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1 INTRODUCTION 
 

This Guide has been prepared to assist event organisers to successfully manage the 

events process. As every event is unique, the rules, risk management and 

requirements may differ, therefore this document should be used as a general guide. 

Event organisers are reminded of the need to make their own enquiries and to seek 

advice as needed, with decisions made based on the health and safety of participants 

and visitors to the event. 
 

Council plays host to a variety of events throughout the year. Events are valued for the many 

positive contributions they make to the community including adding to the visitor economy 

and quality of lifestyle in Wellington Shire. 
 

Organising an event may involve determining the permits and permissions required from the 

Shire and other authorities and agencies. 

Events come in many different sizes and cover a wide range of activities. Whatever size the 

event may be, all events have common issues including (but not limited to) planning, 

organisation, safety, insurance, accessibility, contingency planning, and publicity. 

 

1.1 Disclaimer 
 
This document has been produced by Wellington Shire Council (Council) as a general guide 

to plan and manage events. It does not substitute for professional advice relating to laws and 

regulations. Council recommends that event organisers seek information from a variety of 

sources and appropriate professional advice where relevant to your event. In addition to the 

information contained in this document, event organisers must exercise skill, care, and sound 

judgement in event planning. 

Council acknowledges that there may be other requirements that exist that are not contained 

in this Event Guide (Guide). It is the responsibility of event organisers to ensure all 

appropriate requirements are met. 

Contact details and website addresses contained in this Guide are accurate at the time of 

publication, however may change from time to time. It is the event organiser’s responsibility 

to ensure they have the latest edition (available on www.wellington.vic.gov.au) and to obtain 

the most recent information available from other sources and authorities. 
 

Although the information in this publication has been researched, Council accepts no 

responsibility for any errors or omissions that may have accidentally occurred within this 

publication. Council does not necessarily endorse the views expressed by contributors or 

other organisations contained within. Information contained in this guide is subject to 

change. 
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1.2 Event Definition 

 
For Council purposes, an event is defined as a public and/or social gathering of people for a 
community or commercial function or activity. 

Events may include: 

 Sport 

 Markets/Fairs 

 Exhibitions 

 Large conferences 

 Arts/cultural events 

 Youth events 

 Festivals 

 Trade shows 

 Special interest events 

 Music events 

 Large gatherings 
 
 

Do you need to notify Council about an event? 

Generally, yes, if your event is on public land or using public facilities, or if your event 
impacts on normal public activities, e.g. road closures, selling food, erecting structures, 
signs or similar activity. 

Some private functions or events on private land may not meet the current planning 
requirements for that land and may require a Planning Permit or an Occupancy Permit for a 
Place of Public Entertainment (see Permits). We can clarify these requirements for you. 

We don't require notification for all events, but if in doubt, contact the Events Coordinator on 
1300 366 244 or by email events@wellington.vic.gov.au. 
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2  PREPARING FOR YOUR EVENT 
 
Council is committed to developing and supporting events across the municipality.  Events 

are a great opportunity to bring people together to celebrate and showcase activities. Each 

event can differ greatly with variances in venues, audiences, funding and organisational 

structure, however the basic event processes remain constant. 

This document aims to cover many styles of events. To be successful, an event should have 

a clearly stated aim and purpose. Every event will have its own set of objectives, these 

should help the organiser to plan the event and assess its success after completion. 
 

Questions about your event that will assist you with your aims and objectives: 
 

 What event are you trying to hold? 

 What is the overall purpose? 

 Are there detailed objectives? 

 Who is the event aimed at? 

 How much will it cost? 

 When will the event happen? 

 Who will pay for the event? 

 Have you done market research? 

 Have you considered your participant and customer needs? 

 Will your event meet your targets? 

 How will you obtain feedback on your event? 

 How will you collect data about where your participants and customers have come from? 

 How many people are needed to run your event? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

6 



7  

2.1 Event process 
 

 

 
 

2.2 Event size and timeline 
 

Council must be notified at least one month in advance for smaller events and up to 12 

months in advance for medium or major events. It is recommended to base your event lead 

time on the highest impact listed below: 

Small Event (minimum 1 month advanced planning required), is defined as: 
 

 50-500 participants, artists, staff, contractors, volunteers 

 1-5 caterers or food vendors 

 Limited or no temporary infrastructure (for example: less than five small marquees) 

 Low or no noise impact 

 Low or no change to traffic conditions or parking 

 
• Call the events unit on 1300 366 244 or email events@wellington.vic.gov.au to discuss 
your event and determine whether you need to go through our events process. 

• YES you are required to go through the formal process. Fill out the Notification of an Event 
Form and return to Events Coordinator. 

• NO you are not required to go through the formal process. Use this Guide to help organise 
a safe and successful event. 

 
• Requirements: You may be contacted by the Events Coordinator or other Council 
departments seeking further information or clarification around the information supplied. 

• Assessment: the Events Coordinator will assess your application and send an 
acknowledgement email or letter including any further information or application forms that 
are required at this stage. The Events Coordinator will be your main point of contact 
throughout this process. 

• Complete Requirements: You are required to action the requirements and submit to the 
Events Coordinator when complete. We encourage you to forward documentation when 
each task is complete, as not doing so could delay required permits/permissions. 

• Once Council has received all documentation, the Event Coordinator with send a letter 
advising whether your event meets Council requirements with all necessary Permits 
attached. 

 
• Council would appreciate feedback on your event. Particurlarly statistics relating to 
numbers of visitors, postcode information and economic value. 

Step 1 

Step 2 

Step 3 

Step 4 

Step 5 

Step 6 

Step 7 

mailto:events@wellington.vic.gov.au
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Medium Event (minimum 3-6 months advanced planning required), is defined as: 
 

 501-2500 participants, artists, staff, contractors, volunteers 

 6-14 caterers or food vendors 

 Moderate temporary infrastructure required (for example: single stage, larger structures) 

 Mid-high noise impact 

 Moderate additional traffic to the site area 
 

Major Event (minimum 6 to 12 months advanced planning required), is defined as: 
 

 2501+ participants, artists, staff, contractors, volunteers 

 15+ caterers or food vendors 

 Substantial infrastructure required (for example: staging, marquees, toilets) 

 High noise impact 

 Substantial additional traffic to the site area 

 Road closures or traffic stoppages required 

 Impacts on public transport 
 

2.3 Budgeting 
 
Before you start planning your event you should consider its viability by conducting a 

business plan and profit and loss analysis. 

 

2.4 Fundraising 
 
Getting sufficient funding for your event may be key, not only to proceeding from the outset, 

but also putting in place a solid foundation to ensure growth. There are numerous avenues to 

explore for potential funding options for your event depending on its nature. These broadly 

fall into the categories of public (federal, state or local government), private enterprise or 

philanthropy. The following websites contain information on potential funding sources that 

you may wish to explore: 
 

www.arts.vic.gov.au  

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

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 

 
 

2.5 Council Grants 
 
Council’s funding for events can be categorised into grants available for not for profit 

community groups, and contributions available to event organisers holding major events that 

attract visitation from outside the region, both at a State and National level and that highlight 

Wellington Shire. During the event please collect data including post codes of event 

participants to support your grant application. 

Community Assistance Grants: Grant funding of up to $5000 for not for profit community 

groups. View Community Assistance Grants information at www.wellington.vic.gov.au. 

http://www.arts.vic.gov.au/
http://www.vic.gov.au/grants.html
http://www.vic.gov.au/grants.html
http://www.ourcommunity.com.au/
http://www.ourcommunity.com.au/
http://www.freeza.vic.gov.au/
http://www.freeza.vic.gov.au/
http://www.philanthropy.org.au/
http://www.philanthropy.org.au/
http://www.rav.net.au/
http://www.rav.net.au/
http://www.regionalarts.com.au/
http://www.regionalarts.com.au/
http://www.tourismvictoria.com.au/
http://www.tourismvictoria.com.au/
http://www.vichealth.vic.gov.au/
http://www.vichealth.vic.gov.au/
http://www.wellington.vic.gov.au/Enjoying-Wellington/Grants/Community-Assistance-Grants
http://www.wellington.vic.gov.au/
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Quick Response Grants: Individuals can apply for a Grant up to $500 under the Individual 

Sponsorship category. Not for profit community groups operating in the Wellington shire can 

apply for a Quick Response Community Grant up to $2,000. View: Quick Response Grants 

information at www.wellington.vic.gov.au 
 

Contributions to Attract Major and Significant Events: We have additional funding 

available to contribute to major attractions or significant events to the area that highlight 

Wellington Shire, provide a high level of economic benefit and that can attract external 

visitors to the region. Please contact the Events Coordinator for an Expression of Interest 

form and guidelines. 

ANZAC and Australia Day Grants Grant funding is available for Australia Day celebrations 

that reflect contemporary Australia: our diverse society and landscape, our remarkable 

achievements, and our bright future, while reflecting on our nation's history. 

2.6 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. Various producersr 

producer may agree to partner with you by supplying goods in return for various forms of 

recognition. 

Your sponsorship agreement will need to recognise the sponsoring organisation as 

much as possible. Some of the ways in which you may consider recognising your 

sponsors include: 
 

 Recognition on all media  Recognition on tickets/programs 

 Invite to media launch  Invite to event 

 Recognition on event signage  Using sponsor logo where possible 

http://www.wellington.vic.gov.au/Enjoying-Wellington/Grants/Quick-Response-Grants
http://www.wellington.vic.gov.au/
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2.7 Event Planning Documents 
 
 

To support permit applications, Council and other authorities may require evidence that a 

range of event planning has been undertaken and documented. Depending on the size and 

impact of the event, Council and other authorities may require one or more of the following 

detailed plans: 
 

 Risk Assessment  Traffic Management Plan 

 Place of Public Entertainment 
(POPE) 

 Waste/Environmental Management Plan 

 Accessibility Plan  Safety Management Plan 

 Emergency Management Plan  Security Plan 

 Crowd Management Plan  Food Safety considerations 

 Environmental Impact Plan  Noise Impact Statement 

 Public Transport Plan  Adverse weather conditions plan 
 

Once the Event Plan is developed and finalised you should distribute copies to: 

 Wellington Shire Council – Events Coordinator 

 Asset Managers and agencies that have issued permits and approvals 

 Your Safety Officer and Chief Wardens 

 Your Event Staff 

 Your contractors 

 Emergency Services 

 Your volunteers 

 Your Participants (Vendors, Traders, Performers etc.) 

 Your Event Committee and Key Stakeholders 

 
 

2.8 Accessibility 

 
Council encourages all events hosted on Council controlled or managed land to be 

accessible to people with disabilities, parents with prams, older adults and delivery 

personnel. 

The Disability Discrimination Act 1992 (DDA) makes it unlawful to discriminate against a 

person with a disability. Such discrimination can happen when a person is treated less fairly 

than someone without a disability. 
 

You can ensure your event is accessible if you: 
 

 Develop and implement an Access Action Plan 

 Ask for customer feedback – especially people with disabilities 

 Ensure signage is clear and concise 

 Ensure all customers can access your event via a continuous accessible path of travel 

 Ensure pathways are clear of clutter or temporary barriers 

 Provide temporary portable ramps if required 

 Provide mobile accessible toilets 

 Station a volunteer or staff at point of access to assist 

 Provide low height counters suitable for people using wheelchairs, prams, etc 

 Train staff and volunteers in access awareness issues 

 Ensure the same opportunities are available to everyone to participate in events 
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Contacts & Resources 

 Call the Council Rural Access Project Coordinator on 51423179 

 Accessible Tourism in Gippsland  
http://destinationgippsland.com.au/accessible-tourism-its-your-business/ 

 

 Institute of Access Training Australia’s “How to provide better access to Festivals and 
Outdoor Events” handbook or call (03) 9431 3472 

http://destinationgippsland.com.au/accessible-tourism-its-your-business/
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3  VENUE AND STRUCTURES 
 

3.1 Gaining Permission from the Land Owner 

 
Hosting an event may require permission and/or permits from a wide range of authorities. 

 

In the interests of the broader community Council reserves the right to decide on the 

appropriateness of any events planned. 

One of the first permissions to obtain is generally from the land or venue owner. The Table 

below details the key land and venue owners in Wellington Shire. A Planning Permit may 

be required if the event is taking place on private land. A lead in time of two to six months 

is required. 
 

In some cases, a permit may be required from one or more authorities. Several authorities 

may also assist in the event planning process and will possibly be involved in ensuring your 

event complies with the relevant rules. 

Please note, the list is an indication only and it is the responsibility of the event organiser to 

ensure all permits and permission have been obtained. 
 

Site/Venue Site/Venue owner or management responsibility  

Inland waterways and Lakes  

Rivers West Gippsland Catchment Management Authority  

Mitchell River Department of Environment, Land, Water & Planning  

Gippsland Lakes Ports and Harbour Authority  

Lake Glenmaggie Southern Rural Water  

Port of Sale Wellington Shire Council  

Parks and Gardens Wellington Shire Council  

Coastal Areas  

Ninety Mile Beach Department of Environment, Land, Water & Planning  

Foreshore areas Department of Environment, Land, Water & Planning  

Foreshore– Seaspray Department of Environment, Land, Water & Planning  

Marine parks Marine Safety Victoria  

Airports  

East Sale RAAF Base RAAF  

Yarram Parkside Aerodrome Wellington Shire Council  

West Sale Aerodrome Wellington Shire Council  

Venues/Facilities  

Sale Swimming Pool Wellington Shire Council  
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Site/Venue Site/Venue owner or management responsibility  

Wellington Libraries Wellington Shire Council  

Gippsland Regional Sporting Complex Wellington Shire Council  

Esso BHP Billiton Wellington 
Entertainment Centre – The Wedge 

Esso BHP Billiton Wellington Entertainment Centre – 
The Wedge 

 

Art Gallery Wellington Art Gallery  

Recreation Reserves Various Committees of Management  

Halls Various Committees of Management  

Private facilities  

Venue or land owner or manager Land Owner or Manager  

Communication   

Major Events Telstra For major events only - contact Telstra to request 
boosts to the mobile coverage 

 

Helimed / Ambulance Victoria For remote or large event please notify Ambulance 
Victoria. 03 9840 3500 

 

 

 

Note: Some sites and venues charge hire fees and may require deposits. The notification 

period for use of the site or venue varies. 

3.2 Planning Permits 
 
A Planning Permit may be required if the event is taking place on private land. Planning 

Permits are not generally required for events on public land, however may be required if 

there are temporary or permanent buildings involved. Event organisers should contact the 

Events team to discuss if a Planning Permit is required. 

 

3.3 Timeframes 
 

 
Permit/Permission Responsible Authority Lead time required 

Place of Public Entertainment Wellington Shire Council 2 – 3 weeks 

Planning Permit Wellington Shire Council 2 – 6 months 

Street Party/Street Festival, 
Procession, or Event Permit 

Wellington Shire Council 2 – 6 months (dependent 
on Traffic Impact) 

Occupancy Ppermit/Temporary 
Structures 

Wellington Shire Council 2 – 3weeks 

Use of Parks and Reserves Wellington Shire Council 3 – 6 months 

Road Closures/Traffic 
Management/Parking/Impact on 
Public Transport 

Wellington Shire Council/ 
Vic roads/ Department of 
Infrastructure 

2 – 6 months 

Food Registration Streatrader 7 days to 1 month 

Camping Wellington Shire 
Council/Private Land Owner 

Minimum 2 months 

Busking Wellington Shire Council 1 month 
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Permit/Permission Responsible Authority Lead time required 

Emergency Services CFA, Vic Police, Rural 
Ambulance Victoria 

4 – 6 months 

Alcohol Liquor Licensing Victoria 2 months 

Raffles, fundraising Wellington Shire Council 2 months 

Photography at events Event’s Organiser Permission is required 
prior to publication from 
people who can be easily 
identified in the image 

Signage – promotional or 
directional 

Wellington Shire Council 2 months 

Fireworks Worksafe, CFA, Wellington 
Shire Council 

4 – 6 months 

Filming Permit Wellington Shire Council 2 months 
 

The above list of permits/permissions is not exhaustive. Please seek further information from 

relevant sources. 

3.4 Places of Public Entertainment Permits (POPE) 
 
Section 49 of the Building Act 1993 states, public entertainment must not be conducted in a 

place of public entertainment unless an occupancy permit has been issued for the use of the 

entertainment. 
 

A Place of Public Entertainment is: 
 

 A building in which is used or intended to be used for providing public entertainment; or 

 A place which is enclosed or substantially enclosed, or to which admission can be 
gained by payment of money or the giving of other consideration. 

 

An Occupancy Permit is required for: 
 
 An assembly or public buildings (Class 9b) having an area greater than 500m2 and any 

prescribed temporary structures; and 

 A place having an area greater than 500m2. 
 

Prescribed temporary structure is: 
 

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

 Seating stands for more than 20 persons; 

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

 Prefabricated buildings exceeding 100m2 other than ones placed directly on the ground 
surface. 

 

3.5 Temporary Building Structures 

 
Prescribed Temporary Structures have additional requirements under the Building Act and 

must have a separate Occupancy Permit issued by the Victorian Building Authority, and 

must be designed in accordance with engineering principles to provide for their structural 

safety and the safety of the public and other persons using them. 

A Building Inspector will complete a preliminary inspection within 1 week of the event 

commencing and a pre-opening inspection on the day before the event. 
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Before paying any deposits or signing any contracts you should ask your supplier for 

verification that the Victorian Building Authority has given approval for the structure involved. 

All temporary structures must be designed and erected with a margin for safety and a view 

to potential hazards. This must be done under the supervision of a registered building 

practitioner, and must conform to local government and Victorian Building Authority permit 

specifications and conditions. 

Consideration should also be given to employing the services of an independent structural 

engineer to inspect temporary structures prior to occupancy. 
 

Further information can be obtained from the Victorian Building Authority website at:  

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

3.6 Stages and Platforms 

 
There are recommendations relating to stages and platforms, depending upon the type of 

stage or platform to be used and audience size. Buffer zones should sometimes be allowed 

around stages for access and if stages are more than two metres high there are specific 

requirements for stage skirting. 

 
 

3.7 Temporary Seating 
 
 

Grandstand seating could require an Occupancy Permit. Temporary individual seats are 

often not secured to the floor or to one another. While this may not present any problems 

with sedate audiences, consideration should be given to securing seats if people are likely to 

stand on seats or the audience may become disruptive. 
 

If seats are to be secured, portable, folding, or stacking chairs should be secured to the floor 

or grouped together by not less than four. Where this is not possible, attachment of the legs 

of each row of chairs to two long planks, one running under the front legs, and one running 

under the back, is an alternative solution. 

 
 

3.8 Ground marking/pickets/stakes into the ground 

 
If temporary structures are being erected or ground marking is to take place, permission is 

required in advance from the land/venue manager (or Council if Council land). This is to 

ensure no damage is done to watering/ground irrigation systems and electrical systems. It is 

also advisable that event organisers contact Dial before you Dig (phone 1100) before putting 

pickets or stakes into the ground. 

 
 

3.9 Amusements and rides 
 
 

Amusements and entertainment rides are subject to the Occupational Health and Safety Act 

2004 and certain devices must comply with Australian Standard (AS 3533 – Amusement 

Rides and Devices). There are a range of requirements of the supplier, employers and the 

organisation hiring equipment. 
 

Event organisers should: 

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


 

 Obtain a copy of the WorkCover registration for the amusement equipment, where 
relevant 

 Obtain a copy of the operator’s Public Liability Certificate of Currency 

 Receive information of the level of training and supervision being provided during 
operations 

 Ensure that regular maintenance and servicing has been undertaken on the equipment 
(operators are required to record inspections and maintenance in a log book) 

 Obtain any information from the supplier on the safe use of the equipment 
 
 

A Siting Permit may also be required from Council for amusements and rides, and a site plan 

will be required identifying the location of all rides and amusements. 

 
 

Camping 
 

Camping is not permitted on Council land other than in designated camping areas. If your 

event includes camping on private land, please seek written permission and provide details 

to Council. 

 
 

Smoking 

From 1 August 2017, smoking will be banned: 

 in outdoor areas at hospitality and food venues used for eating food. This includes 
footpath dining areas, courtyards and beer gardens during times food is being eaten, or 
is available to be eaten 

 in all outdoor areas at food fairs. A food fair is an event where the principal 
activity is the supply of food for consumption at the event 

 within 10 metres of a food stall or food vendor at organised outdoor event (other 
than a food fair). 

For more information: 
https://www2.health.vic.gov.au/public-health/tobacco-reform/smoke-free-areas/outdoor-dining 
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4.1 The Site Plan 

4  MINIMISING RISK 

 

A Site Plan is a drawing which usually shows the layout of your event. It is best to send 

your Site Plan with your Notification of Event Form ideally drawn to scale. You should 

include: 

 Festival/event area including surrounding streets 

 Entrances and exits; disabled access 

 Emergency entry and exit routes 

 Main performance areas/entertainment sites 

 Carnival rides, stages, and marquees 

 Liquor licensed areas 

 Toilets (Including number) 

 Water drinking fountains 

 Parking areas including disabled parking 

 Food stalls 

 First Aid/Ambulance 
 

4.2 Risk Management Plan 

 
Council requires your event to be managed safely and without risk to all involved. As such, 

you are required to identify and manage the risks associated with your event via a Risk 

Management Plan. 
 

Risk Management is about protecting your staff, members and visitors from injury or death, 

as well as protecting your organisation from legal liability, high insurance costs and 

reputational damage. The Risk Management Plan should also identify the likely emergencies 

that could occur, the chain of command and roles of key personnel, crowd management 

controls, and the communications plan. 
 

Your Risk Management Plan should also include the following information: 
 

 Emergency Medical Plan should be developed with the event’s chosen ambulance and 

first aid provider. 

 First Aid: First aid capability should reflect the size and type of the event. E.g. major 

events or high risk events may require full time paramedic’s onsite. On site first aid 

should provide the main support for the event. Vic Ambulances should only be called for 

emergencies to ensure they are not being taken away from other community 

emergencies. 

 Safety Officers should be appointed to be responsible for the health and safety matters 

pertaining to the event including the operation of fire equipment, evacuation procedures, 

safety barriers, exits and the use of naked flame. Consultation with the CFA and the 

Municipal Building Surveyor will assist in determining how many safety officers are 

needed for your event and what the training requirements are. 

 Fire Safety: It is likely your event will require fire-fighting equipment. This is required 

for kitchen / cooking equipment, temporary structures and buildings and outdoor venues 

(as determined by the Wellington Shire Building Surveyor in consultation with the CFA). 
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Event organisers should consult with the Municipal Building Surveyor and the CFA for 

minimum requirements. 

During the months from November to March fire danger is high. Event organisers should 

consult with the CFA as to how fire danger can be minimised. For outdoor events held on 

public land, the land manager may require a fire plan to be completed as a condition of 

permit. On days of a total fire ban, it is a requirement to obtain a permit from the fire 

services to use an open flame for any purpose, including cooking, heating for temporary 

stalls/marquees or in the open. 
 

The CFA must be consulted if the event is to be conducted on a day of total fire ban or 

during the fire danger period and if fireworks are planned as part of the event. Wellington 

Shire Council’s Municipal Fire Prevention Officer, Phone 51423180, should also be 

consulted to ensure fire risk is minimised. 

 The Communications Plan should include how to contact emergency services, collate 

lists of people who will be required to be contacted in the case of an emergency, the 

mode of communication (e.g. mobiles, two-way radios), how to deal with media 

enquiries, and a method for communicating with the people at the event. 
 

Should an incident occur that results in an injury, damage or loss a risk management plan 

may be used as evidence to determine your liability. Wellington Shire Council can provide a 

toolkit with samples of various forms including a Risk Matrix, Risk Assessmen and 

Emergency Management Plan. 
 

Visit the Our Community Website for a range of help sheets, templates and check lists:  

www.ourcommunity.com.au/insurance/insurance_article.jsp?articleId=1245#helpsheets. 
 

For music festivals please refer to the following Code of Practice for Running Safer Music 

Festivals and Events by searching ‘Code of Practice for Running Safer Music Festivals’ on  

www.health.vic.gov.au. 
 

4.3 Local Emergency Services 
 

 

Emergency Service Contact Phone 

Local Police - Sale Police 03 5142 2200 

Central Gippsland Health Service (Sale 

Hospital) 
03 5143 8600 

Country Fire Authority Sale 03 5149 1000 

Sale Ambulance Station 1800 990 029 

SES Eastern Region Headquarters 03 9256 9400 

HeliMed / Ambulance Victoria 03 9840 3500 

http://www.ourcommunity.com.au/insurance/insurance_article.jsp?articleId=1245&amp;helpsheets
http://www.health.vic.gov.au/
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4.4 Insurance 

 
Event organisers require a minimum insurance cover of $20 million to stage an event on 

Council owned or managed land. The organiser needs to check that the event activity (i.e. 

market or music event) is listed under the business activity section of the Certificate of 

Currency. Your application will not be considered without the insurance. 

For larger scale events, if you engage a licensed pyrotechnician (fireworks) or an operator of 

inflatables (jumping castles), the minimum Public Liability Insurance Cover Council require is 

$20 million. 
 

As an event organiser, you need to be covered against anyone injuring themselves or 

others at your event. If you don’t have insurance cover, you run the risk of a claim 

being made against you, personally. 
 

Not-for-profit organisations 

 
 Visit www.ourcommunity.com.au or phone 9320 6800 for handy hints on insurance and 

risk management 

 Contact other not-for-profit organisations and ask them what insurer they use. 
 

Businesses or individuals 

 
 Visit the National Insurance Brokers Association website www.niba.com.au or phone 

(02) 9964 9400. 

 Call another event management organisation and ask them what insurer they use. 

Get a few quotes before settling with an insurer and be certain that the insurance you secure 

covers the events and activities you are planning. This should be reflected on any 

Certificate of Currency provided to Council. 

4.5 Reporting Incidents/accidents 

 
As a part of the risk management process, event organisers should have incident/accident 

report forms available at the event and ensure all key people are aware of the need to 

complete these in the case of any incidents or accidents. Event management should 

respond as soon as possible if the reporting process indicates any incidents that may need 

follow up during the event. 
 

If an incident or accident takes place on Council land or property, event organisers must 

report the incident/ accident to Council’s Risk Management Coordinator. The report should 

be made as soon as possible after the incident or accident. WorkCover must be notified if 

there are any serious injuries or deaths that occur at your event. 
 

Contacts & Resources: 
 

 Advice for managing major events 

https://www.worksafe.vic.gov.au/  

isers_advice.pdf 

 
data/assets/pdf_file/0010/12502/major_events_organ 

 Total Fire Ban permits to use fire in the open air on a day of Total Fire Ban.  

http://www.cfa.vic.gov.au/warnings-restrictions/total-fire-ban-permits/ 
 

4.6 Occupational Health & Safety 
 
Event organisers should be familiar with Victorian Occupational Health & Safety Act 2004, as 

http://www.ourcommunity.com.au/
http://www.niba.com.au/
https://www.worksafe.vic.gov.au/__data/assets/pdf_file/0010/12502/major_events_organisers_advice.pdf
https://www.worksafe.vic.gov.au/__data/assets/pdf_file/0010/12502/major_events_organisers_advice.pdf
https://www.worksafe.vic.gov.au/__data/assets/pdf_file/0010/12502/major_events_organisers_advice.pdf
https://www.worksafe.vic.gov.au/__data/assets/pdf_file/0010/12502/major_events_organisers_advice.pdf
http://www.cfa.vic.gov.au/warnings-restrictions/total-fire-ban-permits/


 

there is an obligation to provide for the safety of attendees, and appropriate care, safety and 
training of all personnel (staff, volunteers, event attendees, contractors, performers etc.) at 
events. 

 
Event organisers should identify likely occupational health and safety issues and identify 
appropriate training and monitoring procedures for a range of issues including: 

 

 Provide training for tasks such as lifting, traffic, crowd management and money handling. 

 Ensure appropriate qualified personnel are involved in the handling of electricity, gas and 
other hazardous materials. 

 Ensure contractors are certified and conducting their activities in a safe manner. 

 Ensure those operating equipment and machinery or undertaking construction of 
structures are qualified to do so. 

 Supply ear protection for those working in noisy areas and sun protection for those in 
outdoor settings. 

 

A health and safety procedures manual should be developed and continually updated and a 
safety officer be present on site for the whole event including bump in, setup and bump 
out/pull down. 

 

For construction work all people involved are required to have a Construction Industry 

Induction Card (formerly known as Industry Red Card). 

Contacts & Resources: 
 

 WorkSafe Victoria: www.worksafe.vic.gov.auor 1800 136 089 (toll free) 
 

4.7 Plant and equipment 

 
Machinery, certain vehicles, tools and equipment are described in Occupational Health and 

Safety legislation as ‘plant’ or ‘prescribed equipment’. Plant includes certain structures such 

as scaffolding and amusement structures (amusement rides). 

The OHS Regulations 2007 defines ‘amusement structure’ as ‘powered equipment operated 

for hire or reward which provides entertainment or amusement through movement of the 

equipment, or part of the equipment, or when passengers travel on, around or along the 

equipment’ (section 3.5). 

Under these regulations, there are various responsibilities and obligations regarding public 

safety. 

A proprietor of prescribed equipment must ensure that the equipment, when used is safe 

and without risks to health, operators are suitably licensed and trained, and that such 

equipment is appropriately inspected and maintained. (This last aspect may include annual 

certification by a structural engineer, or similar activities.) 
 

A person in charge of prescribed equipment must: 
 

 Have relevant licences and competencies 

 Take reasonable care for his/her own health and safety and that of any other person who 
may be affected by his/her acts or omissions in relation to the equipment. 

 Not wilfully or recklessly interfere with or misuse anything provided for safety or wilfully 
place at risk the health or safety of any person at the equipment site. 

 
Practically, this means that an event organiser should ensure that the amusement provider 
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will be setting up and controlling the amusement equipment for the duration of the event, and 

that the operators of the equipment are suitably licensed. 

Suitable barriers must be used and adequate space around the amusement must be 

provided. To determine other appropriate actions for the amusements at your event, a site- 

specific risk assessment should be conducted, for each amusement structure. 
 

Similar responsibilities apply to powered mobile plant such as cranes, tractors and earth 

moving machinery. If your event involves the use or presence of such equipment, you should 

also ensure that you comply with the requirements of occupational health and safety 

regulations. 
 

Contacts & Resources: 
 

Safe Work Method Statement (SWMS) http://www.worksafe.vic.gov.au/forms-and-  

publications/forms-and-publications/safe-work-method-statement-doc2 
 

Job Safety Analysis (JSA) Checklist http://www.worksafe.vic.gov.au/safety-and-  

prevention/health-and-safety-topics/job-safety-analysis 
 

Example Gas Safety Checklist 
 

Link to an example of Gas Safety Checklist 
 

Code of Practice for the Safe Use of LPG at public events in Victoria  

http://www.esv.vic.gov.au/Portals/0/gas%20professionals/files/guides%20and%20datasheet  

s/LPG%20Code%20of%20Practice%202015.pdf 
 

4.8 Volunteers 

 
Council recognises that volunteers play a significant role at events and that many events are 

run entirely by volunteers. Event organisers are therefore encouraged to develop processes 

for the selection and recruitment of volunteers and develop a Volunteer Policy. 

The Volunteer Policy could include: 

 Position descriptions 

 Site inductions 

 Information on the event and their specific role 

 Maximum number of hours to be worked (in one day/duration of event etc.) 

 Breaks expected 

 Rewards or recognition 

 Consider how many staff and / or volunteers you will need for the event 

 Check the legal liability you carry for both volunteers and staff 

 Consider occupational health and safety issues under your duty of care, e.g. distances 
covered, hours worked, shift rosters 

 

In some situations, volunteers are required to have certain qualifications. For example, 
volunteers assisting with the implementation of a traffic plan will require a Traffic Controllers 
qualification. 

 

Where volunteers (and staff) are working with the vulnerable, the disadvantaged or 

children/teens, a Working with Children Card and/or Police check must be obtained. Event 

organisers have a duty of care to ensure not only the safety of those attending the event but 

also of their staff and volunteers. Please refer to www.workingwithchildren.vic.gov.au 
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http://www.esv.vic.gov.au/Portals/0/gas%20professionals/files/guides%20and%20datasheets/LPG%20Code%20of%20Practice%202015.pdf
http://www.esv.vic.gov.au/Portals/0/gas%20professionals/files/guides%20and%20datasheets/LPG%20Code%20of%20Practice%202015.pdf
http://www.workingwithchildren.vic.gov.au/


 

 
 

Important ways event organisers can minimise the risks staff and volunteers face is to clarify 

what they will be expected to do and ensure they have the appropriate qualifications and/or 

experience. 
 

It will also be necessary to ensure appropriate staff are trained or instructed in a variety of 

matters, including: 

 Instructions on the basics of normal and emergency crowd movement and assembly. 

 First Aid. 

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

 Communications procedures and use of communications equipment. 

 Responsibilities for contacting and liaising with emergency services. 
 

A register of all training and instructions given should be kept and volunteers/staff should 
confirm their attendance by signing off against their name. 

 

It is the responsibility of all event organisers to contact their Insurance Brokers and 

advise them that volunteers are being considered and to confirm coverage. 
 

Volunteers conducting construction works are required to have a Construction Industry 

Induction Card. 

Contacts & Resources: 

 www.volunteeringaustralia.org 

 www.ourcommunity.com.au 
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5.1 Food Safety 

5  PUBLIC HEALTH & SAFETY 

 

As the organiser of an event you have a responsibility to ensure that food vendors attending 

have met their legal requirements with Council. Council must be notified if food is to be sold 

or provided to the public at an event. All businesses, persons and organisations that sell or 

provide food to the public are required to be registered with  

https://streatrader.health.vic.gov.au/   and a food vendor list must be submitted to Council 

between four weeks to 7 days prior to the event. 
 

Your Public Liability Insurance is unlikely to cover your organisation if there is an injury 

resulting from the food you serve; for example, if the food causes illness or if you’ve been 

negligent in handling it. You may need Product Liability Insurance - check with your insurer. 

5.2 Water 
 
The water supplied at the event for drinking, cooking, hand washing or showering must be 

safe for human consumption. Where a facility is not connected to mains water, for example 

uses a rainwater tank, the water must be treated before use. This may include boiling or 

chlorinating the water supply before use. Water may need to be carted in for large events. 
 

For the safety of patrons at outdoor events, organisers should: 
 

 Provide drinking water that is readily available 
 

 Provide one drinking fountain or drinking tap for every 200 patrons or part thereof (a 

washbasin does not constitute a drinking fountain or tap). Gippsland Water can provide a 

portable water fountain. Details can be found at www.gippswater.com.au/residential/our-  

community/portable-water-fountains 
 

 Place drinking taps in areas that do not have the potential to form a bottleneck of 

patrons. 
 

 Provide signage to the water. (This could be included in site maps that are provided with 

tickets to the event and at the information centre.) 
 

5.3 Alcohol Management 
 
If alcohol will be sold, served or consumed during your event, you must obtain a Victorian 

Commission for Gambling and Liquor Regulations liquor licence. Allow 60 days processing.  

www.vcglr.vic.gov.au/home/liquor/new+applicants/apply/ 
 

A copy of the permit must be submitted to Council prior to the event along with a Liquor 

Licence Management Plan and map showing a red zone where alcohol is to be served and 

consumed. 
 

Council’s Local Laws do not allow for the consumption of alcohol on roads (at any time), or 

in public reserves between sunset and sunrise (Local Law No. 3 Municipal Place Part 7). 

Clause 7.3 Exception permitted if a street party/festival/event permit is obtained from 

Council. 
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Permission can however be sought to allow for drinking of alcohol in public reserves. To 

obtain permission the request must be made to the Events Coordinator at least 1 month 

prior to the event. 

The management of the sale of alcohol is the responsibility of the liquor license holder. You 

need to establish areas of the event that are designated for alcohol consumption and sale 

(red zone). 

Consideration needs to be given to preventing the sale of liquor to minors and unduly 

intoxicated/disorderly persons and preventing access by minors to liquor sale areas. 

It is recommended that alcohol be sold or supplied using disposable cups, plastic containers 

and opened cans. This will reduce the number of alcohol-related injuries. 
 

Toilet facilities should be provided in or near alcohol consumption areas. Water, light and 

non-alcoholic drinks must be available. 
 

In considering the logistics of selling alcohol it is important that licensees put in place 

responsible serving of alcohol (RSA) policies. The RSA program is one way in which 

management can ensure their staff are aware of their responsibilities when serving alcohol. 
 

The following also needs to be considered: 
 

 How will alcohol consumption areas be defined? (e.g. fences, rails, barrier mesh). 
 

 Have you allocated a defined area on your site plan that is a family friendly site? 
 

 How will bar staff be trained and made aware of the Liquor Control Reform Act 1998 and 

associated penalties? 
 

 How will bar staff identify minors? 
 

 How many bar staff will be employed and who will they report to? 
 

Event organisers need to plan for the effects of alcohol consumption, including: 
 

 Extra toilets 
 

 Additional First Aid for injuries and intoxicated people 
 

 Dehydration (especially where patrons rely on alcohol as their only source of fluid intake) 
 

 Security for disturbances caused by intoxicated persons 
 
 

5.4 Fireworks/Pyrotechnics 
 
If you would like to have a pyrotechnics display (fireworks) at your event, you must seek 

permission from Council not less than 14 days prior to the event. 
 

Please note: 

 No fireworks can be discharged after 10.30 pm unless Council has provided permission. 

 Be aware of current fire rating especially during the summer months. 

All applications for permission to conduct fireworks must include: 
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 A copy of a WorkSafe Victoria Licence to use fireworks detailing the pyrotechnician 

including the relevant authorities, to use the types of fireworks intended to be used; 

 A declaration by the licensed pyrotechnician or company responsible for the discharge of 

the fireworks indemnifying the Council of any adverse consequences of the fireworks; 
 

 The proposed location, date and times of commencement and conclusion of fireworks; 
 

 The area of impact with respect to noise, smoke and debris from the discharged 

fireworks; 

 Evidence of currency of Public Liability Insurance cover, in the name of the pyrotechnics 

operator, of not less than $20M; and 
 

 A sample of the written notification to be distributed to all properties within a 1000 metre 

radius of the site of the fireworks display at least seven days prior to the proposed 

fireworks. 

 It is recommended you include in publicity/advertising material a warning to pet and 

livestock owners about the time and location of fireworks. An example is: ‘Please ensure 

that your pets are secured on your property at this time’ displayed prominently on your 

posters provides neighbourly, practical advice. 
 

If permission is granted to conduct a fireworks display the event organiser must provide the 

following to Council within seven days of the event: 
 

 A copy of the Notification of Intention to Discharge Fireworks Form submitted to 

WorkSafe Victoria and the Country Fire Authority; 

 Confirmation that the licensed pyrotechnician who was included in the application will 

oversee the fireworks display at the event; 

 Evidence that written notification of the fireworks display was given to all properties 

within a 1000 metre radius of the site of the fireworks at least seven days prior to the 

display (All written notifications of proposed use of Council land for fireworks 

/pyrotechnics displays must be placed in the letterbox, newspaper holder or under the 

front door of premises). 
 

Other conditions: 
 

Fireworks shall not be discharged or must cease being discharged: 

 On a day of total fire ban unless permitted by the Chief Officer of the Country Fire 

Authority; or 
 

 The Country Fire Authority deems that the local conditions are not suitable for the safe 

discharge of fireworks; 
 

 When an EPA Smog Alert is in place; 
 

 When the licensed pyrotechnician cannot directly supervise the discharge of the 

fireworks; 
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5.5 Power 
 
Power is often the source of the greatest safety risk at an event. Many stalls and 

entertainment areas require electricity. A portable generator usually supplies this, with 

cabling to the individual stalls. 

It is recommended that an electrician sets up all power outlets and generators and be 

present on site for the duration of the event. This will assist with trouble shooting any issues 

that may arise during the event such as an electrical appliance tripping the safety switch. 

The site where the generator(s) are positioned needs to be fenced off securely or placed in a 

position that is out of the way. The electrical cabling also needs to be placed out of the way 

to avoid tripping, such as appropriately strung overhead, or cables run away from walkways, 

paths or areas where the public will have access. 
 

All portable electrical equipment must be tested and tagged in accordance with AS/NZS 

3760:2003 In-Service Safety Inspection and Testing of Electrical Equipment. 

5.6 Lighting 
 
If your event takes place at dusk or in the evening, all lights need to be operational to ensure 

public safety. You will need to do a site check at night to identify any problems and address 

them. 

Some stalls and entertainment areas may also require lighting. These need to be checked 

for public safety. We recommend that an electrician be on site to assist with electrical set up 

and issues during the event. 

If lighting is inadequate you should consider hiring portable lighting towers to assist with 

lighting specific areas, walkways or car parks. 

5.7 Noise 

 
Noise pollution from events is often a major source of complaints to authorities from the 

surrounding community. Event organisers must therefore consider the noise impact the 

event will have. Many event venues will have maximum allowed noise levels and these may 

be monitored by the Environment Protection Authority and Wellington Shire Council.  Events 

must comply with the State Environmental Protection Policy. 
 

Music amplifiers, public address systems, refrigerators, generators, and crowds are all noise 

contributing factors. It is important to monitor the level of noise produced by the event to 

minimise disruption to local residents and businesses. Consideration should be given to the 

times of use, position and direction of speakers, sound checks and how noise levels will be 

monitored. It is also recommended that nearby residents be notified via a letter drop of the 

event (approximately 7 days prior) and that contact details are provided to the event 

organiser so that any complaints can be dealt with immediately. 
 

At events where noise levels are very high, such as rock concerts, air shows and motor 

racing, volunteers, and employees exposed to high noise levels for prolonged periods must 

be provided with adequate ear protection. The audience should also be warned of the 

dangers posed and advised of measures to protect their hearing. Please refer to 

Environmental protection Agency Guidelines www.epa.vic.gov.au 

http://www.epa.vic.gov.au/
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5.8 Toilets 

 
The Building Code of Australia specifies the number of toilets that must be provided. The 

local government authority building inspector must also approve the facilities. The number of 

toilets is determined by the duration of the event, the number of people attending, if alcohol 

will be served and the crowd split between males and females. Unisex portable toilets can 

be brought into fixed venues that cannot accommodate extra toilets and men’s toilets can be 

converted to women’s, and vice versa. A disabled access toilet should also be included. 

 
Recommended numbers of toilets and washbasins 

Guidelines for events where alcohol is not available 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Guidelines for events where alcohol is available 
 

 Males   Females  

Patrons Toilets (WC) Urinals Basins Toilets 

(WC) 

Basins 

Less than 500 3 8 2 13 2 

Less than 1000 5 10 4 16 4 

Less than 2000 9 15 7 18 7 

Less than 3000 10 20 14 22 14 

Less than 5000 12 30 20 40 20 

Less than 10,000 24+ 60+ 40+ 80+ 40+ 

 Males   Females  

Patrons Toilets (WC) Urinals Basins Toilets 

(WC) 

Basins 

Less than 500 1 2 2 6 2 

Less than 1000 2 4 4 9 4 

Less than 2000 4 8 6 12 6 

Less than 3000 6 15 10 18 10 

Less than 5000 8 25 17 30 17 

Less than 10,000 16+ 50+ 34+ 60+ 34+ 

 



28  

Staff toilets 

Separate facilities may need to be provided for catering staff. 

 
Washbasins 

One washbasin for every 200 patrons or part thereof. Cold water supplies 

must not be cut off in bathroom taps. 

 

Disability Toilets: For use by disabled persons, one unisex facility minimum 

Baby Change Rooms: Maybe an option depending on your demographic. 

All toilet facilities must be: 

• well lit, including the surrounding area 

• provided with waste receptacles for sanitary products and paper 

• contain soap and hand drying equipment 

• odour free 

• cleaned and regularly restocked throughout the event 

• fitted with syringe disposal units 

• located away from food storage and food service areas. 

 
5.9 Showers 

 
Where camping is a component of the event, showering facilities should be provided at a 

level that will cope with demand. If this is not possible then patrons should be advised. 

Suggested minimum requirements for facilities for campgrounds based on 2-3 nights 

camping are as follows: 
 

 Shower numbers 

Male 1 per 100 

Female 2 per 100 

 

 

Experience has shown that where audiences attend an outdoor event without washing 

facilities, any nearby water area will be employed as a makeshift washing area. This 

may create environmental issues. 
 

Showers accessible to people with a disability should be provided. 
 

Pump out facilities must be provided and showers must be cleaned and restocked as often 

as necessary. A permit from Council will be required. 

5.10 Animal Nurseries 

 
Please ensure the contractor provides a safe environment for animals and has the required 

permits. Please refer to http://agriculture.vic.gov.au 
 

Please find below an example of a factsheet from New South Wales Health Department. 
 

http://www.health.nsw.gov.au/Infectious/factsheets/Pages/petting-zoos-and-personal-  

hygiene.aspx 

http://agriculture.vic.gov.au/
http://www.health.nsw.gov.au/Infectious/factsheets/Pages/petting-zoos-and-personal-hygiene.aspx
http://www.health.nsw.gov.au/Infectious/factsheets/Pages/petting-zoos-and-personal-hygiene.aspx
http://www.health.nsw.gov.au/Infectious/factsheets/Pages/petting-zoos-and-personal-hygiene.aspx
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6 WASTE MANAGEMENT 
 
All events need to consider how to manage waste generated from events. Inadequate waste 

management can result in safety hazards, odours, and aid in the transmission of 

communicable diseases to both staff and patrons. 

A Waste Management Plan should be developed to prevent a build-up of waste on site and 

to provide for the efficient and safe removal of waste. 
 

The plan should detail: 
 

  Types of packaging that will be provided at the event, e.g. straws, bottle tops. 

 Type, quantity and location of waste receptacles, preferably marked on a site plan. 

 Do you intend to provide separation facilities? i.e. recycle, rubbish, compost and paper 
bins 

  How often and by whom will waste be removed from the event site and disposed of. 

 How the event will manage waste not placed in receptacles provided. 

 How the event may intend to minimise and recycle packaging. 

 How your event intends to promote your waste management system with patrons. 

 Learn to make improvements through a simple waste assessment, report and evaluation. 
 

6.1 Liquid Waste 
 
Waste water from events should be treated and disposed in accordance with the State 

Environment Protection Policy (Waters of Victoria). A permit for waste water disposal may be 

required from Council. Event organisers should ensure that oils, fuels, cleaning agents, 

detergents and other chemicals are not disposed of in waterways or stormwater drains. Be 

aware of turnaround time for pump out trucks, the local pump out station is located at 

Longford. 

6.2 Street Rubbish 
 
Extra rubbish bins in the street must be considered (if holding a street event), extra 

collections may be required. Large dump bins should be considered for major events 

especially for catering and other services. 

General waste bins and recycle bins are available to hire from local waste disposal 

companies. 



 

7  TRAFFIC, TRANSPORT AND PARKING 

 
7.1 Roads and traffic 

 
A Traffic Management Plan (TMP) must be developed for events requiring traffic control or 

road closures, or in the case of an event having an impact on traffic and parking at the 

venue. Event organisers should contact a suitably qualified traffic management consultant 

who can develop a traffic management plan for the event. 

Please note: Council does not provide traffic management plans or onsite road closures. An 

accredited traffic management company must provide the traffic management plan and road 

closure. We strongly recommend you consider relocating your event to avoid additional costs 

due to road closures. 

If the event takes place on a road or requires a road closure, you will need written approval 

from Council and/or VicRoads and/or Victoria Police. Most main roads and highways are 

under the jurisdiction of VicRoads and most town streets and smaller roads are Council 

roads. Please contact Council to get verification. 
 

For a VicRoads road closure please complete the following: 
 

https://www.vicroads.vic.gov.au/traffic-and-road-use/events-and-filming-on-our-  

roads/getting-permission-for-your-event and provide Council with the VicRoads approval 
 

And/or for a Council road complete: 
 

Local Law 2 Application Form www.wellington.vic.gov.au/Living-in-Wellington/Compliance-  

Services/Local-Laws 
 

Suitably qualified Traffic Controllers and Marshalls are required where road closures are to 

be implemented. Traffic Controllers require certification and are responsible for: 

 stopping, holding or directing motor vehicle traffic 

 directing pedestrian traffic 

 providing directions to event participants and pedestrians 

Event Marshalls cannot stop, hold or direct traffic on public roads. 

It is important that risks such as runners/walkers crossing roads or moving along roads 

where conflicts with vehicles may occur, are identified and appropriate measures put in 

place. 
 

If approval is issued, the event organiser must place a notice advertising the road closures in 

the ‘Public Notices’ section of the local newspaper. Organisers are also required to notify 

residents and businesses of the proposed closure. 
 

A qualified traffic management team or company must erect and maintain barricades and 

detours and control the traffic during the duration of the road closure. 
 

Example of a traffic management map. 
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7.2 Patron access and parking 

 
The event organiser is required to keep the following areas clear and free of infrastructure: 

 

On a footpath: A clear path of travel of 1.8 metres should be maintained on existing 

pathways, next to buildings and event walking traffic areas to allow for people with vision 

impairments, wheelchairs, prams, walking frames etc. The walking area should be kept 

clear, with signs, bins etc. placed to the side of these areas. 

On a roadway: a 4-metre wide access path from the start of the road closure to the end is 

required to be maintained and be free of infrastructure and equipment for emergency vehicle 

access. 

Patron access must be planned to ensure there is no disruption to neighbouring businesses 

or homes and to ensure access by emergency services, disabled patrons, volunteers and 

event staff. 

Where public transport is not available or where the event is to conclude after normal public 

transport operations cease, event organisers must plan where applicable. 

This will include: 
 
 Provide adequate car parking including overflow parking, parking attendant should be on 

site to manage car parking and traffic flow. 

 Source private transport providers. 

 Providing advanced notice to taxi companies. 

 Designated pick up and set down points. 
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Consideration should be given to providing parking for: 

 Emergency vehicles 

 Key stakeholders 

 People with disabilities 

 General parking 

 Overspill 

 Buses 

 Taxis 
 

7.3 Public transport 
 

It is a legal responsibility to notify the Public Transport Division if your event is likely to 

impact on public transport services. 
 

Why do event organisers need to provide notification of an event? 
 

An amendment to the Transport Act 1983 aims to encourage event organisers to hold 

discussions with train, tram and bus operators as early as possible so that events are 

appropriately serviced and any impact on public transport services is minimised. 

What types of events require notification? 
 

The Public Transport Division needs to be advised about any event that has a potential 

impact on public transport services (trains, trams or buses). 
 

The impact may influence a need for additional services or to services being deviated, 

delayed, replaced or cancelled. For example, a road closure may require a temporary 

change in a bus route, or barriers may be required to prevent large crowds spilling on to a 

tram track. 
 

The requirement for notification covers all types and sizes of events if they are likely to 

affect public transport services. This includes sporting events, community events, rallies, 

marches, festivals, film shoots and major events. 

Events attracting more than 10,000 people 
The Public Transport Division must be notified at least 150 days before the event starts. If 

the event date is not known or set by then, notification must be made as soon as 

practicable. 

Events attracting 10,000 people or less 
The Public Transport Division must be notified at least 120 days before the event starts. If 

the event date is not known or set by then, notification must be made as soon as 

practicable. 
 

There are no administration costs involved in submitting a notification or having a Public 

Transport Plan approved. For some events, costs associated with managing the impact of 

the event are the responsibility of transport services. 
 

Pedestrians are unlikely to walk more than 200-300m from cars or transport so any further 

distance should be facilitated with a shuttle service. Additionally, all promotional material 

should refer directly to the local bus and train routes from the site. 
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8  SIGNS 
 

8.1 Signs on roads 
 
If you are planning to place a sign on a roadside you may need written permission from 

Wellington Shire Council and/or VicRoads, depending on the responsibility for the road. Most 

main (arterial) roads are VicRoads, most town streets and smaller roads are Council roads. 

Please contact Council via the Events Coordinator to verify. 

 

8.2 Signs at event 

 
Permission is required from the land/venue owner or manager prior to erecting signage. 

 

Clear, appropriate, strategically placed signage is essential to preventing congestion and 

confused patrons. Signs are to be placed in a suitable location which does not obstruct the 

vision of motorists. Signs might include: 
 

 Entrances and exits  Administration / Information Centre 

 Public/other entry  Rules relating to alcohol consumption 

 Toilets (accessible)  Lost & Found 

 Water  Public transport pick up/set down 

 First aid posts  Security 

 Camping Areas & Facilities  Accessibility route 

 Ticketing  No smoking 

 Parking  Information tent and personnel 

 Waste management signs 
 

8.3 Community noticeboards and banners 
 
To use a community event noticeboard or town banner poles, you must request approval 

from Council. Event noticeboards are located at the town entrances and exits of Sale and 

Maffra. Event banner poles are in Stratford, Sale and Yarram. 

VicRoads may request the removal of any displays, without compensation, at any time, 

should it be considered that the safety of motorists and/or pedestrians are being 

compromised in any way. 

Council must ensure that the display of the banners is covered by its public liability insurance 

which indemnifies VicRoads against any claims of injury or accident arising from the 

presence or detachment of the banners. 

Traffic management with the appropriate approvals is conducted in accordance with 

AS1742.3 - 2009 and the relevant Code of Practice. 

Event banners placed on the permanent banner fixtures must comply with the following: 
 

 The banners must not be used for commercial/advertising purposes; 
 

 The banners must not be displayed for more than 6 weeks; 
 

Signage must be approved by Council prior to installation. Duration of signage will be 

dependent on other signage bookings at that time. It is not guaranteed your sign will be able 

to be displayed for the maximum time. 
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Event banners placed on the permanent banner fixtures must comply with the following: 
 

 The banners must not be used for commercial/advertising purposes; 
 

 The banners must not be displayed for more than 6 weeks. 
 
 

8.4 Types and locations of event signs 

 

A. Town Event Notice Board 

(Installation max. 4 weeks) 

 
Sale 

 
Maffra 

 
Heyfield 

B. Town Permanent Banner/Flag 

Poles 

(Installation max. 6 weeks) 

 
Sale 

 
Yarram 

 
Stratford 

 

C. Other public land/road location (Installation max. 2 weeks) 

 
Please request through Council other locations to display event signs. Please note the 

following requirements: 

 A map of location to place the sign 
 Size and design of the sign 
 The application should be supported by a public risk liability insurance policy to a 

minimum of $20 million indemnifying VicRoads and Wellington Shire Council from 
any liability should their erection, presence or dislocation cause accident or injury 

 Be supported by fragile (‘breakable’) timber posts or aluminium pickets and not steel 
star pickets 

 Not be in position for longer than 2 weeks prior to the commencement of the event. 
 Be supplied, erected, maintained and removed at the organisers cost. 
 Maximum banner size 2.5mx1m 
 Constructed from weathertex, framed tin, corflute or vinyl 
 Professionally manufactured and worded in a legible manner, with wording limited to 

no more than 12 words. Text size to be 80 to 140mm high for freeways and 40 to 
100mm high for all other roads 

 The organiser shall be responsible for the rectification of any damage to surfaces 
because of an event and/or signage 
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Maffra x 2 

Eastern and Western End 
of Maffra 
Display area 1850mm x 
1100mm 

 

 

Heyfield x 2 

Eastern entry and Western 
Entry to Heyfield 
Display Area 400mm x 
1200mm 

 

 

SALE x 1 
Display Area 2000x2000 
Individual Signs 2000mm 
wide x 500mm high 

 

 
 

 
Sale - Raymond Street 
Flags 

 
 

 

 
Stratford Banner Poles x 9 
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9  CARE OF THE LAND 
 

 
If your event is on Council Land you will be sent a Park & Gardens Booking Form. Please 

ensure the following is arranged: 

 Completion of the Parks & Gardens Booking Form and sent back as soon as possible. 

 Include a site map outlining the placement and size of any stakes/pickets, fenced off 

areas, anchoring for marquees etc. 

 A site visit with a Council Officer will be arranged leading up to the event to discuss any 

grass cutting or ground preparation requirements with council 

 You will also have an opportunity to discuss water and power requirements with Council 

 Bonds may be required 
 

If your event is being held on private land it is the responsibility of the event organiser to 

make appropriate arrangements for ground preparation, power and water with the 

permission of the land owner. 



 

10 MARKETING 
 

 

Marketing your event 

 
Plan your marketing schedule well in advance of your event. Consider options available and 

budget size to assist your event’s success. 
 

Free or low cost options (≤$100): 
 

Make use of as many local online events calendars as possible. For example;  

www.wellington.vic.gov.au, www.gippslandtimes.com.au/community/  

https://www.trfm.com.au/events/, http://1242.com.au/events/ 
 

Include your event on the Council website events calendar 6 months prior to your event to 

ensure its inclusion in our quarterly newsletter, Wellington Matters. 

Request that your event be added to your local commercial or community radio station’s 

community service announcement list. 
 

Distribute a media release to local community and/or school newsletters as well as the local 

media, including radio, TV and newspapers 

Consider establishing a social media presence by creating an event Facebook page, 

Instagram or Twitter account or blog, if that suits your target audience. Keep in mind that to 

make it work this can be a time/resource intensive tool. Alternatively, reach out to local 

businesses to request a presence via their social networking avenues 

10.1 Display a notice on community bulletin boards 

 
Generate publicity, for example; if you are selling tickets to your event, consider giveaways 

through local newspapers and radio stations to generate publicity and secure media space 

at little or no charge 
 

Mid-range cost options ($100≈$1000): 
 

 Produce posters for display around town, in shop windows, at schools etc. 
 

 Produce flyers/leaflets for distribution, local shops, through schools 
 

 Radio advertisements 
 

 Newspaper advertisements 
 

 Create a basic website 
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Higher cost options (≥$1000): 
 

 Television/radio campaigns 
 

 Professional graphic design and print services of event collateral, including (as 

examples), flyer, posters, print advertisements, event signage 
 

 Create a higher end website 
 

Information to include in your flyer and/or poster 
 

By including all of the following items in your event’s flyer and/or poster, you can make sure 

your community is informed of what, when, where and why your event is taking place. 
 

 Event date 
 

 Event location, including street address 
 

 Event time 
 

 Event title 
 

 Logos or recognition of sponsors and partners involved in the event 
 

 A summary of the activities happening at your event 
 

 Entry costs if applicable 
 

10.2 Online Bookings 

 
Online bookings can be beneficial for your event as you can track the expected numbers to 

attend your event. These are easy websites which can be used to set up online ticket sales. 

With the use of a mobile phone and the site’s app you can scan entry tickets by using a 

mobile phone. Two online booking sites to consider: 
 

www.trybooking.com 
 

www.eventbrite.com.au 
 

10.3 Advertising Through Local Media 

 
Think about who you want to attract to your event and plan to advertise in the most 

appropriate place for that target audience. For example, if you want to attract teenagers to 

your event, consider a combination of a commercial radio station with young audience 

appeal and social media. If your event is designed to attract families with school age 

children, consider how best to advertise to parents/guardians. You could use a combination 

of media forms. 

Why not also ask your local schools if they can include some information about your event in 

their newsletter? 
 

You can book advertising space via the following: 
 

Gippsland Times advertising@gippslandtimes.com.au or 5143 9333 
 

Yarram Standard 5182 5013 
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Latrobe Valley Express 5135 4444 

Bairnsdale Advertiser advertising@eastvicmedia.com.au or 5150 2300 

The Gippslander sales@gippslander.com.au or 0408 057 772 

TRFM /Gold 1242 5173 1000 

Prime 7 5176 2633 

Southern Cross TEN 5177 1210 

WIN Gippsland 5173 7899 
 

10.4 Prepare and distribute a media release 

 
Write a media release which captures the spirit of your event which includes the most 

important information in the first paragraphs. Unlike report or story writing, a media release 

should open with the critical information and then elaborate. 
 

Stick to this clear structure because journalists spend an average of three seconds deciding 

whether your media release is worth reading. That’s why it is crucial that all of the key 

information is right at the start to hook them in. 
 

Include a catchy headline to grab the journalists’ attention and don’t forget to include the 

contact details for your media talent and/or your own contact details for them to get in touch. 

Keep it short. One side of A4 is sufficient. If the media want more information, they’ll call. 

Make sure you provide your contact information so they can easily seek further information 

or request an interview; include your mobile number and email address. 

What’s your news angle? Decide what makes your event newsworthy and make that your 

feature. It might be the very first time your event has taken place; you might have a VIP  

guest attending; your event might be unique, one of a kind in Gippsland/Victoria/Australia/the 

world; 

Decide who you plan to use as your media talent, discuss with them what that might involve 

(radio and television interviews, photo opportunities for local newspapers) and make sure 

they are comfortable. 
 

Pre-plan some time that your media talent could be available for journalists – remember that 

if a journalist calls to follow up the story, it is likely they will want to speak to your talent the 

same day so be prepared. 

When writing your media release, follow the Inverted Pyramid model. Journalists may cut a 

story after any section as, unfortunately, the length of coverage is often determined 

by available page space as opposed to the relevance of the story, making it imperative that 

you present all the important information at the beginning to ensure that it isn't cut. 
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Send your media release to the following contact list: 

Gippsland Times news@gippslandtimes.com.au 

Yarram Standard news@standardnews.com.au 
 

Latrobe Valley Express news@lvexpress.com.au 
 

Bairnsdale Advertiser editorial@eastvicmedia.com.au 
 

The Gippslander sales@gippslander.com.au 
 

ABC Gippsland gippsland@abc.net.au 
 

TRFM / Gold 1242 gippslandnews@team.aceradio.com.au 
 

Life FM deb@lifefm.com 
 

WIN News Gippsland gipnews@winvic.com.au 
 

Southern Cross TEN southernnews@sca.com.au 
 

Prime 7 news.gippsland@prime7.com.au 
 
 
 

10.5 Filming 
 

 
Most commercial filming activities require producers to apply for a permit for the use of a 

public space. This ensures the activity is in accordance with the regulations of Council. You 

must complete a filming permit application form for commercial filming, including television, 

feature films, advertising and television commercials, documentaries, and music videos on 

public land. Please see the filming guidelines as follows:  

http://www.wellington.vic.gov.au/Your-Council/Media/Filming-and-Photography 

mailto:news@gippslandtimes.com.au
mailto:news@standardnews.com.au
mailto:news@lvexpress.com.au
mailto:editorial@eastvicmedia.com.au
mailto:sales@gippslander.com.au
mailto:gippsland@abc.net.au
mailto:gippslandnews@team.aceradio.com.au
mailto:deb@lifefm.com
mailto:gipnews@winvic.com.au
mailto:southernnews@sca.com.au
mailto:news.gippsland@prime7.com.au
http://www.wellington.vic.gov.au/Your-Council/Media/Filming-and-Photography
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11 Appendices 
 
 
 

 
11.1 Appendix 1: Initial Planning Details Form 

 

 
Event Organiser    
Organisation    
Telephone    
Email    
Event Purpose    
Target Audience    
Event Activity Information (or multiple activities and dates at an event) 

Activity Details Date Time Location 

  
  
  
  
  
  

 
 

11.2 Appendix 2: Timeline checklists 
 

 
Time 
Scale 

Action Job 
Allocation 

12 – 9 
months 
prior 

 Start to organise: appoint a committee and identify 
specific responsibilities for each committee member. 

 

  Plan regular meetings leading up to the event  
  Identify aim of event and develop ideas.  
  Find a suitable venue for your event. Obtain permission 

for use of venue. If using s Council venue check on 
availability of space. 

 

  Consider Health and Safety requirements for your event  
  Talk to local community groups you wish to involve  
  Prepare a budget  
  Seek advice on fund raising activities and available 

grants. 
 

  Complete funding applications/seek sponsorship  
  If your event will affect public transport plans you will 

need to notify the department of infrastructure between 
120 and 150 days prior to your even. For more 
information see section Public Transport. 

 

  Consider stall holders, participants and volunteers that 
will be required 

 

8 - 6 
months 

 Complete and submit Wellington Shire Council’s event 
notification form. Once received, your application will be 
acknowledged and any further permit applications or 
bookings forms required will be sent to you. 

 

  Prepare a site plan (example available) – what 
equipment is required, who will erect it, and what safety 
checks will be required? The site plan map should show 
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Time 
Scale 

Action Job 
Allocation 

  The location of structures 
 Any red liquor zones should be identified 
 Identify location of first aid and emergency services (if 

required) 
 Clearly show entrance and emergency exit points 

 

  If you are required to apply for an occupancy permit or a 
place of public entertainment (POPE) permit, an 
application form will be sent to you on completion of the 
event notification form. (fees apply) Complete and 
return. 

 

  Develop an Emergency Management Plan, Risk 
Assessment, and Risk Matrix (examples available) 

 

  In the event of adverse weather or emergencies prepare 
a contingency plan 

 

  Return any further permit applications, booking forms 
and site plan to events coordinator 

 

  Consider first aid requirements and engage first aid 
provider as needed. 

 

  Book entertainment  
  Notify emergency services of your event i.e. local Police, 

Ambulance, and CFA 
 

  Arrange hire of equipment including PA equipment, 
toilets, barriers, marquees and generators 

 

6 months  Arrange marketing plan i.e. flyers, posters, social media, 
other media 

 

  Obtain working with children checks as needed (see 
guidelines) 

 

  Visit www.volunteeringaustralia.org if utilising the 
services of volunteers. Ensuring adequate insurance is 
mandatory 

 

  If you plan to discharge fireworks you will need to advise 
Worksafe and CFA 4 - 6 months prior to your event. You 
will need to notify Local laws at least 4 weeks prior to 
your event 

 

  If your event will impact traffic conditions or involve a 
road closure on a Vic Roads road (an arterial road) you 
will need to notify Vic Roads 6 months prior and engage 
a Traffic Management Company to write a Traffic 
Management Plan. (Submit to Council when received) 

 

  Secure potential stall holders  
3 months  Finalise program of events  

  Print marketing material and posters  
  Organise event staff and volunteers and nominate 

position descriptions 
 

  Obtain liquor licence if needed (see guide notes)  
  Confirm any hired equipment  
  Ensure all food providers are registered with Streatrader  
  Market your event with press releases  
2 months  Distribute flyers (6 weeks prior)  

  If your event will impact local Council roads you will 
need to apply for a road closure permit with Local Laws 
at least 30 days prior 

 

1 month  Submit any outstanding documentation to Wellington 
Shire Council including risk assessment, site plan, 

 

http://www.volunteeringaustralia.org/
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Time 
Scale 

Action Job 
Allocation 

 emergency mobile contact telephone numbers for site 
manager, organiser, health and safety officer, public 
liability insurance, permit applications and list of 
registered food stall holders. 

 

  Advertising  
7 – 14 
days prior 

 Site visit of venue by Council if on Council land. Discuss 
power/water requirements. Discuss vehicle access 
before and after event 

 

  Signage displayed 2 weeks prior to event (may be 
subject to planning approval) 

 

Day 
prior/day 
of event 

 Set up venue (stalls, signage, music, equipment)  

  Briefing to organising committee/volunteers/security/first 
aid/events staff/key sponsors 

 

  Ensure all safety measures are in place  
  Provide stall holders with site map  
After 
event 

 Return venue to original condition (inspection for 
rubbish, tent pegs, any hazards etc) 

 

  Set post event debriefing and evaluation  
  Follow up invoices and finalise budget  
  Submit evaluation report and statistics to Council and 

key sponsors 
 

 

 

11.3 Appendix 3: Marketing Checklist 

 
Completing this list of items will help you to ensure that your event is advertised to your 

community: 
 

 Event added to the Wellington Shire Council online events calendar 
 

 Event added to other local events calendars (e.g. Gippsland Times, 

Gold1242/TRFM) 

 Flyer or leaflet created and distributed through local shops, Visitor Information 

Centres, local schools, Neighbourhood Houses etc. 

 Poster and/or event signage displayed around the community, including community 

noticeboards and shop windows 
 

 Media release distributed 2 to 3 weeks prior to your event 
 

 Key messages and comments prepared and rehearsed in case approached by media 
 

 Press advertising booked and artwork brief supplied (if required) 
 

 Radio advertising booked and script brief supplied (if required) 
 

 Television advertising booked and commercial production arranged (if required) 
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11.4 Appendix 4: Acquittal Checklist – marketing and promotional activity 

 
By completing each of the following items, you will meet the requirements of your funding 

agreement with Wellington Shire. 
 

 Event added to the Wellington Shire Council online events calendar 
 

 Council logo displayed on all event publicity posters, flyers, leaflets etc. (please 

supply examples) 

 Council logo displayed on all paid press advertising (please supply copies) 
 

 Council support acknowledged in media releases, (please supply media release/ 

articles/media files for TV and/or radio interviews and advertisements where 

possible) 
 

 Councillors invited to attend event 
 

 Council logo displayed on website and/or social media pages (if applicable, please 

supply URLs/web addresses) 


