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Introduction

These guidelines are to assist event organisers in the application process and inform the
applicant of the relevant statutory requirements and other Shire provisions to ensure a safe
event.

For this toolkit an event is defined as follows:

A one time, or a reoccurring calendar planned public event or social gathering, located on Shire
owned or crown land. Events held on privately owned land are not included in this toolkit.

Event Categories

All events require an event application form and are classified into the following categories
through risk assessment: Small, Medium, Large and Major.

All large and major events will be subject to a risk assessment conducted by the Shire of Gingin
Health Department to determine the appropriate risk category.

Small Events

Small events are classified as having a low impact on the community and may include some of
the following elements.

o Attendance under 100

° No sale of food; all food will be provided through donations or offered free (e.g sausage
sizzle, BYO options).

o No alcohol

° Usage of a community public building

Medium Events

Medium Events are classified as having a low to medium impact on the local community with an
attendance up to 500 people and may include some of the following elements.

Attendance from 100 up to 499

Sale or provision of food (food trucks, catering company, sausage sizzles)
Additional toilet facilities

Sale or BYO alcohol

Sale of arts/crafts/goods (stall holders)

Additional waste bins

Promotion of event

Usage of a community public building or space

Animal Farms/Petting Zoo
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Large Events

Large events are classified as having medium impact on local community with an attendance of
between 500-3000 people and may include some of the following elements.

o Sale or BYO alcohol

° Sale or provision of food (food trucks, stalls)

° Sale of arts/crafts (stall holders)

° Impact on traffic management and parking (traffic wardens, traffic management plan,
closure of roads)

° Additional toilet facilities

° Additional waste facilities

° Large structures (pavilions, marquees, stages, fencing)

° Liaising with Police, liquor licensing and additional government and non-government

organisations

Animal Farms/Petting Zoo

Usage of a community public building or space

Risk Management Plan

Emergency Evacuation Plan

Requires access to Shire’s electricity and water supply

Major Events

Major events are classified as having a high impact on local community with an attendance of
over 3000 people and may include some of the following.

° Sale or BYO alcohol

° Sale or provision of food (food trucks, stalls)

° Sale of arts/crafts (stall holders)

Impact on traffic management and parking (traffic wardens, traffic management plan,
closure of roads)

Additional toilet facilities

Additional waste facilities

Security

Large structures (pavilions, marquees, stages, fencing)

Liaising with Police, liquor licensing and additional government and non-government
organisations

Animal Farms/Petting Zoo

Usage of a community public building or space

Risk Management Plan

Emergency Evacuation Plan

Requires access to Shire’s electricity and water supply

Selecting a Date

There are numerous events held each year by community groups and the Shire of Gingin. Before
you select a date for your event it is recommended you check the Shire of Gingin events calendar
available here to ensure you don’t conflict with already approved events occurring within the
Shire.
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Shire Venues

The Shire has multiple venues (indoors or outdoors) available to the public. Some facilities are
managed by local community groups and therefore require booking through the local community
group. The Shire will advise you of the appropriate contact once your event application is
completed. Bookings for public open space or reserved land are managed by the Shire of Gingin.

Community Buildings

Granville Civic Centre

Shire of Gingin mail@gingin.wa.gov.au

Bendigo Bank Complex

Gingin CRC crc@gingin.net

Gingin Rec Centre

Gingin CRC crc@gingin.net

Gingin Equestrian Grounds

Contact the Shire for the up to date contact

Gingin Soundshell

Shire of Gingin mail@gingin.wa.gov.au

Neergabby Community Grounds

Neergabby Community Association
neergabby.communityassoc@gmail.com

Parks and Reserves in Shire of Gingin

Shire of Gingin mail@gingin.wa.gov.au

Woodridge Community Hall

Woodridge Community Association
secretary@woodridgecommunityassociation.com.au

Sovereign Hill Community Hall

Sovereign Hill Community Association
sovereignhillcommunity@gmail.com

Seaview Park Community Hall

Seaview Park Community Association
seaviewparkcommunity@gmail.com

Redfield Park Community Hall &
Grounds

Redfield Park Community Association
redfieldparkassociation@gmail.com

Guilderton Community Hall

Guilderton Country Club
guildertoncc@bigpond.com

Seabird Community Hall

Seabird Progress Association
seabirdprogress@gmail.com

Lancelin Community Hall

Shire of Gingin mail@gingin.wa.gov.au

Ledge Point Oval

Ledge Point Community Association
Ipca6043@gmail.com

Ocean Farms Community Hall

Ocean Farms Community & Recreation Association
OFCRA@hotmail.com

Guilderton Foreshore

Shire of Gingin mail@gingin.wa.gov.au

Gingin Sale Yards

Shire of Gingin mail@gingin.wa.gov.au

Parks

Granville Park

Gingin Outdoor Activity Space (GOAS) Park

Woodridge Community Hall Park

Gabbadah Park

Guilderton Foreshore

Frank Douglas Park

Key Biscayne Park

Ledge Point Oval

Harold Park

Wangaree Park

Lancelin Foreshore

Pioneer Park
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Application Timeframes

if you're planning to hold an event in the Shire, you'll need to submit an Event Application at least
six (6) weeks prior to the date of the event. Please see "How soon do | need to apply for an Event
Application" tab on our website for more information.

IMPORTANT: The Shire has the right to decline an application if:

° The application is not submitted in the timeframes specified (late applications)

° Accompanying documentation is incomplete or outstanding.

° Any previous bookings from the applicant resulted in significant damage to the site and
violation of venue rules.

° The risk assessment is deemed too high by the Shire.

Application Process

Event organiser submits an event application with a valid Certificate of Currency.

The Shire assesses the event application to ensure it aligns with all applicable guidelines

and requirements set by the relevant Shire departments.

3. The application is approved subject to conditions or refused with reasons provided.

4. Fees associated with event booking is invoiced

5 Applicants must demonstrate to the Shire that all relevant event approval conditions have
been met at least two weeks prior to the event date. Failure to comply may result in the
approval being revoked.

6. Event occurs - Shire staff may inspect the event for compliance with the approval issued,

relevant legislation and policies.

1.
2.

Promotional Material

The Shire of Gingin would like to share your event on our social media platforms, please send
PDF, JPEG or PNG flyers to events@gingin.wa.gov.au for advertising.

Additionally, you can request your event be advertised on the electronic message board adjacent
to the Shire office by contacting the Gingin Community Resource Centre (CRC) on crc@gingin.net

Planning your Event

When planning your event please take into consideration the following requirements.

Event Insurance

All events held on Shire of Gingin owned land and/or facilities require public liability insurance
(PLI) with a minimum of $20 million coverage. As the event organiser, it is your responsibility to
ensure that you have adequate event insurance. Each person you engage with to sell or supply
goods and services at your event needs adequate PLI. When selecting your insurance, you can
opt to have your stallholders included in your cover.
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Event Registration

All public and private events with more than 500 patrons must be registered with the
Department of Health (DOH) before proceeding.

Contact Public.Events@health.wa.gov.au or the Environmental Health Directorate on 9222 2000
if you have any questions, or if you require assistance completing the form.

Event registrations are used to generate the Event Calendar. DOH use the information to:

1. Create an events calendar. The calendar helps inform the public, event organisers, police
and government agencies on what events will be occurring in their area.

2. Liaise with event organisers and other stakeholders to ensure WA events run smoothly, and
are safe, enjoyable, and of a high quality.

3.  Advise hospitals and other health and emergency services to ensure a coordinated,
comprehensive response when high risk, multiple or concurrent events are expected in a
location which would otherwise have the potential to impact on local services.

Site Plan

An essential part of any event is knowing the layout of your event and ensure all parties involved
understand your vision. This is where a site plan comes in.

What to include Definition

Power Location, source (single,three phase), generator
Marquees/shelter Location, size, what type of vendor is there
Water Location, drink outlets, wash basin
Access/Exits Entry and exit to event

Permanent Structures Toilets, facilities
Parking Location of parking

Fire services Location of fire extinguishers, first aid post, hydrates, blankets

A template is provided as Appendix 1.

Food & Water

When selling or serving food at your event you must ensure that the appropriate food handling
practices are in place to minimise the potential health risk. All food outlets must comply with the
requirements of the Food Act 2008.

Members of community groups providing or selling food are required to undertake ‘food safety
training’ that the Shire offers free and online. The training is called “I'm Alert Food Safety
Program” and can be found at https://www.gingin.wa.gov.au/food-safety.
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An adequate supply of potable drinking water needs to be available and easily accessible to
patrons at events.

Trading in Public Places Permit (TIPPP)

Your event will require a TIPPP if you are providing goods and services for sale. You will be
required to complete an application form provided as Appendix 2 to be assessed by the Shire of
Gingin Health Department.

If the event is having more than one stallholder, then you will need to provide a spreadsheet of
all the providers. A template has been provided as Appendix 3, to be submitted along with the
completed TIPPP application form.

If you are a community group/organisation and host regular sausage sizzle like events
throughout the year, then you can apply for an annual TIPPP. Please speak to the Shire’s Health
Department regarding an annual permit.

Alcohol

Consumption of alcohol at your event requires prior approval from the Shire’s Chief Executive
Officer (CEO), this is done through an application form (Appendix 4). The Shire of Gingin supports
the State’s ‘responsible service of alcohol’ provisions. Please note that if the form is not
submitted, the event cannot proceed.

If alcohol is to be sold, served or consumed at your event, you should first seek approval from
the Department of Racing Gaming and Liquor who are the approving authority for a liquor
licence. If the licence to sell is approved, then a copy of the approval must be sent to the Events
team before your event goes ahead.

For more information on the application process, visit Liquor applications | DLGSC or contact
Department of Racing Gaming and Liquor

87 Adelaide Terrace

PERTH WA 600

T: 9425 1888

Risk Management

AS/NZ 31000:2018 is a generic guide to establish and implement a risk management plan. It
outlines steps which, when taken in sequence, will enable continual improvement in decision
making.

The Risk Assessment is a tool for identifying potential risks and mitigating and/or eliminating risk
to ensure the safety of participants and spectators, events over 500 are required to have a risk
management plan. It is the responsibility of the event organiser to ensure a plan is completed
and followed.

A template is provided as Appendix 5.

First Aid

As an event organiser it is your responsibility to ensure the appropriate level of first aid is
provided at the event to ensure the safety of all patrons and community passing through your
event.
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The number of first aid personnel and first aid posts will vary with the type of event but as a
guide St John Australia suggests the below can be used.

Patrons First Aiders First Aid Post
500 2 1
1000 4 | 1
2000 6 1
5000 8 | 2
10000 - 20000 12-22+ | 2-4

For smaller events (under 500 patrons), event managers should, through duty of care, ensure
that at least one person on the team running the event holds a recognised first aid certificate
from an accredited provider.

Events over 500 patrons require a Medical Plan based on the risks identified utilising the
AS4360:2004 Risk Management process. This can be incorporated into the event risk
management plan and Emergency Evacuation Plan.

Emergency Evacuation

An emergency is an unplanned event that may cause death or significant injuries, disrupt
operations of event, cause physical or environmental damage, or decrease revenue of event.
Some examples of emergencies to be considered:

Emergency examples

Crowd Crush Fire

Flood Civil disturbance

Severe weather Earthquake

Communications Failure Loss of key supplier or customer
Roadblocks/closure Explosion

An emergency management plan must be prepared by the event manager and approved by the
Shire of Gingin for all events over 500 patrons. Plans should comply with the intent of the
Australian Standard Act AS 3745:2010, Planning for Emergencies in Facilities.
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An emergency management plan should include but not limited to:
° Emergency and disaster planning and preparedness

° Hazard identification and mitigation

° Emergency response

° Evacuation

A template is provided as Appendix 6.

Work Health and Safety

It is the Event Organiser’s responsibility to ensure the event is compliant with the Work Health
and Safety Regulations 2022. For more information visit: Home - WorkSafe - DEMIRS

Toilets

Toilets must be available at each event, the number of toilets required depend on the number of
expected patrons for the event and if alcohol is supplied. If the facility you hire doesn’t have
sufficient toilets, then you will need to hire additional temporary accessible toilets.

All toilets must be:

° Adequately screened and signed.

° Checked regularly during event to ensure cleanliness and consumables are provided.
Lighting in toilets is adequate.

° All toilet facilities equipped with hand washing facilities, soap, drying towels.

Below is a guide, the events team can advise If your event will require anything different.

Patrons Female toilets Male toilets
WC Hand Wash | WC Hand Wash Urinals
Basins Basins
Less than 1000 5 2 1 2 3
1,001 - 2,000 10 4 3 4 5
2001 - 3,000 15 6 4 6 8
3001 - 4000 20 8 5 8 10
4001-5000 25 10 6 10 13
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Fireworks

The Shire of Gingin does not have the authority to independently approve fireworks displays.
Approval must be obtained through the Department of Mines and Petroleum (DMP), with support
from both the local government authority and WA Police. More information on this process can
be found here.

Department of Mines and Petroleum - Energy, Mines, Industry Regulation and Safety
Mason Bird Building, Level 1, 303 Sevenoaks Street

CANNINGTON WA 6107

T:6251 2300

Music

For any music performed at your event and your event is for commercial purposes, you will need
to apply to the Australasian Performing Rights Association (APRA) and Phonographic
Performance Company of Australia (PPCS) for appropriate licenses.

Australasian Performing Rights Association
87 Adelaide Terrace

PERTH WA 600

T: 9425 1888

Performance Company of Australia
Level 9, 263 Clarence Street
SYDNEY NSW 2000

T: 029267 7877

Noise Control

The event organiser shall control noise to ensure compliance with the Environmental Protection
(Noise) Regulations 1997 (Regulations) at all times.

General noise emissions from events are exempt from the State Government’s Regulations.
However, events with amplified music creating excessive noise may require specific approvals and
this can be discussed with the Shire’s Health Department.

Please see further information here on noise control.

Rubbish

The event organiser is responsible for making appropriate arrangements to manage the removal
of all waste during and after the event. Most facilities/grounds will have general waste bins,
however extra bins can be hired from the Shire at an extra cost to the event organiser.

Temporary Structures

If you will be erecting any temporary structures such as marquees, stages, seating, amusement
rides and jumping castles, all structures must meet Australian standards. Details will need to be
included in your application, and it is recommended that these are all hired and installed by a
professional recognised company. All temporary structures are recommended to be adequately
anchored to prevent damage and injury in the event of high winds and where possible use
weights rather than stakes to avoid damage to grounds.
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If your temporary structure is estimated at 55m2 (7x8) and over then you will be required to
submit Forms 1 & 2, which are provided as Appendix 7.

Traffic Management

Traffic management and parking is an important factor to consider when planning an event. If it
is likely that your event may affect local traffic or incur a road closure, then a formal Traffic
Management Plan (TMP) is required. TMP’s must be prepared by an approved or ticketed Traffic
Management Contactor. It is the event organisers’ responsibility to get these plans developed at
their own cost and provided to the Shire’s Executive Manager of Operations and Assets for
approval. Find out more on a TMP and Road Closure and the process here.

Electrical

Depending on the location/nature of your event, electricity may not be available. As the event
organiser it is your responsibility to ensure that if your event requires power then you organise
your own power source if not provided at the venue.

All generators, electrical cabling, switches, fuses, and the like are to be kept properly secured,
marked and covered to ensure patron safety.

Please note:

. the use of single-phase generators 10 kva or less is discouraged electrical equipment
should be supplied from reticulated supplies originating at supply authority mains or large
generators.

. electrical leads must not create trip hazards
. electrical outlets must be protected by residual current devices (RCDs)

. leads and RCDs must be tested and tagged every 12 months

. joints and connections must not be accessible to the public or exposed to damp conditions

. installations must comply with AS/NZS 3002 Electrical Installations for shows and
carnivals.

Electrical contractors performing work in a public building must submit a Form 5 certificate of
electrical compliance to the Shire, to certify that permanent and temporary electrical
installations are compliant with the unique requirements of the regulations and other statutory
obligations. A Form 5 is provided as Appendix 8.

Camping

The Caravans, Parks and Camping Grounds Regulations 1997 authorise the Shire to approve
the requirements for designated camping areas.
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Event organisers are advised to consider the following recommendations when planning events
that involve camping:

° Delineation of camping sites are 5m x 5m.

° Provision of appropriate lighting.

° Prevention of vehicles in camping area is highly recommended for safety reasons.

° There must be basic necessities such as sanitation, cooking, first aid and security.

° Patrons camping at the event must be advised of relevant camping restrictions or rules.

° Fires, cooking fires and campfire ovens are not permitted at any Shire building, reserve or
park without prior approval from the Shire of Gingin. Penalties will apply for non-compliant
fire usage at events.

° Map detailing proposed camp sites.

Gaming Permits
A gaming permit may be required for community groups, charities, sporting clubs and other
bodies seeking to run gaming-style fundraising activities at their event.

The department has forms and application kits relevant to gaming. A permit may be issued to an
organisation on the proviso that the purpose of raising funds is not for private gain or
commercial undertaking.

Find out more here if you require a licence.

Events on Water

Local government authorities do not have jurisdiction over water-related activities, which fall
under the Department of Transport (DoT) Marine, while we approve events with conditions
please ensure DoT approval has also been granted.

Aquatic events that require DoT approval include:

. Major boating displays (boat shows)

. Power boat racing

. Rowing and paddling events

. Sailing or yachting regattas and events

. Swimming events (including triathlons)

. Windsurfing, water-skiing, kite and sailboard competitions.

Aquatic events that do not require DoT approval include:

. Boating convoys

. Fishing competitions

. Minor boating displays (in harbour)
. Solo swim or swimming training

. Surfing events.

More Information

For more information or to discuss your upcoming event, please contact the Shire’s Community
Development Officer on events@gingin.wa.gov.au or 9575 5139. Templates for all required
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documents can be sent upon request, within event approval or downloaded from the Shire’s
website here.
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Checklist to organising event

Tasks
Read the Shire of Gingin’s Event Toolkit

Book venue
Create Site Plan

Complete Event Application

Book vendors - entertainment, amusements, stallholders, food trucks
Ensure you have, or are able to obtain, adequate Public Liability Insurance

for the event to the value of $20million, as well as other relevant
insurance

Additional paperwork to accompany events approval (once granted)

Application for Trading in Public Places Permit

Stallholder Spreadsheet

Risk Management Plan

Emergency Evacuation & Medical Plan

Parking Management Plan

Alcohol Consumption Approval Form

Occasional Liguor Licence

Form 1 - Application to construct, extend or alter a public building
Form 2 - Application for a certificate of approval

Form 3 - Application for variation of a certificate of approval
Form 5 - Certificate of electrical compliance

Fireworks Permit

Road Closure

EVENT TOOLKIT 2025/26
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B L.
Application process

Plan/map out your event

Event organiser submits an events application form within the timeframe

Shire officers receive and send acknowledgement application

Shire officers review the application for compliance with relevant legislation and policies

Event approval issued

Event organiser to complete event approval conditions and supply all required
documentation by due date

Event occurs - Shire staff including health officers may inspect the event for compliance to
legislation and policies

Event organiser submits all further forms that are completed on the day of the event (cert
of structures, electrical compliance etc.) to the Shire within five (5) days of event
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APPENDIX 1 - Site Plan Example
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APPENDIX 2 - TIPPP APPLICATION FORM

Organise an Event
g Gint O I

Application for Trading in Public Places GINGIN
Permit Temporary Stall Holder —

Applicant’s Details
Applicant’s Name:
Organisation (¢ sppicsbie):
Postal Address for inveice):
Email Address:

Contact Phone: Other Contact No:

Event Information

Name of Event:
Date of Event: | Time: |

Stall Holder Details

Type of Stall (e g, fcoa, ciotning,
crafs)

Description of merchandise for sale:

If you have a food/beverage stall, do | T Yes O No
you have an existing registration:

If yes, please provide details:
Location of stall (pisn of eres to e
attached # applicable):

Description of stall construction
(building pians to be supplied if
spplicabie):

Applicants Signature

Signature: Date:
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APPENDIX 3 - Stallholder Spreadsheet
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APPENDIX 4 - ALCOHOL CONSUMPTION FORM

SHIRE OF
GINGIN

Community Services

ALCOHOL CONSUMPTION APPROVALFORM "

Important Information

Alcohol may not be consumed on Shire of Gingin property without prior approval from the Shire.

* Please ensure the Venue and Time sections are filled in.

* Please read the "Exemptions Act” attached to determine whether obtaining an Occasional Licence is
required.

Applicant’s Details

Applicants Name:

Organisations Name:
Postal Address:

Email Address:

Contact Phone: ‘ Other Contact No: ‘

Event Details

Event Date: ‘ Venue: |

Event Times: From: To:

Alcohol Consumption Times: From: To:

Will Alcohol Be Sold? Yes [J No O

Will Alcohol be Provided? Yes O ‘ No O ‘ BYO O

Alcohol may not be consumed on Shire of Gingin property without prior approval from the Shire.

Do you have a Liquor Licence? | Yes [] No [J

Are you exempt from obtaining | Yes [ No O
an Occasional Licence under
the small function’s

exemption?
Acceptance
|/We have read, understood, and do accept the conditions and requirements of this Alcohol Consumption Approval
Form.
Applicants Signature: ‘ ‘ Date: ‘
Office Use Only
Approved: The Shire of Gingin grants approval for alcohol to he Of: And:
consumed,/sold at this event hetween the hours;
Refused: The Shire of Gingin does not grant approval for alcohol to be Of: And:
consumed/sold at this event.
James Bayliss
A/Chief Executive Officer
Signature:
Notes:
Shire of Gingin PO Box 510 Gingin WA 6503 | (08)95755100 | mall@gingin.wa.gov.au | gingin.wa.gov.au Page 1 0f 2
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Community Services

ALCOHOL CONSUMPTION APPROVAL FORM

2016

EXEMPTIONS
FROM THE ACT

(small amounts of liquor)

Liquor Control Act 1988
Liguor Control Regulations 1989

COMPLIMENTARY
SUPPLY OF LIGUOR
BY ABUSINESS

b4 k DEPARTMENT OF RACING,
-~ GAMING AND LIQUOR

SMALL CHARTER
VEHICLES (SCV)

Consumption of liquor is exempt from the application
of the Actif:

; Small Charter Vehicle is icle:

« Equipped to carry a
lexcluding the driver); and;

wirum of 14 passengers

nsed under the Transport Coordination Act 1966 to be
ted as an omnibus; ad

of Functions on Li
yisers 30 not requ re 3 licence when entering into 2n
mentwitha

it s

Shire of Gingin PO Box 510 Gingin WA 6503

EVENT TOOLKIT 2025/26

In all situations involving
the sale, supply or consumpti
of liquor

Liquor is only consumed by
persons over 18 years of age

Liquor is not supplied to a
drunk person

A drunk person is not permitted
to consume liquor on the
function premises

Offence provisions

Despite being exempt from the

Act, in many situations the venue/

premises are deemed to be
regulated premises under section
122 of the Act.

This means that offence
provisions apply if a juvenile or
drunk person is sold, supplied
or permitted to consume liquor
on the premises and monetary

penalties apply.

OCCASIONAL
FUNCTIONS

Sale of liquor is exempt from the application of the Act if
nd
s ancillary 1o the fu
163m on any day and finishes
eday;

FITHER

; Attendee

An attendea does ot include a persan who i
the sole puracse of -

t zhe function for

» Managing or supervising the function

vices at

unction (eg serving or secarity)

ainmert at the function, or assisling a persan

| (08)95755100 |

mail@gingin.wa.gov.au

SHIRE OF S
GINGIN

HISTORY | BEAUTY | PROSPERITY

REGIONAL FARMERS’
MARKETS

Farmers’ Markets
Sale of empt from the application of the Act If
Liquor i upplicd from

held in an agricultura

than

aners for consumption away from the

arket:
rs display and sell thei
1o the public

Market o~ fair wi
aroducts directly
Agricultural region:
Anarez of the State where land use is mainly for primary
production and Includes any townsite within the region.
Primary production:
horticultural, bee keeping, viticulture
rming pursuit:

Farming activities,
archading and sim

Producers’ Assoclation:
saton (incorporated or not] whose purpose is to
ent ar premote the interasts of producers of liquer.

COMPLIMENTARY
SUPPLY OF LIQUOR
BY A BUSINESS

Supply of liquor is exempt from
requirements of the Act il
yape

o,

er on those

AStandard drink is defined
as a drink not containing
more than 10g of ethanol
measured at 20C.
Refer to
www.alcohal.gov.au
for further information

DEPARTMENT OF RACING,
-o. GAMING AND LIQUOR

Level 2, Gordon Step.
140 William Street Perth WA 6000
Telephone (08) 65.
Free Call 1800 634 541 Email rgi@rgl.wa.gov.ou

| gingin.wa.gov.au Page 2 of 2
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APPENDIX 5 - Risk Management Plan (Template)

EVENT NAME

APPLICANT

EVENT TOOLKIT 2025/26 21



Introduction

A Risk Management Plan (RMP) is a proactive tool to increase confidence, ensure resilience, and improve
outcomes by addressing uncertainty head-on. The management of risks is a critical part of the overall
operational strategy and assists the orangisers’ to understand the event.

The definition of risk as outlined in the International Standard for Risk AS/NZS/1SO 31000 is: the effect of
uncertainty on objectives. It also further states that a hazard is not a risk, but it becomes a risk when the
element of exposure is added.

General Information

Event Name: Event Date:
Event Time: Event Venue:
Expected Attendees: Demographic:

Description of Event:

Event Schedule

[Outline a rough timeline of the event, bump in times for vendors, speeches, announcements, bump out ect..]

Stakeholders

Detail all agencies, organisations and businesses who are involved in the preparing of this plan and what they contribute

Event Organisers Overall event execution and risk management implementation

Local Government Event approval, regulatory oversight, compliance

Local Emergency Services First aid, emergency support
Police, Fire, Ambulance

EVENT TOOLKIT 2025/26 22



Risk Identification

Risk identification is identifying and defining potential risks that could impact the success of a project.

Risk Matrix Key Terms

Risk: The risk stated in a complete sentence which rates the cause of the risk, the risk, and the effect that
the risk causes the project.

Risk Category: Categorisation of risks based on area of the project affected, source of the risk, or other
useful category.

Likelihood: The likelihood of the risk or opportunity occurring (scale of 1-10, 10 being the highest).
Impact: The impact of the risk on the project if the risk occurs (scale of 1-10, 10 being the highest).
Risk Score: Determined by multiplying probability and impact (scale of 1-10, 10 being the highest).

Risk Ranking: A priority list which is determined by the relative ranking of the risks (by their scores) within
the project, with the number one being the highest score.

Risk Response: The action which is to be taken if the risk occurs.
Trigger: Something which indicates that a risk is about to occur or has already occurred.

Risk Owner: The person who the project manager assigns to watch for triggers and manage the risk
response if the risk occurs

EVENT TOOLKIT 2025/26 23



RISK MATRIX

IPEI Il Very Likely ‘

Minor Moderate

Significant ‘

High

Severe

High

\
Likely Medium High
| \
Possible Low Medium
Unlikely Low Medium
Very . .

U Medium Medium
Some risks to consider but not limited to include:
o Hazardous materials exposed
. Drug/alcohol affected persons
) Equipment failure
. Lighting failure
. Over crowding
. Lost children
. Unregistered food vendors
° Fire
. Traffic congestion
. Slips/falls - incidents
° Excessive noise levels
° Disease outbreak
° Weather
. Facility failures
EVENTTOOLKIT 2025/26 24




Identified Risks - Risk Register

[Risks are based on their likelihood and consequence using the matrix above]

Risk Risk category | Likelihood Impact Risk Response

EVENT TOOLKIT 2025/26 25



Conclusion

Provide a conclusion on how these identified risks and

EVENT TOOLKIT 2025/26 26



APPENDIX 6 - EMERGENCY EVAUCATION PLAN

EVENT NAME

APPLICANT

EVENT TOOLKIT 2025/26 27



Introduction
This plan has been created to identify the procedure to follow in the event of an emergency at the event.

General Information

Event Name: Event Date:

Event Time: Event Venue:

Emergency Assembly Point

[Identify where your assembly point is, even a back up one]

Evacuation Plan

[Outline your evacuation procedures here. You should include a copy of your floor plan with detailed locations of
emergency exits, evacuation routes, safety equipment and locations of wardens clearly marked. If you have workers
across multiple locations, ensure procedures are outlined for everyone]

First Aid

[Outline below first aid posts and number of first aiders at event ambulance, emergency clinics nearby ect]

EVENT TOOLKIT 2025/26 28



Emergency Contacts

[List your local emergency services here as well as useful workplace contacts such as wardens, first aid officers and
the like, and other emergency contacts relevant to your business. If you work in close proximity to other businesses,
it can be helpful to include their contact details here too, in case they need to be notified of an emergency that may
affect them.]

Contact: Name: Phone Number:

Fire Safety

[outline below fire extinguisher, fire truck, control of fire safety during event]

Evacuation Map
[plan/map]
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APPENDIX 7 - TEMPORARY STRUCTURES - FORM 1 & 2

Schedtjle 2,.Form 1 e
Application to Construct, Extend or Alter GINGIN
a PUbIIc Bu|ldlng HISTORY | BEAUTY | PROSPERITY

Heaith (Miscellaneous Provisions) Act 1911
Heailth (Public Buildings) Regulations 1992 [Reg.4]

| being the owner/agent hereby apply under section 176 of the Health Act to construct alter or extend a public
building:

Premises Details

Applicant's Name:
Location Number: Street: l

Town/Suburb:

Nearest Cross Street:
Intentions For Use:

In support of this application, | hereby submit plans and detail as required together with the prescribed fee.

Any of the following may sign this notice:

The owner, occupier, manager, trustee or other person by whose authority such public building is intended to be built,
created or converted there to.

Signed: I Date: I
Owner/Agent:
Postal Address:
Telephone:
Email:
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Schedule 2, Form 2
Application for Certificate of Approval

Health (Miscellaneous Provisions) Act 1911
Health (Public Buildings) Regulations 1992 [Reg.5]

S O AT
GINGIN
===

HISTORY | BEAUTY | PROSPERITY

| being the owner/agent hereby apply for a certificate of approval in respect of:

Premises Details

Applicant's Name:

Location Number: I Street: I

Town/Suburb:

Nearest Cross Street:

Construction/extension/alteration of which was completed on: I

In accordance with your approval given on: | I

Signed:

| pate: |

Owner/Agent:

Postal Address:

Telephone:

Email:

EVENT TOOLKIT 2025/26
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APPENDIX 8- ELECTRICAL FORM 5

SHRE OF

Schedule 2, Form 5 GINGIN
Certificate of Electrical Compliance ===

Heaith (Miscellaneous Provisions) Act 1911
Heaith (Public Buildings) Regulations 1992 [Reg.10]

To the Shire of Gingin
Date:

I hereby certify that the electric | O Installation O Aneration O Addition
Mﬂ./lpner(hdtle
appropriate box/es) at the
undermentioned premises has
been carried out in accordance
with the Health (Public
Buildings) Regulations 1992

Premises Details
Name of Occupier (in full):
Building Name:

Location Number: | Street: |
Town,/Suburb: | Posteode: |

Installation
Describe any electrical work for which you are not
responsible in this premises:
Signature of licenced electrical contractor or electrical Date:

worker authorised to sign on behalf of the electrical
contractor/in-house electrical installer:

Contractor’s/in-house electrical installer’s business name:

Contractor’s/in-house electrical installer’s registration
number:

Contractor’s/in-house electrical installer’s address:
Contractor's/in-house electrical installer’s phone number:

This form is to be forwarded to the Local Government when work is completed.
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