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MANSFIELD SHIRE




Event Management Plan Guide
Introduction

The event description is fairly broad and could be quite confusing as it indicates that something as simple as having a party, wedding etc at home would require an EMP.

To eliminate any doubts about what your event requires, please contact Council’s Tourism and Events Co-ordinator in the first instance. The Co-ordinator’s role is to guide event organisers through the EMP process (if required)

Economic Development Officer: Tourism & Events – Gareth MacDonald
Ph: 03 5775 8520 or Gareth.macdonald@mansfield.vic.gov.au

Mansfield Shire Council is committed to ensuring the health and safety to anyone staging or participating and attending an event within the Shire.
By completing an Event Management Plan (EMP) event organisers demonstrate their desire to carry out their legal duties in the management of events in regards to the health and safety of all participants.  The EMP will assist you to manage foreseeable risks associated with the staging of the event.

What is an event or public activity?

An event is any organised activity held on private or public land where an open area, facility, venue, road or temporary structure is to be used by more people than usually found in that location.  This activity may affect the location prior to the event, during and after the event.

Expectations and commitments regarding events within the Mansfield Shire
· Mansfield Shire Council expects organisers of any event staged to complete an EMP. You can use Council’s EMP template or develop/construct your own to suit your particular event.

· All stakeholders participate through consultation to deliver a safe and successful event, each sharing responsibility for one another.

· Event organisers will endeavour to identify and manage risks/hazards and where possible eliminate them.

· Event organisers will work with all regulatory and all other authorities to ensure compliance with relevant legislation.

· Where no guidelines exist, event organisers will actively work with our partners and stakeholders to achieve best practices.

· The ultimate goal is to stage a successful event with no harm to people or damage to the environment and property.

· Events ought to contribute a net positive to community and business.

Permits: Do you need one?

If your event or public activity is being held in a “public space” area then the land manager(s) will need to be notified and relevant permit obtained. 

If an event or public activity is being held on private property, then a planning permit may be required.

	Location of all or part of event or public activity
	Stakeholder / Land manager 
	Permit Required for

	Lake Eildon & Lake Nillahcootie
	Goulburn Murray Water
	On water and/or foreshore 

	State and National Parks
	Parks Victoria / DELWP
	For an event or activity within any State or National Park

	Council managed land and roads
	Mansfield Shire Council (Local Laws permit)
	Local parks, sports fields, sidewalks, signs, banners

	Major highways, roads and road reserves
	Vic Roads
	Highways/ roads, road verges, median strips, roundabout, signs and banners

	Private land
	Mansfield Shire Council

(Planning Permit)
	Planning permit may be required for any event or public activity


Refer to Appendix 4 for contact details of Land Managers

*Please allow a minimum of 3 months for the plan to be processed by the relevant authority prior to the event (Local Laws permit only requires 6 weeks)

Other Permits: 

A temporary structure over a certain size requires the need for an Occupancy Permit. You need to apply to the Municipal Building Surveyor via Council for a Siting Approval.

The purpose of the approval is to ensure that the proposed structure is suitably located, sound in construction and meets the minimum fire safety standards.


A temporary structure that requires a Siting Approval includes but is not limited to:

· A stage or platform exceeding 150 m2;

· A tent, marquee or booth with a floor area greater than 100 m2;

· A seating stand that accommodates more than 20 persons; or

· A prefabricated building exceeding 100 m2.

Items to Include/Consider for the EMP:

Insurance

It is essential when managing a public event that you have adequate public liability insurance cover, typically $10m minimum. Insurance should also include property and equipment.
When other businesses (contractor, stall holder, caterer, entertainer etc) are involved in your event, they should have their own insurance coverage. As organisers you must check they have a current certificate of currency (COC). 

Site Map

A site map informs emergency services access points, locations of infrastructure and landmarks. It also ensures those reviewing the EMP are aware that health, safety and the environment is not negatively impacted.
The map does not have to be to scale and can be hand drawn. You can print off a google map then add items or Council may provide an aerial map of your site.
Details to be included in your site plan: 

· Road access (name of road)

· Entry and exit points

· Locations of activities

· Event ‘office’

· First Aid location

· Hazards (if any)

· Water/Food & Beverage locations

· Toilets

· Temporary Structures (staging etc)

· Parking areas

· Boundaries
· Assembly point
Site Plan – refer to Appendix 3 for full check list

Waste Management

No matter what scale your event is, consideration must be given as to how waste will be managed during and after the event:
· General waste and recycling needs to be adequately contained in approved receptacles and be clearly labelled – Waste / Recycle

· Do you have sufficient person power to clean up after the event?
· You also need to think about how to reduce waste generated at your event – this not only saves on cost but helps the planet as well

· How do you manage cigarette butt waste? (if not a smoke free event, have a delegated area for smoking – please refer to the Tobacco Amendment 2016)
Guideline to bin provision at events is 1 bin set (1 waste & 1 recycle) per 200 patrons.
Waste and Recycling service is available through Council at a cost - A Special Events Application form must be submitted at least 14 days prior to the event. The price for this service can be found on the application.
At the conclusion of the event, all displays, promotional material, excess rubbish and other equipment associated with staging your event must be removed and the area left in a clean and tidy condition.
Event coordinators and stall holders are required to make decisions to support responsible packaging and responsible disposal of the waste generated at the event.

We actively encourage all stall holders implement the following:

· No plastic bags

· No polystyrene

· Minimise the amount of packaging and products that is brought on site

· If selling food and drink, we encourage stall holders to use recyclable / biodegradable food and drink containers and cutlery

Bins provided by Council for use by the general public are not to be used by stall holders for their rubbish. It is the responsibility of event stall holders to manage their waste appropriately and provide means of disposal for all rubbish, waste and packaging that is generated on site. All waste and packaging materials must be taken away with the stall holder when they leave. 

Toilet Facilities

Adequate toilet facilities need to be available for patrons. If there’s insufficient public facilities available, portable toilets will need to be brought in.
A guide for events 

· Without alcohol – 1 toilet & hand basin per 150 patrons

· With alcohol -  2 toilets & 1 hand basin per 100 patrons

Food
Food is an important aspect in any event. Having safe food handling practices in place will minimise potential health risks.
There are a few options:

· Community group provides the catering (low risk food)

· Mobile food vendor

· Professional caterer

There is slightly different legislation and requirements for these options so it’s important that you’re compliant

www.health.vic.gov.au/foodsafety/index.htm
For Community Groups obligations for selling food go to
http://communityfood.health.vic.gov.au/wordpress
All mobile food vendors (including Community Groups) must be registered though Streatrader
www.streatrader.health.vic.gov.au
All food and beverage vendors must be listed in your EMP - Refer to Appendix 2 List of Vendors Template
Alcohol

If you plan to have alcohol at your event, permission must be obtained for
· BYO – requires permission from local laws as consumption of alcohol in many public places is not permitted
· Tasting only – requires a food permit from Council

· Sell and consume on site – requires a temporary liquor licence from the Victorian Commission for Gambling and Liquor Regulation

As alcohol is classed as a food, the vendor(s) or event organiser (if they are selling) will need to register on Streatrader (not for BYO though).
For further information about obtaining temporary liquor licence and the application form go to

www.vcglr.vic.gov.au
Alcohol must be served responsibly – whoever holds the liquor licence has the legal responsibility to ensure that procedures are in place to do so.
You may also need to consider security to deal with unsociable behaviour. Local Police can advise if security is required based on the nature of the event.  
Smoking including e-cigarettes

The Tobacco Amendment Act 2016 requires smokers to be a minimum of 10mtr from any food stall and if outdoor dining is a feature of your event (food fair) then the entire event footprint is to be smoke free. Either the food stall holder (a registered food stall holder will have already been issued with a sign) or the event organiser must display the appropriate Smoke Free signage which can be obtained free of charge from Council.

Traffic, Parking & Pedestrian Management

You will need approval from either Council or Vic Roads by submitting a Traffic Management Plan (TMP)

If your event
· Requires a street or road closure

· Involves a diversion of traffic

· Restricts access or requires the use of footpaths

· Greatly increases road congestion

· Requires parking beyond the immediate event site (parking along the road verge)

· Involves walking, running or cycling on the road (including the Great Victorian Rail Trail)
The TMP will identify affected roads and how you will manage the safety of the patrons and motorists. It will also inform emergency services if they have to attend an incident at the event site or need to pass through to get to an emergency.
It is a statutory requirement that all road closures are advertised - Four weeks’ notice is required for a Council road and Vic Roads will require longer (min six weeks).
Noise

Generally speaking, no operating licence or general approval is needed from Environmental Protection Agency (EPA) for events that have music/engines/equipment etc. However, SEPP N-2 governs the noise emitted from event venues, and this policy must be complied with at all times
· Noise levels must not exceed the following noise limits (see clauses 17 and 18 of SEPP N-2). The noise level is measured as LAeq in dB(A). The SEPP N-2 policy sets out the measurement method. 65 dB(A) (averaged over 15 minutes) when the measurement point is located outdoors at any residential premises and 55 dB(A) when the measurement point is located indoors (see clauses 17 and 18 of SEPP N-2) 

· Operating times must be between 12.00 pm and 11.00 pm, or 12.00 pm and 10.00 pm for events longer than five hours.
For further information on EPA guidelines for noise levels to go 

www.epa.vic.gov.au/your-environment/noise
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Risk & Incident Management
This is one area of your event planning that is critical in ensuring your event occurs safely and without incident.
The first steps are to develop a Risk Assessment, which is designed to 
· Identify potential hazards associated with your event

· Take steps to minimise or eliminate the risk prior to your event taking place

Potential hazards

Some examples of hazards to consider could be (but are not limited to): 

· Security, people/crowds

· Weather

· Plant, hazardous substances/dangerous goods, legal compliance issues, planning, accessibility 

· Manual handling

· Slips /trips/falls

· Contractors

· Vehicle safety

· Electrical safety

· Fire safety (eg slashing of car park areas, smoking on site) 

· Working at heights OH&S

· Food safety (ensuring all proposed vendors have supplied copies of required permits)

· Disabled Access
You can use the Risk Assessment Table in Council’s EMP template or you are welcome to use your own design as long as it lists the foreseeable hazards at the selected site and the actions implemented to minimise the risk.
Another helpful resource is Worksafe Victoria – Major Events, Advice for Managing Safely

http://www.worksafe.vic.gov.au/forms-and-publications/forms-and-publications/major-events,-advice-for-managing-safely
Emergency Management Plan

Is an essential part of your planning. An Emergency Management Plan must identify who will be the responsible person at the event that can call the emergency services and activate (with the assistance of other event staff) an evacuation (if required). 

The plan will clearly identify emergency exits, emergency procedures and telephone numbers along with a site map to show all services and evacuation/assembly areas for event staff, patrons and performers, plus access and egress points for emergency services, locations of fire-fighting equipment and first aid post.
How will communication be conducted in the event of an emergency or incident?
The plan needs to be tested to ensure all involved clearly know their roles

Fire prevention & fire fighting equipment:
Will portable fire protection equipment be strategically located at the site for initial attack of the fire by the public and/or safety officers?

Detail any fire safety assessment that has been undertaken and strategies to manage the risk eg. slashing or grazing of parking areas, attendance of private slip-on fire fighting units, strategic water points and controls to be exercised regarding lighting of fires where relevant.

*This should also be included in your risk assessment – Identified Hazards table
Adverse Weather 

What to do in adverse weather conditions?
If your event is being held outside, it is particularly important to consider the elements ‘mother nature’ can throw at us and have a contingency plan.

Inside events still need to plan for the extreme and consider having a backup generator in case of power outage.

Code Red Fire Danger rating  

· Cancel event
· Notify media (local paper/radio/facebook/website etc 

· Display signs and place at entry points to advise cancellation   

· No event activities permitted  

Extreme Fire Danger Rating 

Will you determine response or consult with CFA and/or Police to determine most suitable response.

Severe fire danger rating 

Will you determine response or consult with CFA and/or Police to determine most suitable response.

Flood or storm impacting immediately 

Consultation with SES and Police is required. 

Flood or storm predicted to impact venue  

Consultation with SES and Police is required. 

Refer to the Emergency Victoria website before and during the event 
www.emergency.vic.gov.au
Incident Reports

It is important to record any incidents that result in an injury and or property damage no matter how small or insignificant you think it is. A detailed report taken after the incident can be used for the event committee to review its own risk & incident management but more importantly it’s used for formal investigations, to prompt improvements for future events and or to assist with insurance claims. Quite often event organisers are contacted weeks after the incident and it’s hard to recall exact details from memory, especially if you didn’t witness and or manage the incident.
The event organiser (or delegated Incident Officer) must take immediate action to ensure nobody is in further danger and that all injured people are taken care of.

After this then an incident report must be completed.

If the incident is a notifable event, a copy of the incident form must be forwarded to Council’s Risk & OHS Co-ordinator (only if on Council managed land) who will also contact WorkSafe.

Completed forms are analysed and retained by Council officers to determine if any trends have developed which can then be effectively addressed for future events.

Is the incident a ‘Notifable Event’, eg.

· A death

· An injury involving a substance that requires medical attention

· An injury requiring in-patient treatment at a hospital

· Collapse or other malfunction of registered plant

· Collapse or failure of an excavation or shoring

· Collapse of part or all of a building

· Explosions and fires

· Escape or spills of dangerous goods

· The fall or release of plant, substances or objects from a height

If the ‘Notifiable Incident’ has occurred outside of business hours, the event organiser (or delegated Incident Officer)  must contact WorkSafe directly on 132 360.

Below is an example of headings required on an incident sheet – you will need to make up one prior to the event and have on hand 

	Date and time of incident
	Description of incident
	Person(s)

involved - name, address, phone
	Witness (must be over 18 yrs)  - name, address, phone
	Action taken


Emergency Services
It is the responsibility of the Event Organiser to contact the following emergency services with notification of the event, affected roads (if any) and expected numbers attending. This assists with resourcing of staff and informing them of accessible routes
· Mansfield Police

· CFA Regional Office Wangaratta
· Mansfield Ambulance

· Mansfield SES

· Mansfield Hospital
Refer to Emergency Services Letter Template/Example – Appendix 1
Music at Events
Music is protected by copyright law and you require a licence from the APRA (Australian Performing Right Association) to publicly perform either live or recorded music at your event.
For further details and to apply for a licence go to

www.apra-amcos.com.au/MusicConsumers/MusicatEvents
Event Promotion

The success of your event will largely depend on the effectiveness of your promotional strategy.
A strong method of promotion is word of mouth followed by social media. Other effective forms are the events website, posters, flyers, print adverts, radio and ‘What’s On’ sections in regional/local newspapers and magazines.
The Visitor Information Centre is another place you should inform about your upcoming event. VIC Staff are more than happy to promote local events to visitors.

It is strongly recommended that you list your event on the Australian Tourism Data Warehouse (ATDW). This listing is FREE for community /not for profit groups (there is a fee to list a commercial event) and the event is then listed on the Australian Tourism, Visit Victoria, Tourism North East and Mansfield Mt Buller websites
www.atdw-online.com.au
A valuable tip for all marketing material is to keep it uncluttered. Only supply basic information like
· Event name

· Date 

· Web or facebook site

· A good quality image(s) - that sets the scene/tells the story
Event Running Sheet

A running sheet sets the timing and sequence of your event so that you and your staff/volunteers and others know what is happening and when. A good running sheet includes a timeline of the event installation and dismantling, locations and program details

Event Debrief

It is very important for the future success of the event to hold a debriefing session with all event committee members and or relevant stakeholders a few weeks after the event to discuss what worked, what didn’t, what can be improved on etc

The event debrief should be documented and kept by the event organiser for referencing by future event committee’s etc
Tip

When completing an EMP assume that the officer/person reading it may know nothing about your event.
You need to provide enough details to the reader so they get a clear understanding of the event activity, event location and the health, safety and environmental considerations so that an informed assessment can be made – it could mean the difference between the event going ahead or not.

If the event is a yearly repeat or similar, include any assessment or debrief of the earlier event
Please Note: the EMP is to be submitted to Council a minimum of 6 weeks prior to the event. However if the event is being held on private property or in a ‘public space’ (Botanic Park, Rec Reserve, State or National park etc) then the EMP will need to be submitted 3 – 6 months prior (the earlier the better)

Should you require any assistance completing the EMP, please contact the 

Tourism & Events Co-ordinator - Ph: 5775 8520

Event Plan Checklist

Use this checklist for your EMP submission. Not all elements will be applicable to all events. 

	
	Event Details & Overview
· Event details

· Event organiser details

· Event description – purpose /aim
· Event running sheet
	
	Public Liability Insurance (PLI)
· Provide copy of COC

· Minimum 10 million dollars

(Are your volunteers covered?)

	
	Contact List

· Names, contact details & their role
	
	Site Plan

Ensure all items requested are identified on site plan

	
	Stakeholder Notification
· Stakeholder letter(s) and or email(s) – Land owner(s), Council, Mansfield Police , CFA, Ambulance Vic, Mansfield hospital depending on event & risk assessment

· Newspaper (public notice section)

	
	Risk  & Incident Management

· Risk assessment table completed
· Contingency plan 
· Emergency services notified
· First aid needs identified & addressed

· Fire safety & similar risk management
· Communications (to emergency services & patrons)

	
	Waste Management

· Waste & Recycle bins organised

· Site cleaning plan during & after
· Cigarette Butt waste 
	
	Event Promotion

· ATDW listing & VIC notification
· Social Media

· Signage
· Posters/Adverts/Banner


	
	Food & Beverage

· Suppliers list

· Relevant permits obtained by suppliers

· Check that suppliers have own PLI
	
	Environmental Health

· Toilet facilities available & sufficient for number of patrons
· Water available for patrons and food stalls

· Public Health Risk Management


Appendix 1 - SAMPLE LETER FOR EMERGENCY SERVICES

EMERGENCY SERVICES EVENT NOTIFICATION

	Police
	Mansfield Police

OIC (Officer In Charge)
	MANSFIELD.UNI@police.vic.gov.au

	Ambulance
	North East Head Office

Mansfield Unit  
	events@ambulance.vic.gov.au  

Mansfield.teammanager@ambulance.vic.gov.au

	CFA
	North East Operations Manager
	region23@cfa.vic.gov.au

	Hospital
	Mansfield District Hospital
	reception.main@mdh.org.au

	Copy - Council
	Tourism & Events 

Co-ordinator  
	Gareth.macdonald@mansfield.vic.gov.au


Traffic Management Advice
This is to advise that the event:  (Event Title) 

Between Times:  (times)

At the following location:  (list specific)

Will be held on:  (day & date) in the Mansfield (Shire or township) 

Event Description / Event Activities: (brief description & type of activities)

Anticipated numbers: (patrons/ competitors)

To assist your organisations, we have included in the detailed briefing to all traffic controllers:

1.
Immediately there is an emergency involving police, ambulance or CFA sirens the event will be stopped (if required). 

2.
Emergency service members will be provided immediate access to travel through access points in response to the siren or emergency. 

3.
That the event will not be recommenced (unless safe to do so) until it is clear of all responders and emergency vehicles involved in the incident. 

Please note that this correspondence is a requirement of the Mansfield Shire Council for events as part of the traffic management strategy. 

Contact person during the event is:

Name: 

Mobile ph: 

If you have any further questions please do not hesitate to contact me 

Phone: 

Email:
Yours sincerely

xxxxxxxxxxx 

Name and title 
Appendix  2

L i s t o f V e n d o r s f o r a t t a c h m e n t t o p l a n 

List the food & beverage businesses and type of food being provided at the event:

	
	Business/Vendor Name
	Contact Phone

During Event
	Type of Food
	Council Reg
& Streatrader
Permit No.

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	


Appendix 3
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Use the checklist below to determine what must be shown on the site map. Use a simple grid format and include surrounding streets and landmarks. Entrances, exits, Event HQ, vendor locations, first aid posts, toilets and security should be numbered and/or indicated by a symbol. Please put in a North (directional) Arrow

 Directional Arrow – north/south/east /west
 Road name(s)

 Landmarks (environmental or manmade)
 Entrances & exits

 Vehicle access routes

 Pedestrian route

 Parking

 Toilets

· State whether reticulated sewer, septic tank, mobile toilet blocks

 Drinking water sites

· State whether source is reticulated, tank, carrier, other
 Food/vendors/stalls

 Rubbish bins

 Stage or entertainment location

 Lost kids/property

 Security locations

 First Aid posts

 Restricted Areas

 Main Power/water/gas control

 Fire fighting equipment

o
Fire Extinguishers

o
Hydrants

o
Hose Reels

 Standby generator

 Event HQ

Appendix 4

Useful/ Important Contacts:

	Tourism & Events Co-ordinator
	5775 8520

gareth.macdonald@mansfield.vic.gov.au

	Local Laws


	5775 8539

Jeni.fleming@mansfield.vic.gov.au

	Waste Management


	5775 8580

Shaun.langlands@mansfield.vic.gov.au

	Environmental Health Unit


	5775 8544

kevin.murphy@mansfield.vic.gov.au

	Planning Unit
	5775 8533

planning@mansfield.vic.gov.au

	Risk Management Officer
	5775 8555

Michelle.foster@mansfield.vic.gov.au

	Mansfield Hospital
	5775 8800

Reception.main@mdh.org.au

	Mansfield Police

Officer In Charge
	5775 2555

MANSFIELD.UNI@police.vic.gov.au

	Ambulance Victoria
	Mansfield : 5775 2254 

Mansfield.teammanager@ambulance.vic.gov.au

Or events@ambulance.vic.gov.au

	CFA Region 23
Wangaratta
	Ph: 5720 2300
Region23@cfa.vic.gov.au

	Vic Roads (Benalla)

Mark Gigliotti
	5761 1888/131171

Mark.gigliotti@roads.vic.gov.au

	SES Mansfield
	5775 2811

mansfield@ses.vic,gov.au

	Mansfield Visitor Information Centre 
	5775 7000



	St John’s


	8588 8588

www.stjohn.org.au

	Goulburn Murray Water

Gary Fox
	5774 3942

garyf@g-mwater.com.au


	DELWP - Shane O’Brien
Parks Vic – Bart Smith
	5733 1236

Shane.obrien@delwp.vic.gov.au
basmith@parks.vic.gov.au

	EPA Victoria
	1300 372 842

contact@epa.vic.gov.au

	Mansfield Courier


	5775 2115

edit.mcourier@nenews.com.au

	Mansfield Community Radio
	5775 2333

enquiries@radiomansfield.org.au

	APRA (Music performances)

Australasian Performing Rights Assoc
	Ph. 9426 5200 

www.apra.com.au



