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FOREWORD

The “Planning Guide for Festivals and Events” is designed specifically for
event organisers in the Mildura Rural City municipality to be used as one of
the many tools when planning your event.

Whether you are conducting an event for a few hundred or several thousand,
the principles covered in this booklet relating to the planning of your event can
be utilised.

Given Mildura now hosts in excess of 300 events and festivals a year, this
dynamic document was produced to assist with specific requirements and
safety guidelines to protect your organisation as best you can from potential
hazards.

This new Planning Guide can be used in conjunction with the “Support Guide
for Festivals and Events” which is available from Council’s Event
Development Unit.

The Support Guide provides a valuable resource of service provision and
contacts of businesses, service clubs and organisations that form part of the
events, festival and conference industry.

Mildura Rural City Council is grateful to all event, festival and conference
organisers and hopes the information contained in this document assists
everyone in the hosting of a most successful event.

Good Luck

Phil Pearce
Chief Executive Officer
Mildura Rural City Council

Whilst every attempt is made to ensure that accurate information appears in this guide at the time of
printing, we ask that this be used as a guide only.

Updated: September 2006
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1. EVENT DETAILS

Name of Event:

Organisation conducting event:

Date and Time of Event:

Event Purpose:

Target Audience:

Expected Numbers:

Key Organisers:

 Committee Members:
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2. EVENT TIMING

With so many events occurring in the district, it is important to check the timing of
your event.  In particular hallmark events such as the Easter Power Sports and
Country Music Festivals should be avoided unless your event complements the
program as these attract many visitors, so therefore accommodation may not be
available as with certain facilities.
Event Timing Notes
�  Check timing of event with local  events

calendar - www.mildura.vic.gov.au/events
�  Complete events listing form for

publication in events calendar
      (refer Appendix 3, page 30)

 This form when signed, enables Council to assist
with the promotion of your event through current
services such as website, newsletters and general
promotion that Council may coordinate through
electronic and print media or in partnership with
our many supplies and stakeholders.

·  Will details be available from a website?
�  Complete time line – when are the critical

dates when deadlines are to be met

3. KEY STAKEHOLDERS

Ensure ongoing contact with your key stakeholders.  Keep names and contact details
of relevant officers handy for easy reference.  Their input is vital to the success of
your event and they will provide you with valuable information as to permits required
and regulations to adhere to and for possible support available.
Refer to “Support Guide for Festivals and Events” which is compiled and produced by
the Events Unit, Mildura Rural City Council.  Telephone (03) 5018 8315 for a copy.

Key Stakeholders Contact person and telephone no.
�  Police (03) 5023 9555

�  Mildura Fire Brigade (03) 5023 0592

�  State Emergency Services (03) 5023 9370

�  First Aid providers (St. John) 0418 147 439

�  Relevant Council departments

�  Local Laws
�  Planning Health
�  Building
�  Event Development
�  Mildura Visitor Information & Booking

Centre
�  Corporate Support (Civic Reception/

Councillor attendance)
�  Other area’s for specific dealings ie:

youth, airport, communications

(03) 5018 8100
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4. EVENT APPLICATION TO MILDURA RURAL CITY
COUNCIL

Whether you require hiring a venue or assistance with a traffic management plan all
requests must be made in writing to the relevant officer/s at Mildura Rural City
Council.

For further information refer to the “Support Guide for Festivals and Events” which is
compiled and produced by the Events Unit or contact �  03 50188317.

5. VENUE HIRE/LICENCES/PERMITS
Ensure you have obtained the correct licences and permits before your event.

Venues (Council Owned) Notes

�  For bookings of Mildura Rural City Council
owned recreation venues contact Recreation
Services on �  03 5018 8312.  Refer to
Appendix 4 p.32

�  For The Mildura Performing Arts Centre
For Arts Theatre Hire & Ticketing
Karen Doyle Theatre Coordinator 5018 8330
www.milduraarts.net.au

Liquor Licence

�  Alcohol – liquor licence required
Liquor Licensing Victoria –
www.consumer.vic.gov.au
�  (03) 9655 6696
NOTE: Applications must be lodged at least 32
days prior to the event.

Planning/Building
�  Occupancy Permit – For a Place of Public

Entertainment.  At least 2 months prior to
event.  Refer to Section 9.3 p.14.

Local Laws
�  EPA – noise levels
�  Road Closures
�  Traffic Management Plan
�  Alcohol Licence –

�   A letter of support is required from MRCC if
alcohol is to be sold.

�  If alcohol is not sold but is to be permitted to
the event ie. BYO then a permit may be
applied for

Refer to Section 10  p.15
�  Designated areas and times where alcohol

is prohibited.
Health

Temporary Food Premises/Food Safety at
Events Refer to Section 12 p.17
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6. INSURANCE

Managing a public event includes ensuring the safety of event organisers, volunteers,
contract staff, event staff and the public.  Perhaps consider seeking sound legal
advice to ensure the event you are conducting has adequate public liability
insurance.

What does public liability insurance cover?
This is insurance indemnifying the not–for-profit organisation against legal liability for
personal injury and/or property damage claims made by third parties as a result of
negligence occurring in connection with the not-for-profit organisation’s activities
and/or their products (goods sold).

Two levels of cover are available:

·  $ 5 million
·  $10 million

Municipal Association of Victoria Mutual Liability Scheme
The Municipal Association of Victoria in partnership with the State Government of
Victoria, Jardine Lloyd Thompson and www.ourcommunity.com.au has developed a
public liability scheme, which provides cover to Not-for-Profit community
organisations.

Are you eligible to apply?
Not-for-Profit organisations are eligible to apply who:
·  Provide a public benefit or serve a charitable purpose
·  Support the social fabric of the community
·  Are not controlled or appointed by business or government sectors
·  Do not return profits to the owners or managers

Insurance cover is available for Not-for-Profit organisations that:
·  Essentially control their own affairs even though they may have grants or other

sources of funding from business and government sectors.
·  Have some degree of voluntary commitment of time by those involved in the

organisation.
·  Usually have an institutional presence and structure (e.g. incorporated).
·  Cover will also be available for most festivals, community events, Street Parties

and the like.

Will this scheme provide low cost public and products liability insurance?
This scheme has been specifically designed to provide reasonable, affordable cover
to the vast majority of not-for-profit organisations.  The premiums are based on the
organisation’s hazard rating and annual turnover. Some examples are: -
not-for-profit organisations with an annual turnover of less than $10,000.00 will find
the insurance scheme premium for a $5,000,000 cover starts at $363.00 (including
stamp duty and GST)
Festivals and events with an expected attendance of 2000 people will pay $968.00
(including stamp duty and GST) for a $5,000,000 cover.
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Where do I get further information?
Fur further details visit www.communityinsurance.com.au e-mail
communityinsurance@jlta.com.au or telephone on (03) 9860 3470

Insurance Notes

�  Meeting set up with insurance provider

�  Amount of public liability covering event

�  Professional Indemnity

7. FUNDING YOUR EVENT

7.1 Sponsorship

For the vast majority of special events, funding by sponsorship is now an essential
component of the planning and ultimate success of that event.

You must first assess your event for sponsorship potential by asking:
·  Who is your target market, your audience?
·  Look at your event and all its components critically to ascertain which aspects

would most appeal to a sponsor.
·  Establish the aims of your event and its strengths as these will have an impact on

your type of sponsor.
·  Benefits to sponsor (should be highlighted)

Sponsorship Notes
�  Sponsorship package The written proposal should include:

• Introduction and background to the event and vision
for the future.

• Expected participation levels.
• Sponsor benefits.
• Details of local community support & funding.
• Marketing & event plan outline.
• Sponsorship budget & how the money will be spent.
• Time line
• Demonstrate to prospective sponsors what the

event can do for them
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7.2 Grants

There are also many grants available that may be applicable to your event.

Local Government Grants – Mildura Rural City Council
The Event & Festival Support Scheme is eligible to recreation, community groups
and service organisations located within the Mildura Rural City Council municipality.
Applications close late February each year for events held from the August – July
period.

Guidelines and Application forms can be obtained from the Events Unit �  (03) 5018
8317, 180-190 Deakin Avenue, Mildura or by visiting www.milduraevents.com.au
New Initiatives Funding is also available for newly created events.

State Government Grants
The Tourism Alliance Events Program provides financial support and expert
advice to assist in the facilitation and development of appropriate regional events to
become significant attractions for the region and to become self-sustaining.
The program will fund:

·  Cultural events
·  Events highlighting local produce
·  Arts events
·  Tourism related sporting and recreational events

There will be two rounds of funding – usually the first round closes on 1 April, the
second on 1 October.
The dollar for dollar funding can be used for marketing and promotion of your events
and/or development of a business strategy/feasibility study to ensure the long-term
success of the event.

For information on the program, please contact the Program Coordinator on �  (03)
9650 8399.

Arts Victoria provides assistance through their Local Festivals fund which supports
professional arts programming at Victorian Festivals.  Funds are provided on a
project basis for festivals that are well managed, build on professional arts strengths,
support innovative ideas and cultivate new talent. Support is provided for
professional artist fees, administration and marketing costs for professional arts
projects or programs.  Closing dates are 1 August and 1 February.

For further information contact �  (03) 9954 5023 or visit www.arts.vic.gov.au

The Regional Arts Victoria Project Grant provides assistance to all art forms for
projects that:

·  Promote excellence, innovation and diversity in arts and cultural activity in a
regional setting

·  Provide people with access to a broad range of quality arts and cultural
experiences regardless of where they live in regional Victoria
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·  Raise the profile of the arts within regional communities and the work of
regional artists.

The Regional Arts Victoria Quick Response Grant provides up to $1,000 for cultural
development and arts initiatives in regional Victoria. In general organisations must be
incorporated, not for profit and community based.
Applications may be lodged at anytime and are responded to within 72 hours of
receipt.

For further details contact �  (03) 5032 5269 or visit www.rav.net.au.

Regional Development Victoria offers funding through their Community Events
Program.  Funds can be used for the development and implementation of community
events and initiatives that promote and encourage community and business
confidence, profile the community and/or attract visitors from outside the immediate
vicinity.
Further advice can be obtained from Rural Community Development on �  (03) 5021
0966 or visit www.business.vic.gov.au.

The Victorian Multicultural Commission provides grants under their Multicultural
Festivals and Events Funding Program.  The purpose of these grants is to support
major festivals, conferences and/or special ethnic community events that aim to:

·  Encourage the participation of the whole community in celebrating and valuing
cultural diversity

·  Promote awareness of cultural diversity, community contributions, mutual
respect and understanding

·  Address a major issue through a conference or special event.
For further details contact �  (03) 9651 5323 or visit www.multicultural.vic.gov.au.

The VicHealth Communities Together Scheme is designed to build the capacity of
community organisations to plan and stage festivals and cultural celebrations which
are inclusive and participatory.
Grants of up to $10,000 per festival/celebration available. Consideration will be given
to funding for a second year.
Closing dates for applications March.
 For further details visit: www.vichealth.vic.gov.au

Commonwealth Government Grants
Festivals Australia is a Commonwealth Government cultural grant program which
provides assistance to regional and community Australian festivals for the
presentation of quality cultural activities. Funding is available to add a really new or
special sort of cultural activity that has never been done before and could not be
afforded.
There are two funding rounds a year with closing dates of 15 February and 15 July.
For further details contact The Program Officer Festivals Australia on �  (02) 6271
1661 or visit ww.dcita.gov.au.

Please note: The availability of the Government Grants are subject to change.
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8. THE VENUE/SITE

It may seem obvious, but selection of a suitable venue is an important part of
organising your event.  For Council owned building, parks and reserves, contact
Recreation Services on �  (03) 5018 8312 refer to Appendix 4 p. 32 for a listing of
MRCC owned venues.  Public liability insurance of $10million will be required for
booking of these facilities.

Having a site plan and an on site briefing is recommended to ensure that all service
providers involved in the day are aware of designated set up areas, emergency exits,
toilets and control stations.

Venue/Site Notes

�  Site Booked

�  Site map acquired

�  Toilet facilities adequate – for target
attendance (Disabled Access)

�  Access (disabled/emergency services)

�  Size of venue adequate

�  Potential hazards (eg. Outdoor – wind,
temperature, river, roads)

�  Parking availability (Disabled access, Taxi,
Bus)

�  Entrance/exit points

�  Power supply (contingency for
emergencies, ie: generator)

�  Water supply

Please note: Council has available for hire a mobile “All Abilities” toilet.  Should you
wish to hire this please contact Recreation Services on ���� 5018 8312.
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9. RISK MANAGEMENT

9.1 Risk Management Plan

What is risk?
·  Risk is the possibility of unplanned events having an adverse effect on the

achievements of the organisations objectives.
·  Risk is the probability of something you don’t want to happen, happening.
·  Risk can be foreseen or unforseen.
·  Risk can have an effect on the resources and finances of your event.

What is risk management?
Risk management is the process of thinking systematically about all the possible
risks, problems or disasters before they happen and setting up procedures that will
avoid the risk, or minimise its impact, or cope with its impact.  Effective documented
risk management plans may assist you in negotiations with public liability insurers, as
well as help your event run more smoothly and safely.

Options for managing risk:
·  Remove the hazard
·  Avoid the risk
·  Modify the hazard
·  Implement control measures
·  Accept and monitor the risk

Have hazards for your event been identified and actions taken to minimise risks?  It
is important to document each hazard and report on steps that you have taken to
minimise them.  Use the example checklist below as a starting point for your plan, or
refer to a base template to assist you (attached).

Issue Notes

�  Venue/site
- Ensure there are adequate access

points for emergency services

�  Safe environment for patrons
- Seating
- Walkways
- Lighting
- Electrical hazards
- Trip hazards

�  Ensure participants/ stall holders/
entertainment have adequate insurance,
permits & licenses
- Obtain copies of Public Liability

Insurance
- Permit for fireworks from CFA and

ensure area is appropriately fenced and
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secured
- Obtain approval for road closures (Local

Laws)

�  Food safety legislation
      - Copy of Food Handling Certificate
       (Check that Health Certificate is valid with

Council’s Health Department)

�  Essential Services provided
- Fire Extinguisher
- Exits

      -    Adequate Signage

�  Traffic & Crowd Control Plan
- Do you have a plan?  What is it?
- Ensure emergency exits are clearly

marked
- Liaise with Council’s local laws

department and police

�  Emergency Management Plan
- Liaise with Council, police, CFA and

ambulance services to ensure support,
availability and presence

- Fire Plan (complete with route & access
instructions)

- Ensure emergency communication is
available

      -    List of important phone numbers

�  Staffing
- Ensure staff are clearly identifiable
- Provide refreshments and sunburn

cream
- Ensure emergency communication is

available
- List of important phone numbers
- Backup of staff

�  Natural Disasters
What is your contingency plan for poor
weather (hot/cold/rain/wind)?

�  Disabled Access
Encouraging those with disabilities to
attend events due to greater access and
suitable facilities
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9.2 EMERGENCY EVACUATION PLAN

Depending on your event or festival and the allocations of stages, audiences and
vendors will determine the evacuation route in case of an emergency.

The following should be considered when devising the plan:
·  Lighting and sound equipment (electrical) fire hazard.
·  Location of vendors sites ie. Food and Refreshment Providers may be using

generators fire hazard.
·  Location of Emergency Lighting in the evening.
·  Location of temporary structures ie tents, marquees, and stages.

Basically, the emergency evacuation route should avoid any identifiable hazards
such as fire, tripping, lack of lighting and congested parking areas or temporary
structures.  Wardens (Marshals) should easily be identifiable ie. a white hard hat or
reflective vests and should be using appropriate communication systems.

The emergency evacuation plan should be regularly announced to the public
(patrons) throughout the evening in order to advise the change over and/or
movement of patrons.

An example of an emergency announcement:
� �� � � � � � � � � � �� 	 
 � � � � � � � 
 � � � � � � �� � � � 	 � � � 
 � � � ���� � �
 � � �� � ��� �� 	 � � � � � � �� � � �� � � � �
� � � � � � � �	 � � � 	 � � � �	 � �� � � � �� � � �� � � �� � � � � � � ��� � � � � � � � � � � � � �	 � � �� � � � � � � � � 	 � � � � �
� �
 � � �� � �� � ��� � �� � 
 � � � �� �� 	 ��� � �
 �� � � �� � � � � � �� �� 	 �� � ��� � � �� � � � � � �� �� 	 �� � � �� 
 � � �

Please find an example of an emergency evacuation plan for the Ornamental Lakes
Park, Mildura.
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9.3 OCCUPANCY PERMIT – FOR A PLACE OF PUBLIC
ENTERTAINMENT

For some events where public entertainment is being provided in a building, or the
event is being held in a place and a fee is being charged for attending the
entertainment, it will be necessary to have an Occupancy Permit for a Place of Public
Entertainment.

As part of the Occupancy Permit, Council©s Building Department will consult with
emergency services including the Police and CFA.   Given the issues that need to be
addressed and the consultation that needs to be carried out, event organisers should
endeavour to submit the application for an Occupancy Permit well in advance
(minimum 2 months) of the event.  Specific issues that will need to be looked at in
preparing and assessing the application for occupancy permit will include:

·  The risk management plan for the event.
·  The emergency management plan for the event including communication systems

details.
·  Nomination and having a safety officer responsible for the safety of the public

during the event.
·  Provision of fire protection equipment appropriate to the venue and any special

risks.
·  Provision of security and crowd control appropriate to the anticipated crowd

numbers.
·  Approval for temporary structures (tents/marquees, temporary stands and or

stages).
·  Provision of toilet facilities and drinking water appropriate to the anticipated crowd

numbers.
·  Provision of First Aid stations appropriate to the anticipated crowd numbers.
·  Information about any special features that will feature at the event (eg)

amusement rides, fireworks, naked flames.

Event organisers should contact Council's Building Department at the early stage
of planning an event to clarify whether or not an Occupancy Permit is required �  (03)
5018 8410.

·  Refer to Appendix 1 for a copy of the Application Form.
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10. TRAFFIC MANAGEMENT

Traffic management encompasses the following:
·  Accredited and authorised persons to marshal barricades.
·  Patron access – Ensure there is no disruption to businesses or homes by allowing

for clear entrance and exits to the event and designating pick up and set down
areas.

·  Car parking – Ensure there is car parking for emergency vehicles, key
stakeholders, special guests or dignitaries, disabled patrons, buses, taxis and for
the general public (for large events, designate volunteers to facilitate car parking).

·  Contingency plans – Ensure there is a plan in place if the car parking area is full,
and if adverse weather affects where cars can park.

For advice regarding traffic management, including road closures and use of barriers
for road closures contact Mildura Rural City Council’s Local Laws on �  (03) 5018
8210.

Traffic Management Notes

�  Access for visitors

�  Access for emergency services

�  Parking plan

�  Road closures

�  Car parking (how much space? Attendants
required?)

�  Barricades/signage

�  Develop traffic management plan
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11. EMERGENCY MANAGEMENT

Always consult with local police, fire and ambulance authorities when developing an
emergency management plan for your event.  Large events may require attendance
by a number of emergency services personnel.  If this is the case, ensure they are
well catered for in terms of shelter and food, and patrons are aware of where and
how to contact emergency services.

Emergency Management Notes

�  Plan in place

�  Meeting point designated

�  Access points addressed - Emergency
entrance/exits established

�  Communication plan – ie: PA system

�  Safety officers

�  Back up emergency power and lighting

�  Placement of gas cylinders

�  Accident/incident report forms

First Aid
�  Medical plan

�  Number and location of first aid posts
�  First aid room

Fire Authorities
�  Fire fighting equipment
�  Water supply
�  Fireworks and pyrotechnics display

requirements

Police/Security
�  Security company required? During

event/after hours?
�  Crowd control barriers
�  Lost and stolen property
�  Lost children
�  Pre event briefing and post event

debriefing of security personnel
�  Access to event by emergency services

and police crews
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12. REFRESHMENTS/FOOD SERVICE AT EVENTS

There are three categories of food service operators, please read the section
appropriate your operation:

·  Victorian Registered food business
·  Interstate registered food businesses
·  Non registered food operator (eg. Community Group, Charity Organisation or

Sporting Club)

Victorian Registered Food Businesses

·  Do you have a suitable registered mobile food vehicle or mobile food premises?
·  If you do not (ie. you normally operate from a permanent premises), you must

comply with the Non registered food operator requirements.
·  If you have a mobile food premises:

·  Ensure your registration is up to date and a copy of your registration certificate
is with you.

·  Ensure your Food Safety Plan is up to date and is available (including record
sheets etc.)

Interstate Registered Food Businesses

The following must be observed if you are a registered food premises from another
state and wish to operate in Victoria:

·  Ensure you have a Food Safety Plan.
- A temporary FSP; the Department of Human Services – ‘Food Safety Program

Template for Community Food Events’ is available at
http://www.health.vic.gov.au/foodsafety/templates.htm or complete a
permanent FSP from the list of registered templates (usually template #1or #2
are appropriate, from the attached list).

·  You must assign a Food Safety Supervisor. The FSS must have completed
training meeting the specific qualifications designated.

·  All food premises must have a copy of their Food Safety Plan available on site.
Be sure that you have read and understand the Food Safety Plan and its
requirements.

·  Prior to the event you must complete the ‘Event Details’ & ‘What Happens at
Your Event?’ Sheets (pages 2 & 3 of ‘Food Safety program template for
Community Food Events’) and return them to Council’s Environmental Health
Services.

·  Ensure you have a suitable thermometer available.

The national food safety requirements are available from
http://www.health.vic.gov.au/foodsafety – Standard 3.2.2 Food Safety Practices and
General Requirements.
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Non Registered Food Operators
(& Registered Food Operators Conducting Temporary Premises)

The following must be observed if you wish to operate a temporary food premises in
Victoria:
1. Ensure you have a Food Safety Plan.  The Department of Human Services

‘Food Safety Program Template for Community Events’ is available from
Council or by visiting http://www.health.vic.gov.au/foodsafety/templates.htm

2. Assign an Event Coordinator.
3. All temporary food premised must have a copy of their Food Safety Plan

available on site. Be sure that you have read and understand the Food Safety
Plan.

4. Prior to the event you must complete the ‘Event Details and What Happens
at your Event?’ Sheets (pages 2 & 3) and return them to Council’s
Environmental Health Department.

5. All participants must be made fully aware of the requirements and relevant
sections of the Food Safety Plan. Ensure copies of the relevant sections are
available.

6. Ensure you have a suitable thermometer available for the event.
7. Where participants/members are providing foods (eg. With cake stalls), ensure

that the I (Page 23) is completed and a copy retained for your records.

The national food safety requirements are available from
http://www.health.vic.gov.au/foodsafety - Standard 3.2.2 Food Safety Practises and
General Requirements.

For further details contact Council’s Environmental Health Department on �  (03)
5018 8210 or �  (03) 5018 8211.

Food Notes

�  Expressions of interest sought (if required)

�  Check food handling certificates

�  Check public liability

�  Site map

�  Information session to outline requirements
(entry/exit)

�  Compliance to Temporary Food
Regulations adhered to
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13. INFRASTRUCTURE

For names and contact numbers refer to “Support Guide for Festivals and Events”.

Infrastructure and Facilities Notes
�  Bins – ensure someone is on site to ensure

bins are placed in suitable positions.
�  Bin contractor

�  Council bins – number required

�  Removal of bins during and after event - If
there are volunteers available, get them to
check the bins and swap the full bins with
empty ones.

�  Toilets (number and locations)
�  Cleaning arranged and restocking
�  Disabled toilet booked
�  Restocking organised
�  Set times for cleaning and restocking

organised.
�  Changing room

�  Water availability for patrons

�  Shelter and shaded area

�  Sunscreen availability

�  Chairs/trestles (number and location)

�  Public telephones (number and location)

�  Stage required
�  Size
�  Stairs, handrails
�  Is the surface flat?
�  Does it comply with OHS&W

guidelines?
�  Lighting and sound.

�  Marquee
�  Size
�  Location

�  Sound
�  PA System
�  No. of Speakers
�  Mix desk placement

�  Lighting
�  No. of lights required for stage
�  Venue/Ground Lighting

�  Promotional Material
�  Placement of Banners – sponsors.
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14. EVENT COORDINATION CENTRE

A ‘control area’ for your event should be established and easily identifiable.  This is a
central point where staff, volunteers, emergency services and the general public can
come for all enquires.  The Centre should provide all relevant general information for
the public as well as resources for volunteers such as sunscreen and hats.

The Coordination Centre and the Information Centre can be established in separate
areas but should be clearly sign posted.

Event Coordination Centre Notes

�  Designate event coordination centre

�  Clear signage for centre

�  Is it clearly marked on all site maps?

�  Communication systems in place

�  Information Centre set up

�  Maps, general information for public
available.

15. COMMUNICATION SYSTEMS

It is imperative for all event staff, volunteers and emergency services to have access
to a system of communication.  The number of communication units should
accurately reflect the staff and volunteers on duty ie. For each team of 2 volunteers
there should be one 2-way radio.

Event organisers should also be able to communicate with the crowd for both public
announcement and in emergencies.  Consideration should be given to the public
announcement system in relation to volume, acoustics and the distance the system
covers.

Communication Systems Notes

�  Type of communication ie. 2 way radio or
Mobile Phones

�  Number of units available
�  Back up system
�  Public announcement system

16. STAFF/VOLUNTEER TRAINING



Mildura Rural City Council – Planning Guide for Festivals and Events
Last printed 03/10/06 2:53 PM 22

Event staff and volunteers come from a variety of backgrounds and with vastly
different experience.  Pre event training is important for all staff and volunteers to
clarify roles, responsibilities and procedures, particularly relating to communication
and emergency plans.

Key outcomes of having volunteers for your events are:
·  To offer opportunities for personal development
·  To offer social interaction
·  To make goals more achievable without increasing staff
·  To provide satisfying work for volunteers wherever possible
·  To involve the community

Volunteers are able to fulfil a variety of roles within your event organisation including:
·  Car parking
·  Promotion
·  Administration
·  Assisting patrons
·  Checking of facilities
·  Computer & Administration Skills
·  Data collection from patrons
·  Newsletter Production
·  Welcome team

If you are looking for volunteers or advice on sourcing volunteers try the
Mildura Volunteer Resource Centre
122 Ninth Street
Mildura VIC 3500
Tel: 03 5021 4010 (Freecall: 1800 999188)
Fax: 03 5022 2461

Staff/Volunteer Training Notes

�  Background checks – references or a
Police check may be required and a form
signed consenting to this.

�  Position description written

�  Manuals written

�  Training/skill development days set aside

�  Distinctive uniforms

�  Letter/Certificate of appreciation or
mementos of their involvement

17. EVENT PROMOTION
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The promotion of your event is about creating interest to increase audience numbers.
Event promotion can not simply consist of printing posters. Today there are
thousands of messages competing for our limited attention, so a clear promotional
strategy is vital.

Look at the audience you are aiming at and the message you are trying to get
across.  For a community event, utilise the television, radio and newspaper media,
even print shops and clothing stores, who in turn could be approached to sponsor the
event.

Ensure you establish clear timelines for your promotional strategy.
For example:
7 weeks prior - Develop a promotions strategy including budget and preferred media
options
6 weeks prior - Seek sponsorship, design and send out initial press release
5 weeks prior - Develop art work, organise printing
4 weeks prior - Pick up posters and arrange distribution
3 weeks prior - Organise street press, radio/press advertisements, and inserts in
school newsletters
2 weeks prior - Advertisements to start, press releases, banners painted, venue signs
1 week prior - Signs and banners at the event

Event Promotion Notes

�  Ticketing

�  Signage

�  Marketing material eg. Mugs/t-shirts

�  Posters/fliers

�  Media releases

�  Television/radio commercials

�  Mildura Rural City Council Website

�  Mildura Rural City Council Events
Newsletter
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18. INCIDENT/HAZARD REPORTING

During an event or festival as a part of your Risk Management System an
Incident/hazard Reporting System should be in place to ensure all incidents are
recorded for further investigation or to be discussed as improvements for the
following event at the Post Event Evaluation and Debrief.  An incident or hazard may
include an injury to an employee or to a patron, damage to property or a near miss
incident that may have required use of equipment not on site such as a ladder to
remove a cable.

If the incident occurred at an Mildura Rural City Council facility, advice should be
forwarded to Mildura Rural City Council as soon as possible.

Please refer to Appendix 2 for an example of an Incident/Hazard Reporting &
Investigation Form.

19. POST EVENT EVALUATION AND DEBRIEF

A debrief and evaluation allows participants the opportunity to discuss and report to
event organisers what worked, what didn’t work and why, and what can be done to
fix the problem.  The recommendations that come out of the evaluation should be
recorded in the final event report, which should be used for future events.

Post Event Evaluation and Debrief Notes

�  Provide all key stakeholders with
evaluation forms

�  Set up debrief meeting with committee
members and key stakeholders

�  Collate evaluation forms

�  Final event report

�  Provide report to sponsors
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APPLICATION FOR OCCUPANCY PERMIT
(For  A Place Of Public Enter tainment)

Building Act 1993
BUILDING REGULATIONS 1994

REGULATION 9.2
FORM 10

TO: MUNICIPAL BUILDING SURVEYOR
MILDURA RURAL CITY COUNCIL
PO BOX 105
MILDURA VIC  3502
Ph: (03) 5018 8410  Fax: (03) 50211899

FROM: Owner of Place of Public Entrainment � On Behalf of Owner of Place of Public Entertainment �
Name:
Postal Address: Postcode:
Contact Person: Phone: Fax:
OWNERSHIP DETAILS: (Only if Agent of owner listed above)
Name:
Postal Address: Postcode:
Contact Person: Phone: Fax:
�  In accordance with Section 54 of the Building Act 1993, I hereby apply for an Occupancy Permit for a

Place of Public Entertainment at
…………………………………………………………………………………………………………….

                                [address of property where event is proposed to be held]:
NAME OF THE PROPERTY [Where Applicable]
TEMPORARY STRUCTURES
Is it proposed to have any temporary:
Scaling stands for more than Yes   � No   �
20 persons?
Stages exceeding 150m2 in Yes   � No   �
floor area?

Tents or Marquees with a floor area Yes   � No   �
more than 100m2?
Prefabricated buildings not placed Yes   � No   �
directly on the ground exceeding 100m2?

Note: Location of all temporary structures to be indicated on the site plan for the event
DESCRIPTION OF TEMPORARY STRUCTURES
Size:
Type:
BCC Permit Number:
Hire Company Details:
NAME OF EVENT
PERIOD OF OCCUPATION
Day Mon Tues Wed Thurs Fri Sat Sun
Date
Commencement Time
Conclusion Time
DISPLAY OF
PERMIT

- Nominate location where Permit can be displayed for public viewing
Note:  Usually at main entrance ticket booth or administrative/public address
building/caravan

NUMBER OF
PERSONS

Indicate the maximum number of persons to be in attendance at the event at any one time
ie. Includes participants and spectators.

Appendix 1:
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SAFETY OFFICER DETAILS
Name:
Address:
Contact mobile phone during event: Fax No. where applicable
Background Experience/Qualifications:

Note: A safety officer is usually required to be in attendance at the Place of Public Entertainment to provide
for the safety of the public.

The Safety Training Qualification to be held be any person engaged as a Safety Officer to be the 
satisfaction of the Chief Officer of the CFA or the Building Commission.

The responsibilities of the safety officer include but are not limited to-
1) the operation of fire safety elements, equipment and systems;
2) the establishment and operation of evacuation procedures;
3) the safety of barriers and exits;
4) the exclusion of the public from unsafe areas;
5) the location and designation of passageways and exits;
6) the availability of public toilet facilities and the condition of those facilities;
7) the ignition of fireworks and the discharge of pistols or other shooting devises in a safe and

responsible manner, to the extent that this is not required by any other Act or Regulation.
8) The keeping, testing and storage of flammable material or explosive items and equipment in a safe

manner, to the extent that this is not required by any other Act or regulations;
9) Ensur ing compliance with all conditions of this Permit.

TOILET FACILITIES
Nominate the number and location of all existing permanent amenities and portable/temporary toilet facilities.
Location No of Female No of Male No of Disabled

[Unisex]
No of Disabled

Closet
fixture

Wash
basins

Closet
fixture

Urinals Wash
basins

Closet
fixtures

Wash
basins

Female
closet

fixtures

Female
wash
basins

Male
closet

fixtures

Male
wash
basins

TOTAL
Note: One closet fixture for every 200 female persons or part thereof.

One closet fixture or urinal for every 200 male persons or part thereof, at least 30% of which
must be in the form of closet fixtures.  Note: each 600mm continuous length of urinal is
considered to be a urinal.

One washbasin for every 200 persons.

One unisex disabled closet fixture and washbasin for every 20,000 persons or part thereof.

The location of all toilets must be indicated on the site plan for  the event.
DRINKING WATER
Nominate the number and location of all proposed drinking water fountains.
Note: ·  One drinking water fountain/tap should be provided for every 200 persons.

·  This ratio may be negotiated by consulting with the Municipal Building Surveyor.
·  Alternatively drinking water may be provided at all food and bar outlets free of charge.

The location of all proposed dr inking water  fountains/taps must be nominated on the site plan for  the
event.
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SECURITY CROWD CONTROL
Nominate provisions for crowd control and security.  Details must include:
·  The name of the security organisation.
·  Contact phone number during the event.
·  Number of persons to be provided/engaged for the duration of the

event.
UNSAFE AREAS
Nominate any unsafe areas where public access should be restricted ie. Portable generators, stages etc. on the site plan
for the event.
EXITS
Nominate location and width of all exit gates/doors on site plan for the event.
EMERGENCY EVACUATION
Plan/Procedure for the event to be provided with application.
FIRST AID
Nominate the proposed first aid facilities and officers to be provided for the duration of the event.  Number of First Aid
Officers:
First Aid Facilities to be Provided:
Note: First aid rooms to be provided as per the following Table

Number of Persons Number  of First Aid Rooms
5,000 – 10,000 1
10,000 – 15,000 2
15,000 – 30,000 3
Each extra 15,000 or part thereof 1

Note: First Aid Rooms must:
1) be readily accessible
2) have a floor area not less than 24m2
3) be provided with a suitable washbasin or sink

Notes: - The location of all first aid rooms must be indicated on the site plan for the event.
- Number of persons is based on daily attendances of patrons and employees.

FIRE SERVICES
Nominate on the site plan, any existing fire fighting equipment such as fire extinguishers, hose reel and hydrants that are
located within the venue.
Note:  In some cases a fire tanker may be required.
OTHER FEATURES
Further information will also be required should the event include features such as:
·  Fireworks/Explosives/Flammable Materials (A copy of any licence from Worksafe Victoria shall be supplied)
·  Amusement Rides (All amusement rides are to be registered with Worksafe Victoria)
·  Naked Flames ie. [Theatrical Productions]
FEES
Prescribed fee [minimum $300 { including GST} ] must be paid when making application.
Signature of Owner/Agent of
Owner

Date

Notes: 1. Minimum fee of $300 (allows for a maximum 3 hour assessment) must be paid when making application
2. Assessment time exceeding 3 hours will incur additional fees at $80.00 per hour or part thereof.
3. Council is collecting this information in accordance with Regulation 9.2 of the Building Regulations 1994.  The personal

information will be used solely be Council for the purpose of processing the Occupancy Permit Application.  You may access
this information by contacting Council on 5018 8410.  If you fail to provide this information your application may not be
processed.
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Appendix 2: Incident/Hazard Reporting  & Investigation
REPORT SECTION

THIS IS A REPORT OF:  (Please tick one only)
Injury to an employee (First Aid treatment) Complete sections 1, 2, 3, 4, 6, 10
Injury to an employee (Medical treatment ) Complete sections 1, 2, 3, 5, 6, 10
Hazard Complete sections 2, 7, 10
Incident – no injury or damage (eg near miss) Complete sections 2, 3, 10
Injury to Third Party (eg member of the public) Complete sections 1, 2, 3, 4, 5, 6, 10
Damage to Third Party property Complete sections 2, 3, 8, 9, 10

1 DETAILS OF INJURED PERSON:
Name:           Date of Birth:           

Postal Address:           

Employee Branch:           Phone No.           

Third Party Position           

Event
Manager

          

Lost Time Injury: Yes  No  Date & Time Ceased Work:                      am / pm

2 DETAILS OF PERSON COMPLETING FORM (if the same as section 1, enter “ As above” ):
Name:           Phone No:           

Relationship to the injured person:           

3 INCIDENT DETAILS:
Incident Date:           Time:           am/pm

Reported to:           Date:           Time:           am/pm

Where did the incident occur? Mildura Rural City Council property Other Location
Where was the exact location           

What was the person doing at the time leading up to the incident?
          

How did the incident happen?
          

Name of Witness/es:           

Tick the box(es) that best describe the type of incident:

Fall to same level
Exposure to
noise/pressure/vibration

Exposure to cold/heat/radiation

Fall to different level Sudden loud noise
Exposure to chemicals, dust or
gas

Strike against/stepped on Lifting Biological exposure

Hit by object Pushing Mental stress

Hit against object Pulling Contact with vermin, insects, etc

Caught in/between object
Prolonged work in one
position

Other (please specify)

Motor vehicle accident Stretching/over-reaching           
Electric shock Twisting           
Act of aggression by other
person

Prolonged repetitive
movement

          

Tick the box(es) that best describe the weather at the time of the incident:
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Indoor Incident Outdoor Incident
Sunny Raining Dusty
Windy Temperature <30oC Temperature >30oC
Overcast Humid Other           

In your opinion, what was the cause of the incident?
          

In your opinion, what could be done to prevent this type of incident re-occurring?
          

4 FIRST AID DETAILS:
Name of person providing first aid:           Phone No:           

Details of first aid treatment given:           

5 MEDICAL TREATMENT:
Name of Doctor:           Date & Time:                      am / pm

Name of hospital:           Date & Time:                      am / pm

6 INJURY DETAILS:
Body Injury Location: Left Right

Head Arm Leg Internal System

Eye Shoulder Knee Psychological

Neck Elbow Ankle Other (please specify)

Torso Wrist Foot           
Back Hand Toe           

Groin Finger/Thumb Multiple N/A

Nature of injury:

Sprain/Strain
Abrasion/
Laceration

Burn/Scald Bite – from insect

Bruise/Swelling Puncture wound Electric Shock Bite – from animal
Dislocation Foreign body Crush Bite – from human
Concussion Amputation Allergic reaction Other (please specify)
Deafness Fracture Infection/Infestation           

7 HAZARD DETAILS:

What is the nature of the hazard?
          

NOTE: If there is an immediate risk of death or serious injury – Stop Work and contact your Team
Leader/Manager immediately

What could be or has been done to eliminate the hazard?
          



Mildura Rural City Council – Planning Guide for Festivals and Events
Last printed 03/10/06 2:53 PM 30

8 PROPERTY DAMAGE DETAILS:

Name of Property Owner (if known):           Phone No:           

Property Address:           

Type of Property:           

What is the exact location of the damaged property?           

Estimated Cost of repairs: $           

What were the weather conditions?           

Give a detailed description of the damage:           
          

9 ENVIRONMENTAL DAMAGE DETAILS:

Specify the effect on the environment:
          

Who was directly affected? (if applicable)
          

Was the Environmental Protection Authority notified? Yes  No  
Was Workcover Notified? Yes  No  
Did you inform the Environmental Health Officer? Yes  No  

10
YOUR
SIGNATURE:

DATE:           

This completed report must now be passed on to Event Organisers.
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Council reserves the right to either reject or remove any event listing from its site(s) for any reason.

The Personal and or Health Information will be used solely by Council for these purposes and or directly related purposes.  Council may disclose
this information to other organisations if required by legislation.  The applicant understands that the Personal and or Health Information provided is

for the above purpose and that he or she may apply to Council for access to and/or amendment of the information.  Requests for access and or
correction should be made to Council’s Privacy Officer.

Office Use Only Entered   �  Planning Guide Date ___________________ Initial ____________________
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Appendix 4: Mildura Rural City Council owned
   Venue Listing

Venue
Apex Park, Mildura

Barclay Square, Red Cliffs

Bill Hyder Scented Gardens, Mildura

Cardross Recreation Reserve

Chaffey Park, Merbein

Henshilwood Park Reserve, Irymple

Irymple Community Leisure Centre

Jaycee Park, Mildura

Kenny Park, Merbein

Lake Cullulleraine Foreshore

Merebin Centre

Mildura Native Nursery Park

Mildura Performing Arts Centre

Mildura Recreation Reserve

Nangiloc Reserve

Nichols Point Reserve

Old Aerodrome Sporting Complex Pavilion, Mildura

Old Aerodrome Sporting Complex, Mildura

Ornamental Lakes Park, Mildura

Quandong Park Reserve, Red Cliffs

Red Cliffs Civic Centre and RSL Hall

Rio Vista Park, Mildura

SC Mills Park, Mildura

·  For further information contact Recreation Services on �  03 5018 8312


