: "(\i- «

AN NG
&/ (2").-‘ 5\‘ ';?, 8o
o 2. .).’"'-‘: ; ’?. W

N

N\
BERRIGAN SHIRE

A\
Event
Management
Guide |

A guide for organisers of events within the
Berrigan Shire.

[ Y 3 \ SR

A Pt e A . & 4 b TR e L N 2 BT
S W44 7 1y |




CONTENTS

Introduction

Event Planning

11
1.2.
13.
14.
15.
16.
1.7,
18
19.

1.10.
111
1.12.
143
1.14.
1.15.
1.16.

Council requirements

Budget/cashflow

Location

Event Agenda/Program

Marketing and Promotion

Participant Registration/Ticketing
Contractors/Suppliers

Security

Emergency Services/Emergency Planning
Waste Management

Traffic management

Site Preparation and Plan

Cleaning and Maintenance

Volunteer Assistance

Day of the Event — Roles/Responsibilities
After the Event

2.0 Risk Management

21
2.2
2.3

Risk Assessment
Event Planning Phases

Planning for the Build-Up

NN NN NN OO 00 0o

o 00 00 00

Event Management Guide




24 Planning for the Load-In
25 Planning for the Show
2.6 Planning for the Load-Out
2.7 Risk Evaluation

2.8 Risk Treatment

29 Action Plan

3.0 Approvals and Licencing

4.0 Traffic and Transport Management for Events
41 Traffic Committee

42 Event Recommendations

5.0 Council Resources
5.1 Financial Assistance

52 In-Kind Support

6.0 Fundraising, Sponsorship and Grant Funding
6.1 Grants

6.2 Sponsorship

6.3 Donations

6.4 Fundraising

7.0 Event Evaluation

8.0 Appendices

Event Management Guide

15
15
15

16

17
17
19

20
20
20

21
21
21
22
22

23

24



Introduction

Disclaimer
Berrigan Shire Council does not take responsibility for the content of this document. It serves only
as a guide to prospective organisations seeking access to Council properties and/or resources or
funding for the purpose of an event.

Events form an important component of community Some of the information presented in this guide may
life delivering social and economic gains, and as not be applicable to your event, simply because it is
such the Berrigan Shire Council view events as a a smaller community event. Itis important, however,
valuable aspect of tourism and community to read through the information and refer to those
involvement. Developing and growing an event, guidelines which are relevant. As event organisers
regardless of size can seem an overwhelming task, you have a responsibility to your invited public. If you
but with careful planning and co-ordination it can be are unsure about your obligations, always contact
an extremely rewarding exercise. the Council.

This guide has been developed to assist organisers
planning an event in the Berrigan Shire. It is not
designed to gxplain in detail how to hold an event,
but rather assist in the planning of your event, to
highlight some issues you will need to address, and
to provide you with some information on how to
evaluate and progress your event.




1. Event Planning

Event planning is the process of identifying what
will be required to hold an event, highlighting any
issues and assigning roles to members of your
organising group or committee. The following is
a list of areas that should be addressed when
planning your event. It is not an exhaustive list,
with the unique nature of each event determining
what will need to be considered.

o Council requirements

e Budget

e Location

o Event Agenda/Program

e Sponsorship

e Marketing and Promotion

e Participant Registration/Ticketing

e Permits and Licences

e Contractors/Suppliers

e Risk Management

e Security

e Emergency Services/Emergency Plan

e Waste Management

e Traffic Management

o Site Preparation and Plan

e Cleaning and maintenance

e Volunteer Assistance

o Day of the Event -

Roles/Responsibilities
o After the Event

1.1 Council requirements
It cannot be stressed enough — the Council is the
most important organisation you can contact.

Allow enough time to contact the Council. They
will advise you on what you can or can’t do and
what further information is required. Refer to
Approvals and Licences.

1.2 Budget/Cashflow

You should prepare an event budget, identifying
what income you will expect and what your
expenses will be. This will also allow you to
identify any income shortfalls that will necessitate

the need for additional fundraising, sponsorship
or grant funding. It will also assist in identifying
expenditure areas that may be able to be
controlled to reduce your costs.

1.3 Location
When deciding upon the location to hold your
event, please consider the following:
e Suitability for the event.
e Accessibility for  public  (various
demographics) and emergency services.
o Power availability.
e Proximity to accommodation, transport
and carparking.
e Continency| planning.
e Surrounding environment.
e Shelter
e Potential for adverse impacts upon
surrounding premises/community.

1.4 Event Agenda/Program

Develop an event timeline, book your acts, guest
speakers, entertainers, stallholders, judges, etc.
and publish a program.

Ensure that relevant authorities such as Council
and emergency services are provided with a copy
of the program.

1.5 Marketing and Promotion

There are several issues to consider when
developing a marketing and promotion strategy,
in particular, identify your target audience and
develop your marketing plan around that. Local
support for your event is paramount and can be
the most difficult support to secure so start early
with getting the message out to your community.

Do not assume that locals know your event is on.
Don’t forget to think outside your community too
and look to reach people from different areas,
e.g. larger rural centres like Albury, Wagga or
Shepparton.
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Be aware that marketing and promotion can be
very expensive however there are several free
tools available to get your message out and they
should be fully utilised at an early date.

Different marketing tools to consider include:
e Television

e Radio
e Publicised media/Submit a press
release.

e Promotional flyers

e Develop alogo or even a jingle.

e Build a website.

e Utilise social media.

e Submit event information to local events
calendars and websites.

e Distribute flyers using postal delivery,
email.

e Cross-promote with other events.

e Direct marketing to a database of
intere,gted stakeholders.

1.6 Participant Registration/Ticketing
Identify how your audience are going to pay for
their tickets or participate. Issues to consider
include:

o  Will you offer ticketing deals for early bird

purchases?
e Can tickets be purchased on-line?
o Will you utilise other

businesses/organisations to assist in
ticket selling?

e Are you printing tickets or supplying arm
bands?

¢ What does the ticket price include? Such
things as t-shirt, dinner, etc. can be
included in ticket pricing.

e Packaging with accommodation and
meals is also possible.

e How will you manage underage patrons
if alcohol is available?

e How are you capturing purchasing
information to evaluate your event, and
making contact with purchasers for next
year’s event?

1.7 Contractors/Suppliers

Identify what equipment, supplies, or resources
you require for your event. Are these easily
obtainable locally, or do they need to be sourced

from further away? Consider portable stage
structures, portable lighting, toilets (disabled
amenities), etc.

Remember, as organisers, any contractors
working on your site are your responsibility.
Ensure they have appropriate insurances in
place and are following site rules. Refer Risk
Management.

1.8 Security
Identify if security is needed and discuss your

event with your security contractor and/or police.
They will have a good idea on what resources
you will need depending upon the nature of your
event. Remember security is not just for crowd
control but may also be required for cash security
and may also be a stipulated requirement from
your insurance company.

1.9 Emergency S}ervicelemergency Planning
It is imperative you notify emergency services of
your event and seek their support. This may
involve the presence of SES, St Johns
Ambulance, Fire Brigade and/or Police.

Depending upon the nature of your event, it is
also a good idea to identify what hospital is on
duty during the event and give them sufficient
notice.

You will need to have in place an Emergency
Plan where you will need to identify:
e How you will respond to an emergency.
e How you will evacuate people.
e Where emergency services will be
situated.
For further information, refer Risk Management.

1.10 Waste Management

You will need to plan for how you will deal with
the expected increase in waste. You should
contact the Council to identify if they are able to
assist you in providing a temporary waste
collection service, or you may need to arrange
alternative collection arrangements.

Your aim should be to produce as little waste as
possible, and to consider environmentally
friendly alternatives.
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1.11 Traffic Management

If your event is likely to disrupt traffic, you wili
need to contact the Council. Refer Approvals
and Licences.

In addition to road traffic, you will also need to
consider on-site traffic and plan for the following
issues:

e Signage
e Disabled parking/access
e VIP parking

e Pedestrian access
e Carparking area and marshals
e Entry and exit points
e Alternative transport — will you provide a
service?
For further information, refer Traffic and
Transport Management for Events.

1.12 Site Preparation and Plan

You will need |to develop a Site Plan which
identifies venue locations, etc. Organisations
such as emergency services will require a copy
of your site plan. During your event, particularly
if you are expecting large numbers, your plan will
be a valuable reference.

1.13 Cleaning and Maintenance

You will need to ensure the venue is in good
condition prior to your event. This may involve
enlisting the services of the Council to ensure
parks/gardens are mowed, halls are clean, etc.

1.14 Volunteer Assistance

Most events will require volunteer assistance.
You may seek this assistance from local service
clubs or utilise the services of individuals. It is
important to remember that you have a
responsibility for the safety and welfare of
volunteers whilst they are working for you.

In planning your event, it is a good idea to assign
roles to your volunteers and keep a register of
those working at the event.

1.15 Day of the Event — Roles/Responsibilities
On the day, ensure you have all your
documentation with you. This includes:

e Traffic Management Plans

e Risk Assessments
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e Licences and Permits
e Running sheets

e Contractor information
e Emergency Plans

o Contact numbers.

Conduct a full briefing prior to the event with all
staff, volunteers, and contractors. Ensure
everybody understands the role they are to play
and ensure everybody is given a contact list.

All those working on the day should register by
signing in/signing out. This information will be
valuable if there is an incident, but also will help
with your post-event evaluation.

1.16 After the Event
Identify who will be responsible for cleaning the
site. A venue should be left the way you found it.

You should hold a d%-brief meeting to discuss the
event and to look at ways your event can be
improved. This is also an ideal time to arrange
thank you letters for those involved in the event,
and sponsors. Refer Event Evaluation to
consider:
e What worked and what could be
improved.
e Evaluation of attendance, finalisation of
financial records and reports.



2. Risk Management

On-site safety at an event is paramount. The
public expect to be able to enjoy an event in safe
and secure surrounds. Event organisers need to
identify potential hazards during the planning of,
and on-site at their event and work to implement
solutions. This is achieved by assessing and
evaluating risks.

2.1 Risk Assessment

When assessing the risks associated with
staging an event, the following five steps must be
taken:

Step 1: Identify the hazards associated with
activities contributing to the event, where the
activities are garried out and how the activities
are to be undertaken.

Step 2: Identify those people who may be
harmed and how.

Step 3: Identify existing precautions, e.g. venue
design, operational procedures or existing “safe
systems of work”.

Step 4: Evaluate the risks (refer to the Risk
Assessment template).

Step 5: Decide what further actions may be
required, e.g. improvement in venue design, safe
systems of work, etc.

To conduct an effective and comprehensive risk

assessment, it is more manageable if the event
is broken down into four planning phases.

2.2 Event Planning Phases

Build Up
Involves planning the venue design, selection of

competent workers, selection of contractors and
subcontractors, construction of the stages,
marquees, fencing, etc.

Load In

Involves planning for the safe delivery and
installation of equipment and services which will
be used at the event, e.g. stage equipment used
by the performers, lighting, public address (PA)
systems, etc.

Show

Involves planning effective crowd management
strategies, transport management strategies and
welfare arrangements. Planning strategies for
dealing with fire, first aid contingencies and major
incidents are important.

Load Out

Requires planning for the safe removal of
equipment and se}'vices. Includes planning to
control risks once the event is over and the
infrastructure is being dismantled. Collection of
rubbish and waste-water disposal present risks
and these aspects need to be planned and
managed.

2.3 Planning for the Build Up

To minimise risks during the build-up, ensure the
venue is designed with safety as a key element.
It is also necessary to ensure that any
infrastructure which will be used at the event,
such as stages, seating, tents, marquees, or
other structures will be erected safely and be
structurally safe once erected and used.

Prepare site plans and provide copies to relevant
people including Council, site owners,
contractors, emergency services, etc.

It is important to remember the event
organisation and the event organiser have
responsibility for any contractors who are working
at the event site. Therefore, during the build-up
planning stage, obtain copies of their own health
and safety documentation (including policies,
procedures, safe work method statements (if
required)), and provide them with a site induction.
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2.4 Planning for the Load In

Once the infrastructure has been built, all other
equipment and services will need to be brought
to the site and installed in or on the structures,
e.g., the loading of the performers’ equipment
onto the stage and the delivery of other
equipment needed for the event.

These operations will need careful planning, with
consideration given also to who will be assisting
with the movement of the equipment. If
volunteers are being used, event organisers must
ensure that they are provided with a safe work
environment and sufficient instruction to be able
to perform their tasks safely.

2.5 Planning for the Show

Planning for the show requires preparing
strategies for crowd management, transport
management, fire, first aid, major incident, and
contingency pI%nning. Successful planning
requires a team approach and cannot be
achieved by an individual. It involves
consultation with the various stakeholders such
as emergency services, Council, and
contractors, particularly security.

2.6 Planning for the Load Out

Although the event has ended, this does not
mean the responsibilities towards safety are
over. Ensure you have considered how the
equipment and services will be removed from the
stages, tents, marquees, and other structures at
the end of the event, including the management
contractors and volunteers.

RISK ASSESSMENT - PRELIMINARY QUESTIONS

What is the expected patronage level and is the site able to handle the proposed capacity?

What is the artist profile?

What is the audience profile?

What is the duration and timing of the event?

Will alcohol be available?

Is the audience standing, seated or a mixture of both?

Are the audience required to move between the entertainment and the facilities?

What is the nature of the event - is it single-staged, multi-staged, free, etc.?
Will patrons be participating in activities of high risk such as motorbike riding?

Will there be amusements/rides?

Are the town’s accommodation services adequate for the expected patronage?

Will camping be part of the event?
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Build-up

|

Are the ground conditions
suitable for the event, e.g. no
slopes or boggy areas?
Are traffic and pedestrian routes,
emergency access and exits
adequate?
Is the site able to accommodate
mobility impaired patrons?
Are access roads able to handle
the proposed capacity?
Are carparking facilities available
and adequate, and can they
accommodate buses, emergency
vehicles, etc.?
Are there any noise sensitive
buildings nearby?
Is it possible to satisfy both the
requirements of the audience
and the neighbours?
With consideration to the
geographical location of the site,
is it nearby:

Hospital

Fire Station

Parking

Major roads

Local services and

facilities

Phone coverage
Will additional services be
required? E.g., on-site police
presence, toilets, first aid,
information centre, lost and
found, water supply for fire
brigade?
Are there any natural hazards
where additional control
measures may be required? E.g.,
fencing around water hazards,
signage.
Will sun glare be a factor to
consider in relation to the site
plan, and the timing of the
event?
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Have additional hazards been
identified? Such as:

e Overhead powerlines

e Underground services
If there is camping at the event,
is the area safe and avoids
potential hazards such as falling
limbs, flooding, powerlines,
etc.?
Is the camping area provided
with facilities such as water,
shelter, toilets, and a first-aid
station?

Have contractors been provided
with a copy of the site plan?
Have contractors been shown

around the site, and given a site

induction?
Have contractors provided
copies of relevant WHS
documentation, including
certificates and insurances?
Are volunteers helping with
erecting structures, or preparing
the site, and if so, have they
been provided with the
necessary instruction, training
and information?
Has a list of volunteers been
prepared?
Are structures to be erected
comply with relevant
standards? This may include:
Stages
Marquees
Barriers
Temporary seating
Portable toilets
Lighting towers
Sound booths
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Manual handling is a major
concern at this point. Has this
been addressed?

' Show

Are the required
permits/authorisation in place?
e Liquor licence
Council approval
Road closure
APRA
e Food handling
e Fireworks
Has public liability insurance
been arranged to a minimum of
$20 million?
Has an event program or
running sheet been developed?
Has a contact list of all
Committee members,
stakeholders and contractors
been developed?
Have certain items been
identified as being banned from
the event?
Has this been made clear to
patrons, or are on-site signs
available indicating rules to be
enforced such as no smoking, no
glass, no alcohol, etc.?
Will bag searches be conducted
and have procedures been
developed on how this will be
managed?
Has a traffic management plan
been developed for the event?
Has an emergency plan been
developed and distributed to
emergency services?
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Has a contingency plan been
developed and distributed to
stakeholders?
Has the declaration of a total
fire ban or fire danger period on
the day of the event been
considered, particularly in
relation to contingency
planning?
Has an effective communication
system been developed for:
e Inter-organisational
communication
e Public communication?
Has NSW Fire Brigades (RFS or
NSW Fire and Rescue) been
consulted to ensure all
necessary fire-fighting
equipment is available on site?
Has a security plan been
developed and distributed to
the Police?
Have people been assigned to
man facilities such as:
e Entrances/Exits
(tickets/pass-outs)
Lost and Found,
particularly lost children
Information booths
First Aid
Toilet facilities —
cleaning/re-stocking?
Are people who have been
arranged to man First Aid,
appropriately qualified?
Are facilities prepared for
dealing with patrons under the
influence of drugs or alcohol?
Are procedures in place to
ensure alcohol is not available
to minors?
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Is a waste management plan in
place including:
e Disposal of garbage
e Disposal of recyclables
e Sharps containers?

Have contractors provided
copies of relevant WHS
documentation outlining how
dismantling will occur?

Are volunteers helping with
dismantling structures, and if so,
have they been provided with
the necessary instruction,
training, and information?

Has a list of volunteers been
prepared?

Manual handling is a major
concern at this point. Has this
been addressed?

Are waste management services
adequate to handle anticipated
levels?

Are plans in place to ensure that
venues are returned to pre-
event condition?

Event Management Guide
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2.7 Risk Evaluation

The varying activities that can be part of any
community event or festival can provide a difficult
risk management environment for a group to
manage. Activities can involve other groups or
individuals, some major risks, many people,
alcohol and the influences of the weather.

Risk Assessment and Evaluation forms are
included in the Appendices section of this guide.
They include examples to help guide you through
the risk management process. These forms
utilise Council’s risk framework. If you are not a
Committee of Council, you can use other
frameworks if you prefer.

2.8 Risk Treatment

Following the assessment and the identification
and rating of risks, treatments or controls need to
be determined. The ratings of some risks will be
reduced after tre’atments and controls are
implemented. Some however may remain high,
and a decision needs to be made around
eliminating the sources of the risk (which could
be the whole activity) or implement stricter
controls to manage the risk.

If you are in doubt, contact the Council.

2.9 Action Plan

After identifying the hazards and the risks
associated with those hazards, they need to be
included on an Action Plan. This may form part
of the overall Action Plan for the event, or it may
be kept separate.

Included in the Appendices in an example of an
overall Action Plan for an event which
incorporates actions identified from a risk
assessment.
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3. Approvals and Licensing

Prior to holding any event, you should ensure
contact with the Council is undertaken at the
earliest opportunity to ascertain if any
Development Approvals or Licences, or referrals
for concurrence are required. Failure to do this
may result in a cancelled event. If your event is
open to the public, you will almost certainly
require some form of approval. This may be from
the Council, SafeWork NSW, NSW RFS, NSW
Fire and Rescue, or the Police.

Included in the Appendices is the Compliance
and Event Planning Application and Checklist. It
is designed to assist organisers in determining
what further action is required regarding the
holding of events, Each event is unique, and
whilst some eveints do not require Council
approval, others require permits and the
completion of several documents. Event
organisers are reminded that some
approvals/permits and Council provided services
such as traffic management may incur a fee.

Event Management Guide
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4. Traffic & Transport
Management for Events

From a traffic and transport perspective, an event
must:

e Ensure the safe separation of event
patrons, participants, and volunteers
from traffic, and

e Manage the reduced capacity of the road
system, and

e Minimise the traffic impact on the non-
event community and the emergency
services, and

e Minimise costs.

Where there is, or there is likely to be an impact
on traffic, event org’anisers will need to contact
Council as soon as possible prior to the event. All
events where there is an impact on traffic will
need to seek approval from the Traffic
Committee, and from Council.

4.1 Traffic Committee

The Traffic Committee consists of
representatives from Council, Transport for
NSW, and the Police. The Committee assess
applications for road closure, or events that may
cause disruption to traffic. They will
approve/disapprove an event or make further
recommendations to ensure the event meets
certain criteria.

The Traffic Committee only meet four times per
year unless a special request is made.
Therefore, it is imperative that event organisers
notify Council if their event is likely to impact on
traffic — at least six months in advance. This will
ensure they have sufficient time to have their
event assessed and are able to implement any
recommendations.

Upon notification, Council will assess events and
will classify them in accordance with the NSW
guide to traffic and transport management for
special events,

Event Management Guide

https://www.transport.nsw.gov.au/operations/roa
ds-and-waterways/business-and-industry/event-
management-guidelines

Consideration will be given to:
e The disruption to traffic and transport
systems, and
e Disruption to the non-event community.

Refer Event Class Table below.
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4.2 Event Recommendations

The Traffic Committee will assess the impact (if
any) on traffic. Where traffic is deemed to be
significantly affected, as a minimum, the Traffic
Committee will ask for:

Traffic Management Plan

Public Liability Insurance — Certificate of
Currency (minimum $20 million)

Risk Assessment, and

Notice of Public Assembly.

Depending upon the Class and type of event,
further recommendations may include:

Notification to business proprietors and
residents via a letterbox drop.

Noise control.

Reimbursement to Council for out-of-
pocket expenses.

Notification to emergency services.
Contingency plans

Heavy vehiclLe impacts.

Additional police approval, e.g. vehicle
races on roads or road-related areas.

In addition, following Traffic Committee
approval, event applications will be
submitted to Council for final approval.
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5. Council Resources

The Council can assist with events in a variety of
ways, dependent upon the size of the event, and
of course the request.

5.1 Financial Assistance

Council has an established event funding pool
which is used to fund a variety of events
throughout the Berrigan Shire, and occasionally
in neighbouring Shires if there is an obvious
economic and social benefit to the Berrigan
Shire.

The financial assistance from this funding pool is
directed at major events and not smaller
community-based eﬁ/ents.

Funding is available on an ongoing basis but
must be applied for no later than three months
prior to the event. The availability of this fund is
published in the local newspaper, on social
media and on Council’s webpage from time to
time. To be eligible to be considered for
assessment to access the event funding pool,
event organisers must complete an Event
Funding Application Form and submit it to
Council.

Event Funding Applications will be assessed and
considered at the Council meeting with emphasis
placed on the following:

e The capacity of the organisation to
deliver the event.

e The amount of funding requested and
what it is to be used for (Council funding
cannot be used for prize money, or to
purchase gifts).

e Predicted visitation to the area, likely to
be generated by the event.

e Predicted visitor length of stay.

e Assessment of economic impact.

e Sustainability of the event.

Council will also assess how the application form
has been completed and if it has been completed
correctly.

In addition, organisations that have previously
applied for funding will need to demonstrate
compliance with  Council event funding
requirements to ensure they remain eligible. This
applies to event evaluations and funding
acquittals.  If this information has not been
received by Council for previous events,
applications will be denied.

5.2 In-kind Support
Whilst the Council may bot be able to fund every
event, they may be able to assist in other ways.
This of course will be assessed upon receipt of
the request or application. This type of support
may include:
e Development of Traffic Management
Plans.
e Erection and dismantling of signage.
e Provision of traffic control.
e Waste collection.
e Preparation of the venue.
e Assistance with grant applications.
o Assistance with the development of
plans such as marketing plans, risk
management plans, budgets, etc.

Event Management Guide
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6. Fundraising, Sponsorship

and Grant Funding

6.1 Grants

Grants from Federal and State governments and
the Council, may be available to assist with the
funding of an event, subject to the various sets of
criteria, depending upon the nature and source of
funding.

Council’s Economic Development and Tourism
unit can work with you to identify the availability
of grants and provide you with links to information
about the various grants. Council may also be
able to assist with the preparation of a grant
submission, and/or provide you with names and
contact details of peoqle of organisations who are
in the business of preparing grant submissions.

Grant providers will typically require event
reports, often during the event, and certainly
post-event to ensure the conditions upon which
the grant was made available, have been met.
This is called a grant funding reporting acquittal.

6.2 Sponsorship
Sponsorship implies that an organisation may
contribute funds, supplies, or resources to an

event, in return for something — usually
promotional exposure and/or access to the
event. You will have more success in

approaching potential sponsors if they already
have an identified affinity with the event or town,
or alternatively your event provides a good
commercial fit with their brand or provides them
access to their identified target market. Some
organisations have sponsorship guidelines which
should be adhered to when considering making
sponsorship submissions.

Remember, sponsors are more likely to agree to
contribute if there is a clear understanding of the
benefits, they will derive from being associated

with the event.

It is recommended you:

Event Management Guide

Develop a sponsorship proposal for each
target sponsor.

It is best to deliver the sponsorship
proposal to a well-placed person in the
potential sponsor organisation rather
than merely sending it to them without
initially establishing contact and rapport.

This proposal should be completed after
talking with the potential sponsor, which
is an opportunity to gain an
understanding of what the sponsor
would be looking to derive from an
association with your event.

Remember to make the proposal
relevant to them by addressing their
target markets, and their sponsorship
and marketing objectives. Try to provide
a clear picture of how this association will
align with their brand/product and
suggest how they can leverage other
marketing and promotional activity for
their business from the association with
your event.

Your proposal should be well presented
and innovative, so they are “read and
remembered”.

It is recommended the proposal contain:

o Description of the event and
details of the organisers.

o An outline of how your event will
help the potential sponsor
achieve their business
objectives (e.g. higher profile,
enhanced reputation in the
community, increased sales,
etc.).

o A description of the benefits you
are offering (e.g. signage, logo



on publicity material, hospitality
at the event, networking
functions and introductions,
event entry to associates,
access to database, links to
website, etc.).

o An explanation of how the
sponsorship arrangement will be
reported.

e Develop and sign a written agreement,
clearly setting out what you want from
the sponsor and when, and what and
when you will deliver in return.

e Have one person within the event
organising committee to be the liaison
with the sponsor.

e Provide regular updates to the sponsor
on the progress of the event
organisation.

e Provide a post event report.

e Make your sbonsors feel special.

e Try to develop a long-term arrangement
(three or more years) so that both parties
have security and can make plans to
leverage off the relationship.

6.3 Donations

People and organisations may offer or be
approached to contribute funds and/or resources
to the event without getting anything in return.
Great care should be taken to ensure there is no
expectation of getting anything in return, and any
funds donated are used in accordance with any
of the donor’s wishes.

6.4 Fundraising

You may need to be authorised by NSW Liquor
and Gaming for fundraising activities such as
raffles. Refer www.liqguorandgaming.nsw.gov.au/.

Ensure any funds within the control of the
organising committee are used for the sole
purpose of staging and promoting the event.

Event Management Guide
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/. Event Evaluation

Event evaluation is necessary to assess how
successful your event was, if it achieved what
you wanted, what worked and what didn’t, and
what can be improved for the next event.

Itis important when conducting an evaluation that
you involve as many people as possible and gain
their feedback.

When seeking feedback from attendees, whilst a
valuable tool, it can sometimes be difficult to get
people to complete a survey. This could be
achieved by having short questionnaires located
at venues like merchandise outlets, conducting
on-line surveys, leaving surveys at
accommodation points, or just listening to
feedback on the day of the event and post-event.

After the event, hold your debrief meeting inviting
as many people involved in the event as possible
including volunteers, contractors, emergency
services, security, Council, etc. Remain open-
minded and listen to what people have to say —
their feedback is valuable.

Evaluate all aspects of the event including:

e Financial
o Did you make a profit?
e Security
o Were there any incidents?
e Venue
o Was the venue appropriate?
e Program

o Did the program run smoothly?
e Sponsorship
o Were sponsors happy with their
ROI?
e Marketing and Promotion
o Was it effective?
o Emergency Services/Plan
o  Were there any incidents?
e Traffic Management
o Did it work as intended?
e Attendance/participation

Event Management Guide

How many attendees?

Where did they come from?
How many days did they stay in
the district?



8. Appendices
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BERRIGAN SHIRE

<
COMPLIANCE AND EVENT PLANNING APPLICATION AND CHECKLIST

This form registers your intent to hold an event with Council. To ensure a successful event, please plan well ahead
and lodge this form well in advance of vyour event as some permissions may take up to
60 days to be provided. If you are requiring road closure for your event, you will need to lodge this form at least
six (6) months prior.

The completion of this form will guide successful planning to ensure that the correct permits and permissions are
provided prior to your event. An internal reference number will be provided for your event and the name of an
Officer / Team who will assist you in your event planning.

Note: Applying for an event does not give the Event Organiser immmediate approval to market or advertise the event.
Advertising can only commence following approval of the event from Council.

Section 1: Event name and description

Event Name ‘
|

Date

Location

Event description:

Section 2: Event Organisers’ Details

KEY CONTACT

Name Role
Email Phone
OTHER CONTACTS

Name Role
Email Phone
Name Role
Email Phone
AUSPICE / PARTNER

o
Business

Address




Section 3: DEV!

ELOPMENT APPLICATIONS

SR

Are you planning on having the event annually or more than once in a calendar year?

Some events may require a formal development application (e.g. due to the erection of temporary structures,
nature of the event and size) before they can be organised. Event organisers should check with Council to see
if a Development Application (DA) may be required.

Before lodging a DA we would encourage the event organiser to book a pre-application meeting with a
planner. To make a DA you will need to provide:

e Title (if available).

e Application Fee (will be invoiced)

e Consent of the landowner.

e Site plan showing existing conditions.

e Development plans showing what is proposed (marquees, stages, entertainment area, food vans,
seating, parking, etc.) What is required will vary depending on the type and size of event.

e Road and traffic considerations.

e Justification and information outlining potential impact, hours of operation, noise, number of patrons,
risk, etc.

In NSW all DAs are required to be lodged on the NSW Planning Portal
https://www.planningportal.nsw.gov.au/

Exempt and Complying Development

The State Environmental Planning Policy (Exempt and Complying Development Codes) 2008 (aka SEPP) is
planning legislation which includes a number of Codes that allow for certain types of specified development to
be undertaken without the need for Council approval as either Exempt Development or approved under a fast
track approval system known as Complying Development, if the relevant development standards are met.

The event organiser should check the SEPP to determine if any aspects of their event are exempt and thus do
not require a formal DA approval. For example tents, marquees or booths for community events do not require
a DA if they meet the conditions outlined in subdivision 7 of the SEPP.

Are you planning to have any fireworks or O 0 If yes, you will need to discuss your event application
pyrotechnics? further with Council staff

FIREWORKS AND PYROTECHNICS

Fireworks are only to be carried out by licensed pyrotechnicians. Safework NSW assesses pyrotechnic experience
and qualifications to operate and conduct fireworks.

The use of any naked flame or shooting devices are to be approved by Council.

GOV001 VO:1

Compliance and Event Planning Checklist Page |2




Wlllyour event have any |mpacton roads
including car parking?

ie: require a road to be closed or traffic to
be restricted or altered or impact on
designated parking bays

If Yes — you may require approval from Council and a
Traffic Management Plan.

Closure of roads require approval through Traffic
Committee. The Traffic Committee meets four times per
year (usually February, May, August & November), and
then public notice that must be advertised 1 month prior
to the event. You need to ensure you are providing
sufficient time to have your event assessed and
approved.

You will also need to apply for a Section 138 Roads Act for
a road closure through the NSW Planning portal and that
there is a cost involved.

Council use only:

1 To be lodged with Traffic Committee

Date of meeting:

TRAFFIC MANAGEMENT

the duration of the evTant.

Event organisers need to determine whether road closures are necessary for the event that they are holding.
Consideration should be given to issues such as participant safety, impact on local residents and businesses and

If road closures are required, the event organiser is required to submit a Traffic Management Plan to Council for
approval (this will also be submitted to Traffic Committee). Note that suitably trained/qualified persons are
required to implement Traffic Management Plan.

Council use only:

[ Operations Manager - Transport reviewed

Will your event mcludmg act|V|t|es or
signage to be placed on the footpath or
road reserve?

N If Yes Written approval frorn owneroccup/er
is required if the activity is to take place outside
residential / commercial premises (copy of
letter to be attached with this application form)

Council use only:

Confirmation of letter attached — Yes/No

e R e,
NO | Notes

| ALCOHOL
Are you selling or supplying alcohol as part
of your event?

A quuor licence is reqwred when sellmgllquor
or when a gate fee applies.

Confirm that the licence covers the correct
area, dates and time.

https://www.service.nsw.gov.au/transaction/apply-for-a-
limited-liquor-licence-special-event

GOV001 VO:1
Compliance and Event Planning Checklist
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FOOD
Are you selling or providing food as part of O O
your event?

FOOD ACT REGISTRATION — STREATRADER

In NSW, all food premises are required to have a Food Act registration from their registering council before
selling food. This includes fixed premises, such as cafes and restaurants — but also temporary and mobile food
premises such as a market stall or a food van. Any applicable food registration should be provided to the event
organiser.

If you are unsure about your obligations under the Food Act, it would be in your best interests to contact the
Biosecurity & Compliance Unit to discuss your event activities well before your intended trading day.

A good resource for Event Organisers and Food Vendors is the ‘Guidelines for Food Businesses at Temporary
Events’. This document details legal requirements for food businesses and provides guidance on food safety at
temporary events.

GOV001 VO:1
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Sectlon 4 LOCATION AND SERVICES

Will the event beheld ina CouncHVenue oron

If Yes — appllcatlon to hire venues and

Council Land (park or reserve) Oa O facilities are through Customer Experience
and referred to the relevant department.
Letter of approval from owner and Plannin

Will the event be held on Private Land O O i B

Permit required. See below.

EVENTS ON PRIVATE LAND

{ Site Services

Do you require access to power?

Please also see Sectlon 3 about exemptlons under the SEPP

Aneventon private land will require a Development Application. The property may be in a zone that will provide
guidance on whether an application for the proposed activity or land use is prohibited or permitted.

The timeframe for considering a Development Application is normally 40 days, but it may take longer depending
on the circumstances such as requests for further information, referrals to authorities and notice.

Charges may apply

Do you require access to potable water?

, l
Do you require access to non-potable water?

Is access gained through locked gates or
bollards?

Will vehicle access be required on the land?

Do you require access to public toilets?

Will you provide portable toilets?

Refer to further information on Page 8
regarding number of facilities required

GOV001 VO:1
Compliance and Event Planning Checklist
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Do you hae " Wste Management Plan? 7 O Council can provide advice assistance
with waste management including the

Do you need General Waste bins? O O . N .
provision of additional bins

Do you need Recycling bins? O O

Do you need Organic Waste bins? O U

Have you considered alternatives to single

' O O
used plastics?

WASTE MANAGEMENT
Inadequate waste management can result in safety hazards, odours, attraction of animals and pests and aid in
the transmission of communicable diseases to both staff and patrons.

It is an offence under the Environment Protection Act to litter. Event organisers are responsible for waste
management at their event.

Council use only:

Number of bins: General Recycling Organic

1 Council funded | [ Service to be paid for by Event Organiser

Council use only:

O Operations Manager - Transport reviewed

__
NO ‘[ Notes f
E ey e S P T e R T S S CTR
permits and are on the site plan H L
Each amusement operator must have their
own insurance and risk assessment plan = L
Confirm registration and insurance of
Pyrotechnic company - =
Approval from surrounding businesses or
residences
GOV001 VO:1
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Do you have a marketing plan? O |

Council may assist with promotion of your
O O | event through the ATDW and the local
“Events Newsletter etc. See below.

Have you contacted the Manager of Economic
Development and Tourism ?

The Council runs a Major Event funding
program for events that specifically

Are you receiving funding for this event? O O ) L
encourage overnight visitation. Contact the
Council on 5888 5100 for more information.
Are you targeting local residents? O O
Are you targeting visitors to the region? (| O

Have you considered the accommodation
needs?

Council use only:

[0 Manager of Economic Development and Tourism reviewed

MARKETING — WHAT’S ON AND TOURISM WEBSITE

If you are holding an event that will bring visitors to town, you can ensure your event is promoted by listing for
free on the Australian ]Lourism Data Warehouse (http://atdw.com.au/listing—with—atd\*\//). Please note that an
ATDW listing will ensure your event is listed on the state tourism website (www.visitvictoria.com.au), regional
tourism website (www.visitthemurray.com.au) and the local tourism website
(www.suncountryonthemurray.com.au).

For further information on how to promote your event please contact Council Visitor Services staff at the Visitor
Information Centre in Tocumwal on 0447 333 114.

Have you arranged a Public Liability Certificate
of Currency? Must be to a minimum of $20,000,000

Have you arranged Personal Accident

O |
Insurance for volunteers?
Is the property & equipment insured? O O
Have you completed a Risk Assessment? O O

INSURANCE

It is the responsibility of the event organiser to hold public liability insurance to the minimum of $20 million for
the event. The insurance policy must be extended to specifically cover the event if it does not already do so.

If the event is to be staged on Council owned or managed land Council requires that Berrigan Shire Council is
noted as an interest party on the Certificate.

If you are having other groups or organisations participating in the Event (e.g. individual stall holders, bands,
entertainers, etc.) then it is essential they also have appropriate public liability insurance.

GOV001 VO:1
Compliance and Event Planning Checklist P
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Have you prepared an Emergency
Management Plan?

Have you prepared a Site Plan that includes:

e [ocation of amusements, entertainment
providers

e Asuitable number of toilets (public,
portable or a combination of both) ' _

e portable fire equipment it plan eneeklist

o fencing barriers

e marquees and temporary structures

e drinking water

e evacuation points

EMERGENCY SERVICES

It is important that emergency services be notified of medium and large scale events. If emergency services are
required to be in attendance on the day of the event, event organisers are responsible for notifying the service
providers ideally at Ieaft 6 weeks prior to the event. ‘

Council use only:

] Enterprise Risk Manager reviewed

TOILETS

The number of toilets to be provided will depend on a number of factors including:
e Anticipated crowd numbers;

e The sex of patrons (women require more facilities than men);

e |f alcohol will be available; and

e The duration of the event.

If existing facilities are not adequate, additional portable units must be made available. The Australian Emergency
Manual recommends the following as a guide:

Toilet Facilities for events where alcohol is not available:

Males Females
Patrons wC Urinals Hand Basins WC Hand Basins
<500 1 2 2 6 2
<1000 2 4 4 9 4
<2000 4 8 6 12 6
<3000 6 15 10 18 10
<5000 8 25 17 30 17
Toilet Facilities for events where alcohol is available:
| Males Females
Patrons WC Urinals Hand Basins wC Hand Basins
<500 3 8 2 13 2
<1000 10 4 16 4
GOV001 VO:1
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<2000 9 15 7 18 7
<3000 10 20 14 2 14
<5000 12 30 20 40 20

The above figures may be reduced for short events as follows:

Duration of Event Quantity Required
8 hrs plus 100%

6-8 hrs 80%

4-6 hrs 75%

Less than 4 hrs 70%

Toilet facilities must be:

Oo0o00oo0oO

Well-lit so as not to provide a security and safety hazard;
Provided with soap and hand drying equipment;

Odour free;

Cleaned and re-stocked regularly;

Located away from food storage and food service areas;
Accessible for people with disabilities;

Provided with nappy changing facilities;

Supplied with condoms at some events

Appropriate for wet weather.

Council use only:

[ Co-ordinator Biosecurity and Compliance reviewed

Council use only:

Event approval:

00 Manager Planning and Development

COLLECTION STATEMENT

Berrigan Shire Council has certain obligations in relation to the personal information that it obtains from persons
who use its website. Please read this statement to learn what information Council collects about you, why it is
collected and what is done with it.

GOV001 VO:1
Compliance and Event Planning Checklist
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