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ADMINISTERING THE EVENT MANAGEMENT POLICY 
 
Objectives 

• To recognise the important contribution public events make to 
achieving Council and community goals. 

• To manage public events in a safe, effective, efficient and 
equitable manner. 

• To manage public events in a way in which the benefits to the 
local community, including local businesses are maximised whilst 
potential negative impacts to the community are minimised. 

• To provide quality entertainment and leisure opportunities for 
local residents and visitors. 

• To ensure that unacceptable and/or irreversible damage does not 
occur to the local environment, and that events are held in 
accordance within the provisions of all relevant legislation and 
regulations, and 

• To ensure that adequate revenue is returned to Council to cover 
costs of managing the event and (where appropriate) for the 
rehabilitation and enhancement of event venues. 

 
 
 
Scope of the policy 
 
This policy applies to events organized by Council, by other government 
agencies, by businesses, schools and special interest groups or 
community groups, on or in all areas under Council’s ownership or 
control, or events outside of the Blayney Local Government Area (LGA), 
that directly affect the Blayney LGA. 
 
The primary focus of this policy is on events organized on or in all areas 
under Council’s ownership or control. 
 
The purpose of this policy is said to be: 
 
“Any organised gathering in a public place either within the Blayney 
Local Government Area (LGA), or directly affecting the Blayney LGA”. 
 
The nature of the organiser or the purpose of the event has little bearing 
on the nature or cost of the management input required to ensure a 
satisfactory outcome. As a consequence this policy encompasses 
events organised by Council, by other government agencies, by 
businesses, schools and special interest groups or community groups. 
 
The potential scope for the Event Management Policy is extremely broad 
given the diversity of the events and the range of the issues raised. For 
this reason limits have been set to ensure the Policy remains 
manageable. Matters falling outside these parameters are generally 
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either addressed through other existing Council policies, or are not seen 
to require Council intervention. 
 
The policy does not encompass: 
 

• Events occurring on private property, or leased premises on public 
land. 

• Events for which there is no organising body e.g. Halloween 
• Civic events or ceremonies organised by Blayney Shire Council 
• Detailed aspects on traffic management 

 
Objectives 
 
The objectives of this policy is to: 
 

• manage public events in a safe, effective, efficient and equitable 
manner, and 

• manage public events in a way in which the benefits to the local 
community  are maximised whilst potential negative impacts are 
minimised. 

 
A fundamental issue here is the maintenance of the character of the 
area, which should be in keeping with the “positioning” of Blayney. If it 
is the village atmosphere which attracts organisers to hold events in 
Blayney, and the people to participate in them, then it would be a 
retrograde move to destroy that atmosphere through permitting too 
many events or the wrong type of events. 
 
It is likely that the process of “positioning” will establish a focus on the 
following elements: 
 

• maintaining the integrity of agricultural and farming industry 
encouraging industry development 

• personalised experiences with an educational or self-development 
component 

• fine food and wines 
• providers of local food and wine – gourmet foods 
• nature appreciation 
• activities for older people 
• historical elements 
• family orientated events 
• encouraging events to promote the entire area  not just the one 

event 
 
Further objectives of the policy are: 
 

• to ensure and maximise public health and safety 
• to provide quality entertainment and leisure opportunities for 

local residents and visitors 
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• to maximise the benefits of events to local businesses  
• to ensure that unacceptable and/or irreversible damage does not 

occur to the local environment, and that events are held in 
accordance within the provisions of all relevant legislation and 
regulations 

• to ensure that inconvenience to the community is minimised 
• to ensure that adequate revenue is returned to Council to cover 

costs of managing the event and (where appropriate) for the 
rehabilitation and enhancement of event venues. 

• To minimise waste generation and ensure adequate waste and 
recycling facilities are provided at all events; and 

• To ensure that Council fully meets its obligations in terms of 
relevant legislation 

 
Key Considerations Principles 
 
Those factors which are Factors that will be considered when assessing 
an Event Application, include, but are not limited to deciding the merit of, 
and management response to, events are listed below. Such factors 
need to be addressed by those making application to hold an event. 
 

• Date of event and proposed location 
• Availability of contact telephone numbers for event organisers and 

support staff for use on the day of the event 
• Duration of the event including set-up and pull-down times 
• Whether filming is to take place 
• Vehicle access to reserves and parking on reserves 
• Wet weather options 
• Details of proposed measures to reduce traffic /parking impacts 
• Requirements for reserved roadside parking for organisers, stall 

holders, etc 
• Provision of shuttle bus services 
• Nature and extent of pre-event publicity 
• Identity and commercial status of the event organiser, including 

business or personal referees, and details of any sponsors 
• Contact details for relevant staff at other Councils in whose areas the 

organiser has previously held an event 
• Nature and extent of involvement by local/ community groups, and 

local businesses 
• Expected number of participants and spectators 
• Details of charges to event participants and /or spectators 
• Nature and extent of food and beverage sales (or giveaways), and 

provision of hot water facilities to food and beverage stalls 
• Provision if adequate waste and recycling facilities  
• Availability of alcohol and details of liquor license held 
• Equipment and personnel to be on site to guarantee orderly conduct 

and the safety of participants, e.g. possible attendance by St John’s 
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Ambulance, first aid kit and trained staff provided by organiser, security 
personnel (preferably identified as event staff ) 

• Exact details concerning the installation of banners and other 
temporary signage, including location (e.g. within reserve, surrounding 
streets) and size 

• Temporary toilet provision required or proposed 
• Litter collection on the site and in surrounding streets 
• Provision of electricity, including possible use of generators 
• Applicable security/ damage bonds 
• Proposed use of fireworks 
• Measures taken to advise local residents, for e.g. letterbox drops 
• Likely noise levels, e.g. public address systems or bands 
• Details and locations of all structures to be erected (plan to be 

provided). Proposals for scaffolding and grandstands, camera towers 
etc, must be accompanied by a structural engineer’s certificate 
obtained at the organiser’s expense. 

• Completion of a business an event management plan to be 
completed and delivered to Council no later than three months after the 
event (where applicable) 

 
Conditions to apply for all events 
 
1.  All applications for events will only be considered if submitted on the 

appropriate Council form 
 
2. Applications for events are to be made not less than 3 months prior to 

the proposed date of the event 
 
3. Approval for events are only to be granted on a year-by- year basis 
 
4. Reservation of areas for an event on a particular date cannot be 

confirmed until such time as an application has been approved. 
 
5. Where two or more applicants request the same date and venue then 

preference will be given to the applicant who lodges their application 
first. 

 
6. Event organisers are required to obey the directions of Council Officers 

during the course of conducting the event. 
 
7. Applications for events which require exclusive use of Council Facilities 

and which are not open to the public e.g. private corporate events, will 
be considered by Council on a casual use basis. 

 
8. Event organisers are responsible for removal of all rubbish from the 

venue site and on adjacent carriageways. This includes the removal of 
all banners and signs at the venue and elsewhere in the Council area. 
If this does not occur then remedial action will be taken by the Council 
at the cost to the event organiser. 
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9. Organisers of events on Council-controlled lands will be billed for the 

provision and collection of additional rubbish and recycling receptacles 
and for the provision of electricity. The cost of these items will be 
deducted from any security/damage deposit held by Council. 

 
10. Organisers of the events will be responsible for the provision of any 

temporary toilet facilities in quantities and locations as directed by the 
Council, and at the expense of the event organiser. 

 
11. Event organisers are responsible for damage to Council facilities or 

infrastructure which occurs during the course of the event, e.g. damage 
to Council’s irrigation system due to spikes being driven into the 
ground. 

 
12. In the event that an application to hold an event is submitted by a 

person or group who has previously failed to abide by the conditions of 
the consent granted by Council, then such application will be rejected 
unless adequate cause can be shown as to why this should be varied. 

 
13. The holding of a public liability insurance policy which notes the event 

and Council’s interest as a named insurer is a required condition of 
consent. In the case of events the minimum level of cover is $20m ten 
million dollars. The original policy statement issued by the insurer, or 
a certificate of currency, or certified copy, must be provided to the 
Council not less than one month prior to the event taking place. 
Organisers will also be required to furnish an indemnity form. 

 
14. Prior to, or during the course of, the event no signs or other objects are 

to be attached to trees, street furniture or public utilities, without the 
written approval of Council. 

 
15. No event shall commence prior to 8-00am or continue after 11-00pm 

without prior approval of Council. 
 
16. Food or beverages are not to be sold in polystyrene containers. 
 
17. Where the event will involve the participation of temporary food stalls 

then they shall comply with the provisions of the relevant Food Acts of 
NSW and with Council’s requirements for temporary food stalls, and 
may be subject to inspection during the course of the event. 

 
18. The organisers of all events are to comply with all environmental 

protection legislation at all times. 
 
19. Amusement rides are not permitted without the express permission of 

Council. 
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20. No amplification is to used at any event without Council’s approval, 
with the exception of a public address system to make important 
announcements, e.g. prize winners. 

 
21. In considering approval of events, the provision of appropriately 

trained and licensed security staff to assist in the orderly conduct 
of events is seen as desirable, and may be a requirement of 
approval at the discretion of Council. 

 
22. Upon the adoption of a proposed Events Traffic Management 

Strategy, it is proposed that observance of the provisions of the 
Strategy will be a condition of consent. 

 
Administration of the Policy 
 
The management of the Event Management Policy will vest in Council’s 
Corporate Services Department with final approval for events to be 
decided by Council’s General Manager. 
 
Prior to final approval the documentation will be referred to Council’s 
Director Corporate Services, Human Resources Officer Council’s 
Infrastructure Services and Council’s Planning and Environmental 
Services Departments to ensure details of the policy have been adhered 
too. Each section will sign off on the application or indicate reasons for 
not authorising the application. Any further requirements will also be 
noted on the application. The application will then be referred to the 
General Manager for final approval. 
 
Once approval has been given the applicant will be notified in writing 
with all further requirements being noted. A further letter will be 
included to be signed by the applicant signifying acceptance of any 
compliance requirements. 
 
Those whose applications are rejected may seek a further determination 
based on the submission of additional supporting information to the 
General Manager. In the case of applications to hold a major event the 
General Manager, at his or her discretion, may elect to have the matter 
considered by the Council. 
 
All internal and external communications will be under the control of 
Council’s Director Corporate Services. 
 
The Event Management Policy is to be periodically reviewed and 
amended as required. The frequency of reviews shall be not more often 
than once per year, and not less often that once every three years. 
 
All applications for the holding of an event in the Blayney LGA must be 
completed on the appropriate application form and submitted within the 
appropriate time frame. No application will be considered unless the 
correct paperwork is completed. 
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The applicant must make written application to Council with an Event 
Management Application Form (available from Council’s website). This 
application must include the following:  

• evidence of minimum $10 million public liability insurance cover 
in respect of the event, with Council’s interests duly noted. 

• A map showing the proposed roads to be used will be submitted 
to Council for approval prior to the event being conducted 
including any signposting. 

• A traffic control plan shall be submitted to Council for approval 
prior to the event. 

• If a highway is to be used, written approval from the RMS is 
required. 

• Council will inform the NSW Police Force seeking their written 
approval prior to the event taking place and any additional 
conditions.  

Council provides a written response – this maybe a refusal or approval 
with conditions attached. These conditions may include the requirement 
to:  

 provide a management plan for the event 
 evidence of risk assessment. as presented in the 

“Safely Managing your Event” document obtainable 
from Council  A sample risk assessment can be found in 
the “Information for Planning a Public Event in Blayney 
Shire” guide available from Council‘s website 
http://www.blayney.nsw.gov.au/ or Council’s office. 

 
 public advertising of the event/road closures 

 
Traffic Management  
 
Traffic and parking are major considerations in staging any event in 
Blayney. The organiser of any particular event must demonstrate that 
they have considered this matter, and have put in place measures to 
reduce impact on local residents and to maximise public safety. 
Council’s role is then to assist in the co-ordination of the event. 
 
The co-ordinator of the event should undertake the following steps to 
ensure that the traffic impact of the event is minimised: 
 
1. Liaise with local police, emergency services and Council staff 

before, during and after the event. 
 

http://www.blayney.nsw.gov.au/
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2. If required by Council, prepare a Traffic Management Plan in 
consultation with Council staff, police and other relevant 
organisations for consideration by Council. 

 
3. Any street closures required should be bought to Council’s notice 
 
4. Undertake pre-event publicity  
 
5. Provide directional signage in appropriate locations  
 
6. Advertise the event in local papers, noting issues such as road 

closures and parking restrictions. 
 
Risk Management 
 
All applicants must be aware of their responsibilities for the safe management 
of an event, the safe management includes the principles of risk management 
and compliance with current New South Wales Occupational Work Health 
and Safety legislation  in New South Wales in particular the 
Occupational Work Health and Safety Act (200011) and the Occupational 
Work Health and Safety Regulations (20017). 
 
Council may request a formal written risk management plan assessment to 
be submitted prior to formal acceptance of the application. This request can 
be submitted using the Assessment Sheets provided in the document 
“Safely Managing your Event” obtainable from Council.  
 
By early identification of hazards risks can be minimised. It is your 
responsibility to ensure that you comply with Council’s Risk Management 
procedures and you complete the relevant paperwork. 
 
To help with the risk assessment process we have prepared general 
forms, fact sheets and explanations to make the process a bit more 
manageable. The process will seem cumbersome for the first few times 
you undertake it, however after a while you will recognise the benefits 
and become more comfortable with it. The general forms are included in 
the document “Safely Managing your Event”. 
 

End Policy 
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APPLICATION TO CONDUCT AN EVENT 
 
Date of Event: __________________________________________________ 
 
Exact Location: _________________________________________________ 
 
 
 
    APPLICANT DETAILS 
 
 
Name of the Organising Body:_____________________________________ 
 
Legal status of the organising body, e.g. school, incorporated association, 
company, etc: 
 
______________________________________________________________ 
 
Name of person submitting this application: ___________________________ 
 
Postal address:_________________________________________________ 
 
______________________________________________________________ 
 
_________________________________Postcode:_____________________ 
 
Daytime Phone:______________ Fax: ____________ Mobile:____________ 
 
Email:_________________________________________________________ 
 
Signature:___________________________________ Date:______________ 
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This form should be completed in the case of organised events that are to be 
held on public open space in Blayney. Please complete fully and legibly using 
a black pen. Please attach additional sheets if your response cannot fit in the 
space provided. In some cases you may need to also submit a plan showing 
the proposed location and layout of the event venue. If some of the issues 
included in this form do not apply to your proposed event simply note "Not 
applicable". 
 
  
Please return the completed form to Post Office Box 62, Blayney, NSW 2799. 
Should you require assistance in completing the form please contact the 
Council on telephone (02) 6368 2104. 
 
Council is asking you to provide this information in order to: 
 
•ensure that you are aware of relevant Council policies and understand your 
obligations in this regard; 
• ensure that Council has a very clear picture about the nature of the event 
proposed, and all related activities, including the relevant lines of 
accountability and contact details for relevant personnel. 
 
Further details concerning Council's approach to the management of events 
are contained in our Event Management Policy. 
 
Other forms or information you may need to obtain and return to us: 
 

• Application Form Catering and Sale of Food temporary Holder 
Permit 

 
• Traffic Management Plans 

 
 
If you propose to sell food or drinks, you will need to contact Council's 
Environmental Services Department. 
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GENERAL DETAILS OF THE EVENT 

 
  
Will the organising body be responsible for management and conduct of the 
event, or will this be fully or partly undertaken by contractors? If contractors 
are to be used please provide names and contact details for each. 
(Contractors might include professional event organisers, professional 
security personnel, film crews, fireworks providers, amusement ride operators, 
and bus companies): 
 
______________________________________________________________ 
 
______________________________________________________________ 
  
______________________________________________________________ 
 
If professional event organisers are not being employed, please provide 
details of previous events managed by the organising group/applicant: 
 
______________________________________________________________ 
 
_____________________________________________________________ 
 
______________________________________________________________ 
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GENERAL DETAILS OF THE EVENT 
 
  
 
What is the anticipated number of participants/attendees at the proposed 
event? 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
Will the proposed event involve the erection of tents or marquees? If yes, 
have you already obtained the required form from Council or do you want us 
to send you one? 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
Will the event involve commercial filming or photography? 
Yes   No  
  
What is the nature of the event? (Tick appropriate event) 
 
 Open to the general public 
 
 Private function (e.g. wedding reception or corporate event) 
 
 
If Private function, please indicate type  
 
______________________________________________________________ 
 
______________________________________________________________ 
 
Will the proposed event require the closing of a road? If yes, have you already 
obtained the required form from Council or do you want us to send you one? 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
Do you currently have public liability insurance and/or do you understand your 
insurance obligations as set out in Council's SEM Policy? (attach Certificate of 
Currency if available) 
 
______________________________________________________________
______________________________________________________________ 
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Will the event be sponsored, and if so, who are the sponsors ? 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
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What we need to know to  

evaluate your proposal 
 

Applicants Response 

Mobile phone numbers 
We need to know the names and 
telephone numbers of those members of 
the organising 
group who will be on site during the 
event. 
 
In providing this information, you should                                                                                        
clearly identify the person in charge and 
the responsibilities of other team 
members.  
 
This enables the Council rangers and 
Police to be in ready contact at all times. 
 

 

Program/Duration 
 
 We need to know the full duration of the 
event identifying the timing of all 
significant components of the event. This 
includes set up and pull-down times , 
band practice or performance times, etc. 
Council must be advised of any 
subsequent changes to this programme. 
 

 

Food/Drink Sales 
 
Are you planning to sell food or drinks? If 
yes, will these be sold to the general 
public or only the immediate participants 
in the event (e.g. competitors in sailing 
regatta but not spectators) 
 

 

Liquor sales 
 
Is alcohol to be provided at the event ? 
For public events, what type of alcoholic 
beverages are to be provided? In general 
Council is not in favour of the sales of 
beer in its reserves. 
 
You will need to provide a copy of your 
liquor license application and approval. 
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What we need to know to  
evaluate your proposal 

 

Applicants Response 

Vehicle Access requirements 
 
Will you need to drive vehicles into 
reserves? When, where and why? 
 
This has implications for public safety and 
possible damage to reserves. We will also 
need to have staff on hand to unlock 
gates. 
 

 

Use of Barricades 
 
Do you intend placing barriers on the 
roadway, and if so do you wish to loan 
barricades from the Council? (Charges 
apply and barriers must be collected from, 
and returned to, Council's depot) 
 

 

Wet weather contingency 
 
Public events require a wet weather 
contingency plan, even if it only details 
the method of liaison with Council staff to 
determine the condition of reserves after 
rain, the placement of signs at the venue, 
phone calls to radio stations, etc. 
 

 

Publicity 
 
For public events, please tell us about the 
nature and extent of pre-event publicity. 
 

 

Involvement by local 
groups/businesses 
 
Have you approached and/or do you 
expect the involvement of local service 
clubs, the State Emergency Service, 
Volunteer personnel, local shops, etc 
 

 

Applicable charges 
Will you be charging people to participate 
in the event and/or to watch? Will goods 
be sold?  Please advise applicable 
charges. 
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What we need to know to  
evaluate your proposal 

 

Applicants Response 

Cleansing, rubbish collection and 
recycling services 
 
Do you envisage that Council will need to 
provide additional cleansing, rubbish or 
recycling services for the event? This will 
be discussed with you. 
 
Note that organisers are responsible for 
placing all litter in Council receptacles. 
 

 

On-site support staff 
 
Please advise us regarding your provision 
for staff trained in first aid, and for security 
staff, eg.  How many? What times will 
they be on site, etc 
 

 

Banners and signs 
 
What signs or banners are you proposing 
to erect in or around the event venue? 
Note that signs are not to be affixed to trees or 
street furniture without written Council approval. 
 

 

Power requirements 
 
Do you require access to mains 
power?  
Are you proposing to use generators? 
 

 

Use of fireworks 
Do you propose to use fireworks?  If so, 
please provide full details. 
 

 

Noise levels 
Will you be providing any PA systems or 
amplified music during the event? If so 
what steps will you take to minimise noise 
intrusion into local homes. 
 

 

Amusement rides 
Will the proposed event involve the 
provision of amusement rides - if so, 
please provide full details. 
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What we need to know to  
evaluate your proposal 

 

Applicants Response 

Temporary structures 
Please provide details of any structures 
which you propose to erect at the event 
venue. 
 
We will require an accurate scale drawn 
plan showing the layout of any stalls, 
rides, fireworks display areas. Certain 
structures may require the provision of 
more detailed technical drawings. 
 

 

Toilet provision, i.e. Portaloos 
 
Are you proposing to provide temporary 
toilets. If so, how many and where ? 
 

 

Advice to residents 
 
It is important that local residents are 
given advance warning of major events. 
What steps will you be taking to ensure 
this occurs? 
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Planning and Programming Guidelines 
Careful planning is vital to make the event, that you are organising, a success.  
Developing an Event Management Plan may seem quite laborious, however the 
process is valuable to ensure you consider all matters and your time and effort in 
planning is reflected in a quality event or activity. Of course the bigger the event 
the greater the management required. The attached EVENT PLANNING GUIDE will 
assist you in this process. This guide covers the points below that you may find 
worth considering when planning your event: 

• Decide on the type of event and the date 9-12 months ahead; 

• Establish a working group or committee if necessary and have named 
organiser(s) identified. 

• If you are looking for sponsors, begin to approach local businesses and 
companies 9-12 months ahead.  Longer if you are planning a major event; 

• Inform the Council and check if you need any permission on any aspect of your 
event as soon as you have formulated ideas. Ensure that you seek Council’s 
requirements at least three months before the proposed event; 

• Book your venue/site 6-12 months ahead and confirm in writing; 

• Arrange for local publicity; 

• Check the availability of sound and light equipment, marquees etc; 

• Send out the first press release as soon as dates are firmed up; 

• Book first aid assistants, caterers, judges, compares, dignitaries and any other 
services 6 – 9 months ahead; 

• If holding competitions send out schedules and rules 2 – 4 months ahead; 

• Start looking for volunteers and staff 2 – 4 months ahead; 

• Talk about finances as early as possible and any other funding opportunities; 
there will be cut-off dates for various funding applications so be aware of the 
time scales involved; 

• Order posters and publicity 3 months ahead and send out 6 –8 weeks prior to 
the event; 

• Apply for licences, consents, approvals, permits at least 3 – 4 months ahead, 
earlier if you can; 

• Create other plans to achieve publicity and target sponsors; 

• Notice for your event or activity should be given to the Visitors Information 
Centre at the Council.  The minimum notice for small/medium events is 28 
days.  In the case of a large scale event at least 6 months notice should be 
given; 

• Choose a time and date for your event that will suit the audience it is intended 
for, also check that no similar public events are taking place at the same time. 
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Event Safety Checklist  
(tick box as required) 

General Events 
 
 Have the following key personnel been identified? Event organiser, safety 

manager, chief steward, stewards? 
 
 Do you have permission from the landowner? 
 
 Is the site suitable for your event? (Is there a more suitable site?) 
 
 Have you carried out a risk assessment to make sure you have all the 

necessary health and safety measures in place? 
 
 Have you decided who should be responsible for health and safety at your 

event? 
 
 Have you provided necessary information for example, maps and site plan 

details of gas/electricity installations and an outline program of events? 
 
 Do you know how many people you are expecting? 
 
 Do you know where the entrances and exits on your site are? 
 
 Are the entrances and exits controlled, stewarded, suitable for prams and 

pushchairs and appropriately signed? 
 
 Do you have trained, briefed and clearly identifiable stewards? 
 
 Have you met the needs of people with disabilities? 
 
 Have you set up a reliable system of communication between key people? 
 
 Have you set up a reliable system of communication with the audience/crowd? 
 
 Has a control point been identified, call signs predetermined and 

announcements prepared? 
 
 Are crowd control barriers necessary? 
 
 Are emergency procedures in place and have these been agreed with the 

emergency services? 
 
 Can emergency vehicles get on and off the site easily? 
 
 Do you have effective fire control measures in place? 
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 Do you have adequate first aid facilities? 
 
 Do you need any other special arrangements for example, for lost children, lost 

property, drinking water, toilets, noise control or parking? 
 
 Do you have an emergency plan? Does it cover everything? Has it been viewed 

by the Council Safety Officer? Who will make the decisions during an 
emergency?  Will you stop the event during an emergency? Have you asked for 
advice from the emergency services about emergency routes? 

 
 Is a Place of Public Entertainment licence required from the Council? 
 
 Do you have appropriate and correct insurance cover? 
 
 Please note that, apart from emergencies, the emergency services may charge 

if you ask them to be present at your event. 
 
 Have you carried out a hazard analysis of the food safety risks involved in the 

preparation or handling of the food & drink you will be offering? 
 
 You need to identify critical steps in food preparation or handling and put in 

suitable control measures. You should also monitor these control measures. If 
you are using caterers, they should be able to provide this information. 

 
 Have you obtained the Temporary Food Permit? 
 
It is advisable that you have a system in place to cater for children who have been 
dislocated from their guardians. Depending on the size of the type / size of the 
event, a specific lost children service may be required. Contact the group for more 
details. 
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Events on Roads 
 
In addition to the general safety checklist items, the following issues should be 
considered when organising events on roads. In all cases event participants must 
comply with The Road Transport (Safety and Traffic Management) Act 1999, 
and The Australian Road Rules. 
 
 Timing.  Don’t hold your event in the dark – bad visibility and tiredness make 

accidents more likely. 
 
 Planning your route.  Whenever possible your event should be held in a park, 

sports ground or on footpaths away from the road.  Remember that country 
walks need careful planning.  Plan the route away from roads wherever 
possible.  Don’t use roads without proper footpaths or verges.  Don’t use roads 
where there are road-works as these can be dangerous. 

 
 Events on local and/or highways require Council and NSW Police approval. 

Any event where the highway is involved must also have written approval from 
the RTA.  

 
 The applicant must make written application to Council. This application must 

include the following:  

o Evidence of minimum $10 million public liability insurance cover in respect of 
the event, with Council’s interests duly noted. 

o A map showing the proposed roads to be used will be submitted to Council for 
approval prior to the event being conducted including any signposting. 

o A traffic control plan shall be submitted to Council for approval prior to the 
event. 

o If a highway is to be used, written approval from the RTA is required. 

o Council will inform the NSW Police Service seeking their written approval prior 
to the event taking place and any additional conditions.  

o Council provides a written response – this maybe a refusal or approval with 
conditions attached. These conditions may include the requirement to  

 provide a management plan for the event 
 evidence of risk assessment as presented in this Information 

Pack 
 public advertising of the event/road closures 

 

 A briefing by the organiser of the event must be conducted prior to the event 
with all competitors and marshals being informed of their responsibilities and 
safety aspects for the event. 
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 Changes in the route.  Make sure you obtain approval from Council for any 
changes to your route.  Make sure that everyone taking part knows about the 
changes through the marshals or signs. 

 
 
Your Event – Things to Consider GUIDE 

Risk Assessment 
 
You must carry out and provide a written risk assessment as the first step in 
planning your event.  This will ensure you have adequate health and safety 
measures in place. 
 
For example, you need to know: 
• Do you have enough adequately trained marshals for your event? 

• Do they have correct equipment to do their job? 

• Are they wearing high visibility clothing? 
 
You will also need to take out insurance to cover your event. 
Contact your insurance provider for advice and give them all the details of your 
event.  In some  cases a specialist insurance provider may be required, contact the 
group for more details. 

Stewards / Volunteers 
 
You must have enough stewards for the size and type of your event.  The number 
of stewards you need will depend on several factors. 

• If the event is indoors or outdoors. 

• How many children are likely to attend? 

• If it is dark or light. 

• If there are unsound surfaces. 

• If the weather is bad. 

• If vulnerable people are there. 

• If alcohol is being served. 
 
Smaller events may use helpers and volunteers as stewards, while major events 
will often need professional stewards hired for the occasion.  All stewards must be 
properly trained and briefed. 

Communication 
You must have a reliable method of communication in place for the event.  It is 
essential for stewards and organisers to be able to communicate during the event.  
In addition, there should be at least one office on site, jointly staffed by all the 
organisations taking part. 
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Equally vital is the method of communication with the public.  This is particularly 
important if the site has to be evacuated. 

Evacuation 
You must have an evacuation procedure as part of the risk assessment for your 
event.  For indoor events, the building you are using may already have an 
evacuation procedure in place. However, this is far less likely for outdoor events. 

First Aid 
You must provide an agreed level of first aid, paramedical and medical facilities at 
your event depending on the type of event, number of people and risk. Access by 
ambulance in an emergency should be considered. 

Fire Safety Arrangements 
You should agree on arrangements for fire prevention, detection and control with 
the Fire Brigade before your event. 

Security 
You must ensure any special security measures are in place for example, if you 
have VIPs at your event, or large amounts of cash.  The Police can advise you on 
this issue. 

Barriers 
There are many different types of barriers.  Some barriers can only be used if you 
have trained and experienced stewards who are familiar with how they work. 
 
Any temporary structure, which is load bearing, must comply with health and safety 
laws and building control regulations. 

People with Disabilities 
You must ensure that all arrangements you make, including emergency 
procedures, meet the needs of people with disabilities. 

Signs 
You must provide clear direction and information signs at your event.  
Consideration of the need for multilingual signs may be needed depending on the 
event and clientele. 
 
Any temporary signs on public land (like footpaths, parks, road verges) will need to 
be approved by the Council. Remember to give plenty of time for this matter as 
approval can not be assumed nor can it be dealt with immediately. 

The Environment 
You must look after the environment when planning your event.  For example, you 
must make sure that the site is suitable for the type of event that you are planning, 
and take account of local concerns such as noise and litter. Where possible the 
site should always be left in the same condition as it was before the event. A 
reinstatement fee may be imposed by the landowner if the site has been damaged. 
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Food Safety 
If you are preparing food for your event it is essential you consider the section of 
this Information Pack on Catering and Sale of Food for Temporary Food 
Premises. There are a number of regulations you will need to comply with, 
including: 

• Siting of the food 

• Design & construction of the facilities & equipment 

• Cleanliness & repair of the above 

• Washing facilities 

• Waste disposal 

• Temperature control 

• Staffing including appropriate training 

• Food safety practices & supervision 

• Safety of temporary power provisions such as LPG, propane & butane 
cylinders. 

 
If you are a food business within the Blayney Shire or you are bringing in other 
food businesses, you must refer to the relevant section in the Catering and Sale 
of Food for Temporary Food Premises. 

Facilities 
You must decide what facilities will be needed at your event, such as hot and cold 
drinks, toilets, PA systems, lighting and temporary structures (shelters and stages) 

Law 
You must comply with all laws and regulations at all times. 

The Event Planning Guide Information Guide on Planning an Event 
This guide follows. Use the Guide to assist you to cover off the various elements 
for a successful event. You may not need to use all the sections, e.g. if there is not 
going to be alcohol served then this section can be left blank. The Guide also 
provides assistance with your Event Risk Assessment is intended to be used 
with the Risk Assessment sheets that are attached to the “Safely Managing 
your Event” package.  Please note that the guide is not an exhaustive list and 
should only be used as an indication of the minimum requirements. 
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PRE-EVENT AUDIT File No  
 

 Description of Event and Location: 
 

Company/Personnel/Organisation Running the Event: 

Date and Time: Stall holder/Activity: 
where appropriate) 

Work Method Statement(s) that apply: 

 ................... ;  .................. ;  .................. ;  ................   
Non-standard Work Method Statement attached 

 Yes  No  

HAZARD IDENTIFICATION  Check the following and tick the appropriate box: NA=Not applicable;  S=Satisfactory;  US=Unsatisfactory  
 NA S US  NA S US 

Paperwork 
   

Public Matters    

Contractor Toolbox Meeting Record and Risk 
Assessment completed (attach copies)    Crowd control measures in Place    
Licences of Operation    Appropriate clothing for staff (hot/cold/visibility)    
Chemical Usage & Material Safety Data 
Sheets completed    Loud hailer available Yes  No     
Specialist certificates required (eg Traffic 
Control Management, Confined Spaces)    Entry controlled Yes  No     

Food handling approvals sighted    Fire fighting equipment    

Activities    Site 
   

Electrical equipment tagged    Traffic Control Plan, provisions for parking 
 (attach copy or Traffic Control Plan No ............ )    

Personal protective equipment (provided and 
worn)    Pedestrian access at site for slips, trips, falls    
First Aid Kit available    Site amenities, toilets, fresh water    
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Lighting is adequate for activity    General site conditions, security    
Environmental Protection  (attach plan if        
applicable), air water, litter and noise    Correct signs on site     
Noise control/dust control    Adequate protection and fencing to site     
Condition of plant and guards on all 
machinery    Utilities identification (underground & overhead) 

including irrigation    
Ladders (Good condition and properly 
secured)    Adequate ventilation    
Manual handling and lifting equipment    Rubbish disposal    
Gas cylinders and equipment in order & 
comply    Material storage    
Emergency procedures, eg fire, explosion, 
civil disturbance, lost child, etc    Presence of hazardous materials (eg asbestos)    

Insurances sighted    COMMENTS/CONTROL MEASURES: 

Public Liability    
Professional Indemnity    
Workers Compensation    
Other    
ATTENDANCE LIST Place additional signatures on back of form 
Name .............................................................   Signature ....................................................................  Date ..............................  

Name .............................................................   Signature ....................................................................  Date ..............................  

Name .............................................................   Signature ....................................................................  Date ..............................  

Name .............................................................   Signature ....................................................................  Date ..............................  

PROJECT SUPERVISOR (PLEASE PRINT) 

Name .............................................................   Signature .....................................................................  Date ..............................  
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APPLICATION FOR CATERING & SALE OF FOOD 

TEMPORARY HOLDER PERMIT 
 

Local Government Act 1993 – Section 68 (1) 
 

Applications must be received seven (7) working days 
BEFORE date of event 
 
 
 
To:  The General Manager, Blayney Shire Council, PO Box 62 Blayney 2799 
 
1. Applicant/Organisation Name: 
___________________________________________________________ 
 
2. Address: 
___________________________________________________________ 
  
 Contact name and phone number: 
___________________________________________________________ 
 
3. Intended location for market/one day event: 
___________________________________________________________ 
 
4. Intended date for market/one day event 
___________________________________________________________ 
 
5. Food intended to be sold (describe range & type of food & whether it is 

to be sold wrapped or unwrapped, hot or cold etc) 
___________________________________________________________ 
___________________________________________________________ 
 
6. How is the food protected/transported to the market? 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 
7. Address of premises where food will be prepared (prior to sale at 

market/one day event) 
___________________________________________________________ 
___________________________________________________________ 
 
8. For unwrapped foods, how do you protect food against potential sources 
of contamination? 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
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9. Food requiring temperature control. How will you keep cold food below 

5 degrees Celsius and hot food about 60 degrees Celsius? 
___________________________________________________________ 
___________________________________________________________ 
 
10. How do you provide facilities that are required for: 
 
 Handwashing: 
___________________________________________________________ 
___________________________________________________________ 
 
 Washing food & utensils 
___________________________________________________________ 
________________________________  
 
 
 
Signature ………………………. Date……………………… 
 
If you have any queries please contact Council’s Environmental Services 

Department on 6368 9618. 
 
 
t 
 
 
 
 
 
 
 
 
 
 
 
 
  

The information you provide is personal information for the purposes of 
the Privacy and Personal Information Protection Act 1998. 
 
The supply of the information by you is voluntary.  If you cannot provide 
or do not wish to provide the information sought, your application may be 
unable to be processed. 
 
This personal information is being collected from you in order to process 
your application. 
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 Date Minute 
Adopted: 12/03/2008 08/047 
Last Reviewed: 12/11/2012           1211/014 
 17/09/2018  
Next Review: 15/03/2021  
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