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Bass Coast Shire acknowledges Aboriginal 
and/or Torres Strait Islanders as the First 
Australians and recognises that they have 
a unique relationship with the land and 
water. We want to recognise that we are 
situated on the traditional lands of the 
Bunurong, members of the Kulin Nation 
who have lived here for thousands of 
years. 

We offer our respect to their Elders past, 
present and emerging and through them, 
all Aboriginal and Torres Strait Islander 
people.



Thank you for your interest in holding an 
event in the Bass Coast Shire. 

This Guide aims to give Event Organisers 
the information required to navigate the 
planning, delivery and evaluation of a 
successful event in our region. 
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Few areas in Australia have the combined scenic 
beauty, natural interest and heritage of Bass Coast. 
Our permanent residents and the many visitors 
to our region every year, enjoy a wide range of 
events that take place in both our coastal and 
rural locations.

Throughout the year our events calendar is made 
up of significant major events, together with a 
variety of community and commercial events, 
which provide a wide range of social, economic 
and cultural benefits to our local community.
Council recognises that events play a significant 
role in the liveability, lifestyle, and image of the 
Bass Coast region. They provide benefits to our 
economy, add to residents’ lifestyle opportunities 
and enhance the experience of visitors.

Council is committed to helping event organisers 
to deliver a diverse portfolio of sporting, cultural 
and leisure events of all shapes and size by 
assisting with planning and implementation to 
achieve successful, safe and accessible events and 
to facilitate a sustainable events industry for the 
greater benefit of our community.

Recognising that it’s an exciting process to 
organise and deliver events, this Guide has been 
developed to assist event organisers to achieve 
their goals, meet legislative requirements and at 
the same time, protect the surrounding area and 
ensure public safety.

Council encourages and welcomes local events 
held in our Shire and we look forward to working 
with you. We encourage event organisers to 
consider the many benefits of using our indoor 
and outdoor spaces throughout the region and 
to plan their events using long-term sustainability 
practises.

The information contained in this Guide aims to 
encourage continual good practice, increase local 
knowledge and give you a clear understanding 
of event expectations. It also aims to provide 
helpful information for planning and applying to 
run events on Council managed parks, beaches, 
sportsgrounds, roads, footpaths and public spaces, 
as well as Council rules and regulations around 
events using private and commercial spaces. 

The kinds of events this document is expecting to 
cover include but are not limited to:
 
• Street parties
• Parades
• Outdoor events
• Local fetes & markets
• Car shows
• Indoor and outdoor sporting events
• Music events
• Hobby displays, and 
• Conferences

We have also provided an Event Toolkit which will 
help you in your planning by giving you the necessary 
information you may require to safely, compliantly 
and legally present your event, whatever type and 
size. This Toolkit will be referenced throughout 
this Guide.

In addition, some sections will have links to external 
websites which provide you with additional 
information from industry sources, to further 
assist you in the event management process. 
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Region Overview
Bass Coast Shire is located in south west Gippsland, 
under two hours drive from Melbourne. It is 
approximately 135km south-east of Melbourne 
and is bounded by Western Port in the north 
and west, Cardinia Shire in the north-east, South 
Gippsland Shire in the east and Bass Strait to the 
south. 

Its major industries are:

• Tourism
• Construction
• Agriculture, and 
• Manufacturing

Tourism generates $339 million in direct visitor 
expenditure and supports 3,100 direct and indirect 
full time equivalent jobs.

Bass Coast Shire is one of  Victoria’s most popular 
tourist destinations with over 180 kilometres of 
spectacular coastline, beautiful wilderness areas, 
scenic hinterland and a laidback lifestyle.

It offers one of Australia’s most diverse and unique 
experiences with isolated beaches, lush farmlands, 
nature parks, historical landmarks and much more.

Source: Invest Gippsland – 2019

* Not taking COVID-19 consequences into consideration, 
population in 2036 could be much higher as people move away 
from the cities into regional areas and work from home.
forecast.id

KilkundaSan Remo

Cowes

Cape
Patterson

Grantville

WONTHAGGI
Inverloch

http://forecast.id
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Council’s events policy states that an event is defined as:  

“An organised gathering of people on public or private land which impacts upon Bass Coast Shire Council 
infrastructure, assets or the general public.  This includes community and commercial events, as well as corporate 
events run by Bass Coast Shire Council.”

We are committed to ensuring that events are run safely and all compliance requirements are met, whilst 
minimising negative impacts upon the community and the environment.

Our Events Policy objectives are: 

1. Promote and encourage events in Bass Coast which enhance resident, visitor and participant experience
2. Set principles for determining Council support  
3. Minimise risks and ensure regulatory compliance 
4. Provide a framework for approval, evaluation and communication

Council supports a diverse and sustainable program of events spread throughout the year and across the 
Shire.  

Events Policy and Objectives



Sustainability
A sustainable event occurs when the 3 pillars of 
social, economic and environmental sustainability 
intersect.

Sustainability in event management incorporates 
responsible decision making in all aspects of 
the event management process. This includes 
the planning, organisation and implementation 
aspects of, as well as the participation in, your 
event. It represents the total package of plans and 
processes for any event and needs to be done in 
an integrated manner.

Event sustainability should start at the inception 
of the project, and should involve all the key 
stakeholders and role players, such as clients, 
organisers, venues, staff, sub-contractors and 
suppliers, so that everyone is invested in and 
working towards the same goals, right from the 
beginning of the project.

A sustainable event can minimise its environmental 
impact, make a positive contribution to the local 
community and economy,  have a happy and healthy 
workforce, at the same time as, encouraging robust 
finances.

the amount of waste generated by following the waste 
hierarchy: 'avoid / reduce / reuse / recycle' before, during 
and after your event.

• plastic straw
• balloon
• single-use water bottle
• plastic bags
• disposable coffee cups

multiple waste streams and have clear signage showing 
what can be recycled in each stream.

free drinking water and encourage the use of reusable 
water bottles.

If you would like more information on hosting a 
Sustainable Event in Bass Coast or some handy tips, 
please speak to one of our Events Team.

the use of active and public transport to your event.

A sustainable approach to event management should: 

• Provide an accessible and inclusive setting for all 
• Have minimal negative impacts on the environment 
• Provide a safe and secure atmosphere
• Encourage healthy living 
• Promote responsible and ideally local, sourcing and 

procurement
• Deliver excellent customer experience 
• Encourage more sustainable behaviour 
• Minimise or remove any environmental footprint
• Leave a legacy: environmental, social or financial or ideally, 

all three

Avoid products with excess 
packaging

Reduce how much waste you 
produce

Reuse and recycle all you can

Dispose of what is left

11
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EVENT MANAGEMENT:  PLANNING YOUR EVENT

Council has an Events Team who can assist you 
with Council’s requirements for operating your 
event.  For any event you might have in mind that 
requires Council’s involvement, we would really 
like to hear from you as soon as possible.  

Once you have discussed your proposed event 
with our Events team and you have decided to 
move forward with your planning, submit an 
Event Application Form by the date specified in 
the event permit table found in the ‘which permit 
do you require’ section.

For major events or events that require a Planning 
Permit, it is recommended that forms be submitted 
between 6-12 months prior to the event.   

This enables our Events Team to confirm the 
permit process with you and direct you to any 
other relevant departments within Council, who 
may be involved.

Some other useful event planning guidelines 
include the Victorian Guidelines for Planning Safe 
Public Events and Business Victoria Events and 
Festivals Planning

13

http://www.coronavirus.vic.gov.au/business-and-work
http://www.coronavirus.vic.gov.au/business-and-work
https://business.vic.gov.au/business-information/event-planner
https://business.vic.gov.au/business-information/event-planner
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OUR ROLE
Council is committed to developing and supporting 
events across the region and we aim to provide 
a range of information and support services to 
event organisers. 

The venues, audiences, funding arrangements, 
organisational structures and planning methods 
can all be quite different from event to event, 
the basic principles of Event Management remain 
constant.

Our Events Team will:

• Be the key point of contact for events on 
Council owned or managed land and advise 
of any permits are required.

• Provide assistance throughout the event 
application process.

• Provide recommendations and guidance to 
planning your event.

• Balance event impact on residential/
commercial amenity.

Also, if you would like to request the attendance 
at your event of either our CEO, Mayor or any 
of our Councillors, please indicate this as soon as 
possible by forwarding a formal invitation via our 
Events Team.

YOUR ROLE
As the event organiser you are responsible 
for the overall management of your event, and 
will be the key contact for the Council.  The 
role and responsibilities of an event organiser 
include planning, compliance, logistical operations, 
event delivery, troubleshooting and public and 
media liaison. As event organiser you should 
be contactable throughout the event planning, 
delivery and evaluation stages.  Successful events 
have a clearly stated aim as well as an overall 
purpose and therefore each event will have its 
own set of objectives. These should be detailed 
in a way that allows you to assess the success of 
your event in a debrief after completion.

If you are planning on hosting an event in the 
Bass Coast, it is essential that you have current 
Public Liability Insurance Policy. It is also your 
responsibility to ensure that the event complies 
with all current rules and regulations, not only 
those required by Council but also by other 
agencies, such as:

• Victoria Police
• Ambulance Victoria
• Country Fire Authority (CFA)

As an event organiser, you are responsible for:

• Completing the application form for your 
event in the timeframe specified below.

• Including a copy of your Public Liability 
Certificate of Currency with your application.

• Completing and submitting event planning 
documentation as required. 

• Submitting and completing safety 
documentation as required.

• Obtaining all approvals, permits and licenses 
from relevant organisations.

• Taking part in an event debrief and 
completing our Post Event Evaluation Form.

If you need any guidance with 
how to proceed you can find 
contact information for these 
services in our Events Toolkit.

https://www.basscoast.vic.gov.au/explore/planning-an-event
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Why do you need a Permit?

To hold an event on land controlled by Council 
(parks, foreshores, roads, etc) permits are 
required. This ensures your activity is conducted 
in accordance with Council’s Local Law and the 
Crown Land (Reserves) Act 1978. It also ensures 
that any disruption to the local community is 
minimal and anyone who may be impacted can be 
appropriately notified. Depending on the event or 
its location, you may also need other permits from 
Council, such as:

• An Occupancy Permit for a Place of Public 
Entertainment (POPE)

• A Planning Permit
• A Foreshore Use Permit, or 
• An Open Space and Recreation Reserves 

Permit

If you are planning on staging an event on private 
land, you should also contact our Events team to 
discuss your proposal as permits may be required 
from Council and other authorities.

The best way to find out whether you need a Planning 
Permit is to discuss your event with our Events Team. 

AN EVENT PERMIT WILL BE REQUIRED IF:
• You plan to erect significant infrastructure for 

your event (eg. a marquee) 

• There will be 30 or more attendees at your 
event 

• Your event is on land controlled by Council

• You will be charging a fee to attendees

Event Type Event Parameters Application Notice
Low risk Simple event with no road closures at a single venue, minimal infrastructure. 

For example; family gatherings, car displays or charity events.
Four weeks

Medium risk Level 1 Attendance 1 to 5,000 people
Minor road closures, medium infrastructure requirements, food and beverage trading. 
For example; fun runs, community festival, Carols by Candlelight, school fete, local 
markets, surfing events.

Four weeks

Medium risk Level 2 Attendance 5,000 to 10,000 people
Minor road closures and public transport disruptions or large infrastructu re 
requirements, food and beverage trading. 
For example; music festival, fireworks, sporting events

Three months

High risk Attendance of over10,000 people
Complex road closures, multiple event sites, large infrastructure builds.
For example; motor sports events, music events, sports/cycling events & parades etc.

Six to twelve 
months

Planning permit 
required

If a planning permit is required for a new event, a pre-application meeting needs to 
occur between six and twelve months out.  If the event is already established, plans 
need to be lodged three months prior.  Formal objections and VCAT appearances may 
result in time frames being extended beyond six months.

Which Permit do you Require?

Events are assessed on a case by case basis and fall 
into the categories:
• Low risk
• Medium risk level 1
• Medium risk level 2
• High risk & Planning permit required 

Depending on the size and complexity of your 
event, adequate notice is required in order to 
process your application and to assist in delivering 
a safe and successful event.  For events that fall 
under the medium to high risk category (see table 
below), the organisers will be required to present 
their event plan to the Event Advisory Committee 
at least six months prior to the event.

For a road closure that impacts on businesses 
or households, the event organiser must seek to 
obtain 75 per cent of written approval from those 
impacted as determined by our Events Team. 
Council has a template for the use of this purpose.  
If a Planning Permit is required for a new event a 
pre-application meeting needs to occur between 
6 - 12 months out.

For permit requirement from Council and other 
agencies refer to the stakeholder requirements 
for events spreadsheet.  These are guidelines only: 
every event will be assessed on its merits.

Please see our Event Permit Guidelines in our 
Events Toolkit.  

Council reserves the right to decline an application 
if insufficient notice or information is provided.    
Depending on the size and complexity of the 
event, adequate notice is required in order to 
process the application and to assist in delivering 
a safe and successful event.
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COVID-19

The global COVID-19 pandemic has had a 
significant impact on the Events industry. 

To see the latest restrictions regarding holding an 
event in Regional Victoria, please see the Victorian 
Government website www.coronavirus.vic.gov.au

You need to register your event on the 
Department of Jobs, Precincts and Regions (DJPP) 
website and receive your approval notification, 
prior to an Event Permit being issued. Council also 
has information to help Event Organisers to run 
COVID-safe events in our region. 

The Approval Process
Event Application

Should you require a permit to stage your event, 
your application will be assessed against set 
criteria and categorised by our Events Team. The 
assessment process will take into account some 
of the following considerations:

• Date of event (off peak May-October) 
• Event duration – encourages accommodation 

or overnight stays
• Is the event complimentary to Council brand
• Opportunity to utilise local business and 

consider the wider community linkages

Event organisers need to present their event 
to the Event Advisory Committee for approval 
before the event permit process can proceed.  
Your permit requirements will depend on the 
needs of the site and the size and scale of your 
particular event.

The Event Permit goes through the following:

1. Register your event and receive written 
approval from the Victorian Government 
public events framework www.coronavirus.
vic.gov.au/public-events

2. Submit your application form with supporting 
documentation. 

3. You will receive an acknowledgment letter 
advising that the application has been 
received. 

4. The event is then discussed by our Events 
Team with internal and external stakeholders. 

5. Council Officers may request to meet with 
you to discuss requirements and confirm the 
permit process. 

6. You may be required to provide additional 
documentation. 

7. Once all permits/approvals have been 
obtained, you will be sent your Event Permit. 

All applications will be individually assessed to 
determine requirements.

Submission of an application form does not 
constitute approval for your event. Please do not 
assume your event will be approved until you 
receive confirmation.

Your Event Permit

Once you have met all relevant assessment criteria 
and our Events Team has deemed your application 
successful, you will receive an Event Permit. 

The Event Permit will confirm the terms and 
conditions of your event which have been 
discussed with you during the application process. 

The Event Permit is your final confirmation that all 
steps required have been completed in preparation 
for your event. Once you have received your 
Event Permit you will need to have a copy of the 
permit on site with you at all times and available 
for presentation upon request during your event.

Place of Public Entertainment 
(POPE) and Siting Approvals

If you are organising a public entertainment event, 
you may need to obtain a POPE Occupancy Permit 
and/or siting approval.

Place of Public Entertainment (POPE)

Under the Building Act 1993 a prescribed place and/
or building used as a place of public entertainment 
which is greater than 500m² in area, requires an 
Occupancy Permit for a POPE.

http://www.coronavirus.vic.gov.au
https://www.coronavirus.vic.gov.au/public-events
https://www.coronavirus.vic.gov.au/public-events
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Local Outdoor Venues

There are a number of parks, gardens, promenades 
and reserves which are available to book for events. 
Availability varies depending on the type of event 
or activity and the sustainability considerations of 
each location. 

For more information about any existing or 
proposed venues in our region, please contact our 
Events Team

Hire of Council Facilities

Council has a range of event facilities including, 
parks, sporting facilities, performing arts centres 
and halls.  For venue and booking information 
please go to our venues and facilities page.

Music, Video and Recording 
Licences

If you are playing or performing music and/
or music videos at your event, you may require 
a licence from the Australasian Performing 
Right Association and Australasian Mechanical 
Copyright Owners Society (APRA/AMCOS).  If 
‘protected’ sound or video recordings are played 
within your event, it is a legal requirement that a 
public performance license must be obtained in 
order to avoid copyright infringement.

For details refer to www.apraamcos.com.au

Filming and Photography

Bass Coast is a film-friendly location, however 
most filming and photography activities require 
a permit. Council recognises the benefits filming 
brings to the area and encourages people to 
bring their film and photography projects here.  
Filming and photography activities do require a 
Filming Permit. If you plan on undertaking filming 
and photography projects in Bass Coast, please 
complete a Filming Permit Application form in 
the Event Toolkit. Please read the Filming and Still 
Photography Guidelines in the Events Toolkit 
prior to submitting your Application Form. Fees 
may be applicable for the issue of a Filming Permit.

If you’re planning on using a drone you will need a 
Filming Permit. Please check out the Civil Aviation 
Authority requirements and contact our Events 
Team to discuss your plans.  If you require to film 
on a road, please go to the following website for 
information:
www.vicroads.vic.gov.au/traffic-and-road-use/
events-and-filming-on-our-roads

An application for a POPE will need to submitted 
with supporting documents such as but not limited 
to:
• Detailed site plan
• Risk management plan
• Event management plan
• Emergency management plan
• Traffic management
• Copy of public liability insurance, and 
• Details of any temporary structures.

*Community Based Organisation Exemption

If the place is used for the purposes of conducting 
an event or activity which is organised and 
controlled by a community-based organisation; 
and the number of persons in the place at any one 
time during the event or activity does not exceed 
5,000 the event is not considered a prescribed 
class of place. 

Siting Approvals

The siting of a temporary structure is required 
to be obtained prior to erection of any of the 
following structures:

• Tents, marquees or booths with a floor area 
greater than 100m2

• Stages or platforms (including sky borders 
and stage wings) exceeding 150m2 in floor 
area

• Seating stands for more than 20 persons
• Prefabricated buildings exceeding 100m2 

other than ones placed directly on the 
ground surface.

Approvals for design are required where there are 
temporary structures and prescribed temporary 
structures, so please allow minimum 3 months 
for a POPE application. Additionally, inspections 
will need to occur before the event. It is highly 
recommended that a pre-application meeting be 
scheduled with the Building Team to discuss the 
proposed event and application requirements.

https://www.basscoast.vic.gov.au/explore/venues-facilities
https://www.apraamcos.com.au/
https://www.casa.gov.au/
https://www.casa.gov.au/
http://www.vicroads.vic.gov.au/traffic-and-road-use/events-and-filming-on-our-roads
http://www.vicroads.vic.gov.au/traffic-and-road-use/events-and-filming-on-our-roads
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Event Management Plan

An Event Management Plan (EMP) is an essential 
planning and management tool for the safe and 
successful delivery of your event. 

By completing an Event Management Plan (EMP) 
event organisers carry out their legal duties in 
the management of events with regard to the 
health and safety of all participants. Your event 
management plan will identify and ensure that 
procedures are in place to manage foreseeable 
risks associated with the staging of your event.

As the event organiser you are responsible for 
compiling the event plan and submitting a draft 
at the beginning of the application process.  The 
size, scope and complexity of your event will 
determine what elements to include in the 
event plan. This section of the guide outlines all 
compulsory requirements, as well as other areas 
you may need to address. Please note that this is 
not an exhaustive list and you may be required to 
provide additional information.

Please go to our Events Toolkit to find an example 
Event Management Plan template. 

Event Running Schedule

A detailed running sheet sets the timing and 
sequence of your event so that you, our Events 
team and other key stakeholders know what is 
happening where and when. 

A good running sheet includes a timeline of the 
event production schedule including bump-in/
bump-out, highlights event timings and includes 
locations and program details.

Site Plan

A site plan is a map of the event and is essential 
for event planning and management. All key 
stakeholders can use it as part of the planning 
process, with their consultation and input providing 
details for its final layout.

You must provide our Events Team with your 
proposed site plan during pre-event planning. 

Your site plan should be clear, drawn to scale, with 
the scale and a legend noted on the plan. Use a 
simple grid format and include surrounding streets 
and landmarks for reference.  

• All entrances and exits
• The event and emergency coordination centres
• Vendor locations
• First aid posts
• Toilets
• Rubbish bins
• Drinking water
• Equipment
• Activities
• Permanent and temporary infrastructure
• Crowd control infrastructure
• Generators
• Parking
• Pedestrian and vehicle access routes
• Seating
• Emergency access/egress
• Food outlets
• Merchandise stalls
• Security 
• Licensed areas

should be numbered and/or indicated by a symbol 
on the plan.

Correct site selection is a critical success factor 
for an event. 

The site you select should match your expectations 
of size, location and available facilities. Crowd and 
infrastructure capacities vary depending on the 
chosen site with only some being easily accessible 
and in close proximity to transport. 

The submitted site plan may need to consider turf 
protection measures and other nearby venues/
events that may have an impact on your event.

You will find an example of a site plan in our 
Events Toolkit.

EVENT PRODUCTION AND OPERATIONS



20

Access

Public safety is a key priority for any event and it 
is vital that your site plan includes safe entrance 
and exit of event visitors, suppliers, emergency 
services and others involved in your event.

Entrances and exits must be well designed to 
cater for the number of patrons and various 
situations that can arise throughout the life of an 
event. All entrances and exits should be clearly 
marked and unsure that queuing crowds do not 
block entrances, exits or pedestrian flow. Vehicle 
and pedestrian access should be separated where 
possible.

Ensure entrances can be accessed by people with 
a disability and provide marshalling and directing 
of crowds where required.

If your event is on public land and there are gates, 
bollards or power supply that you may need 
access to, please inform our Events Team and 
include notes on the site plan to ensure access 
can be granted.

Event Organiser / Operations 
Information Centre

Regardless of the size of your event, it is likely 
that you will need to have an onsite Operations 
Centre set aside as an area where your staff and 
volunteers can meet for event briefings, information 
dissemination and post event debriefs, as well 
as a control point for running the operations of 
your event. This Operations Centre needs to be 
detailed on your site map.

An event contact list is necessary and should 
outline all of the key contacts for your event, 
including but not limited to staff, volunteers, 
contractors, stakeholders and public authorities 
(if applicable). It is also essential to add in any 
emergency services contact details, including but 
not limited to 000. 

Contractors

Depending on the size and type of event you are 
organising, you may be using contractors to supply 
services or materials to your event site or venue.  
This might include things such as: 

• Toilet hire companies
• Electricians
• Marquees and furniture
• Amusement vendors
• Audio
• Lighting or video equipment and
• Caterers, to name a few.

Before paying any deposits or signing a contract 
with any contractor,  you should ask your 
contractor for a copy of their Public Liability 
Insurance Policy and where appropriate, a copy of 
their Safe Work Method Statement (SWMS). 

You are required a copy of all relevant contractor 
insurance policies and SWMS with your Event 
Management Plan.

Temporary Structures

Some events require a range of temporary 
infrastructure, which may include stalls, marquees, 
fencing, lighting, power, water, toilets and other 
physical arrangements to ensure that you provide 
easy access and facilities for all people.  All 
temporary infrastructure should be included in 
site plans and a risk assessment undertaken on 
each structure.  Additional siting permits may be 
required for “prescribed temporary structures”, 
see previous information in POPE section.

When using public open space, marquees are to 
be weighted according to the size and location 
and not pegged unless approval has been obtained 
from the Shire.  All infrastructure must have 
detailed documentation showing it meets the 
relevant Australian standards and be used for its 
designated purpose.
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Road Closures and Traffic 
Management

Most events conducted on roads require a 
permit from the coordinating road authority. 
Regional Roads Victoria (RRV formally VicRoads) 
is responsible for all major roads and freeways 
(except tollways), while Council is responsible for 
local roads.  

A Traffic Management Plan (TMP) details the impact 
of the event on traffic, public transport, parking 
and access, while outlining the arrangements in 
place to manage it.  

The TMP is the map or diagram of the traffic flow 
and control measures in place.

NOTICE PERIODS

A) Regional Roads Victoria - Gippsland Region 

60 days’ notice for the closure of RRV controlled 
roads or major traffic control requirements. 
Contact Regional Roads Victoria on vicroads.
ermoa@roads.vic.gov.au.  Road closure on a RRV 
road will require a MOA application to be filled 
out with the following documents: 

• Traffic Management Plan (TMP), 
• Risk Assessment Plan, 
• Public Liability Insurance, and 
• Event Management Plan.  
 
If you have an event that requires activity to be 
conducted on a road which will significantly 
interfere with the normal use of a road by road 
users, then you will require a Non-road Activity 
Permit.  This includes the use of a road for the 
shooting of a film, a bicycle event, a street festival 
or a street market.  For more information please 
visit: www.vicroads.vic.gov.au/traffic-and-road-
use/events-and-filming-on-our-roads

B) Council Roads

Road closure on Council roads will require a MOA 
application with the following documents: 
• Traffic Management Plan (TMP)
• Risk Assessment Plan
• Non-Road Activity Permit,
• Public Liability Insurance, and 
• Event Management Plan 

C)  Victoria Police - Permit to Conduct an 
Event on a Public Road 

Any person wanting to conduct events that 
involve public roads, such as foot or bicycle races, 
including a rolling road closure either within the 
event itself or as a separate event, marathons and 
half marathons etc., must obtain a permit if the 

event involves more than 30 competitors and one 
of the competitors will be declared a winner at 
the conclusion of the event.

Patron Access and Parking

Helping people find their way to your event safely 
and efficiently is important. Some of the things to 
consider are: 
PUBLIC TRANSPORT
• Is your event near to any public transport? 
• How accessible is it? 

DROP OFF POINTS
If appropriate for your event, please mark drop off 
points on your site plan. 
• Are there any accessible drop off zones near to your 

event? 
• Are there kerb ramps to allow wheelchair users to get 

from the road to the entrance? 

PATHWAYS
• How do people move around the event site once they 

are there? 
• Are there any areas that are specially designated as 

accessible viewing areas? 
• Are there ramps to all event sites? 
• Where are the accessible toilets? 
• Are there any areas that are inaccessible to people in 

wheelchairs? 

PARKING
Please consider the provision of adequate parking 
arrangements for your event. 
• Are there designated accessible (disabled) parking 

spaces available? 
• Are they clearly signposted and located as close to the 

event entrance as possible? 
• How easy is it for people in wheelchairs or with limited 

mobility to get from the car park to your event? 

Wherever your event is being held, all vehicles 
must obey parking directions and park in 
designated parking spaces. Infringements can be 
issued for vehicles parked illegally. Please make 
note of parking restrictions in relation to parking 
areas. Event areas are well patrolled and any illegal 
parking may incur a fine. 

A parking plan may be required, depending on 
visitor numbers, location and likely impact on 
residents and businesses. 

The more information you can provide in your 
event communications to the public attending 
your event the better. If they can have information 
in advance, then event patrons can plan on how 
they move to, around and from your event safely 
and easily.

mailto:?subject=
mailto:?subject=
http://www.vicroads.vic.gov.au/traffic-and-road-use/events-and-filming-on-our-roads
http://www.vicroads.vic.gov.au/traffic-and-road-use/events-and-filming-on-our-roads
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Public Transport

We ask you to encourage people to use public 
transport if it’s available. Event organisers are 
required to notify Public Transport Victoria if the 
event is likely to have an impact on public transport 
(trains and/or buses). 

To determine whether your event will have an 
impact, complete the self-assessment checklist at 
ptv.vic.gov.au

Event Vehicle Access

If you need to drive or move vehicles onto your 
event site located on a beach, park or reserve, you 
need approval via the event permit process.

Your site plan must identify the number of 
vehicles, access, placement and movement route 
for vehicles on, off and around the event site. 
Some parks and reserves have gates or bollards 
that require a key to access. 

Please note that vehicle movements may not be 
allowed during wet weather on some sites.

Event Signage: 
A-frames and Roadside

For A-frames and roadside signage there are rules 
about the size, location and duration of advertising 
signage you can display for your event.

The Event Signage Permit will nominate approved 
locations, dimensions, offsets, spacing and the 
method of installation of temporary event signs 
within Bass Coast Shire. Event signage conditions 
and locations for signage are found in the Events 
Toolkit.
 
Signage is only allowed three weeks prior to your 
event and must be taken down one day after your 
event.

Event Signage: At The Event

Signage at any event is extremely important.  The 
event organiser must provide a detailed signage 
proposal that outlines all the proposed directional 
signage such as:

• Water & toilets
• First aid
• Info centre
• Lost & found
• Rules relating to consumption of alcohol
• Emergency evacuation and assembly points
• Vehicle access for entry and exit on and off 

site
• Pedestrian access
• Accessibility options
• Multi-lingual, event / program schedule & 

event branding signage, and when relevant;
• Compulsory ‘No Smoking’ signage as per 

Tobacco Act amendments banning smoking in 
outdoor eating areas. 

Please include details such as:
• Quantity
• Size
• Positioning and 
• Installation method.

Your signage must be located wholly within the 
event area and must not be:
• Permanently fixed to a building, fence, pole or 

wall
• Higher than 5m above ground level
• Illuminated
• Displayed earlier than 14 days before your 

event
• Cover or obstruct any existing compliance or 

public information
• Result in more than one banner and/or 

temporary sign facing a road frontage

http://ptv.vic.gov.au
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Lighting and Power

Lighting is required if the event and/or set up or 
pack down is after dark or early in the morning. 
Lighting is vital to ensure a safe environment, 
so if your event is taking place after dark, it is 
important that all walkways, emergency entries/
exits are clearly lit at all times.  A contingency plan 
in the event of a power blackout and details of 
how lighting will be provided to guarantee safe 
entry and exit into your event. Include lighting in 
your risk assessment and plan for required power 
usage and electrical safety. Requirements for 
power must be clearly outlined in your event plan.  
The plan must include:
• Locations and source of power
• Specifications of power used
• Details of generator companies engaged for 

the event
• A contingency plan in the event of a power 

blackout 

Also include details if required, of how lighting will 
be provided to ensure the safe entry and exit to 
your event. In some central locations, it is possible 
to use mains power. If you require the use of 
power and it is available at your event location our 
Events Team will help you with the arrangements 
to use this. 

Please note you are responsible for ensuring 
that any independent operators comply with the 
appropriate health and safety regulations.

GENERATORS

Generators must comply with Australian standards 
and be in safe working condition. They should 
be located in a safe and well ventilated position, 
and should not be accessible to the public. It is 
advisable to check the noise levels prior to the 
event and use silenced generators where possible. 
Fuel should be stored in fit for purpose containers 
and refuelling should not take place when patrons 
are on site. For more information contact Energy 
Safe Victoria.

Events with Amusements and
Inflatable Structures

If your event includes amusements such as jumping 
castles or carnival rides, you will need to comply 
with Australian Electrical Standards and provide 
the following documentation:
• A site plan showing placement
• WorkCover certificates for all mechanical 

amusements
• The vendor’s public liability insurance 

certificate to the value of $20 million.

The risks associated with rides must be assessed 
in your risk management plan. Event organisers 
and operators must ensure the amusement rides 
are used in a safe manner without risks to health 
or endangering life. 

Operators must be suitably licenced and trained 
and the equipment must be inspected and 
maintained (evidence must be provided by up to 
date log books). 

Supervision during operations must be conducted 
by competent personnel and have a plan in place 
to respond to any incidents.  Consideration should 
be given to:
• Overhead and underground services
• Electrical safety including protection of 

electrical supplies
• Testing and tagging of leads, 
• RCD protection of power outlets
• Signage, and 
• Daily checks to ensure equipment is safe. 

If you are planning to have inflatable structures 
(jumping castles and other inflatables), the location 
and safety issues must be considered. 

You must be aware of the manufacturers’ 
specifications in relation to wind speed, anchoring 
requirements, the number of people allowed 
on or in the structures and the type of activity 
permitted. Anchorage of the structures must be 
considered in advance as it is unlikely pegging will 
be permitted (if it is, underground services must 
be considered).

Motors and blowers should be isolated from 
patrons and a fence put around the entire 
motor area.  Weather and wind speed should be 
constantly monitored and the structures closed 
or deflated if wind speed exceeds the capacity of 
the structure or if safety is a concern.

There should be appropriate supervision at 
all times. Electrical safety must be considered 
(including RCD protection on power outlets), and 
there must be safe impact absorbing mats in place 
on exits, entrances and other open sides. There 
should be no contact with overhead structures, 
lines, trees etc. The structures should be fully 
tested prior to public access and signage should 
be in place.  

For further information contact Worksafe Victoria 
on 1800 136 089 or go to worksafe.vic.gov.au

https://esv.vic.gov.au
https://esv.vic.gov.au
http://worksafe.vic.gov.au 
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Petting Zoos and Animal Farms

Interaction with animals via mobile displays can 
provide an enjoyable and educational activity for 
children and adults. However, there are a variety 
of issues to consider to ensure the safety and 
wellbeing of patrons and the animals.  Issues to 
consider include:
• Age appropriate activities for patrons
• Hygiene (hand washing facilities, waste removal, 

and cleaning of facilities)
• Storage of holding vehicles/trailers, and 
• The training and experience of the animal 

handlers.

Supervision by handlers at all times is required 
and you must have a documented response in the 
event of an injury, illness or emergency. 

Mobile displays must be of suitable nature to 
contain the animals and there must be an area to 
allow animals to retreat from the public or other 
animals in the enclosures. 

Any animals on display which begin to show 
signs of stress should be removed from display 
immediately and allowed to recover. Enclosures 
should provide adequate food, water and shelter 
from sun, wind, rain and extremes of temperature.

Operators of petting zoos must comply with the 
code of practice for the public display of exhibition 
of animals. For further information please visit 
the Department of Health and Human Services  
website 2health.vic.gov.au
 
NATURE ANIMALS

Operators of reptile exhibits and wildlife exhibits 
must hold a valid licence from the Department of 
Environment, Land, Water and Planning (DELWP).

Event Cancellation Plan

If your event gets cancelled at any time, you 
must notify our Events Team immediately. It is 
advisable to have a contact list in place to ensure 
all stakeholders are notified in the event of a 
cancellation.  From time to time, events may need 
to be cancelled, postponed or interrupted once 
they have commenced. This action has a potential 
to create a dangerous situation, particularly when 
there are large crowds. Please consider your event 
evacuation plans noted in your Event Management 
Plan.

Extreme Weather Plan

With Victoria’s weather patterns changing 
frequently, you should consider a contingency plan 
to cater for extreme heat, wet weather, high winds, 
etc. It is important to consider the impacts of the 
weather on your event and put into place plans to 
account for the various conditions that may occur. 
Factors to include are:

• Will the event still continue in such conditions?
• Relocating the event and how this will be 

communicated to attendees? 
• What impact will extreme weather have on 

audience numbers?
• Will the event still comply with the 

Occupational Health and Safety Act? 
• What will be implemented to ensure staff, 

volunteers and event visitors are safe?

All events should consider contingency plans for 
weather and make sure this is part of their risk 
management planning. 

Event organisers are advised to monitor long 
range forecasts on the Bureau of Meteorology 
website in the lead up to their event. 

Shelter and Shade

Shelter and shaded areas should be available 
wherever patrons or staff and volunteers may be 
located for an extended period of time and where 
weather conditions dictate that it is required.

Ground Marking and Placing of 
Stakes or Pickets in Ground

As previously stated, you should mark up your site 
plan with the location of all the structures you are 
erecting on your event site and that any tent pegs 
and bolts over 25cm long are not permitted to 
be used without a “Dial Before You Dig” authority 
approved by Council.
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http://www.bom.gov.au/
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OH&S, WorkSafe and SWMS

It is your responsibility as event organiser to 
provide a safe operational environment. The 
Occupational Health and Safety Act 2004 states 
event organisers must ensure so far as reasonably 
practicable that people are not exposed to risks 
arising from their work at the event. Proactive 
attention by event organisers may be achieved by 
a process of identification, assessment and control 
of potential risks. It is important that safety is 
comprehensively managed and communicated by 
and between all relevant duty holders. As an event 
organiser you must have in place, documented 
policies and procedures as well as ensuring you 
consult and communicate with those impacted by 
your activities.

There is a broad range of OH&S legislation. 
Some of which may be relevant to your event for 
example: 

• Codes of Practice for Noise; 
• Codes of Practice for Safe Use of LPG at Public 

Events in Victoria; 
• Codes of Practise for Prevention of Fall, and 

so on. 

You are responsible for checking which Codes of 
Practice apply to your event and to make sure that 
all relevant Codes are strictly adhered to.

All codes as well as advice on OHS matters are 
available through the WorkSafe website:

www.workcover.vic.gov.au

A good method of conducting risk assessments 
and therefore promoting safety in a workplace 
is to ask for Safe Work Methods Statement or 
SWMS from your contractors and suppliers. 

A particular company’s SWMS provides a written 
record of the process they use to proceed on a 
task and should be signed off by the parties who 
have responsibility for the tasks. The document 
should be reviewed whenever a documented 
activity changes or when there is a change of 
personnel or after an appropriate length of time.

SWMS is a tool to promote safety.  Management 
processes must also be in place to ensure the 
workers have the skills to complete the job safely 
and that there is a required level of supervision to 
ensure that tasks are completed as documented.

RISK ASSESSMENT, 
OH&S AND EMERGENCY 
MANAGEMENT

Risk Assessment Plan

A Risk Assessment Plan is a document that you 
as the event organiser need to prepare to identify 
hazards, assess the risks that may arise from the 
hazards and decide on measures to eliminate or 
control the risks. It identifies who is responsible 
for potential risks, any resources required, the 
communication that will occur and how risk will 
be monitored and reviewed. 

Irrespective of the type or size of an event, risk 
management is a critical issue in the event planning 
process.  Any event will have risks associated with 
it whether large or small and it is important that 
you as the event organiser has given consideration 
to potential risks and has considered any measures 
that will mitigate the risk.
 
Risk management should commence at the 
beginning of your planning process, continue 
throughout the planning, delivery and evaluation 
of your event. It should be tailored to your event, 
be systematic (covering all activities, planning and 
processes), and involve all those connected with 
your event (eg your suppliers, entertainers, venue 
etc).

Organisations that run events have a duty of care to 
ensure that, so far as is reasonably practicable, any 
person at the event is safe from injury and risks to 
their health. Formulating a Risk Management Plan 
can help you manage the safety of your event and 
therefore minimise the risk of injury or damage 
to persons or property by identifying potential 
hazards.

The development of a Risk Assessment Plan is 
not as daunting as it sounds. An effective Plan 
can be developed by thinking about what can go 
wrong at your event and what are the potential 
consequences. Please go to our Events Toolkit 
for a Risk Assessment Plan template, Risk Analysis 
Matrix and example document to help you get 
started. Please let our Events Team know if you 
require any assistance.

Please note: Major event organisers should make 
sure they are familiar with the Risk Management 
Standard ISO31000:2018 which was introduced in 
February 2018 for assessing risks associated with 
events.

http://www.workcover.vic.gov.au 
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Some examples of when SWMS would be required 
from your contractors would be: 

• If there are temporary stage or seating 
platforms being erected on site; 

• Or,  the hanging of an audio system; 
• Or,  the use of casual labour you have hired via 

a labour company

All these companies need to provide you with a 
copy of their SWMS so that you can include these 
with your Event Management Plan. You can find 
further guidance on SWMS provided by WorkSafe.

Emergency Management Plan

An emergency situation can occur at any time 
during your event and urgent evacuation may be 
required. A situation can arise from a number 
of causes for example extreme weather or 
equipment malfunction. If your event involves a 
show or concert, there must be a simple and clear 
emergency ‘Show Stop’ procedure in place and 
agreed upon by all relevant parties, prior to the 
commencement of the performance.

In the event of an emergency, it is crucial that 
emergency services personnel and those with 
the responsibility for managing the event can 
communicate with each other, including with 
security and representatives outside of the 
venue. Your plan should include what methods 
of communication you will use in the event of an 
emergency and what back-up systems are available.

Event organisers should have an emergency 
contact list on hand at all times for the duration of 
the event. This contact list should include details 
for staff, contractors, performers, entertainers, 
emergency services, security personnel and other 
organisations that may be required during the 
event. Please note that if an emergency situation 
occurs, then under the law, the event venue or site 
will revert to the control of the police.

Evacuation and Assembly Area

In order for a safe evacuation in the event of an 
emergency occurring, there needs to be discussion 
prior to your event regarding the evacuation 
process and an assembly area agreed upon. 

Your evacuation plan must be included in your event 
Emergency Management Plan. This evacuation plan 
is a map of the event area, clearly indicating all 
evacuation points, meeting points and emergency 
services’ locations. It should also highlight how the 
crowd will be informed of any evacuation need 
and who will be the person that is charged with 
this responsibility (nominated wardens and safety 
officers with the appropriate skill sets). 

This evacuation plan should be prepared in 
conjunction with your crowd and pedestrian 
management plans. If your event is smaller or does 
not have a separate Emergency Management Plan, 
then your evacuation plan needs to be included 
in your Event Management Plan. Assembly points 
must be indicated on your site map.

Reporting Procedure for Incidents 
and Accidents

All incidents and accidents must be reported to 
our Events Team, as soon as it happens. If you have 
first aid or paramedics on duty at your event, 
please arrange for a written end of event report 
on any or all requests for help or medical attention 
during your event. This should also include any 
patient transports to hospital.

If a serious incident occurs at an event, the 
incident must be reported to Worksafe on 
132360. Notification is required immediately 
(by telephone) and in writing within 48 hours. 
However, our Events Team must also be notified 
immediately.
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Fireworks and Pyrotechnics

If you plan to conduct a fireworks display or 
discharge pyrotechnics at your event, a licensed 
pyrotechnical company should be engaged. The 
pyrotechnician will need to notify WorkSafe in 
writing at least seven days before discharging 
fireworks and have a valid WorkSafe permit. The 
pyro technician must also contact the CFA at 
least seven days prior to the proposed display and 
submit Council Permit for discharge of fireworks 
– Section 33, Local Law No-1 Neighbourhood 
Amentity 2012.

If the event falls on a Total Fire Ban day, the CFA 
may withdraw their permission. It is a requirement 
that the fireworks display is included in the Risk 
Assessment Plan and the pyrotechnician has 
submitted a safety plan for your event to be 
approved by Council. 

You must ensure that fireworks and pyrotechnic 
equipment must be supervised at all times during 
your Event and that suitable firefighting equipment 
is available. Your safety officer/s must be familiar 
with all aspects of the fireworks display including 
the type of fireworks, conditions of the permit, 
implementation and emergency response.  

Council will need to be advised 28 days prior to 
the event.

Events with Open Fires and 
Smoking Ceremonies

If you are proposing to have an open fire or 
a smoking ceremony on a public reserve, it is 
important that you notify the CFA at least seven 
days before the event. Please note you will not be 
allowed to have a fire if there is a Total Fire Ban.

You will need to provide a site plan with the 
location of the fire(s) or smoking ceremony 
as well as a risk assessment with details about 
the management of the fire and the emergency 
provisions in place, such as fire extinguishers, etc.

Cylinders, Gas and Other 
Hazardous Materials

All gas installations (e.g. gas bottles, cooking 
equipment, camping equipment, outdoor heaters, 
etc) used at events must be safe and certified as 
complying with current regulations and safety 
standards. The code of practice for the safe use 
of LPG at public events in Victoria is available 
from Energy Safe Victoria and is a useful guide 
to ensuring gas safety. It covers a range of issues 
including ensuring gas cylinders are in date, 
are in a safe working condition and how to 
secure cylinders and store gas safely (indoors, in 
temporary structures and outdoors).

All mobile catering vans should have an Energy 
Safe Victoria compliance plate fitted (or interstate 
equivalent). This should be a condition when 
contracting mobile vans. Food vendors and others 
using gas at your event should complete an Energy 
Safe Victoria (ESV) gas safety checklist. Event 
organisers should ensure the check list has been 
completed before the event starts.

As the event organiser you have the right to remove 
from the site any person using or intending to use 
gas who fails to complete the checklist, makes a 
false declaration or knowingly uses an unsafe gas 
installation. These checklists are available at Energy 
Safe Victoria.

Please include any hazardous materials in your 
event Risk Assessment document. In the event of 
a Hazardous Material Spill, call “000” immediately 
and provide as much information as possible about 
the hazardous material. Notify all persons in the 
building to evacuate (ensure evacuation Assembly 
Area is upwind) and turn off air conditioning and 
recirculation fans – ventilate to open air if possible.

https://esv.vic.gov.au/
https://esv.vic.gov.au/
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SAFETY AND MEDICAL 
MANAGEMENT

First Aid and Paramedics

You must develop a first aid plan outlining how you 
will manage an incident if one was to occur. First 
aid and/or medical services such as paramedics, 
are critical to any major public or outdoor event. 

First aid posts should be properly staffed, equipped 
and most importantly, be clearly identified and 
easy to find by those who need it. The number 
and type of posts will depend on the size and scale 
of your event and the table below is an example 
of what you should be considering. Determining 
the exact requirement for your event should be 
done in consultation with first aid providers and 
or emergency services representatives.
 
First aiders need to be suitably equipped to do 
their job and have access to a facility in which 
they can work. You should also consider patient 
confidentiality and dignity. The best advice is to 
approach a recognised body that provides such 
services to determine the minimum level of first 
aid you will require at your event.

First aid facilities at events normally require 
adequate lighting, flooring, access to water, power 
and appropriate mechanisms to dispose of waste. 
First aid facilities should be located centrally, but 
not directly near areas of high noise, such as rides 
and stages. When selecting first aid providers, 
trainers, medical support or other health providers, 
you must ensure they have current qualifications, 
experience and the capacity to service your event.
 
To assess the services required, undertake a risk 
assessment and have discussions with first aid 
providers. The risk assessment should take into 
account a range of factors, including the number 
and profile of event visitors, the type of activities 
being undertaken, the venue, past history of 
the event, time of year, impact on the broader 
community and proximity to medical care. For 
larger or high risk events, a detailed first aid 
provider plan should also be produced, to enable 
Ambulance Victoria to conduct an appropriate 
risk assessment. Depending on the size or type of 
event you are organising, Ambulance Victoria will 
be able to undertake a risk assessment on your 
event, to establish an appropriate level of response 
and if applicable develop a Health Emergency 
Management Plan. 

Contact Ambulance Victoria on 03 9090 5909. 

Discussions with Ambulance Victoria should be 
sought for larger events that are likely to require 
an ambulance (or command resource) and/or may 
have an impact on the broader community. 

Ambulance Victoria may on occasions consider it 
necessary simply to have a command structure 
or a triage paramedic rather than a transport 
resource in place and this needs to be considered.
Please note that St John’s Ambulance may require 
up to three to six months notice to support  First 
Aid requirements for events, depending on the 
size and the time of year.  www.stjohn.org.au

Safety Officer

Depending on the nature of your event, you may 
need to consider having a Safety Officer on site. 
The role of a safety officer is to ensure the event 
site is safe prior to and during the event and may 
include taking on a leadership role consistent with 
the emergency plans. A safety officer’s primary 
areas of responsibility include:

• Ensuring that the site is safe at all times and 
free from hazards and risks 

• Overseeing the set up and pack down of the 
event to ensure that workers are kept safe

• Maintaining access to all egress areas, and the 
operation of passageways and exits 

• Ensuring the availability of specified drinking 
water facilities 

• Ensuring the availability of specified public 
toilet facilities and the condition of those 
facilities 

• Ensuring the exclusion of the public from 
unsafe areas 

• Ensuring the keeping, testing and storage of 
flammable material or explosive items and 
equipment, the ignition of fireworks and the 
discharge of pistols or other shooting devices 
in a safe and responsible manner to the 
extent that is not required by any other act 
or regulations 

• Ensuring the operation of safety elements, 
equipment and systems including fire 
suppression equipment, exit signs and 
emergency lights 

• Ensuring the safe and efficient operation of 
firefighting equipment

• Ensuring the safe installation of temporary 
utilities such as power, water, gas and cooking 
facilities 

• To activate the emergency evacuation  plan (if 
required). 

While it is advisable that all safety officers 
are qualified, events with a place of public 
entertainment POPE permit must have qualified 
safety officers involved.

http://www.stjohn.org.au
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Fire Safety and Total Fire Ban

Event organisers must consider fire safety within 
their risk assessment. Consideration should 
be given to potential fire sources and how to 
reduce the likelihood and consequences of any 
fire.  Where BBQs and other flame sources or 
electrical equipment are used, appropriate fire 
extinguishers and fire blankets are required.
 
Fireworks or catering in the open air during the 
Fire Danger Period or on a day of Total Fire Ban 
may require a CFA Section 40 permit. Other fire 
protection equipment may also be required.

Contact your local CFA District Office to discuss 
permit requirements. 

www.cfa.vic.gov.au/warnings-restrictions/fire-
permits/

Code Red Days

It is likely that your event will need to be postponed 
if a Code Red fire danger day is declared by the 
CFA for the Central fore ban district which covers 
Bass Coast. Public or community events run by 
Council will be postponed, with the exception of 
events that can be operated safely with limited 
impact on others.  Council facility bookings for 
meeting rooms and halls will be postponed or 
timings altered, with the exception where the 
meeting can be conducted safely and not impact 
on others. 

The decision to postpone or cancel a public 
event rests with you as organisers of the event.  
When assessing the issue of a Permit for a public 
event, Council officers will ensure that you have 
contingencies in place for Code Red declared days.  
If you need to cancel or postpone your event, 
you will need to take a responsible approach to 
notifying the public and the people who were 
likely to try to attend. It is your responsibility to be 
aware of the fire danger declared for your event. 

Notifications are available on the CFA website or 
can be obtained through various media such as 
print and TV. 

Code Red days normally come with two to three 
days notice, however there have been some 
instances when notice has been as little as 12 
hours. 

Visit www.cfa.vic.gov.au/fireratings for more 
information.

SECURITY AND CROWD 
CONTROL

Crowd Management and Security 
Plan

Your Event Management Plan should, depending on 
its size, include information about crowd control. 
This should include information on how you will 
estimate the crowd size and what arrangements 
you have in place if more people turn up than you 
were expecting.

As event organiser you are responsible for 
organising security or crowd management for 
your event where the size or type of event 
warrant it. Security or crowd controllers should 
have qualifications and experience appropriate to 
your event. The number and type of security or 
crowd controllers varies depending on the type 
of event, the number of patrons, ages, whether 
alcohol is available and a variety of other factors.

Think about what methods you want to have in place 
to identify undesirables/disruptive elements in the 
crowd and what actions you will take to deal with 
this.  In the situation where the crowd becomes 
unruly, it is the event organiser’s responsibility to 
implement the crowd management plan, however 
if you cannot control the situation, emergency 
services will take over.

Your Risk Assessment Plan will help in determining 
the level required, and for major events, 
consultation with the police should occur. Security 
and crowd controllers must have communications 
equipment to ensure they can get in contact you, 
first aid and police if required. Event organisers 
must brief security on their responsibilities.

The main responsibilities of security staff are likely 
to include crowd management, asset protection, 
managing lost children and handling confiscated 
items. 

PATRONS FIRST AIDERS FIRST AID POSTS

500 2 1

1,000 4 1

2,000 6 1

5,000 8 2

10,000 12 2

20,000 22+ 4

Ambulance Victoria 03 9090 5909
Fire Brigade 000

http://www.cfa.vic.gov.au/warnings-restrictions/fire-permits/
http://www.cfa.vic.gov.au/warnings-restrictions/fire-permits/
http://www.cfa.vic.gov.au/fireratings
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Depending on the size and scope of your event, 
event marshals may be used in place of security. 

Please discuss this with our Events Team.

It’s also a good idea to check if any other events 
are taking place at the same time as yours. Please 
encourage you patrons to use public transport 
where available.

Your crowd management plan must take into 
account all elements of your event.  Some 
questions you should consider are: 

• What type of event are you holding?  For 
example, a concert, sporting event, parade 
and/or fundraising activity

• What location have you chosen for your 
event? For example, an open space, a street, a 
sporting/community area or a park 

• What will the capacity of the site be with your 
event infrastructure in place? 

• What is the expected size, demographic and 
nature of the crowd who will be attending 
your event? 

• Are there suitable entry and exit points into 
and out of the venue?  Is there emergency 
vehicle access? 

• What communication methods will be used 
for your event? 

• What crowd control measures (such as 
barricades, signage, marshals) will you be 
putting in place? Will queues be forming and 
if so, where? 

• Will vehicles and crowds be separated or in 
the same area? 

• Who will take on what roles in regards to 
crowd management and what is the chain of 
command?

You should also consider how you can make your 
event safe and inclusive for everyone. 

By making events feel welcoming and inclusive for 
everyone, people feel safer, stay longer and enjoy 
themselves more.

Lost Children and Lost/Stolen 
Property

Please make arrangements for a lost and found 
point at your event. Depending on the size of 
your event, this may be situated at the Operations 
Centre or it may be a dedicated and well signed, 
separate location.

PUBLIC HEALTH

Drinking Water

Events must cater for the health and comfort of 
patrons and must have sufficient supply of freely 
available clean water and clear directional signage 
to drinking fountains or taps. The Building Code of 
Australia (BCA) advises that event organisers must 
provide one drinking fountain or drinking tap for 
every 150 patrons or part thereof. Drinking water 
should be made freely available, or if not feasible, 
cost less than the lowest price of any other drink 
sold to patrons.
 
The location of drinking water facilities must be 
clearly indicated via directional signage and shown 
on your site plan. Remember not to position 
drinking taps where there is a potential for 
bottlenecks of people to form.
 
It is also important that you discuss your water 
requirements with our Events Team, as we may 
be able to help you with access to drinking water 
services. Council is commited to environmental 
sustainability and discourages water in single use 
plastic containers.
 
Westernport Water and Gippsland Water are 
helping the move to reusable water containers 
by supplying water at local community events 
via their portable drinking fountains and mobile 
water trailer.
 
 The mobile fountains are easy to transport, 
install and use but do require an onsite mains 
water supply. If you believe the Fountains and/or 
Hydration Station could be a positive addition to 
your event, please submit your booking application 
to the Water companies for consideration. For 
events that meet their sponsorship criteria, they 
will happily consider donating the use of these 
items; however, where the criteria are not met, 
they are still available at commercial hire rates 

Please visit the following websites for more 
information:

www.westernportwater.com.au/Services/
Hydrationstation/

https://www.gippswater.com.au/residential/our-
community/portable-water-fountains

http://www.westernportwater.com.au/Services/Hydrationstation/
http://www.westernportwater.com.au/Services/Hydrationstation/
https://www.gippswater.com.au/residential/our-community/portable-water-fountains
https://www.gippswater.com.au/residential/our-community/portable-water-fountains
https://www.westernportwater.com.au/our-community/hydration-station/
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Spectators

 Different kinds of events may attract certain types 
of spectators which require special considerations 
such as:

• Rock Concerts – may have a higher incidence of 
problems with drug and alcohol abuse, underage 
drinking and possession of weapons. 

• Religious Events/Events for the elderly – may 
attract ill or frail people, which may increase the 
need for medical service on site. 

• Sporting Events – may attract over reactive and 
anti-social behaviour. 

• Cultural Events – may require special arrangements, 
including the provision of interpreter, particular 
food services and multilingual signposting. 

Should these or any other special spectator 
requirements be relevant to your event, please 
ensure it’s incorporated into your risk and 
emergency management plans.

Smoke Free Events

The establishment of a Smoke Free Event is 
considered a positive step towards reducing 
exposure to second-hand tobacco smoke for all, 
including children. It is your choice as the event 
organiser to declare your event Smoke Free.

Event Organisers wishing to have a Smoke Free 
Event, should erect signs and install cigarette butt 
bins at the entrances of the designated ‘Smoke 
Free Outdoor Area’. Adherence to the ban on 
smoking will at this time be voluntary and not 
mandatory.

As per the Tobacco Act 1987, smoking is banned in 
all outdoor eating areas and new controls apply to 
public events, which will vary based on the number 
of food vendors on-site.  Find out more at: 
https://www2.health.vic.gov.au/public-health/
tobacco-reform

Child Safety and  Working with 
Children Check

The Working with Children check is mandatory 
when working in certain child related positions. 
As an event organiser it is your responsibility to 
confirm if any of your staff will require a Working 
with Children check. Some people may already 
hold a Working with Children card.

For more information contact the Department of 
Justice and Community Safety on 1300 652 879 or 
go to www.workingwithchildren.vic.gov.au

Safe Removal of Syringes and 
Needles

If you think there is a chance that usage of syringes 
or needles may occur at your event please ensure 
that you contact our Environmental Health Team 
before your event for information about how to 
safely dispose of these if located. Sharps containers 
can also be provided on request. 

You should check the site before, during and after 
the event, to ensure the site is clear. If you locate 
any of these items and do not feel comfortable 
that you can safely remove and dispose of them, 
please contact our Events Team to arrange safe 
disposal for you.

Animals at Events

While we appreciate the role that animals play in 
our personal lives, please note some events will be 
animal free, apart from assistance animals holding 
the appropriate certification/permits. For events 
where animals are allowed to attend with their 
owners, please make sure they always remain 
restrained and are well behaved and under control. 
Any animals acting in an antisocial way or posing 
a danger to event patrons or other animals, must 
be removed.

https://www2.health.vic.gov.au/public-health/tobacco-reform 
https://www2.health.vic.gov.au/public-health/tobacco-reform 
http://www.workingwithchildren.vic.gov.au
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Aboriginal and/or Torres Strait Islanders
Respectful Code of Conduct and Guidelines

Valuing Aboriginal and Torres Strait Islander culture demonstrates respect for the cultural traditions, history, 
and diversity; and acknowledges Aboriginal and/or Torres Strait Islander peoples’ deep connection to and 
respect for Country.  Council is deeply committed to sharing and celebrating the living cultures of the 
Aboriginal and/or Torres Strait Islander peoples’. 

Event management includes engagement with the local traditional custodians and Community Elders and 
Respected Persons’ (CERP) on the incorporation of a ‘Welcome to Country’ in person or e-version or 
an ‘Acknowledgement of Country’ in event proceedings.  A Welcome to Country is given by a nominated 
Community Elder and/or Respected Person (CERP), a Traditional Custodian.  This nomination is done in 
Bass Coast by the Bunurong Land Council, or the Elders of the language group on which the event is held. 

Usually a Welcome opens the proceedings at events by welcoming you, your organisation and the visitors 
to Country and can include cultural activities ie; dance, song, language and smoking ceremony.  Bass Coast 
Reconciliation Network has jointly supported the production of an electronic version of a ‘Welcome 
to Country’ which can be available to use when Community Elder and/or Respected Person (CERP) a 
Traditional Custodian, cannot be in attendance. 
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Seek advice from Council or Bunurong Land 
Council on whether this is appropriate for your 
event before you make a commitment.
 
An Acknowledgement of Country serves the 
purpose of respectfully acknowledging the land 
and its people, it does not replace a ‘Welcome to 
Country’.
 
An example of an acknowledgement is…

“(Your name and title, the organisation) acknowledge 
that we are gathered here on the lands of the (people 
or land ie Bunurong) Bunurong, in the Eastern Kulin 
Nation. We pay our respect to Elders past and present, 
and to all Aboriginal and/or Torres Strait Islander 
peoples’ here today and look forward to the young and 
emerging leaders.” 
 
Our Events team can help and support you with 
any further advice on these respectful code of 
conduct and guidelines.
 

Inclusion and Diversity

Cultural diversity is encouraged at events to 
promote and share aspects of culture, faith 
and language, and celebrate the benefits of 
multiculturalism.

You should also consider how you can make your 
event safe and inclusive for women. 

By making events feel welcoming and inclusive for 
everyone, people feel safer, stay longer and enjoy 
themselves more.

The City of Melbourne’s website features advice 
and guides on how to plan an inclusive event for 
women and girls:

www.melbourne.vic.gov.au/community/
organising-events/pages/planning-safe-inclusive-
events.aspx

Access Responsibility

Council is committed to promoting events that 
are inclusive and accessible. You must consider 
accessibility as an important part of your planning 
and put measures in place so that the event site is 
accessible to everyone. 

When planning an event, it is a legal requirement 
for you to consider the access needs of people 
with a disability. The most effective way of ensuring 
access for everybody is to consider access at the 
initial planning stages of your event. Our Events 
team can help you with planning accessibility for 
your event.

The Department of Health and Human Services 
has published guidelines, ‘Accessible Events 
Guidelines and Checklist’, which can be found at:

www.providers.dhhs.vic.gov.au/accessible-events-
guidelines-and-checklist-word  

These guidelines should be considered when 
planning your event.

Companion Card

The Companion Card promotes the right of 
people with a disability who require a companion, 
to access fair ticketing at Victorian events and 
venues. The Card is available to people with 
a significant, permanent disability who can 
demonstrate that they are unable to access most 
community activities and venues without support 
from a carer.  Event organisers presented with a 
companion card must provide a ticket at no charge 
to the carer. 

For further information please go to: 
companioncard.org.au

http://www.melbourne.vic.gov.au/community/organising-events/pages/planning-safe-inclusive-events.aspx
http://www.melbourne.vic.gov.au/community/organising-events/pages/planning-safe-inclusive-events.aspx
http://www.melbourne.vic.gov.au/community/organising-events/pages/planning-safe-inclusive-events.aspx
http://www.providers.dhhs.vic.gov.au/accessible-events-guidelines-and-checklist-word
http://www.providers.dhhs.vic.gov.au/accessible-events-guidelines-and-checklist-word
http://companioncard.org.au
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INSURANCES

Public Liability Insurance

Managing a public event includes ensuring the 
safety of event staff, volunteers, contract staff and 
the public. All events will require a minimum $20 
million public liability insurance policy, is required 
in every instance and must state Bass Coast Shire 
Council as an interested party. 

It is mandatory that events have comprehensive 
public liability insurance. The Shire’s public liability 
insurance policy cannot be extended to cover 
external groups or businesses.

You must make sure you have a public liability 
insurance policy underwritten by an insurance 
broker or company authorised to conduct 
insurance business in Australia.

If you have other groups or organisations 
participating in the event with you, it is important 
to make sure they also have the appropriate level 
of public liability insurance. Event organisers are 
encouraged to obtain copies of current certificates 
of currency from sub-contractors providing event 
services (e.g. performers, marquee hire, fireworks).

Building and Contents

All buildings and their contents which are owned 
by Council will be covered by our own building 
and contents insurance. However, this will not 
cover any items owned or supplied by you, the 
event organiser, any of your staff, or your suppliers. 
Council cannot insure property which is owned 
by others including any cash kept on the event site 
or venue.

Professional Indemnity Insurance

For business owners, professional indemnity 
insurance is to protect you from costly 
consequences of mistakes in carrying out 
professional duties that you - or your staff - 
might make. It safeguards your professional and 
business reputation from allegations and mistakes 
of professional misconduct. Depending on your 
event or your professional situation, professional 
indemnity insurance may be something you want 
to consider.

Property and Equipment

As event organiser you are responsible for insuring 
your own property and equipment. Any of your 
contractors and suppliers are also responsible for 
their own insurances, unless covered by yours.

Personal Accident (Volunteers)

Please check with your event insurers as to 
whether you will require personal accident 
insurance for your volunteers.

VOLUNTEERS & STAFF

Volunteers

The use of volunteers to support the staging of 
an event is a great way to boost resources, spread 
the workload and increase participation. However, 
the use of volunteers may require coverage under 
the insurance policies obtained by you as the 
event organiser. If you are planning on engaging 
volunteers to help with organising or conducting 
your event, check with your insurance provider to 
see if they require coverage for personal accidents, 
covering persons while they are engaged in any 
activity directly or indirectly associated with, or 
on behalf of, the event organiser/organisation. 
Some insurance providers will require volunteers 
be registered with the event organiser to ensure 
they are covered by the public liability policy. 
Regardless of whether volunteers are members of 
your club or organisation, it is important for them 
to sign in and sign out their volunteer time.

For more information on volunteering please visit 
www.volunteeringaustralia.org

INSURANCES, STAFFING  AND COMMUNITY

http://www.volunteeringaustralia.org
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Staff

As the event organiser you have a duty to ensure 
not only the safety of those attending the event 
but also of your staff and volunteers.  An important 
way you can minimize any risks your staff and /or 
volunteers may face as a result of your event, is to 
clarify what they will be expected to do and ensure 
that they have the appropriate qualifications and/
or experience. It’s also important for you to 
ensure staff are trained or instructed in a variety 
of matters, which may include: 

• Instructions on the basics of normal and 
emergency crowd movement and assembly 
(evacuation plans)

• Initial handling of accident victims, altercations 
and other crowd incidents

• Communications procedures (chain of 
command) and use of communications 
equipment (phones or walkie/talkies)

• First aid or Paramedic positions on site
• Who in the event organisation team is 

responsible for contacting and liaising with 
emergency services

COMMUNITY 
COMPLIANCE

Sound in a Public Place

Events can create noise levels much higher than 
normal. Music amplifiers, refrigerators, generators, 
and crowds are all contributing factors. It is 
important to monitor the level of noise produced 
by the event to minimise disruption to local 
residents and businesses. Residents may lodge a 
complaint when noise is adversely impacting the 
amenity of the area. Council and/or Victoria Police 
may take action where necessary.
 
Event management plans should include strategies 
to address potential noise issues. Proactive 
measures such as crowd control, positioning of 
loudspeakers and timing of events can improve 
the control of noise.

If your event is outdoors and has amplified 
music or mechanical equipment operating, then 
you may be required to develop a Noise/Sound 
Management Plan. Noise Management Plans assist 
you to predict the impact of your event on the 
surrounding community and also provide the 
community with information on how noise from 
the event will be minimised. 

An acoustic consultant report may be required for 
large scale music events.

If you have are holding a live event where the 
permit is conditional on a maximum noise level 
limit, then Council may choose to engage a 
qualified acoustic consultant to monitor the noise 
levels during the event.  This cost will be charged 
to you as the event organiser.

Notifying Residents and Businesses

To minimise any impact on surrounding 
stakeholders, communication is required and is 
vital to the success of your event. Event organisers 
should liaise with residents and businesses in the 
vicinity of the event and/or those likely to be 
affected by the event as soon as practicable, but at 
least 14 days prior to the event (urban residents 
500m, rural residents 2km).

Consider expanding your event and inviting these 
groups to attend and participate in your event. 
A formal letter is recommended and you should 
include the following:

• Event name, date and location 
• Your contact details as the event organiser 
• Public transport disruptions 
• Any disruptions to businesses and residents 

(eg. road closures / fireworks) 
• How they can be involved.

Your first letter must be written as a ‘proposal’ 
(keeping in mind that your event has not been 
approved by Council) and a draft submitted to 
our Events team for approval before distribution. 
A follow up notification letter may also need to be 
sent one week prior to the event. Depending on 
the nature of the event or location, stakeholder 
sign off may also be required.

A notice needs to be placed in the local newspaper 
14 days prior to the event and Variable Message 
Boards (VMS) should be used for notification 
purposes.

Camping

Camping is only permitted in designated camping 
areas. If patrons or traders are likely to be 
accommodated on the event site you will need 
to advise our events team and discuss any special 
requirements regarding siting of caravans and 
camping. Alternately you may consider running 
your event at an existing camping ground or make 
arrangements with the operator to move patrons 
between the event site and the camping ground.
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Food

Environmental Health Officers monitor the 
safety of foods sold at local markets, events 
and festivals. Food vendors must comply with 
Council’s guidelines. This includes food vehicles 
and temporary food stalls.  Events often involve 
preparation and provision of food with limited 
access to facilities such as power, water and 
refrigeration. The combination of storage and 
handling conditions, sometimes with inexperienced 
food handlers, can significantly increase the risk 
of food poisoning or food adulteration.  As event 
organiser you are responsible for the management 
of food vendors at your event. You will be required 
to complete a Food Stallholders Schedule as part 
of your Event Management Plan. Food operators 
must also have a minimum of $20 million public 
liability insurance cover. A copy of this cover must 
be attached to the Schedule. Food businesses 
must ensure all waste food and water generated 
is appropriately contained and disposed of via an 
approved waste contractor or Organics bins and 
sewer. All food businesses must comply with Food 
Safety Standards.

Food Vans and Streatraders

If selling food, the Event Application Form requires 
you to list all food traders at your event and the 
type of food they are selling. All food vendors 
attending your event, must be registered or 
notified under the Food Act 1984 and lodge a 
statement of trade. Streatrader is an online system 
for traders to register and notify temporary and 
mobile food premises in Victoria. Statements of 
Trade are also lodged through Streatrader and 
this can be completed online at: www.streatrader.
health.vic.gov.au

As the event organiser, it is your responsibility to 
ensure any food and beverage vendors proposing 
to be at the event have the appropriate Food Act 
registration and have lodged a statement of trade. 
Such approval must include specific permissions 
to provide food at the particular event you 
are organising. As well as being registered via 
Streatrader, all Food Vans should have a certificate 
of electrical safety, obtained within three months 
of the event. The power requirements of all Food 
Vans should be clarified prior to the event to 
ensure there is sufficient power capacity at the 
event.

Consumption of  Alcohol and 
Liquor Licences

If you intend selling on selling or supplying alcohol 
at your event a temporary limited liquor licence 
or major event licence may be required and can 
be obtained from Liquor Licensing Victoria.  Visit 
the Consumer Affairs Victoria website www.
consumer.vic.gov.au to determine the type of 
license you require. You will need to contact 
the Victoria Police Liquor Licensing Inspector 
for approval of your temporary license before 
submitting your application.

• 28 days’ notice (patrons up to 5000)
• 90 days’ notice for a major events (patrons 

greater than 5000 or within 10km of a major 
event)

Sale of liquor also requires licensees to register 
with Council under the Food Act using Streatrader.  
You need to prevent the sale or provision of 
liquor to minors, unduly intoxicated or disorderly 
persons.  All staff serving alcohol must have a 
current Responsible Service of Alcohol (RSA) 
certificate. Regardless of whether you are selling 
or just serving alcohol, you are required to submit 
an Alcohol and Glass Management Plan to our 
Events Team.When appropriate, your licensed 
areas should be clearly marked on your site plan, 
as well as any dry areas and plan for food and non-
alcoholic drinks to always be made available to 
guests.  Your Plan should detail: 

• The type of alcohol that will be available
• The containers in which it will be served (non-glass 

containers required in parks)* 
• Provisions for container collection during and after the 

event 
• Designated dry areas
• Food vending/provision areas and types  of food 

available 
• The number and location of security personnel who will 

manage the area  (include in your  security plan) 
• The location of toilets and the ratio of toilets per 

attendees 
• The number of bar staff and their training levels 
• The proposed trading hours of the alcohol serving 

areas
• Provision of service shut down in case of emergency
• Adequate bins and strategies to encourage recycling
• Design and layout of queuing areas to reduce crowd 

frustration

*Note the use of single use plastic is discouraged, so please 
investigate environmentally friendly options. 

FOOD AND BEVERAGE

http://www.streatrader.health.vic.gov.au
http://www.streatrader.health.vic.gov.au
http://www.consumer.vic.gov.au 
http://www.consumer.vic.gov.au 
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Wet and Dry Areas

If your event has minors in attendance, defined 
wet and dry areas may be required.  Consideration 
should be given to:

1. The use of barriers to clearly define areas to 
be alcohol free

2. What type of barricading or fencing is to be 
used to determine areas

3. What signage is to be used to define alcohol 
and alcohol free areas

Food Sustainability

The concept of Sustainable food takes into account 
environmental, health, social and economic 
concerns and consists of eight interrelated 
principles.  Although few progressive food ventures 
manage to meet all of the principles below, this 
definition is an underlying aspiration in driving 
awareness raising and lifestyle change with both 
Event Organisers and food suppliers:

1. Local and seasonal produce
2. Organic and sustainable farming 
3. Reduce foods of animal origin and maximise 

welfare standards 
4. Exclude fish species identified as ‘at risk’ 
5. Source ‘Fairtrade’ certified products 
6. Promote health and concepts of wellbeing 
7. Food democracy 
8. Reduction of waste and packaging

If you are an Event Organiser providing food 
options at your event, we would encourage you 
and your food suppliers and vendors to at least 
embrace principles number one and eight where 
possible.

AMENITY AND WASTE 
MANAGEMENT

Food Waste Management

Food waste has the potential to attract pests and 
animals, plus cause odours. Waste should be placed 
in bins then removed to a separate, covered waste 
collection location that is well away from any food 
consumption, preparation or storage areas.

Bins and skips are required for catering back-of-
house areas in order to collect organic matter 
and food scraps, unnecessary packaging such as 
cardboard and food containers. 

Polystyrene containers should be taken off site by 
the caterer and not included in the event waste. 
These bins should be monitored throughout the 
event, so please ensure that you have arranged for 
excess waste to be removed during the event.

Waste Wise and Recycling

Providing best practice recycling at events 
provides the public with a better environment 
in which to enjoy the event. Research shows 
that event participants look for and support, the 
introduction of recycling and waste reduction 
programs at public events.

You will need to produce and implement a Waste 
Management Plan for your event. This is required 
to minimise the impact of your event on our region. 
The amount of bins you will require depends on 
the number of participants at your event and 
whether there is food and alcohol for purchase. It 
is your responsibility to arrange for suitable street 
cleaning and waste management services.

It is important to consider the type and location 
of rubbish bins and use recycling options where 
appropriate. If acquiring additional bins for the 
event, please ensure that both waste and recycling 
bins have clear and standard signage which will be 
recognised by the public. It is your responsibility 
to ensure there are adequate rubbish and/or 
recycling bins on site and that the site is maintained 
in a clean, tidy and litter-free condition during and 
after the event. You can reduce your waste and 
increase recycling through simple actions such as: 

• Ensuring that any packaging is recyclable 
• Place recycling and rubbish bins next to each 

other 
• Ensuring that recycling and rubbish bins are 

clearly signed to show where items should be 
disposed.
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At the conclusion of your event, the area must 
be left in a clean and tidy condition. Please note 
that if any additional cleaning or waste removal 
is required to be undertaken by Council the cost 
will be charged to the event permit holder.

Toilets

The number of toilets you need to be provided 
will vary depending on the length of your event, 
the number and gender of your patrons and 
whether food or alcohol is available.  If any existing 
toilet facilities are inadequate for the anticipated 
crowd, additional portable toilets must be hired. 
Accessible (disabled) toilets must also be provided. 
Extra cleaning should be arranged with Council if 
using existing public toilets for your event. Please 
contact our Events Team for more information.

All toilets you have hired for your venue or site, 
must be maintained in a clean state throughout the 
event. Soap and hand drying facilities and sufficient 
toilet paper must also be maintained throughout 
the event. If temporary toilets are being used for 
your event, please consider the availability of water 
on site, or if you will need to order a tanker. Also 
to be considered is the topography of the land and 
location of a sewer point.

TOILET FACILITIES - NO ALCOHOL PROVIDED

FEMALE MALE

PATRONS WCs Hand Basins WCs Urinals Hand Basins

Less than 500 6 2 1 2 2

More than 1,000 9 4 2 4 4

More than 2,000 12 6 4 6 6

More than 3,000 18 10 6 15 10

More than 5,000 30 17 8 25 17

We strongly encourage you to consider 
compostable/environmentally friendly temporary 
toilets for your event. Please contact our Events 
Team for more information on compostable 
toilets and where to hire them.

Please see the table which outlines the number 
of toilets you will require for your event. This is 
the legal requirement as per the Building Code of 
Australia (BCA) Vol 1-Vic H102.4 p.6

 

Accessible (Disabled) & Ambulant 
Toilets

Accessible and ambulant toilets for people with 
disability are legally required to be provided as per 
Australian Standard – AS1428. 

It is recommended that there is one accessible 
toilet for every 100 people or part thereof. 

Accessible portable toilets are available from 
major hire companies. If there are accessible public 
toilets in the vicinity of your event, please speak to 
our Events Team regarding whether or not they 
can be used to comply with the regulations.  

TOILET FACILITIES - ALCOHOL PROVIDED

FEMALE MALE

PATRONS WCs Hand Basins WCs Urinals Hand Basins

Less than 500 13 2 3 8 2

More than 1,000 16 4 5 10 4

More than 2,000 18 7 9 15 7

More than 3,000 22 14 10 20 14

More than 5,000 40 40 12 30 20



41

Useful Information

When applying for financial support or sponsorship, you 
should be prepared to provide a significant amount of 
information about your event. It helps to keep in mind that 
large organisations or government departments receive 
many requests for support on a regular basis. 

To ensure your application meets the funding criteria, 
include as much supportive material as possible. This could 
include letters of support from local/regional tourist bodies, 
arts or sports agencies and other supporters.

If your event has been staged previously, it is valuable to 
include photographs, video footage or audience evaluation 
results if you have them. Economic impacts to support 
your application or request are also a valuable inclusion. In 
addition, any media coverage of the event and examples of 
marketing collateral (including sponsor brand recognition) 
is a good idea.

Useful Websites

www.arts.vic.gov.au

www.grantslink.gov.au 

www.ourcommunity.com.au

www.freeza.vic.gov.au

www.philanthropy.org.au

www.rav.net.au

www.regionalarts.com.au

www.tourismvictoria.com.au

www.vichealth.vic.gov.au

http:// www.arts.vic.gov.au 
http:// www.grantslink.gov.au  
http:// www.ourcommunity.com.au 
http:// www.freeza.vic.gov.au 
http:// www.philanthropy.org.au 
http:// www.rav.net.au
http:// www.regionalarts.com.au 
http:// www.tourismvictoria.com.au 
http:// www.vichealth.vic.gov.au 
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Community Grants

Council’s Community Grants program offers a 
significant amount of funding over two rounds 
per annum to the community to support projects 
and events. For further information about the 
grants program, and to submit an application, 
refer to the Community Grants page on our 
website or contact the Community Grants and 
Projects Officer, or Council’s Events team, to 
discuss your event/project. Community Grants 
offers three categories with a small lump sum 
of funding per application. The General Grant 
comprises Equipment and Other Projects eg. 
funding for masterplans, seeding grants. The 
Festivals, Celebrations and Events Grant supports 
community groups to run local community events. 
The Minor Capital Works Grant funds small-scale 
community infrastructure developments. There is 
also one major project funded in each round, with 
a larger sum awarded. Major Project applications 
are accepted under any of the grant categories, 
except the sub-category of Equipment. 

BCSC has also signed up to Grant Guru which is 
a ‘one stop shop’ for grants around Australia for 
use by subscription. Council’s subscription, will 
provide a free resource to all in our community 
organisations looking for grants. Please visit our 
website for more information on Grant Guru.
 

In-Kind and Operational Support 
from Council

Depending on the details of your event, Council 
may be able to offer some ‘in-kind’ and operational 
support.  Operational support may include:

• 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 

In-kind support may include:

• Event planning advice 
• Marketing support 
• Assistance with planning an event and 

completing necessary permit applications

Our Events Team can discuss this support with 
you.

Fundraising

There are a number of avenues to explore for 
potential funding for your event, depending on its 
nature but these broadly fall into the categories of 
public (federal, state or local government), private 
enterprise or philanthropy.  If you are conducting a 
fundraising activity you may be required to register 
with Consumer Affairs Victoria. 

To check whether you need to register or are 
on the “exempt organisations or activities” list, 
contact Consumer Affairs Victoria on 1300 55 81 
81 or go to consumer.vic.gov.au

If a raffle prize is valued over $5,000 a minor 
gaming permit is required from the Victorian 
Commission for Gambling and Liquor Regulation. 
If the prize value is less than $5,000 a permit is 
not required, however, the regulations must still 
be complied with.  If you are conducting a raffle or 
fundraising on behalf of a community or charitable 
organisation, you must have written consent of 
the governing body of that organisation.

Sponsorship

Apart from financial support, your event may 
be assisted by the provision of in-kind support 
through cost neutral services or promotion. For 
example, media partners may provide your event 
with free promotion in return for onsite branding 
exposure or sponsor recognition.

Similarly, your event may contain a corporate/VIP 
hospitality component and a local wine maker 
or beer producer may agree to partner you by 
supplying goods in return for various forms of 
recognition. If you require any suggestions or 
support, please discuss with our Events Team.

FUNDING AND FUNDRAISING

https://www.basscoast.vic.gov.au/
https://grantguru.com.au/
https://www.basscoast.vic.gov.au/
http://consumer.vic.gov.au
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Marketing Plan

A Marketing Plan is a comprehensive document 
or blueprint that outlines the advertising and 
marketing efforts for your event. These are the 
ways in which you will attract people to your 
event, for example:

• Local newspapers
• Radio
• Television
• Flyers
• Posters
• Signs etc. 

One of the best ways to spread the word about an 
upcoming event is through digital assets and social 
media. With several platforms to leverage, you can 
get your event message to different audiences.

You can also contact your regional tourism board 
for help to promote your event:
  
Destination Gippsland
admin@destinationgippsland.com.au

Destination Phillip Island
info@visitphillipisland.com.au
 
Australian Tourism Data Warehouse (ATDW)

Listing an event on ATDW is free and will be 
listed on:

visitvictoria.com and visitbasscoast.com.au

Social Media

Take advantage of social media to spread the 
word. Social media platforms are a powerful tool 
to gain exposure - choose the right platform for 
your event:t:

FACEBOOK

Facebook Events -  stay engaged with your audience 
and get more people to attend your event.

INSTAGRAM

Instagram is a fantastic platform for telling a story 
through images.

Council’s online Events Calendar

Council can assist with promoting your event 
through inclusion in our events calendar on our 
website and temporary event signage. 

Contact our Events Team for more information.

Use of Bass Coast Logo

If have received a Community Grant or support 
from Council and are required to use Council’s 
logo on your event material, you will find our Style 
Guide and logo files in the Event Toolkit. 

The placement of the logo on your material will 
need to be approved by our Communications 
and Engagement Team by emailing 
communications@basscoast.vic.gov.au

Flags and Banners

There are limited options for street flags and 
banners in Bass Coast however, if you are hosting a 
major event and want to explore your possibilities, 
please discuss with our Events Team.

Roadside Signage

Please go to the Events Toolkit for the Events 
Signage Guidelines and Application Form. 

PROMOTING YOUR EVENT

mailto:?subject=
mailto:?subject=
http://visitvictoria.com 
http://www.visitbasscoast.com.au
mailto:communications%40basscoast.vic.gov.au?subject=
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Pack up, Removal and 
Reinstatement

You are responsible for looking after the space 
in which your event is held and for the cost of 
reinstating the space to the condition it was in 
prior to the event, if required 

Demobilisation

You must make sure that all event participants 
and stallholders know the process and what is 
required of them with regard to packing up and 
departing, once the event has ended.

Cleaning

The event venue or site will need to be tidied and 
cleaned at the end of your event. 

As event organiser, you will need to coordinate 
the cleaning to ensure that staff, volunteers and 
stall holders properly clean their sites or allocated 
areas.  Any additional costs incurred by Council to 
clean the site or dispose of waste post event, will 
be charged to you as the Event Organiser. 

Please speak to the Events Team if you envisage 
having any problems complying with this in a 
timely fashion.

Removal of Signage

As soon as possible after the event all advertising 
and directional signs that were erected as part of 
the event are to be removed.

To ensure no signage is missed and not collected 
it is recommended that locations where a sign 
has been placed be recorded at the time of 
placement. 

Post Event Debrief

It is recommended that immediately after the 
event has finished the you should conduct a post 
event debrief/celebration to get feedback and 
to thank any staff, volunteers, sponsors and key 
stakeholders for their involvement.

Post Event Evaluation for Council 

A post event evaluation is a critical step in 
successful event management and will provide 
extremely beneficial information for both you as 
the event organiser and Council going forward. 

We have an online form that we require all event 
organisers to complete after the event. Please 
arrange to do your evaluation as soon as possible 
after the event has concluded, while the details 
are still fresh. Post Event Evaluation Form is in the 
Events Toolkit.

AFTER YOUR EVENT



Disclaimer: Please note that this publication is a guide only and is 
subject to change. Further, it is incumbent on an event organiser 
to ensure that all laws are complied with including obtaining any 
necessary permits from Council. If in any doubt, Event Organisers 
should consult the appropriate legislation or seek professional advice. 
In addition to the information contained in this publication, event 
organisers must exercise skill, care and sound judgement in event 
planning. Although the information contained in this publication has 
been researched, Council accepts no responsibility for any errors 
or omissions that may have unintentionally occurred within the 
publication.

Bass Coast Shire Council 
76 McBride Street
Wonthaggi VIC 3996

www.basscoast.vic.gov.au

DX 34903 Wonthaggi

PO Box 115 Wonthaggi
VIC 3995

1300 BCOAST (226 278)
03 5671 2211

National Relay Service 13 36 77 (for people 
with speech or hearing difficulties)

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

