Shire of Derby West Kimberley Event Plan Form

Event Details 

	Name of the Event:


	

	Date of the Event:


	                        to: 



	Venue:


	

	Address:


	

	Nature of the Venue: 

(town hall, oval, turf club)
	

	Capacity of Venue:


	

	Time venue opens for set up:


	

	Time volunteers should attend           for set up:
	

	Time for bump in (bands etc):


	

	Day one times:                to


	Day two times:            to  



	Day three times:             to


	Day four times:            to



	Time to return to original condition:


	


Event Manager 

	Name:


	

	Organisation:


	

	Address:


	

	Telephone at work:


	Telephone at home:



	Mobile:


	Fax:



	Email:


	

	Contact during the event:


	

	Telephone:
	Mobile:




Description of the Event
	Describe the event:

What’s the main purpose and attractions?
	

	List the details of the entertainment being provided.
	

	Who is the target audience?
	

	Estimated total patron attendance?
	

	Patron age details:

Age as a % of total attendance –

0-12

12-18

18-25

25-40

40 – 55

55+


	



General Considerations 

Venue

	Describe any temporary modifications or structures being added to the venue for the event.



	In what way will access to the site be modified for the duration of the event?

Eg: road closures, restricting access to one particular gate.




A site plan of your venue needs to be attached.  Where relevant to your event ensure your site plans include the following:

· The surrounding area
· All entrances and exits
· Emergency access routes
· Paths used by vehicles
· Parking
· Stage  location
· Seating arrangements
· Entertainment sites
· Security and police locations
· First aid posts
· Lost kids / property
· Drinking water sites
· Food / vendors / stalls
· Liquor outlets
· Approved liquor consumption areas
· Non-alcohol or dry areas
· Toilet facilities
· Communication centre / command post
· Fire extinguishers
· Rubbish bins
Event promotion and ticketing:

	What is the focus or purpose of the event?

Eg: family fun, sporting contest, music concert



	How is this explained in the promotion and publicity for the event?



	Where and how is the event to be publicised?

Eg:  radio, posters, newspaper advertising etc




Does the event promotion and publicity reinforce messages about safe drinking?

· Yes
· No
Please indicate whether you have included any of the following messages in your promotional material such as media releases, posters and newspaper ads?

· Don’t drink and drive

· Organise a designated driver

· ID will be required to purchase liquor

· People who are unduly intoxicated will not be served

· Bags and eskies may be searched and restricted

· Glass containers are not permitted

· Water will be available free

· Look out for your friends, mates and family

· ‘Wet’ and ‘Dry’ areas are both available

· Food and snacks available

	What is the ticketing process?

Eg: door sales, pre-sales etc.



	Will the tickets inform patrons of important details relating to the event?

Eg: alcohol availability and behaviour expectations.  Provide a description.


	What is to be included in the ticket price?

Eg: entry, meals, alcohol etc.




PLEASE ATTACH A COPY OF YOUR TICKETS AND PROMOTIONAL MATERIAL

Noise

	List the provisions you have made to minimise and monitor the level of noise.




Information Centre and Communications

Will an information centre be clearly identified and available to patrons?

· Yes

· No

	How will the event staff, volunteers, security guards and emergency service personnel communicate throughout the event?



	How will event staff communicate with patrons, especially in the event of an emergency?




Is drinking water freely available?    Are the locations noted on the site map?

· Yes 

· No

· Yes

· No

Lighting and Power

Have you investigated what the power demands of your event are? 

Yes

No

Have you investigated whether the venues electrical infrastructure will support the demands of your event?

Yes 

No

Does the provision of lighting and power cater for emergencies?

Yes

No

Entry and Exit Details

Complete the checklist below to ensure that entrance and exit arrangements are in place.

· Provide supervision, marshalling and direction of crowds

· Provide exit and escape routes

· Provide access for emergency services

· Have access for wheelchairs

· Separate walking and vehicle traffic flows

· Staffer entry times by providing supporting activities and entertainment

· Keep entry areas clear of other activity

· Ensure barriers, fences and gates are solid and sufficient

· Locate ticket sales and ticket pick up points in line with but away from entrances

· Provide sufficient, well briefed, trained and clearly identifiable staff and volunteers

· Ensure the control points for searches of bags and eskies are in place but do not impede crowd movement

· Provide a secure area for the storage of confiscated goods

· Check placement and function of exit signs

Have event staff and volunteers, police, security staff and local hotels been informed of exit times?

· Yes

· No 
Health and Safety Issues

Smoking

Will smoking be permitted in any areas?

· Yes

· No

Is signage available and in place to clearly indicate areas of the premises where smoking is not permitted?

· Yes

· No

Police Contact:

	Name of Police Officer who you are liaising with:
	

	Station Address


	

	Phone:


	Fax:



	Email:


	Mobile Phone:




Liquor Licence:

	Will alcohol be available?

· No – alcohol free event

· Yes – BYO alcohol

· Yes – alcohol will be supplied or sold at the event and a liquor licence is required.



	Has an application been lodged?

· Yes                   

·  No


	Licence type:



	Department of Racing, Gaming and Liquor Contact Name:


	Licence Number:



	Who will be the holder of the licence?


	Their Address:



	Phone:


	Fax:



	Contact during the event:


	Telephone:

	Mobile:
	



Food

Is high quality, affordable and accessible food stalls available to patrons?

· Yes

· No

Are they located adjacent to licenced areas?

· Yes

· No

	What types of food will be available?




Risk Management

	Does your organisation have a risk management plan? 
· Yes                           

· No 

(if yes please attach a copy)
	Has your organisation investigated the duty of care issues associated with hosting this event?

· Yes                    

· No



	Does your organisation have a current public liability policy which covers all planned activities at your event?

· Yes                          

· No

(if yes please attach a copy)
	Have you investigated what arrangements are in place in the event the venue or equipment at the facility is damaged? 
· Yes                    

· No




Health and Safety Permits

Shire of Derby / West Kimberley Environmental Health Services 

Phone: 9191 0999 or email devserv@sdwk.wa.gov.au
	Are there enough toilets for the number of people expected to attend? 

Check the ratio of people:toilets required by health regulations.


	Expected no. of people:

No. of toilets provided:

Male –

Female –

Disabled -

	Will food be sold by you or others?

· Yes                                

· No


	Have stall holder and food vendor permits been applied for by all vendors?

· Yes                              

· No



	List the food / stallholders / vendors whom the organising committee has approved the participation of in the event.

· 


Security

	Has a security firm been engaged? 

· Yes                          

· No

              If Yes,

	Company name:


	Contact name: 



	Licence type and accreditation:


	Licence number:



	Number of Personnel:

Ratio of Personnel : Patrons


	How will security staff be identified:

(uniform, name tags, lanyards and id cards?)



	Event Security will: (outline agreed tasks for security officers)

· Manage entry and exit points

· Monitor fence lines and boundaries

· Ensure alcohol and any other banned items aren’t brought in

· Ensure people entering licensed areas are 18+

· Protect assets and infrastructure

· Proactively manage crowds

· Assist with cash


	Where will security officers be stationed?

Do they have access to radio communications?

When will a police, event and security staff briefing and debriefing be held?

	Time security starts:


	Time security ends:



	If no, describe security arrangements?



First aid and emergency medical supplies

	Will there be a permanently manned first aid station?      

· Yes              

· No



	If yes, 

Who is supplying the first aid service?

Where will it be located?

Please note start and finish times


	If no,

Will there be Snr First Aiders on site?

How can they be reached?

Where will a first aid kit be stationed?



	What provision has been made for ambulance access to the site?



	Remember:  Use the Incident Register to record all incidents where first aid is required.




Emergency Procedures

	What process is in place to ensure all personnel and agencies, police, fire etc have been informed of the emergency evacuation plan?


	

	Who is the nominated person to authorise an evacuation?


	

	Will emergency tools be located at the venue?


	


Rubbish and Waste Removal

	Have you organised enough rubbish bins and additional collections?

Date of delivery:

Date of collection:
	No. of bins to be provided:

No. of skips to be provided:

No. of can bins:




Consultation register

List the names of individuals and organisations you’ve consulted:

	Organisation

	Contact Name
	Phone

	Police


	
	

	Council – Environmental Health
	
	

	Council – Technical Services
	
	

	Council – Bookings and Reservations
	
	

	Ambulance / Hospital


	
	

	Fire and Emergency Services
	
	

	First Aid Providers


	
	

	Hire Company


	
	

	Security Company


	
	

	Department of Racing, Gaming and Liquor
	
	

	Main Roads


	
	

	Adjacent businesses or residents
	
	

	Media


	
	

	Taxis Company


	
	

	Other


	
	

	Other


	
	


Planning Meeting

A planning meeting (before the event) will be conducted with the key stakeholders on  

Briefing – before the event

A briefing (immediately before the event) will be conducted with the key stakeholders on      
De-briefing – after the event

A de-briefing (immediately after the event) will be conducted with the key stakeholders on           

Responsible Service of Alcohol Initiatives
Included here are a range of initiatives which will assist you in the responsible provision of alcohol.

Provision of low and no alcohol beverages

· Include low alcohol beers

· Bar staff coached to offer half shots of spirit based drinks using an appropriate measuring device

· Provide cheap tea and coffee

· Cool drinks, including water provided cheaply

· Water  - free, serve yourself stations

Provision of food

· How often will food be provided?

· Is food included in the event price?

· Can it be purchased near the bar?

· Consider encouraging people to bring a plate.

Get bar staff together and provide the following briefing:

 “It is a condition of our licence that we serve alcohol responsibly.  The Department of Racing, Gaming and Liquor through their responsible serving program promote awareness of the intoxication provisions of the liquor laws, specifically that:

· Intoxication is not permitted in licensed venues

· Alcohol will not be sold to intoxicated people 

· Any person who sells or supplies liquor to an intoxicated person on licensed premises commits an offence, with a maximum penalty of $5,500

· Also, a licensee who allows an intoxicated person onto licensed premises, or does not request intoxicated persons to leave the premises, also commits an offence

· Patrons also have certain responsibilities under the liquor laws and may face penalties if they refuse to leave premises when requested.

· Before serving a patron, staff must ensure that the person is 18 years or older. If there is any doubt, staff must request identification. Acceptable forms of identification under the liquor laws are a driver's licence, passport or Proof of Age Card - but only if they have a photo and signature on them. 

Beverage containers

Consider using premixed drinks to prevent people ordering double shots

Avoid glass, using plastic cups where necessary

Community Health

Approach Community Health and ask if they are interested in providing promotional material to place behind the bar which encourages responsible drinking initiatives such as ordering a spacer and drink / driving messages.

Transport

Liaison with the Taxis company will occur prior to the event and I am currently trying to arrange a bus service to return patrons home.

Additional Information / Further Comment:














Other comments / additional information:























Suzanne Rigney Community Services Officer 

Edition One August 2003


