australia is PROBABLE as outlined on www.nationalsecurity.gov.au. 

This reflects the advice of the Australian Security Intelligence Organisation (ASIO) that individuals and groups continue to possess the intent and capability to conduct a terrorist attack in Australia. The elevated terrorist threat is likely to persist for the foreseeable future and it is not confined to any one city or metropolitan area. 
Attacks on crowded places overseas, including London Bridge and Borough Market in June 2017, Manchester Arena in May 2017, the Berlin Christmas market in December 2016, and the Bastille Day parade in Nice in July 2016, demonstrate how basic weapons— including vehicles, knives, and firearms—can be used by terrorists to devastating effect. 

Australia is not immune. Terrorists have plotted similar attacks here, including on crowded places, and we expect more will occur. 

In July 2017, police and intelligence officials disrupted a plot to conduct a terrorist attack using an improvised explosive device against the aviation sector, and a plot to develop an improvised chemical dispersion device for use in a terrorist attack on Australian soil. 

Australian governments work with the private sector to protect crowded places. Our law enforcement and intelligence agencies are well-equipped to detect and disrupt plots, and they have a strong history of stopping terrorist attacks. 

But the reality is it will not always be possible to prevent all terrorist attacks from occurring, so we need to strengthen our national arrangements in order to help owners and operators better protect crowded places from terrorism. 

Owners and operators of crowded places have the primary responsibility for protecting their sites, including a duty of care to take steps to protect people that work, use, or visit their site from a range of foreseeable threats, including terrorism. 

The approach taken to protect crowded places should be nationally consistent, proportionate and, to every extent possible, preserve the public’s use and enjoyment of these places. It is not possible to protect everything, so we must prioritise the highest risk areas of a crowded place.   
Protective security measures can be used to deter, detect, delay, respond to, and recover from a terrorist attack. Implementing them can be a complex process which, if done incorrectly, can be costly and ineffective.   Even the most robust and thorough protective security plan may not stop a terrorist attack on a crowded place from occurring or succeeding. But what well-considered and tested protective security does, is reduce both the likelihood of a terrorist attack occurring and the consequences of such an attack.

What is a Crowded Place? 
Crowded places are locations which are easily accessible by large numbers of people on a predictable basis. 

Crowded places include, but are not limited to, sports stadium, transport infrastructure, shopping centres, pubs, clubs, hotels, places of worship, tourist attractions, movie theatres, and civic spaces. Crowded places do not have to be buildings and can include open spaces such as parks and pedestrian malls. A crowded place will not necessarily be crowded at all times: crowd densities may vary between day and night, by season, and may be temporary, as in the case of sporting events, festivals, or one-off events.
The following set of documents provides an excellent overview of how to identify potential gaps or high risks  in your event security plans and offers guidance on finding proportionate control measures to reduce your risk.

This strategy includes a suite of supplementary materials (below) that will assist owners and operators to understand and implement protective security measures. These materials also contain modules on specific weapons and tactics used by terrorists. It is important owners and operators of crowded places read the strategy before they consult any of the additional tools and guidance materials.
https://www.nationalsecurity.gov.au/Media-and-publications/Publications/Documents/Australias-Strategy-Protecting-Crowded-Places-Terrorism.pdf
https://www.nationalsecurity.gov.au/Media-and-publications/Publications/Documents/crowded-places-security-audit.pdf
https://www.nationalsecurity.gov.au/Media-and-publications/Publications/Documents/crowded-places-self-assessment-tool.pdf
https://www.nationalsecurity.gov.au/Media-and-publications/Publications/Pages/default.aspx#_aaog
https://www.nationalsecurity.gov.au/Media-and-publications/Publications/Pages/default.aspx#_iedg
https://www.nationalsecurity.gov.au/Media-and-publications/Publications/Pages/default.aspx#_cwgfcp
https://www.nationalsecurity.gov.au/Media-and-publications/Publications/Pages/default.aspx#_hvmg
PART d: CONSTRUCTIONS, STRUCTURES and the VICTORIAN REGULATIONS 
Some event sites may be deemed ‘construction sites’ which means you must meet Victorian Construction Regulations and the Occupational Health and Safety (OHS) Regulations 2007.

Event organisers are responsible for providing a safe environment for the public and this includes managing the practices of contractors during bump-in, staging and bump-out phases of the event. 

What is a construction site?

The OHS Regulations 2007 provides the following paraphrased definition as to what is deemed to be a construction site: 

Regulations 5.1.2 states that any work performed in connection with the construction of any building or structure, or any similar activity is a construction.

Includes:

· installation, testing, maintenance and repair work performed in connection with the construction work;
· the installation, testing and maintenance of gas, water, sewerage, electricity or telecommunications services in or of any building or structure; and

· any work performed under water, including work on buoys, obstructions to navigation, rafts, ships and wrecks

Aspects of the event build or dismantling that may also involve high–risk construction work such as:  

· risk of persons falling more than 2 metres

· use of temporary support

· involving a trench or shaft deeper than 1.5 metres

· near gas/electrical installations or services

· involving powered mobile plant

· over or around liquids if there is a risk someone may drown

What is a structure?

The OHS Regulations 2007 provide the following paraphrased definition as to what a structure is (Regulation 5.1.4):
· any construction wall, mast, tower, pylon, or structural cable

· any ship or submarine

· any fixed plant

· any formwork, falsework, scaffold or other construction designed or used to provide support or access or containment during construction

How does an event or contractor comply with the regulations?
If the event site and/or temporary infrastructure meet the above criteria then the principal contractor must comply with the Victorian Construction Regulations. Only persons who have been accredited with a Construction Induction Card and been ‘inducted’ onto the site may access these high risk areas.  The event’s Risk Assessment should address how the site and structure will be managed in accordance with these risks and regulations. 

Contact WorkSafe if you are unsure about whether you need to comply with the regulations:

Works Safe Advisory Service 

T:  (03) 9641 1444 or 1800 136 089 (toll free). 

E:  info@worksafe.vic.gov.au
W: www.worksafe.vic.gov.au
SAFELY MANAGING SMALLER STRUCTURES 
All structures no matter how big or how small need to be safely secured. An umbrella can become airborne in windy conditions if it is not properly secured.  The information below will help you make sure that the smaller lightweight structures at your event do not hurt anyone when the wind picks up.

The Risk Assessment should instruct that umbrellas and other light weight objects are to be packed away or dismantled before it gets windy. If the winds are high, then the instructions should be that marquees are to be closed down on all four sides.  Sometimes it is necessary to evacuate marquees and or cancel the event or components of the event. To secure a structure appropriately you need to consider the following:

Type of structure: 

· A frames

· activity structures (i.e. plastic basketball hoops)

· displays 

· gantry (inflatable)

· marquee, closed sides

· marquee, open sides

· umbrellas

Size of structure:

· how the structure can be weighted or pegged to the ground

· material of structure (porous, canvas, plastic)

Environment:

· direction and site exposure to winds

· hard stand (bitumen, concrete, pavers – weights only)
· type of ground 

· type of soil (soft, hard, sandy)
Type of weight or pin/peg used to secure structure:

· large industrial pegs should be sprayed a fluorescent colour to increase visibility. If the peg is metal and has sharp edges a witches hat or similar should be used to protect the public from being injured
· pegs must be strong and secure and not positioned in a way that they can cause a trip hazard

Ask the temporary structure’s hire company for advice on their structures in relation to: base plates, weighting, pegging and develop your risk assessment in response to their advice.
INFLATABLE LAND—BORNE DEVICES 
Inflatable land-borne devices or “jumping castles” are a popular addition to children’s parties, school fetes and community festivals. If operated correctly, inflatable devices can be a safe and enjoyable activity. 
However, there have been several serious incidents recently reported in Australia and overseas that highlight the potential risks to users when this type of amusement device is operated incorrectly. 
A young girl died and 15 others were seriously injured when an inflatable jumping castle was hit and lifted by a strong wind gust in South Australia during a country race meeting in 2001. A number of other incidents around the country have occurred where young children have been injured partaking in activities involving inflatable jumping castles

In December 2005, a two and a half year-old boy suffered a partial amputation of the tip of his third finger when he placed his hand into the exposed area of an electrically powered fan used to inflate a jumping castle. The amusement device had been set up for a Christmas party and left by the operators with no supervision procedures in place.

A specific standard has been developed for land-borne inflatable devices AS/NZS 3533.4.1: 2005. The standard also provides operators with guidance on how inflatable structures should be maintained and operated. 
Throughout the period of hire, routine inspections should be carried out and recorded by a competent person (18+ years) to ensure that the device continues to be suitable for use. Such inspections should include checks of anchors and ropes, that the fabric of the device does not contain any holes or tears, that the air pressure is sufficient for the walls of the device to remain firm and upright etc. Please refer to AS/NZS 3533.4.1 for further details.

During the period of hire, a competent person should ensure that any maintenance required, as determined through routine inspections, is performed e.g. removal of debris, securing of anchors and ropes etc. This information should also be recorded.
Responsibilities of the operators

The standard also provides advice and guidance in relation to the design, manufacture, operation and maintenance of commercial jumping castles. WorkSafe Victoria recommends that the Australian Standard be applied to all inflatable land-borne amusement devices. 

Operators should ensure that before the amusement device is used, they have all necessary information and instructions from the manufacturer and supplier in relation to the installation, operation, maintenance and inspection of the equipment.

Operators should also be aware of their responsibilities under the standard. For instance it is recommended that operators conduct inspections of the equipment ‘post-assembly’, ‘daily’ and ‘annually’.  Routine maintenance is also recommended and corrective maintenance, where defects have been identified.  In addition, operators are to assemble the equipment in accordance with the manufacturer’s instructions and to instruct patrons on the safe use of the equipment.

Identified risks of inflatable devices
The standard addresses requirements for anchorage systems and also the requirement for inflatable devices to be designed to withstand a minimum wind speed of 40km/hr. 

Your event’s inflatable device risk assessment should identify the following risks and provide controls that remove the risks, each must operate in accordance AS/NZS 3533.4.1 - 2005:

	RISK
	CONTROL

	Lack of improper supervision
	· The device must be supervised by the inflatable owner or event staff at all times

· The minimum number of operators/ attendants required to supervise the device and any age restriction that apply

· Request evidence of the operator’s experience, safety and training record

	Improper use (ie: allowing mix of adults or older children and young children to play in the inflatable at the same time)
	· Request evidence of the operator’s experience, safety and training record

· The maximum height, weight or age limits that apply for patrons to use the device

	Improper set-up
	· Require that the jumping castle be set up by experienced/ trained personnel

	Inadequate anchoring
	· Operate in accordance AS 3533.4.1 

	Tie-down ropes of insufficient strength
	· Operate in accordance AS 3533.4.1 

	Use of inflatable structures and  windy conditions
	· Ask the hirer what the device’s maximum safe wind speed is when device in use

	Access to dangerous parts of the equipment (e.g. unguarded fan / blower unit)
	· Restrict public access by way of temporary fence 

	Electrical hazards, such as exposed electrical contacts
	· Check and remove hazards 

	Entrapment and suffocation points
	· Check before public use and ensure they are removed 

	Exit/entry points are blocked/obstructed impacting evacuation of device 
	· Remove obstructions or reposition inflatable device 

	Collision of users
	· Monitor user numbers and manage behaviour 

	Trip and fall hazards (e.g. due to poor placement of anchorage points)
	· Check for trip hazards, remove or control 

	Sharp objects present in jumping area (e.g. glasses, buckles on clothing)
	· Check device before public use and during use

	Sudden loss of pressure / deflation due to holes or tears in the fabric of the device
	· Evacuate device immediately 

	Lack of safety mats outside exit / entry points
	· Check and ensure adequate mats 


Stages and platforms

When building the stage the event organiser/contractor should ensure that:

· all rigging is carried out only by licensed and suitably experienced staff

· elevated stages have a buffer zone between the crowd and performers, which can be used by security personnel and first aiders to access patrons needing assistance. Barriers in front of stages can be positioned in a ‘V’ shape to deflect a forward moving crowd to the outer perimeter of the stage and in turn prevent crushing. This also prevents unauthorised access to the stage
· that all plant used in connection with the construction of the build is operated only by licensed and suitably experienced staff

· the edge of the stage is marked with white luminescent tape

NOTE: Professional crush barriers are sometimes required to protect the crowd, to give security a space between the crowd and the stage, and to protect the performers on the stage. Discuss this risk measure with the performer’s agent and the staging company.

Where stage heights are greater than two metres, the front skirt around the base of a stage must be constructed so as to break-away under the pressure of a crowd surge, allowing spectators to be pushed under the stage rather than being crushed against its base.

Stage Ramps 

Ramps to the stage must have a non-slip finish with a gradient of 1:8 (accessible gradient 1:14) and have handrails. 
Edges of ramps to be marked with white luminescent tape.

Temporary seating 

Portable single chairs should either be secured to the floor or grouped together in groups of four. 
Entries and exits

Entrances and exits to your event site must be designed to cater for the type of crowd and number of patrons expected.  Ticket sales areas should be located in the vicinity of, but separate from, the entrances themselves.

Entrances and exits should:

· be kept clear of all other activities

· display all applicable permits and conditions, i.e. siting and POPE permits
· have clear, well-lit entrance and exit signs

· have control points for searching for prohibited items (glass, weapons, alcohol, drugs, metal containers) that don’t impede entrance to the event by crowds

· have site maps located nearby

· have sufficient and appropriate barriers, fences, gates and/or turnstiles

· have toilets located nearby

· provide a secure area for storage of confiscated goods

· provide access for emergency services and their vehicles

· provide access for wheelchairs

· provide exit and escape routes

· provide for supervision, marshalling and directing of crowds

· provide separate entrances and exits for entertainers and staff – if possible

· separate vehicular and pedestrian access

· path of travel to exit doors must be kept clear of obstructions and electrical equipment

PART e: FIREWORKS, PYROTECHNICS AND WORKSAFE  
Fireworks (pyrotechnics) will require a permit. It is best that you check with your Events Officer if the asset (and surrounding environment) is suitable for a fireworks display, before you engage a pyrotechnics contractor.

If the fireworks are intended to be discharged from a waterway (i.e. Corio Bay) then you are required to apply for a permit from Parks Victoria “Aquatic Events Advice”.  For more information and an application form contact the Ranger in Charge for West Port Phillip Bay found in the Contacts section of this Guide.

The pyrotechnics company is responsible for applying to WorkSafe for the permit.  Written notification at least 7 days before the date of the proposed display must be submitted to WorkSafe Victoria, Council and Fire Authority in the form prescribed by WorkSafe. 
The Dangerous Goods (Explosives) regulation 2000 requires that an event organiser ensures that the pyrotechnician has notified the relevant authorities of the intent to discharge the fireworks.

This means that the pyrotechnician (not the event organiser) must forward the original WorkSafe notice to WorkSafe, The City of Greater Geelong and the CFA at least 7 days prior to the event. 

If your event involves fireworks or pyrotechnics you will need to develop a Safety Plan and Communications Plan.

Parks Victoria: West Port Phillip 
(including Corio Bay)
Graham Willson – Ranger

Tenancy 5, Building 6 Wharf Street East, Queenscliff Victoria 3225
PO Box 279 Queenscliff VIC 3225

T: (03) 5254 5007

F: (03) 5254 5001

E: graeme.willson@parks.vic.gov.au
W: www.parks.vic.gov.au
Pyrotechnics Checklist:

· Have you selected an appropriately licensed pyrotechnician for the display? 

· Is the pyrotechnician a member of a relevant association?

· Has the event organiser sighted the company’s Public Liability Cover?

· Has WorkSafe approved the display?

· Have you applied for and received the relevant permits from the CFA?

· Have you applied for and received the relevant permits from Parks Victoria?
· Have all regulatory requirements been met in regards to the Dangerous Goods (Explosive) Regulations 2000?

· Has a safe perimeter been established and secured once the fireworks arrive on site?

· Is there adequate crowd control?
For more information about pyrotechnic safety and communication plans contact:

Pyrotechnics Industry Association of Australia

PO BOX 1263

Mona Vale NSW 1660
W: http://www.pyro.asn.au 
Pyrotechnic communications plan

Pyrotechnic displays can affect animals, in particular dogs and horses.  You will need to develop a communications plan to outline how you will notify affected residents and businesses prior to the display.
You should letter drop the affected residents and businesses within the following radius of the display:

· Urban – 500 metres 

· Rural – 1 km 

It’s important to also notify sensitive use facilities (i.e. vets, animal shelters, boarding kennels, studs and hospitals).
You may need to place a notice in the Public Notices section of the local paper with the date and time of the fireworks display so that residents can manage their animals during this time. 

Your Events Officer will advise as to what level of communication is required. 
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If Chinese crackers are to be used, then only places within the immediate area need to be advised. 
PART f: POWER MANAGEMENT  
industry standards

You need to ensure the following issues relating to power are managed, monitored and controlled prior to and during the event. This list is not exclusive. When completing an Events Risk Assessment refer to the Industry Standard for Electrical Installation on Construction Sites issued by WorkSafe (March 2002).
· ensure that a 10amp 1.0mm2 heavy duty lead is a MAXIMUM 25 metres in length to the power source. This doesn’t mean that another lead can be co-joined to reach the distance required. It means that either the power source is bought closer to the powered site or the powered site is brought closer to the power source

· ensure all electrical leads provided by event participants have been tagged and tested by an electrician within     the last six months

· all electrical tools should be tagged and tested by an electrician every 3 months

· ensure that electrical leads and connections are waterproof

· ensure electrical leads are not trip hazards

· ensure electrical leads are not coiled, twisted or tied  

·   determine how the mains power, distribution boards and generators will be made inaccessible to the public
·   the Risk Assessment should identify any trip hazards and ensure that generators and fuel are not accessible to the public

· ensure that the power outlets that are used are protected by a Residual Current Device (RCD) or use a portable RCD
If the event is run solely from main power think about arranging a back-up generator in case of a power outage. If a Division 2 Occupancy Permit (POPE) has been issued and the event is partly or wholly supported by mains power then a generator is required to be on site as a back-up power.
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The unprotected leads from the generator pictured have the potential to trip some one up, become entangled or be severed. 
PART g: FUEL HANDLING and STORAGE 
HANDLING AND storage OF FLAMMABLE AND COMBUSTIBLE LIQUIDS 
If there are powered machines at your event or other requirements for quantities of fuel to be used and stored then you must comply with the Dangerous Goods Act 1985 and other relevant Australian Standards for handling and storing fuel.

As well as a Risk Assessment you will need to develop a Fuel Handling and Storage Plan to include:

· asset (site) protection

· awareness training

· decanting and re-fuelling

· fire management

· first aid instructions

· fuel storage areas

· hazardous materials storage cabinet and storage areas

· labelling of fuel storage containers

· material safety data sheets

· maximum fuel storage amount

· public protection (access restrictions)

· safety signage

· spillage

· ventilation of storage areas
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PART h: GAS SAFETY   
the code of practice

Liquefied Petroleum Gas (LPG) is the fuel used by many catering vendors for heating and cooling purposes. However this risk along with any others associated with the event is to be managed first and foremost by the event organiser who has the overall responsibility for the safety of the patrons and contractors at the site. 
Energy Safe Victoria (ESV) oversees the safe use of gas appliances, their connection, location and use at events. An ESV inspector may attend prior to and during an event to check for unsafe or non-complying situations.

ESV’s 2009 Code of Practice for the Safe Use of LPG at Public Events in Victoria applies to events such as major sporting and entertainment events and festivals, to school and church fetes, local markets and other non-profit group functions.

Event organisers have a duty of care under occupational health and safety legislation 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 comply with current regulations and safety standards.  

Event organisers are advised to provide a Gas Safety at Public Events Checklist for gas appliances.   The checklist is available on the Energy Safe Victoria website.  The event organiser should ensure that each vendor returns the checklist to the event organiser and that a copy is kept on site at all times.
The ESV Code of Practice should be used as a planning guide and risk management tool for all events where LPG will be used. The intent of the Code of Practice is to ensure an acceptable level of gas safety and minimise the possibility of gas-related incidents. 

The Code should be used in conjunction with the Australian and New Zealand Standard 1596, AS 5601 and WorkSafe’s ‘Advice for Managing Events Safely’ and all relevant codes within. 
SUMMARY

Size, position and grouping of gas cylinders: 

· The allowable size, position and group of gas cylinders at event sites are provided in Section 8 Gas Limits within Building and Structures Table 1, Code of Practice.  

Definition of suitable temporary structures to house gas appliances within and ventilation requirements: 

· a temporary structure is defined as a marquee, tent, booth, awning or a structure

· a temporary structure that is suitable to house a gas appliance must comply with Figure 1 Examples of Temporary Structures for LP Gas Appliances, Code of Practice

· a suitable temporary structure must have:

· 2 sides open; or

· 1 side open equal to 25% of the total wall area and 30% of the remaining total wall area is open and unrestricted—Section 1.7 Structures, Code of Practice
· high and low level ventilation openings in structures must be provided to ensure adequate air dilution of combustible products and venting of gas. Refer to Section 6.14 Appliance Ventilation, Code of Practice for the formula to calculate ventilation openings required
Distances and positions of gas appliances and combustible materials (structures): 

It is important that the position of gas appliances and combustible materials such as marquees are controlled on site.  6.7 Figure 3 of the Code of Practice advises what the legal clearances are for the following appliances:

· open griddles, barbecues and char grillers

· hot plates and range ring burners

· deep fryers and solid grill plates

· the sides and backs of the appliances listed above and oven warmers
NOTE: All appliances should display their approval badge as being certified. Section 6 Gas Appliance Installation and Connection of the Code of Practice provides examples of appliance approval badges.

All appliances should be suitable for use in a commercial and temporary environment.

Storage of cylinders in accordance with the Standard AS/ANZ Section 2 1596:2008
Cylinders must be:
· inspected for leaks prior to their use, e.g. by using a non-ammonia based soap (or detergent) and water leak test at all joints. ALL SOAP SHOULD BE RINSED THOROUGHLY FROM FITTINGS AFTER TESTING
· kept at least 3m from oxidising gases, except where the cylinders of LPGas and oxidising gas form part of a portable oxy-fuel system used for welding, brazing, cutting and the like

· kept in a location that does not hinder the escape of people and is away from any combustible or waste materials

· chained, kept upright at all times and on a flat surface
· located so that they are not likely to be damaged or dislodged under normal circumstances of use. Any trolley or stand in which the cylinder is housed shall be of metal construction and of adequate stability

· protected from excessive temperature rise

· protected from physical impact

· stored with all cylinder valves closed when not in use

Section 2 Australian and New Zealand Standard 

For further information refer to the Australian Standards and/or the Code of Practice for the Safe Use of LPGas at Public Events in Victoria and Public Events Catering Vendors Information Pack both of which can be downloaded form the Energy Safe Website.
http://www.esv.vic.gov.au/LinkClick.aspx?fileticket=sxnudiSMAfo%3d&tabid=216&mid=2137
For more information contact: 
Energy Safe Victoria 
Level 5, Building 2, 4 Riverside Quay South Bank Victoria 006
T: (03) 9203 9700 or 1800 800 158
E: coes@esv.vic.gov.au
PART i: WILDFIRE RISK MANAGEMENT   

Many events are staged during summer when the fire danger risk is high and can be extreme. This can be a particular issue for event organisers staging large-scale outdoor activities in rural areas, including cycling events. If the event requires a Wildfire Risk Assessment then the Department of Sustainability and Environment (DSE), and County Fire Authority (CFA) Guidelines must be adhered to.

The DSE and the CFA developed the guidelines Wildfire Risk Management Approach to Community Events to reduce the likelihood and impact of wildfires on vulnerable community events. This is a shared responsibility between event organisers, government and emergency services.  

A vulnerable event is any event that could be directly and/or indirectly impacted by wildfire.  The extent of the impact is dependent on the size of the event and numbers attending, fuel type, fuel moisture, fuel loads within and surrounding the event, topography and weather conditions during the Fire Danger Period. 

The Wildfire Guidelines will step you through a logical decision-making process to help you identify the vulnerability of your event to wildfire, and to apply a risk management approach to eliminate or reduce the level of risk. They will also assist you to meet your legal obligations while providing a safe environment for event staff, patrons and the general community. 

A wildfire risk assessment chart has been included in The Wildfire Guidelines which will indicate to you whether a Wildfire Risk Assessment needs to be undertaken. 

Your Events Officer will arrange a meeting with the relevant CFA representative to assist in determining if a Wildfire Management Plan is required.

If the event does not require a Wildfire Risk Assessment then the event’s Risk Assessment should still explore the risks of fire and eliminate these risks during the planning and implementation phase.  

[image: image9.wmf] 

 


PART j: FIRE MANAGEMENT   

fire permits—Fire Danger Period: October – May
Permits to light a fire or operate a naked flame during the Fire Danger Period under the Country Fire Authority Act are generally issued by local municipalities and may be subject to additional requirements imposed by that municipality. 

Schedule 14 permits are issued to light a fire for miscellaneous purposes during the Fire Danger Period (for example hot air balloons, fireworks). This permit does not apply for days of Total Fire Ban.

Schedule 14 permits for specific areas are to be processed by the applicable CFA district office. Permits that are required for various locations within Victoria must be applied for through CFA headquarters. These permits will only apply for CFA areas. For areas outside of this, the permit must be applied for through the MFESB or Department of Sustainability and Environment. 

On days of Total Fire Ban: 

Section 40 permits may be issued for essential work purposes on days of Total Fire Ban. Individuals cannot obtain Section 40 permits. 

The CFA will usually issue permits for the following activities:

· discharge of fireworks for the purpose of public entertainment

· lighting of a fire for the purpose of public entertainment
· use of a fire in the open air on a day of Total Fire Ban for the cooking of food by a caterer
· use of emergency flares at civil and military aerodromes
· use of LPG burners for hot air ballooning
These permits will only apply to municipalities within the CFA region. For other areas the permit must be applied for through the Metropolitan Fire Brigade or Department of Sustainability and Environment (whichever organisation is applicable). These permits are not automatically granted and, if granted, the user will have to abide by strict conditions that are set out on the permit. 

Section 40 permits for specific areas are to be processed by the applicable CFA regional office. Permit applicants for the use of fireworks on days of Total Fire Ban must hold the relevant permits from the Victorian WorkSafe Authority. These permits must be applied for through the relevant local CFA regional office. These applications will be subject to thorough investigation. 

If the permit required is for a specific date, the application should be submitted at least four weeks before the date. Permits are rarely issued on the day of Total Fire Ban, and only in special circumstances. There is no guarantee that the permit will be issued by the CFA in these circumstances, therefore the event organiser is strongly advised to develop a contingency plan.  To ensure the permit is processed with ample time, it is strongly advised that you apply for any CFA permits at least four weeks before event date. The event organiser may be required to complete a fire planning procedure as a condition of the event being given final approval to go ahead. 

How to manage risk associated with:

Gas appliances – Comply with Code of Practice and Energy Safe Victoria Regulations; apply for and abide by the conditions of CFA permits.
Pyrotechnics – apply for and abide by conditions of CFA permits.
Electrical appliances – check safety of leads and cords; carry out spot checks; fire extinguishers.

Smokers’ butts – have designated smoking areas with sand buckets as ash trays, enviro poles, and clear signage about smoking and non-smoking areas; fire extinguishers.

Car parking on grassed areas:  Ensure grass has been slashed to 50mm, removed from site and that cars are parked in rows with lanes the width of 4 metres for emergency access. The lanes to access the rows should be 4 meters wide and free of obstruction. Fire extinguishers should also be on hand. Depending on the event’s location and the time of year, the CFA may require earth works to be undertaken on the site to make it safe.
FIRE EXTINGUISHERS

There are different types and sizes of fire extinguishers suitable for different fires. 

Water Extinguisher (A Class Fires)

Used for fires involving wood, paper and plastics. It is dangerous to use these extinguishers on flammable liquid, electrical equipment, cooking and fat fires.

Wet Chemical Extinguisher (F Class Fire most suitable)

Used for fires involving cooking oils and fats. It is dangerous to use these extinguishers on electrical equipment.

Foam Extinguishers (B Class Fire most suitable)

Used for fires involving wood, paper, plastics, flammable and combustible liquids.  It is dangerous to use these extinguishers on electrical equipment.

Dry Chemical ABE (ABC Class Fires most suitable)

Used for fires involving wood, paper, plastic, flammable and combustible liquids but not cooking oils or fats, also can be used for flammable gases and electrical equipment.

Dry Chemical BE (B Class Fires most suitable)
Used for fires involving flammable and combustible liquids, flammable gases, and electrical equipment.

Carbon Dioxide (E Class Fires most suitable)

Useful for fires involving electrical equipment.

Vaporising Liquid (E Class Fires most suitable)

Useful for fires involving electrical equipment.

FIRE EXTINGUISHERS AND TEMPORARY KITCHENS

Kitchen with a deep fat fryer
1 x 40BE (approx 4.5kg) dry chemical powder extinguisher or 1 x 2A 4F (approx 9 litre) wet chemical extinguisher and one fire blanket.
Kitchen without a deep fat fryer 

1 x 2A, 20BE dry chemical powder extinguisher and one fire blanket.
NOTE: Extinguishers should be located adjacent to (minimum 2m from) any food preparation area involving cooking. A fire blanket complying with AS/ANZ 3504 should also be provided and located adjacent to (minimum 2m from) appliances used for cooking or deep-frying.  

FIRE EXTINGUISHERS ELECTRICAL AND GAS APPLIANCES

Electrical generator equipment or switchboards

1 x 2A 20B or 1 x 2A 40B.
NOTE: Type dependent of capacity of electrical equipment.

Flammable liquids and/or gas containers

1 x 2A 40B dry chemical powder extinguisher.
NOTE: Extinguishers must be located adjacent to (minimum 2m from) any electrical generator, switchboards or any area where food preparation is being carried out that involves cooking or any flammable liquid or gas container. 
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FIRE EXTINGUISHERS AND TEMPORARY STRUCTURES

Marquees

1 x 9 litre water type stored pressure portable fire extinguisher for each 200m2 or one (1) 4.5kg (or of a greater size) AB(E) dry chemical powder extinguisher for every 100m2 or part there of marquees to be placed on or adjacent to any doorway or path of travel to any exit.

NOTE: All extinguishers should be located on hooks or brackets with the base of the extinguisher not less than 100mm above the floor/ground and the top of the extinguisher not more than 1200mm above the floor/ground. 

Instructional signs, which comply with the Australian Standards AS2444, should also be located directly above the extinguishers and at least 2m above the floor/ground. Fire extinguishers should be regularly inspected and tested at six-monthly intervals. The inspection, test and maintenance regime for fire extinguishers is specified in the Australia Standard AS 1851 Maintenance of Fire Protection Systems and Equipment.  For more information go to www.buildingcommission.com.au
This information is a guide only and formal advice should be given by a CFA officer.  For more information go to the CFA website or contact the CFA directly.

Country Fire Authority (CFA) Region 7

61 Separation Street North Geelong Victoria 3215

T: (03) 5277 1499

F: (03) 5277 1515

E: admin.r07@cfa.vic.gov.au 

W: www.cfa.vic.gov.au
PART k: water EVENTS 

If you are planning to stage the event near a waterway, beach or swimming pool, then there are several risk factors that you need to consider.

Some rivers in the Geelong region are prone to flooding after heavy rain falls. You should have a contingency plan for an alternate venue if the site is near a river.  Your risk management plan should also note this as a risk and one of the monitoring procedures should be to go to the Bureau of Meteorology website and look under the warnings tab for Rainfall and Rivers. www.bom.gov.au
All public swimming pools must comply with the Health Regulations 2001 in regards to the standards of water quality.  You could also refer to the Royal Life Saving Guidelines for Safe Pool Operations. 

http://www.royallifesaving.com.au
If the event is taking place near a dam, river or beach, the site should be assessed against the National Health and Medical Research Council’s Australian Guidelines for Recreational Use of Water. More information is available at: http://www.nhmrc.gov.au/guidelines/publications/eh7
Environment Protection Authority (EPA):
If a water-based event is proposed for any beach or bay location, in particular the Geelong Waterfront, the bacterial water quality must be monitored to ensure compliance with the EPA standards. 
Water Permits:
Any on-water activity (including fireworks and exclusion zones) on Corio Bay require a Parks Victoria Waterway/Bay event Application (Local Part Regulation) at least 10 weeks before event date.  The application may incur fees and advertising requirements. For further information visit http://parkweb.vic.gov.au/park-management/bay-and-waterways-management or email your event documentation to waterwaysevent@parks.vic.gov.au
Swim exclusion zones and Parks Victoria:

If the event precinct includes a commercial or shipping exclusion zone, an application for Aquatic Events Advice must be made to the Harbour Master at Victorian Regional Channels Authority. Event organisers must not start the event until they have cleared their start with Geelong Port Marine Control, at least one hour prior to scheduled start. For more information or an application contact admin@regionalchannels.vic.gov.au 
Sand dunes, fauna and flora:

Events taking place near the sand dunes in Collendina, Ocean Grove should liaise with the City’s Environment Unit as endangered hooded plovers reside in this area. This is a Birds Australia requirement and your Events Officer will assist with these communications.

PART l: EXTREME WEATHEr including heat  

HEAT

Whether the event is of a sporting nature or an outdoor entertainment program, if the event is planned to be held between the months of October through to April you should have a relevant heat management plan, that protects the event staff, volunteers, officials, spectators and participants.  You should also be prepared and have the resources and communication channels required to implement, this plan.

There are quite a few resources that could assist you in researching the risk and controls that could inform your events heat management plan.

EVENT HEAT MANAGEMENT PLANNING RESOURCES:

Sports Medicine Australia has developed a policy for event organisers to protect the public and participants from being affected by extreme heat.

If you are planning to stage an event during the warmer months you should download relevant documents from the Sports Medicine Australia website and develop an Extreme Heat Policy tailored for the event activity, time of year and location.

“The (sic) document is to prevent injury and possible death, from heat illness in sport and activity by assisting officials, coaches and participants to recognise and manage potentially dangerous heat situations.” 

Sports Medicine Australia
Sports House 375 Albert Road, South Melbourne Victoria 3205

P:  03 9674 8777

E:  general@vic.sma.org.au
W: www.vic.sma.org.au
The Department of Human Services Victoria has developed a Heat Health Plan for Victoria, which talks mostly to general heat management and is not specific to event heat management planning, however page 3 focuses on how extreme heat and heat wave periods can be determined and calculated.  

Department of Human Services 
50 Lonsdale Street, Melbourne Victoria 2000

P:  1300 761 874
E:  environmental.healthunit@health.vic.gov.au
www.health.vic.gov.au/environment/heatwavesW: 
Other references that could assist you in developing an Event Heat Management Plan are:
Bureau of Meteorology 
W:  www.bom.gov.au/australia/heatwave
www.bom.gov.au/vic/forecasts/geelong.shtmlW: 
Vic Emergency

W:  www.emergency.vic.gov.au 

CFA

W:   www.cfa.vic.gov.au/warnings-restrictions/total-fire-bans-and-ratings/
WET

Factors to consider relative to wet weather:

· Does your event have an event contingency should wet weather prevail?

· How will wet weather implicate the event’s capacity to generate income?

· What additional risk management procedures need to be incorporated – such as terra-track pathways over muddy areas?

WIND

Factors to consider relative to windy weather:

· Does your event have an event contingency should high winds prevail?

· Can the event continue in windy conditions? For example, some mechanical rides may not be able to operate safely, temporary structures may have engineering restrictions that prevents them being occupied at certain wind speeds or sports may need to be cancelled
· Who is responsible and how will your event be managed should windy conditions occur?

· Some factors to consider include structural capacity to cope with high wind. Structures such as marquees or crowd control barriers can have risky consequences if not managed appropriately. Imagine a marquee flying away or a row of barriers falling on your event’s patrons
PART M: HELICOPTERS 
LANDING 

Some events require the use of a helicopter and a safe landing place. The safest place to land and refuel a helicopter is at an airport. The City of Greater Geelong is reluctant to permit helicopters landing in or near public places and reserves due to safety concerns.  
Please see below for contact information for Barwon Heads Airport or Avalon Airport.  

Barwon Heads Airport 
1411-1419 Barwon Heads Road, Connewarre VIC 3227
Contact: Andrew Townely—CEO

Geelong Aviation

E: andrew@geelongaviation.com.au
or 
Barry Diamond – Chief Pilot/Chief Flying Instructor

M: 0417 767 537

E:  bjdiamond@dfts.net.au 
Avalon Airport

80 Beach Road, Lara Victoria 3212
T:  (03) 5227 9191
E: amanda.clayton@avalonairport.com.au  
W: http://www.avalonairport.com.au 
PART n: WORKING WITH CHILDREN

In 2006 the Victorian Government introduced a new checking system to help protect children under 18 years of age from physical or sexual harm.

People working or volunteering with children need to apply for a Working with Children (WWC) Check. The WWC Check is being phased in over five years. Employers, volunteer organisations and agencies must ensure that any of their staff or volunteers who need a WWC Check has applied by the due date. 

For more information and application forms contact the Department of Justice.

Working with Children Check Unit

Department of Justice

GPO Box 1915 Melbourne VIC 3001

T: (03) 8684 0000
T:  1300 652 879 (local call charge)

T: 1300 365 111 (regional callers)

E:  workingwithchildren@justice.vic.gov.au 
W:  www.justice.vic.gov.au/workingwithchildren
LOOKING AFTER LOST CHILDREN

Arrangements for looking after lost children should be made and communicated to key staff during event planning. An incident report form should be completed as soon as a lost child is accepted into the event organiser’s care. The child should be made comfortable at an information centre or similar. If an information centre is not available the first aid post, control centre or ticket office may suffice.

The child should be in the presence of two qualified adult carers at all times and at least one of the adults needs to have a clear Working with Children Check.

Find out the child’s name and age where possible.  The child may know the parent’s business name and a quick Google search may give you access to a business mobile number.

The child may know the parent’s or a family member’s home or mobile phone number.

Find out the name of the child’s guardian or parent who is with them at the event.

Make a public announcement that a child has been found and where they can be located. Do not give the child’s name.

The child’s parent or guardian should be able to identify themselves before taking the child. If you are in any doubt, or if the child’s behaviour or demeanour gives you any cause for doubt the police should be contacted for advice.
The carers should be satisfied that the parent or guardian is familiar to the child.
The police should be contacted if the responsible adult fails to appear within 15 minutes (or similar predetermined time relative to the size of the venue) after the first announcement.

If there are police on site the child should be taken to that post immediately.

When the child is reunited with the parent or carer recontact the police and provide them with an update.

Where any doubt exists the police should be contacted for advice.

A copy of the incident report should be provided to the police.

PART o: LOST PROPERTY   
A simple process for accepting lost property should be developed prior to the event and communicated to staff at the information centre.

A lost property report should be completed with the following information:

· date and time it was found

· description of the item

· two staff members or volunteers should complete the lost property report with the person who found the item and place it in a secure place on site

· where it was found

· where it will be taken to post-event e.g. back to the event organiser’s office 

· who found the property and handed it in (not mandatory if not a staff member or volunteer)
NOTE: If it is an item of value (i.e. wallet, purse, mobile phone, jewellery or car keys) it is suggested that the property be taken to the nearest police station with a copy of the lost property report.
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