
Events Policy 

Introduction 

Bass Coast Shire Council supports and encourages events within the Shire. It recognises the 
significant economic, social and cultural benefits that events bring to the community and 
their contribution to the local economy.  
Council is committed to preserving its environment and will support eco-tourism and 
compatible events.  
Council seeks to attract sustainable events that showcase the natural assets of the Shire and 
will expand the events calendar beyond the summer period and peak weekends.  
Although, the area is internationally renowned for the Penguin Parade and Moto GP on 
Phillip Island, Council will also encourage arts and culture, sustainability, health, sport, 
innovation and technology events to complement our major attractions, particularly during 
the off peak period across the Shire.  
An event is an organised gathering of people on public or private land which impacts upon 
community infrastructure or the general public, and includes community and commercial 
events, as well as corporate events run by Council.  
Council is committed to ensuring that events are run safely, meet all compliance 
requirements and do not have negative impacts upon the community.  
Council will assist with advice and skill development for event organisers, many of whom 
are volunteers.  
Council’s objectives in relation to events are set out in the: 

• Bass Coast Shire Council Plan 2017 – 2021
• Bass Coast Shire Council Economic Development Strategy 2016 – 2021
• Phillip Island and San Remo Visitor Economy Strategy 2035 - Growing Tourism
• Bass Coast Shire Council Events Policy 2017-21

Event Policy objectives 

This policy will define Council’s role in attracting, supporting, managing, funding and 
evaluating events. Its objectives are to: 

1. Facilitate a safe and sustainable spread of events across the Shire and across the year
2. Identify, attract and support new events that provide a community benefit, boost

visitation and yield to the Shire,  particularly during the off-peak season,
3. Set principles for determining the level of Council support for events
4. Establish a framework for determining the nature and standard of events that should be

supported.
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Events Policy 

Policy Statement 
 

1. Facilitate a safe and sustainable spread of events across the Shire and across 
the year 

 
Events play a very important role in the identity and strengthening of communities. A 
quality events program brings additional visitation and expenditure to the Shire as well 
as improving the quality of life for local residents and visitors. All parts of the 
Municipality benefit from a regular, widespread, diverse and sustainable calendar of 
events. To achieve this Council will: 

 

• Encourage and support the community to create and stage events 
Events bring communities together and can be important fundraisers. Council will 
work with communities across the Shire to maintain existing and encourage new 
events. 
New community events are eligible for support funding through the community 
grants program (see Attachment 2). They also receive planning and event 
management support from Council’s Events Team. Successful recurring community 
events can become eligible for recurrent funding and support through the recurring 
events funding program (see Attachment 3). 

• Encourage events that engage the community and local businesses  
The most successful events engage their host community to create a sense of 
ownership or partnership. This in turn maximises the benefits and minimises the 
negative impacts of the event. Council will seek events that involve the community, 
encourage its patronage and support and have a positive impact on business.  

• Attract and develop events in Bass Coast that showcase the region  
Events play a significant role showcasing the Shire’s natural assets and attributes. 
They can create a sense of place and be unique to a location. Council will encourage 
events that highlight and promote Bass Coast as a unique tourism and events 
destination.  It aims to attract sustainable, eco-friendly events that take advantage of 
its environment and showcase the cultural and heritage values of the region.  

• Capitalise on the event related strategies and campaigns of other key 
stakeholders  
Tourism Australia, Visit Victoria, Destination Phillip Island and Destination 
Gippsland regularly run major marketing campaigns that are consistent with 
Council’s event objectives and this policy.  Council can seek funding or marketing 
support for its events that are consistent with the objectives of those campaigns.  
The Regional Tourism Boards can provide marketing and support to event 
organisers. 

• Ensure that risks are minimised and there is compliance with regulatory 
requirements during events 
An event permit can only be issued after all relevant Council officers are satisfied 
that all risks and emergency management matters have been properly addressed.  
This will include a rigorous risk minimisation process consistent with Council's risk 
management policy.   
All event permits issued by Council must have approved risk and emergency 
management plans.  All events must show proof of current public liability insurance, 
and where required Health, Planning, Places of Public Entertainment and other 
relevant permits must also be obtained.  
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2. Identify, attract and support new events that provide a community benefit, boost 

visitation and yield to the Shire  particularly during the off-peak season 
Council will identify and establish the type, location and timing for new events it seeks to 
attract to the Shire.  Priority will be given to events that fall in the off-peak season. This may 
involve purchasing the rights to, subsidising or creating an incentive for events to come to 
Bass Coast.  Council will work closely with both private and community event organisers to 
encourage new and innovative events outside the peak season. To achieve this Council will: 

• Increase the focus on eco-tourism by attracting new events that deliver  
environmentally sustainable and culturally responsible outcomes 
When seeking new events or working with prospective event organisers Council 
will encourage and support eco-tourism based events and activities.  This will 
include the development and implementation of eco-tourism based training 
opportunities for local businesses. 

• Help develop Bass Coast as an arts and culture destination 
Arts and culture based activities have great potential to help fill the void in off-peak 
season visitation.  Bass Coast’s already strong arts scene would be significantly 
enhanced by the attraction of new arts events and the further development of 
existing ones. 
Bass Coast is the source of premium local produce which can be far better 
showcased through wine and food events.  Council will actively seek and encourage 
new fine and food events. 

Bass Coast has a unique and varied history.  Events provide an excellent 
opportunity to tell the Bass Coast story and ensure its past is properly 
remembered.  

• Establish a framework for determining the nature and standard of events 
that should be approved 

This policy seeks to help Bass Coast Shire become established and recognised as a 
premier events destination. It will be known for its range of highly regarded, diverse, 
safe and sustainable events across the municipality.  To achieve this it will only seek 
and develop events consistent with these objectives.  
 
Events that have, or may have a perceived negative impact on the community, 
generate negative publicity towards Council and/or are subject to regular or 
recurrent complaints will be assessed against this policy’s objectives and principles. 
If required, the Event’s Team may seek direction from the Events Advisory 
Committee and/or Council prior to issuing an event permit. 

 
3. Set principles for determining the level of Council support for events 

Council may provide financial, operational and other in kind support for events. This is in 
part to attract new events but also to ensure their sustainability once becoming established. 
It includes: 

Financial Support  

Council supports events through the following funding streams:  

• Seed funding for commercial events 
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Council provides limited funding for new commercial events through a one-off seed 
funding grant to establish new events.  This is determined in accordance with its 
Seed Funding Guidelines (see Attachment 1). 

• Contribution to the costs of Major Events 
Council contributes to some of the costs associated with major events (i.e. 
MotoGP, Superbikes, etc.) for traffic management, entertainment and community 
projects.  This minimises the adverse impact on the amenity for Bass Coast 
residents and maximises the economic returns for local business operators by 
encouraging visitors to stay longer in the region. 

• Community grants program 

Council supports community events on an annual basis through the community 
grants funding program which is determined according to Council's Community 
Grant Guidelines (see Attachment 2). 

• Recurrent funding for ongoing events 
Once a recurring community event has demonstrated its viability and sustainability it 
is assessed for recurrent annual event funding and sits within the operational budget 
of the Events Team.  This is determined in accordance with the Community Event 
Recurrent Funding Guidelines (See Attachment 3).  

Operational Support 

Operational support may include but not be limited to: 
• Supply and service of bins to assist with waste management   
• Supply of traffic management and other event related equipment 
• Assistance with the implementation of traffic management plans 
• Supply of temporary toilets 

In Kind Support 

In kind support is in many forms including but not limited to: 
• Event planning advice 
• Marketing support 
• Assistance with planning an event and completing necessary permit applications 

The eligibility and level of all forms of support provided to Community Events is determined by 
Council’s Community Grant Guidelines (see Attachment 2).   

Any changes to the level of support to recurring funding will be made via a report to Council. 

 
4. Provide a framework for the approval, communication and evaluation of events 
Council has established a framework for the issue of event permits within the Municipality. All 
necessary events permit applications and other event related documentation are available on 
Council’s website.  The responsibility for issuing events permits rests with Council's Events 
Team and ultimately with Council.   

The Events Team will facilitate other Council Department related approvals such as Health, 
Local Laws, Foreshore Use, Planning, Road Activity and Places of Public Entertainment permits. 
The requirements and timelines of other departments and authorities are contained in the Bass 
Coast Shire Council Event Stakeholder Permit Guidelines (see Attachment 4) 

Decisions regarding the approval of new events in the Shire, or significant changes to existing 
events, shall be informed by Council’s Event Guidelines, the Phillip Island and San Remo Visitor 
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Economy Strategy 2035 - Growing Tourism and consultation with the Bass Coast Shire Council 
Events Advisory Committee.  

Information about events is provided to the public using a range of forums, including but not 
limited to, Council’s newsletter Coastell, local papers, Council’s website and other digital 
mediums. 

Council’s Events Team reviews the nature and level of support provided by Council, identifies 
any issues to be addressed for future events and provides an evaluation of the overall success of 
each event. 

For Council supported events, organisers are also required to complete a post event evaluation 
form, with data such as the number of people who attended and the amount of money the 
event generated.  This information is collated by the Events Team. 

Council also assists event organisers to evaluate the viability and sustainability of their events. 

Attachments  

Attachment 1. Bass Coast Shire Council Seeding Funding Guidelines, Application and 
Terms and Conditions 

Attachment 2. Bass Coast Shire Council Community Grants Program Guidelines and 
Application. 

Attachment 3. Community Event Recurrent Grant Funding Guidelines. 

Attachment 4.     Bass Coast Shire Council Event Stakeholder Permit Guidelines 

 

Additional documents 

• Bass Coast Shire Council Event Permit Guidelines 
• Event Permit Application 
• Event Permit 
• POPE (Places of Public Entertainment permit) 
• Event Evaluation Questionnaire for Event Organisers 
• Corporate Events Guidelines and processes 

Reference to other documents 

• Bass Coast Shire Council - Council Plan 2017-21 
• Economic Development Strategy 2016-2021 
• Phillip Island and San Remo Visitor Economy Strategy - 2035 Growing Tourism  
• Social and Economic Value of Events Study, 2011 
• Bass Coast Shire Council Local Law  
• Bass Coast Shire Council Events Advisory Committee Terms of Reference 
• Bass Coast Planning Scheme  
• Planning Permit Application  

Review process 

This Policy will be reviewed by Council within four years of it coming into operation. 
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Accountability process 

Accountability for the effective administration of the Events Policy by the Events Team rests 
with Council’s Manager Economic Development and Tourism. 

Approval 
 

Approved by Council at its meeting held on  Date ……/……../…….. 

 

Signed by the Mayor (Name)…………………...……………………………. 

 

………………………………………………….. Date ……/……../…….. 
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Preamble 

The Bass Coast Shire Council Seed Funding Program has been set up to help private 
operators establish new events to be held in Bass Coast Shire.  

Seed funding will be available once only to initiate an event. There will be no on going 
funding under this program. 

Applications can be made throughout the year and will be assessed on their merit and 
availability of council funds.  

Aim 

To provide financial assistance to private operators to develop and operate appropriate 
new events that will bring economic, cultural, social and community building benefits to 
the Bass Coast Shire community 

Eligibility 

To be eligible for seed funding, applicants must: 

� Be a legal entity e.g. over 18 years of age, a registered business, company etc

� Have an ABN

� Demonstrate that the future running of this event, after the initial event, will be
financially self sufficient

� Propose an event that will occur within the Shire boundaries

� Propose an event that will bring economic, cultural, social and community building
benefits to the Shire

� Hold the event within twelve months of receiving the funding

� Hold the event on an ongoing basis

� Provide Public Liability details and Indemnity Statement (if applicable)

� Provide Risk Assessment plans/procedures

� Submit a complete application (form and attachments)

� Be able to fulfil the Event Permit conditions (if applicable)

Who Is Not Eligible 

This program is not available for: 

� Not for profit organisations – they should apply for funding under the Bass Coast
Shire Council Community Grants Program

� Community groups – they should apply for funding under the Bass Coast Shire Council
Community Grants Program

� Significantly resourced commercial organisations

event seed grant guidelines 
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Assessment Criteria 

Funding will be recommended for applicants whose proposals best meet the following 
criteria: 

� Delivers clear economic, cultural, social and community building benefits to the Bass 
Coast Shire community 

� Attracts a wide range of attendees and participants 

� Provides a comprehensive business plan, including financial and marketing plans 

� Adds positively to the Bass Coast Shire Calendar of Events e.g. takes place out of the 
main holiday periods 

� Value adds to existing events 

� Supported by Bass Coast Shire community/organisations 

� Meets an existing demand 

� Has significant development potential 

� Facilitates overnight and longer stay visitations 

� Delivers an innovative and value-for-money event 

A panel, consisting of council officers and a councillor, will assess the application and 
make a decision as to whether seed funding will be provided 

 

Application Details 

All applicants are required to provide:   

� A completed application form 

� A Business Plan, including financial and marketing plans 

� CVs of key personnel and summary of previous work etc 

� Business Registration details 

� ABN registration and GST (if applicable) details 
 

Purpose of Funding 

Funding may only be used for:  

� Marketing and promotion purposes, such as advertising, signage and/or market 
research 

� Infrastructure such as marquees, tents, lighting, tables etc. 

Other Potential Benefits 

Bass Coast Shire Council may, at its discretion, assist a successful applicant in one or 
more of the following ways: 

� Subject to space availability and timing, undertake to include information on the event 
in Council’s community newsletter ‘Coastell’, in the Economic Development Unit’s 
newsletter ‘Business in Bass Coast’ and on the Council’s website. 



 

� Negotiate the presence of councillors and/or appropriate staff members for 
ceremonies and presentations. 

� At the Council’s discretion, provide the use of facilities and services at reduced rates 
or without charge such as Council halls, traffic management, waste management etc. 

Funding Conditions 

If your Event Seed Funding application is successful, the following conditions will apply:  

� Council requires written notification of any proposed changes to the concept as 
originally submitted (including date changes). Subsequent to any changes, Council 
retains the right to withdraw its support and request repayment of any funds provided. 
(Please consult with Council as soon as possible regarding any proposed changes). 

� All recipients will be required to enter into an agreement with BCSC agreeing to the 
conditions of funding. 

� Failure to use the funds in the manner specified in the application will result in Council 
requesting repayment of all monies. 

� Any unspent funds from the Seed Funding must be returned to Council. 

� An Evaluation/Completion Report must be submitted to Council within 45 days of the 
event, which must include an account of Seed Funding expenditure with receipts. The 
report may also include a Profit and Loss statement for the running of the event, an 
indication of visitor numbers and their origin. 

� Council reserves the right to extend the funding by an amount, or make a separate 
offer of an amount, at its discretion which will be advanced to the organisation for the 
duration of the event, which must be repaid after the event. 

� Negotiate with Bass Coast Shire Council regarding sponsorship benefits which include, 
but are not limited to, promotional material and general signage. 

� An Event Permit must be applied for and obtained (if applicable). 

� If an Event Permit is not applicable, then prior to the payment of any monies under 
this Program, the Council will require: 

1. A copy of Risk Assessment Plans and procedures 

2. Certificate of Currency details (Public Liability Insurance) 

3. Signed Indemnity Statement (if applicable) 

4. GST compliance 
 

Further Information 

For information on the program or to obtain an application form please contact: 

Frank Angarane,  
Events Coordinator 
Bass Coast Shire Council 
PO Box 118 Wonthaggi VIC 3995 
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Community Grants – at a glance 

The Community Grants Program supports not-for-profit organisations based in Bass Coast and 

funds projects and activities which meet the Grant Program eligibility and criteria. 
 

Contacts for Information and Assistance 

Grants Officer - 1300 BCOAST (226 278) or (03) 5671 2211, 
grantenquiry@basscoast.vic.gov.au, assistance provided during office hours. 

For grant information and online applications - www.basscoast.vic.gov.au/grants 

Council Officers   for specific advice - 1300 BCOAST (226 278) or (03) 5671 2211, assistance 

provided during office hours. 
 

Type of advice Council Officer contact 

Arts, heritage, sport, recreation Coordinator Recreation and Culture 

Community development Team Leader Community Development 

Environmental Natural Resources Officer 

Youth Youth Planning and Policy Officer 

Seniors and children Community Strengthening Project Officer 

Festivals, celebrations and events Coordinator Events 

Access for all abilities 
http://www.basscoast.vic.gov.au/accessibility 

Community Facilitator, Rural Access Officer 

Capital works building projects Assets Officer, Building and Open Spaces 

Grant Rounds and timetable 2017 

Grant applications are accepted all year. Assessment is twice a year; March (Round 1), August (Round 2)  
 

Time table  Round 1 Round 2 

Council assesses 

submitted applications  

 
From Friday, 3 March 2017 

 
From Friday, 4 August 2017 

Council sends applicant 

a notification email 

From Friday, 19 May 2017 From Friday, 17 November 2017 

Successful applicants 

return signed Funding 

Agreement to Council 

As soon as possible after 
notification, subject to any special 
conditions on the grant 

As soon as possible after 
notification, subject to any special 
conditions on the grant 

Council pays grant and 
project is undertaken 

Approximately 3 weeks after 
completed Funding Agreement 
returned  

Approximately 3 weeks after 
completed Funding Agreement 
returned 

Applicant completes a 

grant Acquittal report* 

No later than one month after 
project completion. 

No later than one month after 
project completion. 

 

*Please note: Failure to submit an accurate Acquittal report will deem a group /organization 

ineligible to make another Community Grant application, until the completed Acquittal report is 

received.

mailto:grantenquiry@basscoast.vic.gov.au
http://www.basscoast.vic.gov.au/grants
http://www.basscoast.vic.gov.au/accessibility
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Community Grant Categories and Funding 

 

The funding pool for each round is $127,000. Round 2 is subject to Councils 2017-2018 budget. 
 

 

Community Grants Categories 
Funding 
up to 
$5,000 

Major Project Funding 
$5001- $10,000 

General Community Grant: 
- Equipment 

- Other Projects 

 

 
 

 

× Equipment - not applicable 
Other Projects  

Festivals, Celebrations and Events Grant   

Minor Capital Works Grant   

 

Major Project Funding 

Major project funding of $5001 up to $10,000 may be applied for in any category except for General 

Community Grant - Equipment. Council may fund up to two major projects each financial year (one 

project each round). Applications for major project funding will only be accepted for fully planned 

projects that can be completed within 15 months of funding. Major project applicants are required to 

attach a completed project plan template to their application. The template is on the Community 

Grants webpage http://www.basscoast.vic.gov.au/grants 
 

Funding Ratio and Limitations on Funding 

Council has introduced a funding ratio for all categories. This ratio is a minimum 30% funded by 

the applicant and up to 70% funded by Council. For more information about this ratio see the 

Budget section of this guide. 

The Community Grants Program is limited by the amount of funds available. Applicants are not 

guaranteed funding nor can any applicant be guaranteed full funding. 
 

Assessment Criteria 
These criteria are used to assess applications and must be addressed in the grant 

application. 
 

Community Grants Assessment Criteria Weightin

g 
The application addresses a community need and describes how the 
community will benefit from the project/activity 

30% 

The applicant is able to successfully manage the described project and meet 
its proposed outcomes 

30% 

The application is consistent with the Council Plan and/or other strategic 
documents 

25% 

The application demonstrates other contributions eg. monetary, voluntary 
services or in-kind support as part of the proposal 

15% 

 

http://www.basscoast.vic.gov.au/grants
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Making an Application 

Preparation Checklist 

If you have any questions, call or email Council’s Grants Officer 

 Read the Community Grant Guidelines 

 Ensure your group is eligible to apply 

 Ensure your project is eligible for funding 

 Know what category you are applying to 

 Check whether the grant closing and notification dates fit with your project time table 

 You may choose to prepare a draft application on the downloadable copy of the 

application form? http://www.basscoast.vic.gov.au/grants 

 Ensure answers to application questions addresses the Community Grant Assessment 
Criteria 

 Prepare a draft budget 

 Gather all required documentation to support your application. A group or 

organisation’s financial statements and quotations are compulsory, public liability 

certificate if applicable 

 For a capital works project – have you organized a meeting with the relevant Council 
Officer prior to completing the application? 

 For major project funding – have you completed a Project Plan template? 

 If you have issues accessing a computer or scanner to make an online application or 

attach supporting documentation – contact the Grants Officer 

 Set up a SmartyGrants login and password and record it in a secure place for future use 

 
Auspiced Grant Projects 

Grant funds are only paid to a legally incorporated group. Groups and organisations based in Bass 
Coast that are not legally incorporated, may apply for a grant if their project is for the benefit of the 

Bass Coast community and they are auspiced by a legally incorporated not-for profit group or 

organisation. 

Auspiced Community Grant applicants are required to: 

1. Fill out Auspicing Organisation Details section in the online grant application 

2. Ensure that a completed Community Grants Auspicing Form is attached to the application 
under the section ‘additional supporting information’. A copy of the form is on Council’s 
Community Grants webpage http://www.basscoast.vic.gov.au/grants 

3. Have a Memorandum of Understanding (MOU) in place between the auspicing organisation 

and the group being auspiced. The MOU should outline the agreement being made between 

the groups for managing community grant funds 

For more about auspicing go to Justice Connect, Not for Profit law, online information hub and their 

information about auspicing http://www.nfplaw.org.au/auspicing 

 

http://www.basscoast.vic.gov.au/grants
http://www.basscoast.vic.gov.au/grants
http://www.nfplaw.org.au/auspicing
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Organisation Eligibility 

Who is eligible to apply? 

An applicant must: 

1. Be based in Bass Coast or the project must be based in Bass Coast 

2. Be registered as a not-for-profit legal entity, for example an incorporated association,  

Or, be a not-for-profit unincorporated group that is auspiced by a group that is a registered not-

for-profit legal entity. And have 

• at least $10 million Public Liability Insurance to cover all aspects of the project. 
Exceptions are for applications requesting low risk equipment purchases. 

3. Have an Australian Business Number (ABN) or be willing to complete an Australian Taxation 

Office Statement by a Supplier form, and attach it to their application. 

4. Have provided acquittal reports that are due, for the past community grant funding 

 

Project Eligibility 

What can be funded? 

1. Materials, equipment and other items essential to the project/activity 

2. Printing, advertising, translations and promotional costs 

3. Costs incurred in hiring a venue (excluding costs associated with business premises rental)  

4. Costs associated with encouraging participation 

5. Seeding grants for new groups formed in the 12 months prior to an application. 
A seeding grant allows for one off funding of materials, equipment and other items essential 

to setting up a new organisation (excluding normal business and operating expenses) 

6. Training provided that it is of direct benefit to the broader community eg. first aid training. 

A contribution of no more than half the cost of training is usual. A group cannot apply for 

funding of the same training again 

7. Emergency services, schools and other groups may be funded for projects that are of broad 

benefit to the community and outside the scope of their usual funding 

What can’t be funded? 

1. Items or activities that are part of an organisation’s core business or their normal day to day 

operating expenses e.g. insurances, utilities, rental of business premises 

2. Office consumables and software, materials or advertising that is fundamental to the running of the 

group, or activities such as book keeping (the exception is a ‘seeding grant’ – see number 5 above) 

3. Items that are part of an organisation’s core activities or normal operating equipment that would 
normally be replaced on a regular basis, e.g. tennis balls for a tennis club. The exception is 
equipment of a special nature that will encourage additional participation in the group’s activities  

4. Awards, trophies or prizes 

5. Projects based outside of Bass Coast 

6. State-wide organisations or projects 
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7. Projects that are the funding responsibility of other levels of government 

8. Projects that duplicate other local service responses 

9. Projects that could be funded from other sources e.g. fees, sponsorships etc. 

10. Private profit-making  organisations 

11. Individuals 

12. Projects that have received prior Bass Coast Shire Council funding 

13. Projects that have already commenced or equipment that has already been purchased 

14. Support for proselytising, religious worship or sectarian activities 

15. Attendance at sporting or cultural events or  activities, such as contests. 

16. Sporting uniforms 

17. Scholarships or subscriptions to organisations 
 

Multiple Applications 

Multiple Applications in one financial year 

1. A group or organisation may make more than one application in one year 

2. A group or organisation may make applications to more than one category of a single round 
of Community Grants 

3. Each application must be for a different project 

4. Each application must be made on a separate online application in SmartyGrants 

5. Applicants may not apply for more than one major project funded project per year 
 

More about Grant Categories 

General Community Grant 

The General Community Grant has two sub categories. These are Equipment and Other projects. 

Equipment 

This does not include fixtures, fittings or built in items. These are considered under the Capital 
Works grant category. The maximum that can be funded under equipment is $5000. 

Other Projects 

Other Project examples: 

 A project targeted to address specific social or environmental issues in the Bass Coast 

Community 

 A project that aims to increase membership for a group/organisation and broad 
community participation in the group’s activities 

 Professional advice and a written report to support planning for a major building project 

 Architectural drawings or plans to support planning for a major building project 

It is recommended that you contact Council’s Grants Officer to discuss your projects eligibility. Major 

project funding can be applied for under the Other Projects sub category. 
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Festivals, Celebrations and Events Grant 

This category supports creative, sporting and social events, festivals and celebrations that allow for 
broad community participation. 

Applicants should discuss their project with Council’s Events Coordinator before making an 

application. 

A Festivals, Celebrations and Events grant: 

 Must be approved for funding before an event takes place 

 Is conditional upon obtaining all relevant permits and permissions, and providing copies of 

associated documentation 

 Is funded after an event has been held 

New and emerging annual events may be funded for up to two Community Grant Program rounds. 

After being funded a second time an applicant may contact Council’s Events Coordinator regarding 

eligibility for reoccurring event funding. 
 

Capital Works 

Capital works applicants must contact the Grants Officer to discuss their project before starting an 
application. An applicant may also be required to meet with Council’s Assets Officer - Building and 

Open Spaces, to discuss project planning requirements. 

Applicants need to know who owns or manages the land or building they are proposing to modify for 
their capital works project. Applicants must have written approval for their project from their land or 

building manager, attached to their application. 

Applicants must know the project’s scope of works and what permits, permissions, inspections and 

approvals are needed for their project. A successful Capital Works application will be conditional upon 

obtaining all relevant permits, permissions, inspections and approvals, and providing copies of 

associated documentation. 

A building project must comply with all relevant Australian Standards, including Accessibility Standards 
where applicable. More information about these standards can be found in ‘The Tradies and 

Renovators Guide to Good Access’ booklet on Council’s website. 
www.basscoast.vic.gov.au/accessguide 

Applicants for major project funding in this category must complete a Project Plan template and 

attach it to their application. A copy of the template is on Council’s Community Grants webpage 

http://www.basscoast.vic.gov.au/grants 
 

Council Plan and other documents 

In the application form you will be asked to select which strategy in the Council Plan or other 
Council planning document aligns best with your application. 

Below are documents and strategies you will be asked to select from and links to them on Bass Coast 
Shire Council’s website. You may want to familiarise yourself with these documents and decide 

which best matches your project. 
 

Council Plan 2013 – 2017 

A copy of the Council Plan is at http://www.basscoast.vic.gov.au/councilplan 

http://www.basscoast.vic.gov.au/accessguide
http://www.basscoast.vic.gov.au/grants
http://www.basscoast.vic.gov.au/councilplan
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This Council Plan includes these Strategic statements: 

 Natural Environment 
Our unique natural environment is protected, maintained and enhanced for the 

enjoyment of all 

 Sustainable Development and Growth 
Our built environment complements our landscape, lifestyle and climate 

 Healthy Communities 
Our community feels connected, safe and strong 

 Economic Development 

Our economy is supported by diverse, local and innovative businesses and employment 

Other strategic documents 

Other strategic documents can be found at http://www.basscoast.vic.gov.au/plans These 

are some of the documents listed: 

 Disability Action Plan 2011-2015 

 Municipal Early Years Plan 2011-2015 

 Youth Action Plan 2011-2015 

 Bass Coast Municipal Recreation Plan 2009 – 2014 

 Education Plan 2013 – 2017 

 Municipal Public Health and Wellbeing Action Plan 2013/14 
 

 

Budget 

Grant Funding Ratio 

An applicant should make a minimum contribution of 30% to their project. This contribution may 

be in cash, in-kind or a combination of both. 

Council may contribute up to 70% to a Community Grant project. Assessment of grant funding 

includes consideration of how the applicant proposes to fund the project and the capacity of a 

group to contribute funding. 

Other grants secured for the project are not recognised as part of the applicant’s 30% 

contribution. 

The Application Form and Budget Information 

The application form has two budget tables to be filled out. These require information about in-

kind support, income and expenditure. 

In-kind Contributions 

An in-kind contribution is non-cash support made specifically to the grant project. This may be the 

supply of donated goods or services, including those contributed to the project by volunteers. In-

kind contributions help to demonstrate community support and volunteer commitment to your 

project. If you have no in-kind contribution you do not need to complete this table. 

Calculating In-kind Contributions 

In the in-kind table, an applicant is required to: 

 Name the organisation or supplier making the in-kind contribution 

http://www.basscoast.vic.gov.au/plans
http://www.basscoast.vic.gov.au/Council/Council__Plans___Policies/Plans/Bass_Coast_Shire_Council_Disability_Action_Plan_20
http://www.basscoast.vic.gov.au/Council/Council__Plans___Policies/Plans/Municipal_Early_Years_Plan_2011-2015
http://www.basscoast.vic.gov.au/Council/Council__Plans___Policies/Plans/Youth_Action_Plan_2011-2015
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 Describe the type of in-kind contribution being provided. For example, itemise the 

number of volunteer hours, or the number of items being donated and their amount 

 Provide a total 

Rates for basic labouring work are normally calculated at $25 per hour and specialist contributions 
valued at $45 per hour. 

 

Example: 
 

 

Income Table 

The income table shows the income sources that will be used to deliver your project. Items to list 

in the Income Table include: 

 The community grant amount you are requesting 

 The cash contribution of your group or organisation 

 Funds from other sources such as bank loans, other grants or sponsorship (please indicate 

whether the amount is confirmed or not) 

 Income expected from the project eg. entry fees, DVD sales 

Expenditure Table 

The expenditure table includes itemised project expenses. These are the materials, equipment or 

services that you are proposing to purchase or pay for to complete the project. Project expenses 

listed must be the total costs including any GST that is included in a quotation. 

Written Quotations 

Two written quotations are required for all items or services over the value of $1,000 (including 

GST if applicable). Quotations for professional services should indicate the qualification or 

certification of the professional being engaged. 

Australian Business Number (ABN) and Goods and Services Tax (GST) 

GST registration status can be checked by looking up an ABN at www.abr.gov.au 

Organisations that do not have an ABN must supply a completed Australian Taxation Office 
Statement by a Supplier form, and attach it to their application. 

 

If your group is registered for GST, the Fund amount you receive will include GST.  

If your group is not registered for GST the Fund amount will not include GST.  

If your group is a Section 86 Committee of Council, the Fund amount will not include GST. 

 

 

 

http://www.abr.gov.au/
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Making an online application and SmartyGrants 

Access the SmartyGrants online application on Council’s Community Grants webpage at 

http://www.basscoast.vic.gov.au/grants 

Contact Council’s Grants Officer if you experience problems as you are making an application. If 
you have started an application, make sure you have your grant number ready to quote for 

assistance. 

Getting started 

 Save the above link as a favourite for easy access to Council’s grant information page  

 If you or your organisation has previously made a grant application using Bass Coast Shire 
Council SmartyGrants you will already be registered. If you have forgotten your password 
you can reset it when you are asked to login 

 If this is your first application, set up an account with SmartyGrants and record your name 

and password in a secure location. You will use this to return to your 

information/application in SmartyGrants. Your account details are used for completing your 

application form and for Council to contact you 

 We recommend you setup an organisational email account (not under an individual’s 
name) that can be used on a continual basis for grant applications and correspondence 
over the whole grant period up to acquittal 

 When working on the application, click ‘save progress’ every 10 to15 minutes to 
prevent losing your work 

 If you need to leave your application clicks ‘save and close’. You can return to your application 
at any time prior to the close date of the grant round, simply by logging back into your 

account 

 When you are logged in you can click on 'my submissions' - for a listing of all of your 

applications 

Submitting your application 

 Only click on ‘submit’ when you have completely finished your application 

 When you click ‘submit’ SmartyGrants will list any problems. You can correct them by clicking 
‘go to question’ 

 After submitting you can log back into SmartyGrants at any time to open and view your 

completed application, but you cannot edit it 

 When the application is submitted you receive a confirmation email that the application has 

been received. Please use the application number in this email if contacting Council about your 

application 

 Attached to the email will be a PDF copy of the form you just submitted 

 Applications that are submitted incomplete or do not include all supporting documentation 

attached to the application, are not eligible to be assessed 

 Attachments to applications will not be accepted via email, unless prior arrangements have been 
made with the Grants Officer 

http://www.basscoast.vic.gov.au/grants
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Assessment, Notification and Receiving funds 

Assessment and Notification 

There is approximately twelve weeks from the application closing date to the decision date. 

Submitted grant applications are assessed by a panel of Council staff. Grant recommendations are 

reported for a decision at a formal Council meeting. Councillors decide what grant allocations are 

made. 

After the decision at the Council meeting, successful and non-successful grant applicants are 

notified by email. 

An applicant may re-submit an unsuccessful grant application to the next round of Community 
Grants, only on the advice from the Council’s Grants Officer. 

Receiving the funds - The Tax Invoice/ Funding Agreement 

Successful applicants will be sent a letter and Tax Invoice/Funding Agreement. This document must 

be completed and returned to Council for grant funding to be forwarded. Funds are sent by 

electronic funds transfer to your group’s bank account, or in some cases by cheque.  

 

Funding Conditions 

The Tax Invoice/Funding Agreement lists General Conditions of funding. If applicable, a group may 
also have Special Conditions which need to be met before funds can be forwarded to your group. 

Successful applicants must read, understand and comply with the Tax Invoice/Funding Agreement 

sent to them including all of the funding conditions. An example of the Agreement is on Council’s 

Community Grants webpage http://www.basscoast.vic.gov.au/grants 

Acquitting your grant 

At the conclusion of a funded project your group is required to prepare and send an acquittal 

report to Council. A copy of the Acquittal Form is accessed by logging into the group/organisation 

account in SmartyGrants and going into 'my submissions'. The report requires copies of receipts, 

photos and media promotion to be attached 

 

Applicant Responsibilities 

The funded organisation must ensure it acts with fairness and equity in all matters concerning staff 

recruitment and staff management, and that it adopts sound and efficient management principles 

and procedures in dealing with staff, both paid and volunteers. The funded organisation is 

expected to take all reasonable steps in recruitment and supervision of staff to ensure that each 

employee is suited to the duties and responsibilities of their position. 

Funded organisations are required to comply with: 

• Fair Work Act 2009 www.fwc.gov.au 

• Equal Opportunity Act 2010 www.humanrightscommission.vic.gov.au 

• Disability Discrimination Act 1992 www.hreoc.gov.au 

• Victorian Disability Act 2006 www.dhs.vic.gov.au 

• Racial and Religious Tolerance Act 2001 
http://www.austlii.edu.au/au/legis/vic/consol_act/rarta2001265/ 

• Privacy and Data Protection Act 2014 (Victoria) 

• OH&S Acts, Regulations and Codes of Practice www.workcover.vic.gov.au 

• Victorian Workcover Scheme requirements  www.workcover.vic.gov.au 

• Public Liability Insurance www.communityinsurance.com.au 

• Victorian Charter of Human Rights www.humanrights.vic.gov.au 

http://www.basscoast.vic.gov.au/grants
http://www.fwc.gov.au/
http://www.humanrightscommission.vic.gov.au/
http://www.hreoc.gov.au/
http://www.dhs.vic.gov.au/
http://www.austlii.edu.au/au/legis/vic/consol_act/rarta2001265/
http://www.workcover.vic.gov.au/
http://www.workcover.vic.gov.au/
http://www.communityinsurance.com.au/
http://www.humanrights.vic.gov.au/


 
 

2017-2018 Community Grants
Form Preview

 
 

 

Welcome

Please read the Community Grant Guidelines before starting an application http://
www.basscoast.vic.gov.au/Grants
We recommend seeking advice about a grant project from relevant Council officers, before
starting an application. You must seek advice from Council officers for Minor Capital Works
and Major Project applications.
Your group or organisation must have submitted all due Acquittal Reports for past
funded community grant applications or your application may be inelligible.
For advice or assistance contact Council's Grants Officer email
grantenquiry@basscoast.vic.gov.au, 1300 BCOAST(226 278) or (03) 5671 2211.
As you fill out this application form, it is highly recommended that you click the 'save
progress' button every 10 minutes or you may lose your work.

 
Applicant and Organisation Details
* indicates a required field

Auspicing Organisation and Applicant Organisation

Applications are only accepted from legally incorporated
groups or organisations.
Groups that are not legally incorporated need to be
auspiced by a group that is legally incorporated, to make
an application.
If your group is registered as a not-for-profit legal
entity only fill out the section: Applicant Organisation
Details below.
If your group is being auspiced fill out:

•  Auspicing Organisation Details about the
incorporated group auspicing this grant application

• Applicant Organisation Details with information
about your group including the key contact for this
grant application

• A copy of the Community Grants Auspicing Form
found on Council's Community Grants web page at
http://www.basscoast.vic.gov.au/Grants and attach
it to the application in the 'additional supporting
information' section

Is your grant being
auspiced *

☐  Yes
☐  No

 
Page 1 of 16



 
 

2017-2018 Community Grants
Form Preview

 
 

Auspicing Organisation Details

Auspice organisation
registered name  

Auspice contact name Title   First Name   Last Name
         

Position in the
organisation  

Auspice ABN  
The ABN provided will be used to look up the following
information. Click Lookup above to check that you have
entered the ABN correctly.
 Information from the Australian Business Register

 ABN

 Entity name

 ABN status

 Entity type

 Goods & Services Tax (GST)

 DGR Endorsed

 ATO Charity Type More information

 ACNC Registration

 Tax Concessions

 Main business location

Auspice email  
Auspice website  
Auspice organisation Organisation Name

 

Applicant Organisation Details

I confirm that the
applicant organisation
has completed all due
Acquittal Reports for

☐  Not Applicable
☐  Yes
☐  No. If no, you must speak to the Grants Officer before
completing this applicaiton
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2017-2018 Community Grants
Form Preview

 
 

past funded Community
Grants

☐  Don't know. If you don't know you must speak to the
Grants Officer before completing this applicaiton
If all past due acquittal reports are not submitted, your group/
organisation may be ineligible for future funding

Applicant organisation
registered name *  

Australian Business
Number (ABN) - not
required by auspiced
applicants

 
The ABN provided will be used to look up the following
information. Click Lookup above to check that you have
entered the ABN correctly.
 Information from the Australian Business Register

 ABN

 Entity name

 ABN status

 Entity type

 Goods & Services Tax (GST)

 DGR Endorsed

 ATO Charity Type More information

 ACNC Registration

 Tax Concessions

 Main business location

Organisation postal
address *

Address
 
 
Suburb   State   Postcode
         

Applicant contact name
*

Title   First Name   Last Name
         
We will contact this person for all communication about this
applicaiton

Position in the
organisation *  

Applicant email *  
We will use this email address for all communication about your
application
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2017-2018 Community Grants
Form Preview

 
 

Applicant contact
business hours phone
number *

 
write number like this (03) 0000 0000

Applicant contact mobile
number  

How many members are
in your organisation/
group *

 

How many of those
members are Bass Coast
residents *

 

In which Bass Coast
Shire Ward (electoral
district) is the work
of your group or
organisation located.
These are the new
ward boundaries which
operate from the
October 2016 Council
election. *

☐  Island Ward ☐  Bunurong Ward ☐  Group operates
across all Shire
Wards

☐  Westernport
Ward

   

For the new ward map go to http://www.basscoast.vic.gov.au/
getmedia/4fccbc49-8e06-4c95-8b57-0199731750b6/
BassCoastCPOMap2015.pdf.aspx

 
Project Details
* indicates a required field

Have you sought advice
from a Council officer
about your project *

◯  Yes
◯  No

If yes, please name the
person/s you sought
advice from

 

Brief project description  
Word count:
Must be no more than 25 words

Project name *  
What specifically would
you like the grant
funding to pay for *  

Word count:
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Form Preview

 
 

Must be no more than 25 words

Which community area
does the project aim to
target *

◯  Sports and Recreation
◯  Arts, Culture and Heritage
◯  Environmental
◯  Health and Wellbeing
◯  Children and Youth
◯  Disability
◯  Aged and Seniors
◯  All Community

What is the community
need for your project *  

Word count:
Must be between 5 and 100 words

How will the community
benefit from your
project *  

Word count:
Must be between 5 and 100 words

How will you know that
your project has been
successful *  

Word count:
Must be between 5 and 100 words

Which strategy in the
Council Plan 2013-2017
or other Council
strategic document
aligns best with your
application *

◯  Natural Environment - Facilitate appreciation of our
unique natural environmnet through sustainable public
access
◯  Natural Environment - Improve the health of the
landscape through increased biodiversity and indigenous
vegetation protection
◯  Natural Environment - Mitigate the forecast impacts
of climate change by integrating the predictions into our
decision making and planning for infrastructure, services
and utilities
◯  Natural Environment - Develop community partnerships
that promote environmental awareness
◯  Sustainable Development and Growth - Provide
infrastructure and facilities that are well managed,
environmentally sustainable and are suitable for the
community’s needs
◯  Healthy Communities - Enable our diverse communities
to be strong and healthy
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2017-2018 Community Grants
Form Preview

 
 

◯  Healthy Communities - Provide opportunities for
involvement in a range of lifestyle and learning activities
for groups and individuals
◯  Healthy Communities - Ensure the community has
access to a range of educational opportunities to
maximise their potential
◯  Healthy Communities - Foster wellness in a supportive,
inclusive, healthy and active community
◯  Healthy Communities - Improve the opportunity to enjoy
our recreational and open spaces
◯  Healthy Communities - Support and promote a dynamic
arts and cultural life in Bass Coast
◯  Effective Governance - Manage our financial resources,
assets and risks to deliver the best possible outcomes for
our community
◯  Economic Development - Promote Bass Coast as an all
year unique tourist and events destination
◯ Other:

 
For a copy of the Council Plan go to: http://
www.basscoast.vic.gov.au/councilplan. For a copy
of other Council strategic documents go to: http://
www.basscoast.vic.gov.au/plans

 
General Project Management - all categories
* indicates a required field

What is your planned
project start date *  

What is your planned
project end date *  

What are the key project
dates and activites
from start to end of the
project *  

Word count:
Must be between 5 and 100 words

Who will manage the
project *  

eg. the committee of management

Does your project
require ongoing costs
and how will these costs
be funded in the future *

 
Word count:
Must be between 5 and 100 words
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Form Preview

 
 

Which Community
Grant category are you
applying for *

☐  General Community Grant - Equipment or Other Projects
☐  Festivals, Celebrations and Events Grant
☐  Minor Works Capital Grant

 
General Community Grant - Other Project - Major Funding
* indicates a required field

General Community Grant - Other Project - Major Funding

Major project funding applicants are required to complete a project plan template found
on Council's Community Grants web page at http://www.basscoast.vic.gov.au/Grants and
attach it to the application in the 'additional supporting information' section. Equipment
purchase is excluded from Major Project funding.

Are you applying for
Major Project funding
from $5,001 to $10,000 *

◯  Yes, I am applying for major project funding
◯  No, I am not applying for major project funding

 
Festivals, Celebrations and Events Grant
* indicates a required field

Festivals, Celebrations and Events including Major Projects

Questions below relate to ensuring applicants are aware
of their responsibilites in event planning and event
management. An approved grant application may be
conditional upon supply of an event permit or other
approvals and permissions as required. Event funding is
paid after the successful completion of the event.
Major project funding applicants are required to complete
a project plan template found on Council's Community
Grants web page at http://www.basscoast.vic.gov.au/
Grants and attach it to the application in the 'additional
supporting information' section.

Are you applying for
Major Project funding
from $5,001 to $10,000 *

◯  Yes, I am applying for major project funding
◯  No, I am not applying for major project funding

What is the start date of
the event *  

What is the length of the
event *  
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What is the expected
event attendance *  

Who owns the land on
which the event will be
held *

 

Has the land owner
given permission *

◯  Yes
◯  No
◯ Other:

 
You will be required to provide evidence of permission before an
event permit is issued

What is the event
frequency *

◯  Event is being held for the first time and is only
expected to run once
◯  Event is being held for the first time and is planned to
be ongoing if successful
◯  Event was held successfully last year
◯ Other:

 

Have you made enquires
about what relevant
permits you will need for
this event *

☐  Yes, and I am able to attach written confirmation of this
to this application
☐  No
☐  Not Applicable

How will you manage
event safety, including
compliance with
all legislative and
occupational health and
safety requirements *

 
Word count:
Must be no more than 250 words. You will be required to provide
evidence before an event permit is issued

If the event is being run
by a contractor, please
provide their contact
details and explain what
they will do

 
If volunteers are
assisting in the running
of the event, how many
are expected to be
involved

 

Are public liability and
other Insurances in
place for the event *

◯  Yes
◯  No
◯ Other:
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Form Preview

 
 

 
Minor Capital Works Grant
* indicates a required field

Minor Capital Works

Minor Capital Works applicants must contact Council's
Asset Officer - Building and Open Space, to discuss the
project well in advance of applying.
Major project funding applicants are required to complete
a project plan template found on Council's Community
Grants web page at http://www.basscoast.vic.gov.au/
Grants and attach it to the application in the 'additional
supporting information' section.

Are you applying for
Major Project funding
from $5,001 to $10,000 *

◯  Yes, I am applying for major project funding
◯  No, I am not applying for major project funding

Project address * Address
 
 
Suburb   State   Postcode
         

Is your group/
organisation a Council
appointed Committee of
Management *

◯  Yes
◯  No
◯ Other:

 

Is there a report or
a strategic/master/
business plan that
identifies this project as
a priority *

☐  Yes
☐  Yes, and I can provide a copy of the document
☐  No
☐ Other:

 
Is the project in/on a
Council owned/managed
building or land *

◯  Yes
◯  No
◯ Other:

 

If no, provide the name
of the building or land
owner/manager

 

 
Page 9 of 16



 
 

2017-2018 Community Grants
Form Preview

 
 

Has the building or
land owner/manager
approved this project *

◯  Yes
◯  No
◯ Other:

 
You are required to provide written land/building owner/manager
approval for the grant project attached to your application

How would you best
describe your type of
capital works project *

◯  Fixed plant and equipment eg. professionaly installed
air conditioning, dishwasher, hot water unit
◯  A building or facility project
◯  Improvement to land eg. driveway/paths, fencing
◯  Fixed furniture fitout eg. fixed cabinetry, joinery, whole
kitchen, custom floor and window coverings
◯  Other structure eg. barbeque shelter, shed, bike rack

What type of asset
change is being made by
this project *

◯  Expanding an existing asset
◯  Renewing or replacing an existing asset
◯  Upgrading an existing asset
◯  Creating a new asset

Explain whether the
works will result in
increased or decreased
maintenance costs and/
or increase the life of
the asset *

 

Name the permits,
approvals and
permissions required
or likely to be required
for this project and their
status *

 
Are public liability and
other insurances in
place for the works *

◯  Yes
◯  No
◯ Other:

 
You are required to provide evidence later in this application

If relevant, name the
Australian Standards
this project needs to
meet

 
Are there people
that need to be kept
informed about this
project, if so, who are
they and how will they
be kept informed
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Form Preview

 
 

 
Project Budget
* indicates a required field

There are two budget tables to fill out, and a budget summary. You can add or delete rows
in the tables if required.
You will need to attach written quotations to verify amounts in your budget. Quotations are
attached in the next section: Attachments and Supporting Documentation. Items over the
value of $1,000 including GST if applicable, require two written quotations.
There is a grant funding ratio for projects in all grant categories This is a minimum of 30%
funded by the applicant and up to 70% funded by Council. An applicant's contribution may
be in cash, in-kind or a combination of both.
For more information see the Budget section of the Community Grant Guidelines, on
Council's Community Grants web page at http://www.basscoast.vic.gov.au/Grants

Budget IN-KIND - volunteer time or materials and services secured at
no cost for the project

Refer to the in-kind support information in the Community Grant Guidelines. In-kind amounts
must be directly related to the project and not general operation of the group. In-kind
service costs are calculated at professional services $45.00 per hour and non-professional
services at $25.00 per hour.

IN-KIND supplier Description eg. number of
goods or volunteers and
rate

Total

     
     
     
     
     

Budget INCOME and EXPENDITURE

INCOME - list funding sources to pay for your project. EXPENDITURE - list what are you
proposing to spend on the project. Do not include IN-KIND in this table

INCOME - item
description

Total (incl. GST if
applicable)

EXPENDITURE - item
description

Total (incl. GST if
applicable)

Community Grant
request amount

     

eg. your group's cash
amount

     

eg. other income      
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Budget Summary

How much are you
requesting in this grant
application *

$
Check the Community Grants Guidelines for maximum funding
limits and the funding ratio

What is the IN-KIND
total from the table

$

What is the INCOME
total from the table *

$

What is the
EXPENDITURE total from
the table *

$

 
Attachments and Supporting Documents
* indicates a required field

You are required to attach supporting documents to
your application.
Documents that support your budget include

•  Written quotations for purchase of equipment or
services from qualified professionals. NOTE: Website
quotations must clearly include a description of the
purchase, price, the vendor name and contact details.
An emailed price from a supplier does not qualify as a
quotation.

• The most recent official financial statement from your
organisation as evidence that your group has sufficient
funds to contribute financially to the project

• Written quotations or letters of support confirming 'in-
kind' or cash support from other groups or individuals
listed in your budget

Applications submitted without supporting
documentation may not be able to be assessed.
There are 9 opportunities to attachment documents
below.

•  Attachments 1 and 2 are required for all applications
• Attachments 3, 4 and 5 are required (if applicable)
• Attachments 6 to 8 are required for projects that
include building works or events carried out on land or
property

• Attachments 9 and 10 are optional

If your group needs assistance uploading
documents, please contact Councils Grants Officer on
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1300 BCOAST(226 278) or (03) 56712211. Ensure that you
contact Councils Grants Officer at least one week before
the grant round close date so that your attachments
can be scanned and submitted with your application.
Attachments to applications will not be accepted by email
without prior arrangement with Councils Grants Officer.

Attachments 1 and 2 are required for all
applications

1. Current bank
statement or financial
statement *

Attach a file:
 

2. Written quotations for
all items requested to
be funded by grant *

Attach a file:
 

Attachments 3, 4 and 5 (if applicable)

3. Written confirmation
of funding from other
sources

Attach a file:
 

4. Statement by Supplier
(if you do not have an
ABN)

Attach a file:
 

5. Completed Project
Plan template for major
project funding only

Attach a file:
 

Attachments 6, 7, and 8 are required for minor
capital works and festivals, celebrations and events
grants

6. Consent from the
building or land owner
to undertake an event
or minor works on their
property

Attach a file:
 

7. Public Liability
Insurance Certificate

Attach a file:
 

8. Permits – written
confirmation from

Attach a file:
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Council of the permits
you will require to
complete your project
eg. building or event
permit

 

Attachments 9 and 10 are for additional supporting
documents

9. Other – if you have
any other attachments
you wish to provide to
support your application
please add them here

Attach a file:
 

10. Other – if you have
any other attachments
you wish to provide to
support your application
please add them here

Attach a file:
 

Is there anything else
you would like to say
in support of your
application

 
Word count:
no more than 100 words

 
Applicant's Declaration
* indicates a required field

Declaration

I certify that to the best of my knowledge the statements made in this application are true.
I am authorised by my group/organisation to be the applicant for this grant and complete
this form and I agree that:

•  The statements made in this application are true
• All necessary permits/approvals will be obtained prior to the beginning of the project
• The project will be covered by appropriate insurance
• All relevant health and safety standards will be met
• Council does not accept any liability or responsibility for the project

If successful, I as the authorised applicant will ensure that my group/organisation will abide
by the following General Conditions:

•  The group will enter into a funding agreement with Council for the grant amount
awarded

• Grant funds can only be spent on the project approved by Council. If grant funds are
spent on any other project or activity then Council must be reimbursed an equivalent
amount. Similarly, any unspent funds must be reimbursed to the Council
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• The grant funds are for a specific period and cannot be construed as being a
commitment by Council for recurrent funding

• Any proposed major variations of project plans, milestones, budgets or timelines
as outlined in your application form need to be discussed with the Grants Officer in
advance. If your variation is agreed to, a variation request in writing must be sent to the
Grants Officer before any changes to the project can be funded

• An acquittal report must be submitted to Council within one month of project
completion. This report will include photos, copies of media and reciepts for purchase of
goods and services, as evidence of funds having been dispersed as agreed

Limitations on available funding
I understand that the Community Grants Program is limited by the amount of funds
available and applications will be viewed within the context of Council’s overall budget. I am
aware that applicants are not guaranteed funding nor can any applicant be guaranteed full
funding
Council acknowledgement terms
I understand that successful funding recipients are required to acknowledge and/ or
promote the financial contribution made by Council to their project.

Privacy Statement

Bass Coast Shire Council is committed to protecting your privacy and ensuring that all
information provided in and arising from this Grant Application be kept confidential. Bass
Coast Shire Council may need to collect, use and disclose information about the person,
the organisation, the project or other relevant people stipulated in this Grant Application.
By ticking the box below, your consent is given to Bass Coast Shire Council to disclose the
information contained in and arising from this Grant Application to a third party so that the
third party is able to assist Bass Coast Shire Council in assessing the Grant application.
I understand that if the application is successful, the project summary, name of the applying
organisation and amount funded will be made public.

I have read the above
and confirm my
acceptance *

◯  Yes

Applicant contact details
may be given to local
newspaper jouralists
for grant promotion
purposes

◯  Yes
◯  No

Submitted By

Person completing
application *

First Name   Last Name
     

Position in organisation
*  
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Date *  

Feedback

Thank you. Your application is now complete! Shortly after
you hit the submit button you will receive an email with
your application number and a copy of your application
attached. Please check the copy of the application
carefully and advise us immediately if there are any
errors.
We would appreciate you taking a couple of extra minutes
to provide us with any feedback you may have about
this online application system, or the Community Grants
Program. Suggestions will be considered for improving
Council's Community Grants Program.

How did you find our
online application
system *

◯  Very Easy
◯  Easy
◯  Neither Easy nor Hard
◯  Difficult
◯  Very Difficult

How did you find out
about Community Grants
*

◯  Council's website
◯  Someone in my organisation
◯  Local newspaper
◯  Word of mouth
◯ Other:

 

Please provide any
other feedback you may
have about the online
application system or
the Community Grants
Program
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Preamble 
Bass Coast Shire Council provides funding for community events through its Community 
Grants Program.  Grants for events are available on an ongoing basis. 

Community Grants are awarded through an application process which is assessed by a 
panel of Council Officers.  This panel makes recommendations to Council who ultimately 
decide the outcome of the application. 

Applications for community grants are assessed twice annually. 

Aim 
The objective of the recurring grants program is to simplify the process for events which 
are held annually by eliminating the need for community groups to apply for a grant each 
year.  This also eliminates a significant amount of work for the panel and Council. 

Eligibility 
Once a community event that has received a community grant has been successfully 
completed and acquitted, it must reapply for a grant for the following year.  If the 
community group completes that process for two consecutive years it will then be 
considered for recurring grant funding. 

After the event has successfully taken place and received consecutive years of grant 
funding, the grant assessment panel will review the event against the criteria and make an 
assessment as to whether it should be added to the recurring grants program. 

Assessment 
If the panel is not convinced at that point of the events sustainability or eligibility that 
group will be required to reapply for a grant. 

If the panel is satisfied that the event has satisfied the criteria and should be included in 
the recurring grants program the group will be advised by letter.  They will also be sent 
all the accompanying acceptance and acquittal documents to ensure that the event still 
complies with all the existing acquittal requirements.  

Payment 
The completed letter of acceptance for the grant acts as the tax invoice for payment. 
Payment of the grant will take place upon receipt of the letter of acceptance and after the 
event has been successfully completed.  

Community Event  
Recurring Grant Funding Guidelines 

AT-3.  Bass Coast Shire Council Community Event Recurring Grant Funding Guidelines



Stakeholder requirements for Events- these are guidelines only every event will be assessed on its merits. 
Local Law No.1 states that an informal social gathering of thirty persons or less on any Council Land or a Foreshore Reserve does not require a permit. For events over thirty persons you will need a permit from Council.

Event Events 

Dept 

Planning Building 

Services 

Community 

 Safety 

Environmental 

Health 

Infrastructure 

/Property 

Management 

Environment Recreation & 

Culture 

other Agency’s 

Public Land  

30 to 200 patrons 

Permission for 

use land/venue. 

Proof of $10m 

Public Liability 

insurance.  

JSA or SWMS 

Require consent if: 

Marquees >100m2. 

Stages/platforms>150m2 

Elevated prefab structure 

>100m2. 

Seating stands>20 people. 

Informed about 

gathering. 

Must operate 

within Local 

Law conditions. 

Food and beverage 

trading/compliance with 

Food Act. 

Must operate under 

EPA noise regulations 

Compliance with Public 

Health & Wellbeing Act. 

Require consent if: 

Access disruption on 

road greater than 

250vehicles per day. 

Road Activity Permit. 

No foreshore use 

permit required. 

Must operate 

within Local Law 

conditions. 

Casual booking 

form/confirmation 

letter. 

Require consent if: 

VicRoads 60 day notice. 

Liquor licensing:  

28 day notice. 

CFA total fire ban 

permit- fireworks & 

BBQ/Commercial 

catering. 

Time line (minimum) 4 weeks 4 weeks 4 weeks 4 weeks 4 weeks 4 weeks 4 weeks 

Public land  

30 to 5000 patrons 

Event permit Planning permit 

requirements depend on 

zoning /overlay, what 

activities will occur on the 

land and whether any 

buildings/works are 

proposed.   

Require consent if: 

Marquees >100m2. 

Stages/platforms>150m2 

Elevated prefab structure 

>100m2. 

Seating stands>20 people. 

Informed about 

event. 

Must operate 

within Local 

Law conditions. 

Food and beverage 

trading/compliance with 

Food Act. 

Must operate under 

EPA noise regulations 

Compliance with Public 

Health & Wellbeing Act. 

Require consent if: 

Access disruption on 

road greater than 

250vehicles per day. 

Road Activity Permit. 

Application form. 

Proof of $10m 

Public Liability 

insurance. 

Risk/emergency 

mgmt. plan. 

Casual booking 

form/confirmation 

letter. 

Proof of $10m Public 

Liability insurance.  

Require consent if: 

VicRoads 60 day notice. 

Liquor licensing:  

28 day notice. 

CFA total fire ban 

permit- fireworks & 

BBQ/Commercial 

catering. 

Time line (minimum) 4 weeks New event: 6 month pre 

application meeting. 

Existing event: 3 months. 

4 weeks 4 weeks 4 weeks 4 weeks 4 weeks 4 weeks 

5000 plus patrons 3 months As above As above & P.O.P.E 

3months 

3 months 3 months 3 months 3 months 3 months 

Private land 

i.e.GP, V8s, 

Superbikes, Music 

Festivals, Phillip Island 

GP circuit events. 

Planning permit 

requirements depend on 

zoning /overlay, what 

activities will occur on the 

land and whether any 

buildings/works are 

proposed.   

P.O.P.E 

Require consent if: 

Marquees >100m2. 

Stages/platforms>150m2 

Elevated prefab structure 

>100m2. 

Seating stands>20 people. 

Informed about 

event. 

Must operate 

within Local 

Law conditions 

Food and beverage 

trading/compliance with 

Food Act. 

Must operate under 

EPA noise regulations. 

Wastewater plan. 

Compliance with Public 

Health & Wellbeing Act. 

Require consent if: 

Access disruption on 

road greater than 

250vehicles per day. 

Road Activity Permit 

Traffic Management Plan. 

Require consent if: 

VicRoads 60 day notice. 

Liquor licensing:  

28 day notice. 

CFA total fire ban 

permit- fireworks & 

BBQ/Commercial 

catering. 

Time line: 

 up to 10,000 patrons 
Existing event: 3 months  

New event: 6 to 12 months 

Medium Risk: 3 months Medium Risk: 

 3 months 

Medium Risk: 3 months Medium Risk: 3 months Medium Risk: 

 3 months 

Medium Risk: 

 3 months 

10,000 plus patrons Existing event: 3 months  

New event: 6 to 12 months 

High Risk: 6 to 12 months High Risk 6 to 

12 months 

High Risk 6 to 12 

months 

High Risk 6 to 12 months High Risk 6 to 12 

months 

High Risk 6 to 12 

months 

Crown Land 

i.e. Churchill Island 

events, school fetes. 

Planning permit 

requirements depend on 

zoning /overlay, what 

activities will occur on the 

land and whether any 

buildings/works are 

proposed.   

P.O.P.E  

Require consent if: 

Marquees >100m2. 

Stages/platforms>150m2 

Elevated prefab structure 

>100m2. 

Seating stands>20 people. 

Informed about 

event. 

Must operate 

within Local 

Law conditions. 

Food and beverage 

trading/compliance with 

Food Act. 

Must operate under 

EPA noise regulations. 

Wastewater Plan. 

Compliance with Public 

Health & Wellbeing Act. 

Require consent if: 

Access disruption on 

road greater than 

250vehicles per day. 

Road Activity Permit. 

Traffic Management Plan. 

Require consent if: 

VicRoads 60 day notice. 

Liquor licensing:  

28 day notice. 

CFA total fire ban 

permit- fireworks & 

BBQ/Commercial 

catering. 

Time line (minimum) New event: 6 month pre 

application meeting. 

Existing event: 3 months. 

3 months 3 months 3 months 3 months 

AT-4.  Bass Coast Shire Council Event Stakeholder Permit Guidelines



 

 

Planning:  Formal objections and VCAT appearances may result in time frames being extended beyond 6 months.  

Local Law 

(1) A Person must not, without a Permit, hold or organise any Event on any Council Land or Foreshore Reserve within the Municipal District. Penalty: 20 Penalty Units 

(2) A Person must not, without a Permit, hold or organise any Event on any land other than Council Land if that Event may reasonably be expected to have a material impact on the neighbouring community or a materially 

increased risk to public safety or to Council assets. Penalty: 20 Penalty Units 

(3) The following exemptions apply in respect of this Clause: 

(a) an informal social gathering of thirty persons or less on any Council Land or a Foreshore Reserve is exempt from the requirement of a Permit under Sub-clause (1), (although certain activities may require a 

Permit under Clause 80 – Use of Municipal Reserves); 

(b) an Authorised Officer or a Delegated Officer may assess an application and may decide that, based on the circumstances of the matter, a Permit under Sub-clause (1) or Sub-clause (2) is not required; and 

(c) an event that is subject to a planning permit is exempt from the requirement of a Permit under Sub-clause (1) or Sub-clause (2) 
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