	CHECKLIST
SITING APPROVAL FOR PRESCRIBED TEMPORARY STRUCTURES
Building Act 1993, Sections 57(1)(a)
Building Regulations 2018, Regulation 207
	[image: image1.png]—_—
ER —G'-—
CEELON
G





	How to fill in and submit a Siting Approval for Prescribed Temporary Structures application form step by step
The text that is in bold is the question that is asked on the application form.  The text in italics is advice in relation to what information you should provide in answering that question or what further documentation needs to be included with the application.  Text in italics and underlined must be included on the site plans.

	APPLICANT DETAILS
Provider of Temporary Structure      Event Organiser     Owner of the Land     Hirer of Temporary Structure

Tick box to indicate who is applying for Siting Approval.
Applicant’s name:

Write the name of person and / or organisation who is applying for Siting Approval.

Applicant’s billing address:

Write the address details, phone number and email address of the applicant.
Contact person / phone / email:

Write name, phone numbers and email address of the person who can be contacted to provide further information in relation to application for siting approval.

	PROVIDER OF TEMPORARY STRUCTURE DETAILS
Provider’s name:   
Write the name and / or business name.
Provider’s postal address:
Write the address and postcode.
Provider’s phone / email:
Write the mobile number and email address of the provider.

	EVENT ORGANISER DETAILS
Event organiser’s name:   Write the name and / or business name.
Event organiser’s postal address:  Write the address and postcode.
Event organiser’s phone / email:  Write the mobile number and email address of the provider.

	LAND OWNERSHIP DETAILS: (only if Provider of Temporary Structure, Event Organiser or Hirer of Temporary Structure is listed above)   LAND OWNER’S WRITTEN CONSENT TO OCCUPY THE SITE MUST BE PROVIDED.
Written consent must be provided from the owner of the land / venue to allow the temporary structure to be erected on their property. A letter from the owner of the land / venue must be provided to Council confirming consent for the temporary structure to be erected on their property. Pursuant to Section 248 of the Building Act 1993, a person must not act on behalf of an owner of a building or land for the purpose of making any application, appeal or referral under this Act or the regulations unless the person is authorised in writing by the owner to do so.
Name

Write the land owners name / business name (only if the owner of the land is NOT the event applicant).

Address
Write the land owners address details (only if the owner of the land is NOT the event applicant).
Owners phone / email
Write name, phone number and email address of the owner of the land or the owner’s representative.

	HIRER OF TEMPORARY STRUCTURE DETIALS

Hirer’s Name:    Write the hirers name / business name.
Hirer’s Postal Address:    Write the hirer’s address and postcode.
Hirer’s Phone / Email:    Write the mobile number and email address of the hirer.

	PROPERTY DETAILS FOR SITING APPROVAL 
Write address of property where the event is proposed to be held.

	EVENT PROPERTY DETAILS
Write the address details, building number / name/ description and name of venue or location.

	EVENT DETAILS

Write the promotional name of the event   (i.e. Wallington strawberry festival) and a brief description.

	PERIOD OF OCCUPATION

Write the dates, commencement and conclusion times that the event will be open to the public.

	LIGHTING

Will the event be conducted after daylight hours?   YES / NO      If Yes provide details of lighting.
Location of overhead lighting that is adequate to illuminate the occupied areas of the event site must be indicated on the site plan.

	TYPE OF PRESCRIBED TEMPORARY STRUCTURES
Tick the boxes of which temporary structures you are planning to have at your event site.

Tents, marques or booths with floor area >100m2
Seating stands for more than 20 persons

Stages or platforms > 150m2 in floor area
Prefabricated building > 100m2
Type of temporary structure   Describe the structures i.e: tents, marquees, booths, seating stands, stages, platforms, prefabricated buildings and the like.
Description of structures to be supported by a scale plan of layout of each structure.
Size (length x width = m²)   Outline the structure size i.e: 15m long X 10m wide X 3m wall height marquee.

Occupant number to occupy the structure at any one time   i.e: 50 seat grandstand.
VBA permit number   All existing structures that are listed in the Prescribed Temporary Structures section above must have a current Occupancy Permit issued by the Victorian Building Authority (VBA).

Ask the company that you are hiring the equipment from to provide a current copy of the relevant VBA Occupancy Permit which must be lodged with the application.
Check expiry date and whether permit covers the type / size of structure to be used.

In the majority of cases VBA Occupancy Permits require the structures to be placed on and pegged into the ground. Structures placed on platforms or hard / sealed surfaces may require a revised Occupancy Permit from the VBA.

Hire company details  Write the name of the organisation who is supplying the temporary structures including fire extinguishers, fire blankets, emergency lights, exit signs, and exit locations / widths.

Hire company contact person, mobile and email address  Write the name of the contact person and their details of who is supplying the temporary structures.
If you have contracted different hire companies for different structures then write the name, contact details and structure details for each hire company in the separate columns provided.

Location of all temporary structures must be indicated on the site plan for the event.

	BUILDING PRACTITIONER DETAILS

Name of business and building practitioner who will be erecting the structure/s

The hire company should provide you with this information.

Registration number and contact mobile number of building practitioner who will be erecting the structure/s

The hire company should provide you with this information.

	BUILDING PRACTITIONER DETAILS PROVIDING “CERTIFICATE OF COMPLIANCE - INSPECTION”
Name and their details of building practitioner who will be providing the “Certificate of Compliance – Inspection”

Upon completion of erection and prior to occupation, the structures must be inspected to ensure compliance with all conditions of the occupancy permit.  The following building practitioners can be engaged to inspect and issue “Certificate of Compliance – Inspection” for Prescribed Temporary Structures.

●  Building Surveyors


●  Building Inspectors


●  Civil Engineers

●  Supervisor Temporary Structures – Class 1 (stages and seating stands)

●  Supervisor Temporary Structures – Class 2 (tents and marquees)

The hire company should be able to assist you with this information.

Registration number of the building practioner providing the “certificate of compliance - inspection”
The hire company should be able to assist you with this information.

	WIND MANAGEMENT
Tick the boxes the relevant boxes

Has a wind management and evacuation plan been developed?   Will a wind anemometer be available on site?

The wind management plan must outline the procedure to evacuate the structure/s within the wind speed limitations stated in the Victorian Building Authority Occupancy Permit. 

A wind management and evacuation plan must be prepared to address the wind, speed limitations staged on the relevant VBA Occupancy permit. The wind management evacuation plan must include provision of a wind anemometer on site.

	APPLICANTS DECLARATION

Write the event organisers name here if someone other than the event organiser (ie: the hire company) is making the application. Signature of person making the application and date of application.


	SITE PLAN CHECKLIST
PLACES OF PUBLIC ENTERTAINMENT

(POPE) AND PRESCRIBED TEMPORARY STRUCTURES (PTS)
	[image: image2.png]e —
CITY OF CREATER s —
GEFILONG





	If you are applying for a POPE permit or SITING approval the following MANDATORY information is required on your site plan.

	EXISTING ELEMENTS
	TEMPORARY ELEMENTS
	POPE
	PTS

	Direction of North
	
	(
	(

	Existing sensitive areas (i.e: fauna or flora sites)
	
	(
	(

	Existing drinking water fountains
	Temporary drinking water sources and fountains
	(
	

	Existing toilet facilities
	Temporary toilet facilities
	(
	(

	Emergency access / egress routes
	Temporary Emergency Services access
	(
	(

	Emergency assembly areas
	Emergency assembly areas
	(
	

	Existing power sources

Existing lighting towers
	Temporary generators, power boxes, and light towers
	(
	

	Existing sewerage, gas and electricity connection points for temporary connections
	Temporary power sources, generators and distribution boxes
	(
	

	Existing fire extinguishers, hoses, water points (taps)
	Temporary firefighting equipment
	(
	(

	Existing First Aid facilities
	Temporary First Aid facilities
	(
	

	Existing steps and ramps
	Pedestrian routes including access within, to and from the venue including disabled routes
	(
	(

	Existing entry and exit points
	Temporary entry and exit points
	(
	(

	Existing fences and gates
	Fencing (mesh and picket)

Pedestrian barriers

Entry and exit points
	(
	(

	Existing picnic areas
Existing seating areas
	Temporary viewing and seating areas

Seating areas for wheelchairs 

Temporary picnic or quiet areas
	(
	(

	Existing car parks including access car parks

Existing bus stops / train stations

Existing traffic lights and pedestrian crossings
	Temporary car parks including access car parks

Delivery / collection areas

Taxi and access and bus drop off pick up points
	(
	

	Existing buildings and structures
	Temporary Structures:

Tents and marquees (show size of each)

Prefabricated buildings (show size of each)

Stages (show size of each)

Seating stands (show size of each)

Food vendors; Aerial rigs
Air castles and mechanical rides
	(
	(

	Existing administration facilities
	Ticket offices / registration areas

Site offices
Operation or communication centres

Media areas

Security station

Lost children / property area
	(
	

	Existing unsafe areas
	Restricted areas (fireworks discharge areas, fuel storage, generator areas, back of house for performers etc)
	(
	(

	Existing liquor licence areas
	Liquor service areas - (show locations and barriers)
	(
	(

	
	Location of POPE / Siting Approval Permits and Certificates
	(
	(
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