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	Company Name:
	     
	ABN:
	     

	Address:
	     

	Suburb:
	     
	State:
	     
	Postcode:
	     

	Contact Name:
	     
	Mobile:
	     

	Prof/ Dr /Mr /Mrs /Ms /Miss
	Position:
	     

	Phone:
	     

	Email:
	     



1. [bookmark: _Toc190690086]The Event
Insert a short summary of your event, describing your activities, goals and objectives, target audience, history and expected numbers. If applicable, please also include ticket price / allocation, as well as support of any partner / stakeholder / sponsor.

Click or tap here to enter text.

1.1 [bookmark: _Toc190690087]Location
Name and address of the venue

Click or tap here to enter text.

1.2 [bookmark: _Toc190690088]Event Details
Include date(s) and times of the event, as well as time allowed for bump in and bump out.
	Date
	Activity
	Start Time
	End Time

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     

	DD/MM/YYYY
	     
	     
	     




1.3 [bookmark: _Toc190690089]Expected Audience
Please describe the expected number of visitors and capacity of your event site at any one time.
	
	

	Number of attendees
	     



1.4 [bookmark: _Toc190690090]Key contact list
List names, company / roles and contact details of all team members involved in the event; 
	Name
	Mobile
	Role

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



1.5 [bookmark: _Toc190690091]Protocol/ VIP Guests
List the names of any VIP guests that will be attending the event; 
	Name
	Position

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     




2. [bookmark: _Toc190690092]Insurance
List your insurance(s) that could include (but are not limited to) compulsory public liability insurance and cancellation insurance. Please include and attach any other relevant licences or accreditations you may have.

	Insurance type
	Policy no.
	Extent of cover
	Expiry date
	Name of insurer

	
	
	Per incident
($AUD)
	In aggregate
($AUD)
	
	

	Public and products liability 
(min $20 million) per occurrence
	     
	     
	     
	DD/MM/YYYY
	     

	Professional indemnity
(min $5 million 
[if applicable])
	     
	     
	     
	DD/MM/YYYY
	     



3. [bookmark: _Toc190690093]Incident Management
Explain how you plan to manage any incident taking place during the event. This could include the presence of licensed security officers or SAPOL.

Click or tap here to enter text.

4. [bookmark: _Toc190690094]Risk Assessment
Identify any extreme risks and how they will be mitigated. Reference your completed Risk Management Plan.

Click or tap here to enter text.

4.1 [bookmark: _Toc190690095]Health & Safety Onsite
Explain how you will manage your work health and safety requirements at the event.

Click or tap here to enter text.

	Name
	Mobile
	Email

	     
	     
	     




4.2 [bookmark: _Toc190690096]Evacuation
Detail the plan you will implement if an evacuation had to take place during the event (including the location of the primary and secondary evacuation sites on your site map), as well as who will be responsible to manage the evacuation.

Click or tap here to enter text.

	Responsible Person
	Mobile
	Email

	     
	     
	     



4.3 [bookmark: _Toc190690097]Lost/Found Children
[bookmark: _Hlk98497784]Detail the process you will follow in case of lost / found children.

Click or tap here to enter text.

5. [bookmark: _Toc190690098]Inclement Weather and Cancellation Plan
Detail how the cancellation, postponement or modifications to the event will occur in the event of poor or extreme weather conditions. All suppliers and stakeholders should be made aware of the wet weather plan in advance

Click or tap here to enter text.

5.1 [bookmark: _Toc190690099]Hot weather
Describe the measures that will be taken in case of excessive hot weather,

Click or tap here to enter text.

5.2 [bookmark: _Toc190690100]Wet weather
Describe the measures that will be taken in case of wet weather,

Click or tap here to enter text.


5.3 [bookmark: _Toc190690101]Wind
Describe the measures that will be taken in case of excessive wind gusts, 

Click or tap here to enter text.

5.4 [bookmark: _Toc190690102]Lightning
Describe the measures that will be taken in case of lightning,

Click or tap here to enter text.

6. [bookmark: _Toc190690103]Contractors
6.1 [bookmark: _Toc190690104]Security
Explain how you plan to manage any incident taking place during the event. This could include the presence of licensed security officers or SAPOL.

Click or tap here to enter text.

	Company
	Contact
	Mobile

	     
	     
	     



6.2 [bookmark: _Toc190690105]First Aid
Provide information about the provision of first aid services during your event, including ambulance access and the name of your supplier.

Click or tap here to enter text.

	Company
	Contact
	Mobile

	     
	     
	     



6.3 [bookmark: _Toc190690106]Electrical
Provide details regarding the provision of electrical services at your event, including requirements, infrastructure and the name of your supplier.

Click or tap here to enter text.

	Company
	Contact
	Mobile

	     
	     
	     




6.4 [bookmark: _Toc190690107]Audio-Visual Production
Provide details regarding the Audio-Visual Production you wish to provide, including requirements, infrastructure and the name of your supplier.

Click or tap here to enter text.

	Company
	Contact
	Mobile

	     
	     
	     



6.5 [bookmark: _Toc190690108]Fireworks
If applicable, please provide details of the firework (including suppliers details, schedule, location, etc.). Please note that organiser must ensure that the chosen supplier has all the necessary insurance and certifications. In addition, you will need to obtain a letter of support from Council, submit a notification to Safework SA, obtain approval from the Civil Aviation Safety Authority and obtain a permit from CFS.

Click or tap here to enter text.

	Company
	Contact
	Mobile

	     
	     
	     



6.6 [bookmark: _Toc190690109]Inflatable and Amusement Rides
If applicable, please provide details of the inflatable and/or amusement rides present at your event (including suppliers details, location, etc.) and ensure those are correctly marked on your site map.

Click or tap here to enter text.

	Company
	Contact
	Mobile

	     
	     
	     

	     
	     
	     



6.7 [bookmark: _Toc190690110]Traffic & Pedestrian Management
Describe any road closure that may be organised for the event (including your Traffic Management Plan if applicable), car park closure and how you are planning to manage your bump in/bump out when it comes to vehicle movement and pedestrians. Include any relevant details, including parking permits, onsite signage, pre-event communication with stakeholders, induction details etc.

Click or tap here to enter text.

	Company
	Contact
	Mobile

	     
	     
	     




6.8 [bookmark: _Toc190690111]Temporary structures
If applicable, list all temporary structures that will be erected onsite (i.e. marquees, stages, grand stands, etc.) and include dimensions and name of supplier(s).

Click or tap here to enter text.

	Quantity
	Type
	Size

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



	Company
	Contact
	Mobile

	     
	     
	     



6.9 [bookmark: _Toc190690112]Amenities
Describe the provision of toilet facilities to your attendees, including the number of toilets available, potential hiring of portable toilets and name of supplier (if applicable).

Click or tap here to enter text.

	Type
	Quantity

	Female toilets
	     

	Male toilets
	     

	Unisex toilets
	     

	Accessible toilets
	     



	Company
	Contact
	Mobile

	     
	     
	     



6.10 [bookmark: _Toc190690113]Waste Management
Provide details of your waste management plan: number and capacity of bins, waste compound (if applicable), waste sorting, appointed contractor or if you will be cleaning the park yourself.

Click or tap here to enter text.



	Cleaning Company
	Contact
	Mobile

	     
	     
	     



	Type
	Quantity
	Size (Lt)

	Landfill
	     
	     

	Co-mingled Recycling
	     
	     

	Organics
	     
	     

	Skip
	     
	     



	Waste Company
	Contact
	Mobile

	     
	     
	     



7. [bookmark: _Toc190690114]Water
Describe the provision of drinking water to your attendees during the event.

Click or tap here to enter text.

8. [bookmark: _Toc190690115]Alcohol
You will need a short term liquor licence to sell, supply or permit the consumption of liquor. This can be obtained from the Consumer and Business Services website. Please provide a copy of your liquor licence, as well as a description of the measures that will be taken to ensure crowd security and contact details of the Responsible Person onsite during the event.

Click or tap here to enter text.

	Contact
	Mobile

	     
	     




9. [bookmark: _Toc190690116]Food & Beverage Vendors
List all food and beverage vendors at the event
	Company
	Contact
	Mobile
	FBN
	Council 

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	

	     
	     
	     
	     
	



*FBN - A Food Business Notification (FBN) number is a unique number issued to food businesses in South Australia and is required to sell food and drinks.

10. [bookmark: _Toc190690117]Accessibility
Identify considerations and provisions for patrons with a disability and or impairment 

Click or tap here to enter text.


[bookmark: _Toc190690118]APPENDIX
Include any relevant appendix(es), such as site map, risk management plan, liquor licence, risk management plan, residents and business notification, etc.

	Attached Documentation
	

	Public and products liability Insurance Certificate
	☐

	Professional indemnity Insurance Certificate
	☐

	Event Site Plan
	☐

	Risk Management Plan
	☐

	Liquor License
	☐

	Traffic Management Plan/ Traffic Guidance System
	☐

	SafeWork SA Certification
	☐
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