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This publication is intended as a guide only for event organisers to assist with planning their event. It is not 
a substitute for professional advice on legislative requirements. The Mornington Peninsula Shire accepts 
no responsibility for errors that may have inadvertently occurred within this document. Information in this 
document will be subject to change. For further information, contact the Events team on 1300 850 600. 
Information is correct at time of printing October 2017.
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Introduction
The Mornington Peninsula Shire plays a role in the management, approval and delivery 
of approximately 200 events each year. The Shire is committed to assisting event 
organisers to plan and implement successful and safe events. 
This publication has been developed to assist event organisers meet statutory and legislative requirements 
involved in organising an event, while protecting the surrounding area and ensuring public safety. 

Assistance
The Shire is committed to providing organisations and community groups with assistance to help them stage 
events. Templates are available to help you understand and prepare supporting documentation. 

If you have a query or require assistance with your event planning, please contact the Events team on   
  1300 850 600  or via email:    events@mornpen.vic.gov.au 

Event fees and charges
A range of fees and charges apply to event permits 
on the Mornington Peninsula Shire. Please refer to 
the Shire’s website for current fees.

What is an event?
An event is a planned activity that is open and 
advertised to the general public.

The size and complexity of an event will determine 
what elements to include in the event planning. 

Some elements may include:

•  Food stalls

•  Selling/providing liquor

•  Amplification

•  Fireworks

•  Entertainment

•  Activities

•  Changed traffic conditions / road closures

•  Temporary structures (eg, marquees, stages, 
seating stands etc).

Do I need to apply for permission 
to stage an event?
To hold an event within the Mornington Peninsula 
Shire’s public open spaces, an events permit for 
use of public space may be required. This ensures 
your activity is conducted in accordance with 
the Local Law and the Crown Land (Reserves) 
Act 1978. It also ensures that any disruption to 
stakeholders is minimal and parties that may be 
impacted can be appropriately notified.

If you are planning on staging an  
event on private land, you should  
also contact the Events team to  
discuss your proposal as permits  
may be required from the  
Mornington Peninsula Shire  
and other authorities.
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What locations/sites are  
available to book?
Within the Mornington Peninsula Shire there  
are many public open spaces, community halls, 
parks, foreshores and reserves that are available 
for events.

The sites available vary depending on the type of 
activity and the sensitive nature of the location.

Temporary community  
event signage
There are designated temporary event signage 
sites along with banner sites throughout the 
peninsula to help you promote your event. 

To access the Whats On Signage Application 
Form, visit the Shire’s website.

Timelines for event approvals
Event organisers are required to submit an application form a minimum of 12 weeks prior to the event with all 
supporting documentation to the Events team.

1. Submit an application form with supporting 
documentation.

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

3.  The event is discussed with internal and 
external stakeholders.

4.  Shire officers may request to meet with the 
event organisers to discuss requirements and 
permit process.

5.  You may be required to provide additional 
documentation.

6.  Once all permits/approvals have been 
obtained, you will be sent your event permit. 
All applications will be individually assessed to 
determine what permits are required. Please do 
not assume your event will be approved until 
you receive written confirmation.

The approval process
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Aboriginal/Indigenous protocols
Cultural diversity is encouraged at events to promote 
and share aspects of culture, faith and language, and 
celebrate the benefits of multiculturalism. 

For further information, go to: 
 mornpen.vic.gov.au

Access and egress
Public safety is a key priority for any event and it is 
vital that your site plan includes safe access and 
egress of event visitors, suppliers, emergency  
services and others involved in your event. 
Consideration should be given to access and egress 
of everyone involved in your event when they arrive 
and depart in the case of an emergency and for 
emergency services vehicles.

Accessible/inclusive events
Event organisers should consider accessibility as an 
important part of their planning and put measures in 
place to ensure that the event site is accessible to all 
ages, gender, sexual orientation, ability level, disability, 
socio-economic circumstances, location, linguistic 
differences and ethnic background when relevant.

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

 companioncard.org.au

Advertising
Printed literature, posters, handbills or other forms 
of advertising are not permitted to be displayed 

or affixed to roads, poles, fences, bins, trees, bus 
shelters, etc, within the Mornington Peninsula Shire.

Alcohol
Local Laws prohibit the consumption of alcohol in 
prescribed areas including all outdoor locations. This 
is enforced 24 hours a day, 365 days of the year. 
Consumption of alcohol is controlled under the Local 
Law which can be viewed at: 

 mornpen.vic.gov.au

A temporary limited liquor licence or major event 
licence may be required when liquor is being supplied 
or sold at an event. A permit can be requested to 
sell, provide or serve alcohol at your event from 
the Victorian Commission for Gambling and Liquor 
Regulation (VCGLR). 

Sale of liquor also requires licencees to register with 
the Shire under the food act using Streatrader.

Alcohol management plan
Regardless of whether you are selling or just serving 
alcohol, you are required to submit an alcohol 
management plan. Event organisers need to prevent 
the sale or provision of liquor to minors, unduly 
intoxicated or disorderly persons and access by 
minors to licensed areas. Your licensed areas should 
be clearly marked on your site plan, as well as any dry 
areas, and food and non-alcohol drinks should always 
be made available to guests. 

Your alcohol plan should detail:

•  the type of alcohol that will be available

•  the containers in which it will be served

•  provisions for container collection during  
and after the event

•  designated dry areas and details of the  
provision of free water

•  food vending/provision areas and types  
of food available

A
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•  the number and location of security personnel who 
will manage the area (this may also be included in 
your security plan)

•  the location of toilets and the ratio of  
toilets per attendees

•  the number of bar staff and their training levels

•  the proposed trading hours of the alcohol  
serving areas.

Amusement rides/ 
inflatable structures 
Mechanical and amusement rides must operate 
in accordance with the OH&S act, electrical safety 
regulations and the Australian standards. Particular 
types of devices must be registered with the Worksafe 
Victoria or interstate equivalent. 

The risks associated with rides must be assessed 
in your risk management plan. Event organisers 
and operators must ensure the amusement rides 
are used in a safe manner without risks to health or 
endangering life. Operators must be suitably licenced 
and trained and the equipment must be inspected 
and maintained (evidence must be provided by up to 
date log books). Supervision during operations must 
be conducted by competent personnel operating the 
device and have a plan in place to respond to any 
incidents. Consideration should be given to overhead 
and underground services, electrical safety including 
protection of electrical supplies, testing and tagging of 
leads, RCD protection of power outlets, signage and 
daily checks to ensure equipment is safe.

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

You must be aware of the manufacturers’ 
specifications in relation to wind speed, anchoring 
requirements, the number of people allowed on or 
in the structures and the type of activity permitted. 
Anchorage of the structures must be considered in 
advance as it is unlikely pegging will be permitted  
(if it is, underground services must be considered). 
Motors and blowers should be isolated from crowds 
and a fence be put around the entire motor area. 
Weather and wind speed should be constantly 
monitored and the structures closed or deflated if 
wind speed exceeds the capacity of the structure or  
if safety is a concern. 

There should be appropriate supervision at all times. 
Electrical safety must be considered (including RCD 
protection on power outlets), and there must be safe 
impact absorbing mats in place on exits, entrances 
and other open sides.

There should be no contact with overhead structures, 
lines, trees etc. The structures should be fully tested 
prior to public access and signage should be in place. 

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

Animals, animal farms/nurseries/
petting zoos and native animals
Interaction with animals via mobile displays can 
provide an enjoyable and educational activity for 
children and adults. However, there are a variety of 
issues to consider to ensure the safety and wellbeing 
of patrons and the animals. Issues to consider include 
age appropriate activities for patrons, hygiene (hand 
washing facilities, waste removal, and cleaning of 
facilities), storage of holding vehicles/trailers and the 
training and experience of the animal handlers.

Supervision by handlers at all times is required and 
you must have a documented response in the event of 
an injury, illness or emergency. Mobile displays must 
be of suitable nature to contain the animals and there 
must be an area to allow animals to retreat from the 
public or other animals in the enclosures. Any animals 
on display which begin to show signs of stress should 
be removed from display immediately and allowed to 
recover. Enclosures should provide adequate food, 
water and shelter from sun, wind, rain and extremes of 
temperature. Operators of reptile exhibits and wildlife 
exhibits must hold a valid licence from the Department 
of Environment and Primary Industries. 

Operators of petting zoos must comply with the 
code of practice for the public display of exhibition of 
animals. For further information visit the Department of 
Health and Human Services website:  

  2health.vic.gov.au 
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C

Camping
Camping is only permitted in designated camping 
areas. If you are seeking to include camping at your 
event, contact the Events team on  

 1300 850 600.

Cancellation of event
If the event gets cancelled at any time, the event 
organiser must notify the Events team in writing 
immediately. It is advisable to have a contact list in 
place to ensure all stakeholders are notified in the 
event of a cancellation. From time to time, events may 
need to be cancelled, postponed or interrupted. This 
action has a potential to create a dangerous situation, 
particularly when there are large crowds. 

Contact lists
A comprehensive contact list and roles is essential 
for event organisers to distribute to all personnel 
responsible for a particular element of the event. 

Community consultation
To ensure your event runs smoothly, consultation with 
businesses and residents in the vicinity of the event 
location is mandatory. Consider expanding your event 
and inviting these groups to attend and participate in 
your event. A formal letter is recommended by including:

•  event name, date and location

•  contact details for the event organiser

•  public transport disruptions

•  any disruptions to businesses and residents 
(eg, road closures / fireworks)

•  how they may become involved.

A direct mail distributer can assist with letterbox drops. 
Letters should generally be sent to businesses and 
residents at least two weeks before the event.

Crown Land (Reserves) Act 1978
In Victoria, the coast is largely accessible as 96% of 
coastal land is coastal crown land in public. Coastal 
crown land is defined in Section 3(1) of the Coastal 
Management Act 1995. Coastal crown land is highly 
valued and provides significant environmental, 
economic, social and cultural values for all Victorians. 
As a result, the use and development of the coast is 
managed through both state and local regulatory and 
policy frameworks. 

The Victorian Coastal Strategy 2014 (VCS): is the 
state government’s policy commitment for coastal, 
estuarine and marine environments in Victoria. 
It provides a long-term vision for the planning, 
management and sustainable use of our coast. 

  vcc.vic.gov.au

A hierarchy of principles sets the foundation of the 
strategy and guides planning and decision-making 
regarding land use and development on coastal 
private and crown land, as well as in estuarine and 
marine waters. The principles are derived from section 
15 of the Coastal Management Act 1995.

The Crown Land (Reserves) Act 1978: provides 
the statutory mechanism for land management of 
reserved crown land to be delegated to other agencies 
as committees of management. The Mornington 
Peninsula Shire is the committee of management for a 
variety of crown land within the municipality, including 
10 coastal crown land foreshore reserves. 

The Planning and Environment Act 1987: The 
Mornington Peninsula planning scheme provides the 
opportunity for municipalities to identify key issues in 
their area and develop local strategies and policies 
to ensure orderly planning is achieved considering 
environmental, economic and social issues. For 
coastal municipalities, this will include identifying 
objectives for protection and sustainable development 
of the coastal environment through zoning and overlay 
provisions within the scheme.
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D

E

Drinking water 
Events must cater for the health and comfort of 
patrons. The Building Code of Australia advises event 
organisers must provide one drinking fountain or 
drinking tap for every 200 patrons or alternatively the 
following table can be used as a guide. Drinking water 
should be made freely available or if not feasible, at 
a cost lower than the lowest price of any other drink 
sold to patrons. The location of drinking water facilities 
must be clearly indicated via directional signage and 
on your site plan.

Drinking water requirements for public events

Duty of care
Organisers have a duty of care to all people attending 
their event (to the standard a person would expect 
while they are in the care of another).

Under the Victorian Occupational Health and Safety 
Act 2004, event organisers must ensure, as far as 
reasonably practicable, that people are not  
exposed to risks arising from the event operations 
and any place where employees and self-employed 
persons work is safe.

Electrical safety
There are many safety considerations associated 
with electrical equipment and power supplies (mains 
power and generators). It is the responsibility of 

the event organiser and/or operators of electrical 
equipment to ensure that adequate controls are in 
place to protect staff, volunteers and members of 
the public. All electrical devices (power leads, tools, 
lighting, equipment, generators etc) must comply with 
relevant electrical laws and regulations. 

Safety considerations include:

•  Electrical leads, equipment and portable outlet 
devices must be tagged and tested (test date  
must be within three months of the event).

•  Electrical leads and equipment should have no 
signs of damage, fraying or other safety issues.

•  Double adapters should not be used  
on power boards.

•  Electrical cabling should be protected from 
pedestrian and vehicular traffic at all times. 
Cabling should not be run on the ground unless 
approved ramp style protective covers are in place 
to adequately protect the cabling from crushing 
(rubber floor mats are not acceptable).

•  Extension leads should only be used where there 
are matching ends (i.e. 10amp socket into a 10 
amp plug), where there are new insulated sections 
on the plug tips and earth pins are present.

•  In date fire extinguishers suitable for electrical fires 
and where required, fire blankets, must be nearby 
to electrical equipment, and persons trained to use 
the equipment.

Food vans

•  Food vans should have a certificate of electrical 
safety within three months of the event.

•  The power requirements should be clarified  
prior to the event to ensure there is sufficient 
capacity at the event.

Generators

•  Generators must comply with Australian standards 
and be in safe working condition.

•  They should be located in a safe and well 
ventilated position, and should not be accessible to 
the public. It is advisable to check the noise levels 
prior to the event and use silenced generators 
where possible.

•  Fuel should be stored in fit for purpose containers 
and refuelling should not take place when event 
visitors are site. 

For more information contact Energy Safe Victoria on     
  1800 652 563  or go to    esv.vic.gov.au

ABOVE 25O

Less than 3 hours No physical activity 0.75 litres/person
OR

More than 3 hours Alcohol 1.00 litres/person

Less than 3 hours Physical activity 1.25 litres/person
OR

More than 3 hours Alcohol 1.50 litres/person

BELOW 25O

Less than 3 hours No physical activity 0.50 litres/person
OR

More than 3 hours Alcohol 0.75 litres/person

Less than 3 hours Physical activity 0.75 litres/person
OR

More than 3 hours Alcohol 1.00 litres/person
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Emergency management plan
An emergency management plan is a written set 
of instructions that outlines what your employees, 
contractors or volunteers should do in the event of 
an emergency such as a fire, explosion, dangerous 
chemical release, medical emergency, bomb threat 
or robbery, heat wave, storm, health, explosion, 
dangerous chemical release, external emergency, etc.

A plan should be developed in consultation with 
stakeholders to include:

•  Detailed arrangements made for on-site 
emergencies

•  Detailed arrangements to request emergency 
services for assistance

•  Identify personnel who can authorise evacuation

•  Identify how the event will be interrupted to make 
an announcement

•  Identify access for emergency services

•  Identify evacuation areas

• Establish an emergency operation centre, which 
should have back up power and lighting 

•  Provide details of coded messages to alert security 
personnel and emergency services

•  Identify triage and/or ambulance loading areas.

Part of your emergency plan should include an 
evacuation plan. This plan is a map of the event 
area, clearly indicating all evacuation points, meeting 
points and emergency services’ locations. It should 
also highlight how the crowd will be informed of any 
evacuation needed, who will be charged with the 
responsibility to evacuate, as well as the roles of 
nominated wardens and safety officers who must have 
the appropriate skill sets to handle an evacuation. 
Adequate lighting must also be considered for night 
time events. If any major incident occurs on site, 
Victoria Police may take control of the venue. 

Emergency communication
In the event of an emergency, it is crucial that 
emergency services personnel and those with 
the responsibility for managing the event can 
communicate with each other including security and 
representatives outside of the venue. Your plan should 
include what methods of communication you will 
use in the event of an emergency and what back-up 
systems are available. Event organisers should have 
an emergency contact list on hand at all times for the 
duration of the event. 

This contact list should include contact details for 
staff, contractors, performers, entertainers, emergency 
services, security personnel and other organisations 
that may be required during the event.

Emergency services
Event organisers should notify emergency services 
(Police, Ambulance and CFA) of their event in 
writing at least one month in advance of the event 
as consultation and input may be required for some 
events. The written notification should include: date, 
time, venue, event details, anticipated crowd numbers, 
contact name and phone number.

Emergency services may be able to provide advice 
on issues such as crowd control and security, traffic 
management, monitoring alcohol,drugs and fire safety. 
Advice should be sought early in the planning stages.

Event organiser
An event organiser is responsible for the overall 
management of the event, and will be the key contact 
for the Shire. The role and  responsibilities of an event 
organiser include troubleshooting, logistical operations, 
event delivery and public and media liaison. The event 
organiser should be contactable throughout the event 
planning, evaluation and delivery stages.
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Event operations centre 
Regardless of the size of your event, it is likely that 
you will need to have an onsite operations centre set 
aside as an area where your staff and volunteers can 
meet for debriefs and/or meetings, as well as run the 
operations of your event. This needs to be detailed on 
your site map.

Extreme weather conditions 
With Victoria’s weather patterns changing frequently, 
event organisers should consider a contingency plan 
to cater for extreme heat, wet weather conditions, high 
winds, etc. 

Factors to include are:

•  Will the event still continue in such conditions?

•  Relocating the event and how this will be 
communicated to attendees?

•  What impact will extreme weather have on 
audience numbers?

•  Will the event still comply with the Occupational 
Health & Safety Act?

•  What will be implemented to ensure staff, 
volunteers and event visitors are safe?

Fireworks 
If you plan to conduct a fireworks display at your event, 
a licensed pyrotechnical company should be engaged. 
The pyrotechnician will need to notify Worksafe Victoria 
in writing at least seven days before discharging 
fireworks. The pyrotechnican must also contact the 
CFA at least seven days prior to the proposed display. 
Both notifications must be forwarded to the Shire when 
the authorities are notified. Parks Victoria must also be 
notified if the pyrotechnician requires a barge to launch 
the fireworks.

If the fireworks are scheduled when a total fire ban is 
declared, the CFA is required to give permission within 
14 days of the event. If the event falls on a total fire 
ban day, the CFA may withdraw their permission. It is 
a requirement that the fireworks display is included 
on the risk and safety management plan and the 
pyrotechnician has submitted a safety plan for your 
event to be approved by the Shire. Safety officer/s 
must be familiar with all aspects of the fireworks 

F

display including the type of fireworks, conditions of 
the permit, implementation and emergency response. 
Suitable fire fighting equipment must be available.

Fire safety 
Event organisers must consider fire safety within their 
risk assessment. Consideration should be given to 
potential fire sources and how to reduce the likelihood 
and consequences of any fire. Where BBQs and 
other flame sources or electrical equipment are used, 
appropriate fire extinguishers and fire blankets are 
required. Other fire protection equipment may also be 
required. A CFA section 40 permit may be required for 
open flame/gas cooking on total fire ban days.

Code Red Days

Events on the peninsula will be cancelled if a code 
red fire danger alert day is declared by the CFA for the 
central fire district. The Shire will revoke event permits 
and the event organiser will need to cancel the event 
and take a responsible approach to notifying the 
public and the people who were likely to try to attend. 
It is your responsibility to acknowledge the fire danger 
declared for your event day. Notifications are available 
on the CFA website or can be obtained through 
various media such as print and TV. Code red days 
normally come with 2 – 3 days notice, however there 
have been some instances when notice has been as 
little as 12 hours. 

  www.cfa.vic.gov.au
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First aid, health and medical 
The provision of first aid, health services and medical 
support should be considered when planning your 
event. To assess the services required, undertake 
a risk assessment and have discussions with first 
aid providers. Discussions with Ambulance Victoria 
should be sought for larger events that are likely to 
require an ambulance (or command resource) and 
may have an impact on the broader community. 
Ambulance Victoria may on occasions consider it 
necessary simply to have a command structure or a 
triage paramedic rather than a transport resource in 
place and this needs to be considered.

The risk assessment should take into account a range 
of factors, including the number and profile of event 
visitors, the type of activities being undertaken, the 
venue, past history of the event, time of year, impact 
on the broader community and proximity to medical 
care. A detailed first aid provider plan should also be 
provided to enable Ambulance Victoria to conduct an 
appropriate risk assessment.

First aid facilities at events generally require adequate 
lighting, flooring, access to water, power and 
appropriate mechanisms to dispose of waste. First aid 
facilities should be located centrally, but not directly 
near areas of high noise, such as rides and stages.

When selecting first aid providers, trainers, medical 
support or other health providers, you must ensure 
they have current qualifications, experience and the 
capacity to service your event.

Food and beverage 
Food and beverage includes any substance for 
human consumption (whether it is live, raw, prepared 
or partly prepared). The definition of ‘food’ also 
includes drinks and alcohol. 

The Shire’s Environmental Health team monitors the 
safety of foods sold at local markets, events and 
festivals. Food vendors must comply with Mornington 
Peninsula Shire’s guidelines. This includes food 
vehicles and temporary food stalls. 

All food vendors attending your event, must be 
registered/notified under the Food Act 1984 and lodge 
a statement of trade. This is all completed online at: 

  streatrader.health.vic.gov.au

As the event organiser, it is your responsibility to 
ensure any food and beverage vendors proposing 
to be at the event have the appropriate Food Act 
registration and lodged a statement of trade. Such 
approval must include specific permissions to provide 
food at the particular event you are organising. For 
further details regarding food safety, food stalls, vans 
and the temporary food guidelines, go to 

  health.vic.gov.au/foodsafety/home/community.htm

  mornpen.voc.gov.au/About-Us/Business-Economy/ 
 Health-Safety/Food-For-Events

Fundraising 
If you are conducting a fundraising activity you  
may be required to register with Consumer Affairs 
Victoria. To check whether you need to register or are 
on the “exempt organisations or activities” list, contact 
Consumer Affairs Victoria on  

 1300 55 81 81 or go to    consumer.vic.gov.au

If a raffle prize is valued over $5,000 a minor gaming 
permit is required from the Victorian Commission for 
Gambling and Liquor Regulation. 

If the prize value is less than $5,000 a permit is 
not required, however, the regulations must still be 
complied with. For further information, go to 
   vcgr.vic.gov.au

If you are conducting a raffle or fundraising on  
behalf of a community or charitable organisation,  
you must have written consent of the governing  
body of that organisation.
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G H

I

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

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

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

Grants and funding
In recognition of the importance of events and 
festivals to our community, the Shire makes available 
a range of grants to event organisers. For further 
details contact the Events team.

Heatwave
A heatwave is a period of unusual and uncomfortable 
hot weather that could impact on human health, 
community infrastructure (such as the power supply 
and public transport), and services. Heatwaves 
can affect anybody and cause illness such as heat 
cramps, heat exhaustion, and heat stroke which may 
be fatal. The most important things to remember are:

• keep cool

• drink plenty of water

• stay out of the sun

• look after yourself and others.

For more information go to    2health.vic.gov.au

Infection control
It is the event organisers responsibility to ensure 
that any person attending the event is not at risk 
when exposed to or handling, potentially infectious 
substances such as bodily fluids, blood, medical 
waste and used syringes.

For the duration of the event, regular monitoring 
should occur to ensure infection control procedures 
are in place. This could include cleaning toilet 
facilities, monitoring waste disposal, surveillance 
of food handling practices, surveying the venue for 
syringes and sewage leakage.

Event organisers must ensure that security, first aid 
providers, cleaners and event staff are familiar with safety 
procedures, personal protective equipment and have 
access to the necessary equipment to dispose of waste.

Insurance
Managing a public event includes ensuring the safety 
of event staff, volunteers, contract staff and the public. 
When an event is held on Shire owned land, a $20 
million public liability insurance policy is required 
in every instance and must state the Mornington 
Peninsula Shire as an interested party. 

It is mandatory that events have comprehensive public 
liability insurance. The Shire’s public liability insurance 
policy cannot be extended to cover external groups or 
businesses. 
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Itinerant traders 
There are several itinerant food traders who have 
a licence with the Shire to operate in prescribed 
areas. When planning an event, event organisers are 
encouraged to offer these regular food vendors  
the opportunity to operate at your event when 
appropriate. To obtain details of the traders,  
please contact the Events team.

Noise management 
Managing noise levels is an important part of 
the Shire’s commitment to providing a liveable 
environment for all. Noise from events is subject to 
state government legislation and regulation. Residents 

Lighting
Lighting is required if the event and/or set up or pack 
down is after dark or in the early mornings. Lighting is 
vital to ensure a safe environment. It is important that 
all walkways, emergency entries/exits are clearly lit at 
all times. Include lighting in your risk assessment and 
plan for required power usage and electrical safety.

Music and recording licences
If you are playing or performing music and/or 
music videos at your event, you may require a 
licence from The Australasian Performing Right 
Association, (APRA), The Australasian Mechanical 
Copyright Owners Society (AMCOS) or Phonographic 
Performance Company of Australia Limited (PPCA). 
For details refer to: 

  apraamcos.com.au      ppca.com.au 

may lodge a complaint that noise is adversely 
impacting the amenity of the area. Mornington 
Peninsula Shire and/or Victoria Police may take 
action where necessary. Event organisers need to 
consider the amenity and the surrounding area when 
planning events. Noise from vehicles, event activities, 
music and patrons can cause disturbance. Event 
management plans should include strategies to 
address potential noise issues. Proactive measures 
such as crowd control, positioning of loudspeakers 
and timing of events can improve the control of noise. 

A noise management plan may be required which will 
also form part of an overall acoustic engineers report.

Typically a noise management plan would include the 
following details:

•  the type and timing of entertainment

•  stage orientation, speaker height, arrangement  
and orientation and noise reduction measures

•  how the public will be informed of the event

•  maximum sound pressure level that will be 
produced at the event

•  methods of pre-event sound pressure level  
(db) testing

•  complaint response procedure and how 
responsible authorities and the public can contact 
the event organisers with regard to noise levels

•  how sound levels will be adjusted by event 
organisers upon receiving a complaint.

Noise management plans assist event organisers to 
predict the impact of their event on the surrounding 
community and also provide the community with 
information on how noise from the event will be 
minimised. An acoustic consultant report may be 
required for large scale music events. This report must 
be developed by a suitably qualified and experienced 
acoustic professional and needs to provide detailed 
modelling that assesses the proposed event and 
how the required amplification will meet the Victorian 
Environment Protection Authority Policy (Control of 
Music Noise from Public Premises). 
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The acoustic engineers report should include a noise 
management plan. For further information contact the 
Shire’s Events team.

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

Occupancy permit
A Temporary Occupancy Permit for a place of public 
entertainment (POPE)  may be required in relation to 
conducting an outdoor public entertainment event if 
the following applies:

•  An outdoor event with a greater area of 500m2, 
unless the event is organised and controlled by 
a community-based organisation and the total 
number of persons at any one time during the 
event does not exceed 5,000. An application for 
a POPE will need to be supported by documents 
such as, detailed site plan, risk management plan, 
event management plan, emergency management 
plan, copy of public liability insurance and details 
of any temporary structures. 

For further information contact Statutory Building on 
  1300 850 600  or go to    mornpen.vic.gov.au

Official attendance
The CEO, Mayor and Councillors have many 
commitments and should you wish to request their 
attendance at your event, a formal invitation should be 
sent as early as possible. 

The invitation is to be addressed to the CEO/Mayor’s 
Office, Private Bag 1000 Rosebud 3939 or emailed to 

  councillor.support@mornpen.vic.gov.au

Parking
Wherever your event is being held, all vehicles must 
obey parking directions and park in designated 
parking spaces. Infringements can be issued for 
vehicles parked illegally. Please make note of parking 
restrictions in relation to paid parking areas. Event 
areas are well patrolled and any illegal parking 
may incur a fine. A parking plan may be required, 
depending on visitor numbers, location and likely 
impact on residents and businesses.

Parks
Events proposed to be held on Shire-managed land 
must obtain an event permit from the Events team. 

Events proposed to be held on Parks Victoria land, 
must obtain approval from Parks Victoria. 

For more information contact Parks Victoria on 
  131 963  or go to    parks.vic.gov.au

Pedestrian management
When planning an event, event organisers must 
consider access for members of the public. A 
pedestrian management plan should include the 
strategy for managing pedestrian access and egress 
at the event site.

A pedestrian management plan should include:

• locations of barricades and signs

•  location of diversion and closure signs

•  training, number and location of marshals

•  time and date for installation and removal

•  access for people with disabilities

•  relationship to traffic management plan.

O
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Planing permits
Depending on the land status and planning provisions 
governing the regulation of individual venues, the 
proposed use of land may require a planning permit. 
Permitted uses are outlined in the zoning and overlay 
schedules within the Mornington Peninsula planning 
scheme. If your proposed use is not included as a 
permitted use, a planning permit will be required.  
For further information contact Statutory Planning on 

  1300 850 600 or go to    mornpen.vic.gov.au

Promotion 
There is a range of advertising benefits the Shire can 
assist with promoting events with a dedicated page 
in the Peninsula Wide magazine, events calandar on 
the website, temporary event signage and a monthly 
column in printed newspaper material. 

Public place 
A public place is somewhere where members of the 
public are present or are permitted to be. Under the 
law, public places include:

•  any public thoroughfare, including roads,  
bridges and footpaths

•  parks, gardens and other places of recreation

•  train stations

•  public transport

•  places of worship, such as churches

•  government schools

•  theatres and other entertainment venues

•  licensed premises

•  racetracks and sports grounds.

Power 
Requirements for power must be clearly outlined 
in your event plan. The plan must include locations 
and source of power, specifications of power used, 
details of generator companies engaged for the 
event, a contingency plan in the event of a power 

blackout and details of how lighting will be provided 
to ensure the safe access and egress into the event 
precinct. In some central locations, it is possible to 
use mains power. If you require the use of power 
and it is available at your event location the Events 
team will provide you with access. Please note the 
event organiser is responsible for ensuring that any 
independent operators comply with the appropriate 
health and safety regulations.

Public protection 
It’s the event organisers responsibility to ensure the 
site is safe for the public, event staff, volunteers and 
contractors at all times during the event. This includes 
bump in, during the event and bump out. Some key 
areas to manage in a safe manner are:

•  Place signage around the site to advise the public 
to take caution when bumping in/out

•  Designate a spotter to ensure public are not 
entering or near unsafe areas

•  Supervise areas where contractors are to follow 
safe work practices

•  Reduce the volume of vehicles on site

•  Vehicles should drive at a walking pace with hazard 
lights on and a designated spotter

•  Close off the area from the public. 

If the Shire and/or Worksafe inspect the site and are 
not satisfied that the site is being managed safely, the 
site may be shut down until the event organiser can 
demonstrate that the site can be operated in a safe 
manner and at no risk to the public.
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Public transport 
Event organisers are required to notify Public 
Transport Victoria if the event is likely to impact public 
transport (trains and/or buses). To determine whether 
your event will have an impact, complete the  
self-assessment checklist at  

  ptv.vic.gov.au 

Public Transport Victoria will advise you if a public 
transport plan and meeting is required. For events 
larger than 10,000 people, at least 150 days advance 
notification is required, while events with less than 
10,000 people requires at least 120 days notification. 
Notifying the local taxi services is also recommended 
for major events. For further details contact Public 
Transport Victoria on  

 1800 800 077 or go to    ptv.vic.gov.au

Reinstatement and asset protection
Mornington Peninsula Shire boasts numerous public 
spaces including parks, foreshores and reserves that 
event organisers can use to hold events. As many of 
these spaces have significance, event organisers are 
responsible for looking after the space and for the 
cost of reinstating the space to the condition it was in 
prior to the event if required.

Event organisers holding events in parks, foreshore 
and reserves should budget, as a minimum, for 
aeration, seeding and fertilisation of the lawn used for 
their event if required.

Restricted access
If an event is on public land and there are gates, 
bollards or power boxes that you may need access to, 
please inform the Events team and include on the site 
plan to ensure access can be granted.

Risk management
A risk management plan is a document prepared 
by event organisers to identify hazards, assess the 
risks that may arise from the hazards and decide on 
measures to eliminate or control the risks. It identifies 
who is responsible for risks, resources required, 
communication that will occur and how risk will be 
monitored and reviewed. 

Risk management should commence at the beginning 
of your planning process, continue throughout the 
planning, the delivery and evaluation of your event. It 
should be tailored to your event, systematic (covering 

all activities, planning and processes), and involve all 
those connected with your event (e.g. your suppliers, 
entertainers, venue etc).

The risk management plan should cover risks such 
as terrorism, injury, fire, storm, explosion, dangerous 
chemical release, bomb threat, heat exhaustion, high 
fire danger days, health, crime, external emergencies, 
communication with emergency services, access/
egress, to name a few.

The suggested approach is:

•  Systematically identify any potential hazards

•  Analyse the risks

•  Consider how you will prevent the risks  
from occurring (for example, security,  
qualified personnel etc)

•  Measure the risk rating and the consequence of 
the risk should the risk event happen. Using high, 
medium or low

•  Treat the risk

•  Monitor and review. Monitor control measures for 
effectiveness over time. Event organisers may need 
to alter their strategies to compensate for changing 
environment or circumstance.

Safety and emergency management policies 
and procedures will be required to ensure the 
implementation of your risk plan.

Road closures
Events conducted on roads require a permit from the 
coordinating road authority. VicRoads is responsible 
for all major roads and freeways (except tollways), 
while the Shire is responsible for local roads. Other 
authorities (such as Parks Victoria) are responsible for 
roads within their area of responsibility.  
To determine the authority responsible see  
“Map of Declared Roads” on VicRoads website   

  vicroads.vic.gov.au

If your event involves the use of a major road or 
requires the placement of traffic management on a 
major road, a permit is required from VicRoads. If 
your event involves the use of or requires changes to 
access or parking on local roads, a permit is required 
from the Shire. VicRoads permission will be required 
if the event requires exemptions from the road rules 
or other laws or the traffic management plan includes 
major traffic control items.

Any type of race on a road and any use of modified 
or specialised vehicles for filming also require the 
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coordinating of road authorities’ permission, as does 
the use of traffic control devices on major roads. 
Permit applications must be submitted to VicRoads or 
the Shire at least 60 days before the date of the event.

Victoria Police and other emergency services must 
also be notified, and a highway permit may be 
required from the police. Victoria Police requires two 
months’ notice for permits.

Generally permits are required for races, events with 
more than 30 participants, events not complying with 
all road rules, on tollways and freeways, fundraising or 
awareness raising events, open to the general public, 
where pedestrians are within three metres of passing 
traffic, or if you are using support vehicles.

Remember to check prior to the event that there are 
no road works planned, or no emergency measures in 
place on the day of the event.

Safety officer 
The role of a safety officer is to ensure the event 
site is safe prior to and during the event and may 
include taking on a leadership role consistent with the 
emergency plans. A safety officer’s primary areas of 
responsibility include:

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

•  maintaining access to all egress areas, and the 
operation of passage ways and exits

•  ensuring the availability of specified  
drinking water facilities

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

•  ensuring the exclusion of the public  
from unsafe areas

•  ensuring the keeping, testing and storage of 
flammable material or explosive items and 
equipment, the ignition of fireworks and the 

S

discharge of pistols or other shooting devices in a 
safe and responsible manner to the extent that is 
not required by any other act or regulations

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

•  ensuring the safe and efficient operation of fire 
fighting equipment

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

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

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

Safe work method statements 
Any risks defined as ‘High Risk Construction Work’ 
and undertaken by a contractor require a Safe Work 
Method Statement. (SWMS). It’s a requirement to 
obtain the contractors SWMS prior to entering the site 
to begin work. During the time of the contractor being 
on site, check that the staff are following the SWMS. 
Refer to the Worksafe website for definition of high risk 
construction work at   

  worksafe.vic.gov.au 
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Security and crowd management 
Event organisers are responsible for organising 
security or crowd management for their event. Security 
or crowd controllers should have qualifications and 
experience appropriate to your event. The number and 
type of security or crowd controllers varies depending 
on the type of event, the number of patrons, ages, 
whether alcohol is involved and a variety of other 
factors.Your risk assessment plan will help in 
determining the level required, and for major events, 
consultation with the police should occur.

Security and crowd controllers must have 
communications equipment to ensure they can get in 
contact with event organisers, first aid and police  
if required. Event organisers must brief security on 
their responsibilities.

Events involving large amaounts of people or high 
profile attendees need to address security and 
counter-terrorism issues with Victoria Police. Additional 
resources may be required to ensure the event is a 
safe environment for all attendees.

Site plans 
A site map must show the area on which the event 
is being located or held within. The site map should 
show information such as the placement of equipment 
and infrastructure, existing services, parking 
provisions etc. This is so you can manage the event 
safely and the assessment of your event is accurate. 
When choosing a location to stage the event, some 
useful things to consider are:

•  Size of location – will there be enough room for 
equipment and patrons?

•  Does the event need access to toilets, water, 
electricity and parking?

•  Is there shelter available?

•  Is there any impact on the environment?

•  Are the residents and businesses near by 
supportive of the event?

•  What is the proximity of public transport?

•  Are there any other events within close proximity of 
your event that may have an impact?

•  Are there any potential hazards at the site (for 
example: waterways, cliff tops, etc)?

Smoke free events 
For food fairs the Victorian Government has banned 
smoking in all outdoor areas. A food fair is an event 
where the principal activity is the supply of food for 
consumption at the event. Smoking is also banned 
within 10 meters of a food stall or food vendor at an 
organised outdoor events (other than a food fair).

It is the responsibility of the event organiser to 
ensure that smoke free outdoor areas are provided 
as required by Victorian Government legislation. No 
smoking signage is recommended at your event as 
follows:

•  At least 10 metres from food courts and areas 
where food vendors are located

•  At each entrance to your event if it is a food fair or 
an event where the main activity is the consumption 
of food.

To obtain the no smoking signage contact the Shire’s 
Environmental Health Team on  

 1300 850 600 or go to    mornpen.vic.gov.au

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

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

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

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

•  Cultural Events – may require special 
arrangements, including the provision of 
interpreter, particular food services and multilingual 
signposting. Should any of the above be relevant 
to your event, please ensure it’s incorporated into 
your risk and emergency management plans.
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•  A tent, marquee or booth with a floor area greater 
than 100m2

•  A seating stand that accommodates more  
than 20 persons

•  A prefabricated building with a floor area  
exceeding 100m2.

Prescribed temporary structures require an 
Occupancy Permit from the Victorian Building 
Authority. Depending on the type of structure, Council 
may require additional details such as engineering 
drawings and emergency procedures.

Traffic, parking and pedestrian 
management 
To ensure that an event requiring changes to any 
traffic movements, roads, footpaths or crossings are 
carried out safely, and with the least impact on vehicles, 
pedestrians and cyclists, a traffic management plan 
must be prepared and submitted for approval as part 
of your event registration application. For events that 
are being conducted on VicRoads controlled roads, 
a traffic management plan must also be provided to 
VicRoads for their approval.

If your event involves a major road closure and/
or impacts on public transport, you will be required 
to advertise this in printed press and notify the 
Department of Transport. The advertisement must 
include the name, date and location of the event, 
the name and contact number of the organiser, road 
closure locations, opening and closing times, the 
impact on public transport routes (such trains, buses 
or taxis) and suggested alternative arrangements for 
vehicle access, vehicle parking and public transport 
should be noted.

When implementing a traffic management plan, there 
are requirements relating to the type of signage and the 
training and qualifications of personnel developing and 
implementing the plan. For more information, contact 
the Traffic Management team on   

  1300 850 600. 

Stakeholder notification 
In order to minimise any impact on surrounding 
stakeholders, communication is required and is vital 
to the success of your event. Correspondence should 
be sent to all stakeholders within the close proximity 
of your event to assist in identifying the areas and 
streets to be included in your distribution and on the 
timing of the notifications. It is the event organiser’s 
responsibility to ensure that adequate stakeholder 
notification is conducted. Correspondence should 
include the following details:

•  the name, date and location of your event 
(including bump-in and bump-out times):

•  the purpose of the event

•  the expected number of participants

•  activities being conducted as part of the event

•  what the likely disruptions to residents and 
businesses will be, with respect to noise, transport, 
road closures

•  a contact number for further information, 
complaints or queries.

Temporary infrastructure 
Temporary infrastructure such as marquees, stages, 
generators, scaffolding, bins and portable toilets 
should be included in site plans and a risk assessment 
undertaken on each structure. When using public open 
space, marquees are to be weighted according to the 
size and location and not pegged unless approval has 
been obtained from the Shire.

All infrastructure must meet the relevant Australian 
standards and be used for its designated purpose. 
Additional siting permits may be required for 
“prescribed temporary structures” including:

•  A stage or platforms exceeding 150m2

T
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Toilets 
Consideration should be given to the number of toilets 
available at your event site. The number required 
will be dependent on a variety of factors, including 
anticipated crowd numbers, if alcohol will be available, 
gender of patrons, number of existing facilities and the 
duration of the event.

If existing toilet facilities are inadequate for the 
anticipated crowd, additional portable toilets must 
be hired. All access toilets must also be provided. 
If there are existing public toilets at your event site, 
please liaise with the Events team to confirm servicing, 
cleaning and opening hours.

Vehicles on shire managed land 
Generally, only authorised vehicles or emergency 
services are permitted in managed parks, reserves 
and foreshores. Limited access may be available 
for vehicles engaged in the bump-in/bump-out and 
operation of an event. No vehicles, caravans, cranes or 
trailers are permitted in any managed park, reserve or 
foreshore area unless specific authorisation has been 
given, which will be detailed in your event permit.

Volunteers
Volunteers are an essential part of any event. 
Organisers/organisations should have in place a 
procedure for recruiting volunteers and ensure  
they undertake adequate training and have 
appropriate supervision and support during and  
after the event. Appropriate insurance for volunteers 
should also be in place.

Waste management
You will need to produce and implement a waste 
management plan for your event. As events have the 
potential to draw increased crowds to streets, parks 
and other public spaces, this puts extra demand on 
the Shire’s usual public litter and recycling bins and 
street cleaning services.

It is the event organisers responsibility to arrange 
for suitable street cleaning and waste management 
services. If acquiring additional bins for the event, 
please ensure that both waste and recycling bins,  
with clear signage.

At the conclusion of the event, all displays and 
promotional material, excess rubbish and other 
equipment associated with the staging of your event 
are to be removed and the area left in a clean and tidy 
condition. If the Shire is required to undertake any re-
instatement, additional cleaning or removal of rubbish 
or other materials, you may incur a charge to restore 
the area to its pre-event condition. 

V

FEMALE MALE

PATRONS WCs
Hand 
basins

WCs Urinals
hand 

basins

500 4 2 1 2 2

1000 5 4 2 4 4

2000 10 6 4 8 6

3000 15 8 6 12 8

4000 18 10 8 16 10

5000 24 12 20 20 12

6000 29 14 12 24 14

FEMALE MALE

PATRONS WCs
Hand 
basins

WCs Urinals
hand 

basins

500 6 3 2 5 3

1000 9 5 3 8 4

2000 10 6 6 13 6

3000 19 9 8 18 9

4000 24 12 11 23 11

5000 29 14 13 28 14

6000 34 17 15 33 16

Toilet facilities - no alcohol provided
Use the following guides to determine the number of 
toilets required at your event.

Toilet facilities - alcohol provided

W
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Waterways
If your event includes activities on waterways, you will 
need to contact Parks Victoria. To apply for a permit 
please contact Parks Victoria on  

  13 19 63 or go to    parks.vic.gov.au

Weather contingency planning
Outdoor events will be subject to weather conditions. 
It is important to consider the impacts of the weather 
on your event and put plans in place to account 
for the various conditions that may occur. Event 
organisers are advised to monitor long range 
forecasts on the Bureau of Meteorology website 
www.bom.gov.au in the lead up to their event, and to 
monitor the conditions and take appropriate actions 
during the event.

Working with children
Anyone working or volunteering at an event 
involving children may need to apply for a Working 
with Children check. For more information contact 
Department of Regulation and Justice on  
   1300 652 879 or go to   
   workingwithchildren.vic.gov.au

Worksafe Victoria – Notifiable incidents 
If a serious incident occurs (see below) at an event the 
incident must be reported to the Worksafe. Notification 
is required immediately (by telephone ) and in writing 
with 48 hours. The events team must also be notified 
immediately. Incidents include:

•  The death of a person

•  A person requiring immediate treatment  
as a hospital in-patient

•  Amputation

•  Serious eye/head injury

•  Electric shock

•  Spinal injury

•  Serious lacerations

•  Loss of bodily function

•  Any other injury to a person or other  
consequence by the regulation

•  The collapse, overturning, failure or  
malfunction of or damage to any plant

•  The collapse or partial collapse of all  
or part of a building or structure

•  An explosion or fire

•  The escape, spillage or leakage or any  
substance including dangerous goods

•  The fall or release from a height of any plant, 
substance or object.

 132 360 or go to    worksafe.vic.gov.au
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Appendix 2| Emergency management plan

This template has been provided as an example for event organisers who do not already have a specific 
emergency management plan for their event. Use this example to help you write your own plan. 

Event procedures

In the event of an emergency, the emergency management plan will be your procedural plan for your event.

Responsibility for the management of the response to the incident, including evacuation of persons affected, will 
normally be delegated to the event manager/chief warden or deputy warden. This delegation will be effective from 
the time the emergency is reported until such time as it is resolved.

It is the responsibility of the event manager/chief warden to hand over control of the venue to the emergency 
services incident controller upon their arrival at the scene. Cancellation or evacuation of the event shall be the 
responsibility of the event manager/chief warden. On a Fire Danger rating day of “Code Red” for the Central Total 
Fire Ban district, the event will be cancelled. The event site plan forms part of the emergency response plan.

Prior to event taking place

Prior to the event, event organisers should inspect the site and identify and rectify any potential hazards.

Emergency control organisation

Detail name and contact number for roles (below).

Title Name Phone

Onsite Event Coordinator

Safety Officer

Emergency Warden 1

Emergency Warden 2 (if relevant)

Emergency Warden 3 (if relevant)

Onsite First Aid Officer

Security Contractor (if relevant)

Onsite Senior Security (if relevant)

Emergency Contacts

Police 000

CFA 000

Ambulance 000

SES 132 500

Frankston Hospital 9784 7777

Rosebud Hospital 5986 0666

Gas leaks & sewerage emergencies 132 771

Power emergencies 132 099

Water & Sewerage emergencies 132 812

Poisons information 13 11 26

Mornington Peninsula Shire Offices 1300 850 600

Worksafe 132 630

Vic Roads emergencies 131  170
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Evacuation Procedures

In the event that an area needs to be closed down and evacuated, the preference is to direct people to another 
safe area of the celebrations. Event staff can be informed of these locations at the time of the incident.

Proposed Evacuation Assembly Area

Appendix 2| Emergency management plan

Emergency Step by step implementations (example)

e.g. Fire 1.  Alert all persons nearby and request assistance 
2.  Assist any person in immediate danger, only if safe to do so 
3.  Call the Event Coordinator/Safety Officer who will then call 000 requesting the fire brigade’s assistance 
4.  If threat to life exists, evacuate the area immediately 
5.  Extinguish fire, only if safe to do so 
6.  Contain fire, only if safe to do so 
7.  Check area has been cleared and inform the Event Coordinator/Safety Officer 
8.  Control the movement of occupants to and within the assembly area

e.g.  
Severe storms

1.  Secure all items, if safe to do so 
2.  Monitor Bureau of Meteorology website – www.bom.gov.au 
3.  Shut off gas and electricity supply, if safe to do so 
4.  Assist evacuation upon instructions from the Event Coordinator/Safety Officer

e.g.  
Medical 
emergency

1.  Check for any threatening situation and remove or control it, if safe to do so 
2.  Contact Event Coordinator/Safety Officer who will contact the appropriate emergency service 
3.  Remain with the casualty and provide appropriate support 
4.  Designate someone to meet the emergency services and direct them to the location of the casualty 
5.  Try not to leave the casualty until the emergency assistance arrives 
6.  Do not move casualty unless they are exposed to a life threatening situation

The type of hazards are event specific. Some hazards to consider may be:

• Food poisoning • Fire (bushfire/structural fire) • Stallholder not complying with OH & S guidelines 

• Medical emergency • External emergency • Live electrical wires or faulty equipment 

• Weather extremes • Hazardous material • Event close to active roads and/or activities on roads 

• Cash handling • Missing person/lost child • Staffing or volunteer levels inadequate 

• Waste (broken glass/litter) • Sanitary services • Potential for trees and limbs to fall 

• Entry & exit of event • Alcohol & drug abuse • Electricity (leads, connections etc) 

• Slip, trip, fall and knock • Lack of toilet facilities • LPG cylinders, chemicals beaters and appliances 

• Criminal activity • Bomb threat or blast • Suitable access and egress of patrons 

• Poor communications • Inflatable equipment • Dangerous chemical release 

• Manual handling • Terrorism • Entertainment  

• Infrastructure • Waste management • Noise (civil disturbance) 

• Power failure • Heat exhaustion • Uncontrolled animals  

• Gas leak or explosion • High fire danger days • Crowd management  

• Amusement rides
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Legend

Appendix 3 | Site plan example

Checklist

  Barriers and fencing

  Emergency entry and exit routes with  
 street names (Wide enough to cater  
 for a 9 tonne emergency vehicle)

  Evacuation assembly area

  Patron entry and exits  
 (including disabled access)

  First Aid station

  Lost children and property

  Event Information

  Marquees and tents with dimensions

  Main performance area with dimensions

  Lighting equipment/generators

Checklist

  Position of PA and speakers

  Toilets - fixed and portable 
 (including number: male,  
 female, disabled)

   Seating

   Drinking water stations

   Food areas/vendors

   Rubbish/recycling bins

  Car parking

  Fire extinguishers

   Small rides/amusements

Sample Map: Below is a sample of an event site plan.  
Please note: Computer generated site plans or aerial images with icons and descriptions can be submitted as an 
alternative to hand drawn plans. Please refer to checklist and legend above when drawing your site plan.
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Legend



mornpen.vic.gov.au | Event Planning Guide | 29

Notes
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Notes





ROSEBUD 
90 Besgrove Street, 3939 

MORNINGTON 
2 Queen Street, 3931 

HASTINGS 
21 Marine Parade, 3915

Mornington Peninsula Service Centres
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