
[image: image1.jpg]VectorStock® VectorStock com/5995513



[image: image2.png]



EVENT
PLANNING
TOOLKIT
CONTENTS 
Getting started 

Event Planning Checklist

Event Details

Key contacts

Register - Stakeholders / contractors / stallholders
Permits and applications

Budget

Sustainability Strategy
Event Action Plan 
Event Run Sheet

Event Promotion
APPENDICES

Event Risk Management Plan

Event Emergency Response Plan

Road Closure and Traffic Management Plan

Event Site Plan

Food and Drink for sale at Events

Disability Access and Inclusion at Events

GETTTING STARTED 

Planning an event doesn’t need to be an overwhelming and frustrating task. If you know how to make things easy for yourself, planning an event can actually be fun and exciting. Undoubtedly, the number one thing you can do to ensure your event is planned properly is to create an event-planning checklist. A carefully planned checklist will ensure you stay organised, focused, and on task.
EVENT PLANNING CHECKLIST 

	ACTION 
	WHO
	DUE DATE

	Planning committee established
	
	

	Roles and Responsibilities allocated
	
	

	Event purpose established and communicated
	
	

	Target audience established and communicated
	
	

	Hazards and exposures identified, continuity plans developed
	
	

	Reporting format and frequency established
	
	

	Adequate insurances purchased 
	
	

	Stakeholders identified and engagement strategy developed
	
	

	Key contacts listed with current details
	
	

	Site suitability assessment undertaken 
	
	

	Permits and applications applied and received
	
	

	Budget developed, monitored and reviewed regularly
	
	

	Sustainable strategies developed
	
	

	Operational activities identified and allocated
	
	

	Event run sheet populated and distributed
	
	

	Promotions and marketing activities identified and allocated
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


EVENT DETAILS
EVENT ORGANISER’S DETAILS 
	EVENT ORGANISER’S NAME
	

	ORGANISATION (IF APPLICABLE)
	

	CONTACT TELEPHONE NUMBER
	

	EMAIL ADDRESS
	

	POSTAL ADDRESS
	


EVENT COMMITTEE STRUCTURE 

	CHAIRPERSON
	

	DEPUTY CHAIRPERSON
	

	SECRETARY
	

	TREASURER
	

	PROMOTIONS
	

	COMMITTEE MEMBER/S
	


EVENT DETAILS
	NAME OF EVENT
	

	LOCATION OF EVENT
	

	EVENT TYPE (in person, virtual or hybrid)
	

	DATE OF EVENT
	

	TIME OF EVENT 
	


ABOUT YOUR EVENT 
	EVENT PURPOSE
	

	TARGET AUDIENCE
	

	DESCRIPTION OF YOUR EVENT
	


KEY CONTACTS 
Add or delete organisations and contact details to suit your event. 

	AGENCY 
	NAME
	CONTACT NUMBER

	EMERGENCY CONTACTS

	Ambulance (SAAS)
	
	000 (Triple zero)

	Police (SAPOL) 
	
	Police Assistance 131 444 

Emergency 000 (Triple zero) 

	Metropolitan Fire Service (MFS)
	
	000 (Triple zero)

	Country Fire Service (CFS)
	
	000 (Triple zero)

	State Emergency Service (SES)
	
	132 500

	SafeWork SA
	
	1300 365 255

	Poisons Information Centre 
	SA Health
	13 11 26

	On-site First Aid Provider/s
	
	

	On-site Fire Marshalls
	
	

	On-site Security
	
	

	Bureau of Meteorology
	
	

	
	
	

	EVENT CONTACTS

	Event Coordinator
	
	

	Event Secretary
	
	

	Event Communications / Media Officer
	
	

	Event Safety Officer 
	
	

	
	
	

	OTHER CONTACTS

	Plumber
	
	

	Electrician
	
	

	Berri Barmera Council (BBC)
	Local Government
	08 8582 1922

	Destination Riverland (DR) 
	Tourism
	08 8582 2003

	Department for Infrastructure and Transport (DIT)
	Road hazards / signal faults / emergency

Marine Services
	1800 018 313

1300 183 046

	Department for Environment and Water (DEW)
	
	08 8204 1910

	Department of Primary Industries and Regions (PIRSA)
	Bio Security – Fruit Fly
	1300 666 010

	SA Health
	Department for Health and Wellbeing

Food and Controlled Drugs Branch
	08 8226 6000

08 8226 7100

	Consumer and Business Services
	Liquor Licence
	131 882

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


REGISTER –STALLHOLDERS / CONTRACTORS / STAKEHOLDERS
Register all stallholders and contractors that will be involved in your event.  Ensure that you have checked and been provided with each stallholders and contractors documentation and have recorded their induction.  
There are a number of different stakeholders that can influence your event. You should be aware of who these are how you will engage with them.  

	STALLHOLDERS
	
	
	DOCUMENTS PROVIDED
	

	BUSINESS NAME
	CONTACT NAME
	CONTACT NUMBER
	PUBLIC LIABILITY
	WORKCOVER
	LIQUOR LICENCE
	OTHER  
	DATE INDUCTED

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	CONTRACTORS
	
	
	DOCUMENTS PROVIDED
	

	 BUSINESS NAME
	CONTACT NAME
	CONTACT NUMBER
	PUBLIC LIABILITY
	WORKCOVER
	SAFETY SYSTEMS
	DATE INDUCTED

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	STAKEHOLDERS 

	CATEGORY
	WHO
	WHY
	ENGAGEMENT STRATEGY

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PERMITS AND APPLICATIONS 

Below is a list of applications and permits that may be required for your event.  For lodgement timeframes refer to Councils website.
	Permits and Applications
	Required
	Due date for Lodgement
	Lodged

	*Berri Barmera Council Event Application (includes venue / site hire) 
	YES
	
	

	*Berri Barmera Council Fire Ban Permit
	
	
	

	*COVID Management Plan
	
	
	

	*COVID Safe Plan 
	
	
	

	*Emergency Management Plan
	
	
	

	*Event Risk Management Plan
	
	
	

	*Food and drink for sale at events Form 
	
	
	

	*Liquor Licence
	
	
	

	*Planning Permit Application Form
	
	
	

	*Request a service from Council Form
	
	
	

	*Traffic management / Road closures – Council Roads
	
	
	

	*Traffic management / Road Closures – State Roads
	
	
	

	*Traffic management / Waterway Closures – DIT
	
	
	

	Access and Diversity Checklist
	
	
	

	Amusement Rides
	
	
	

	APRA Music Licence
	
	
	

	Aquatic Activity Licence
	
	
	

	Event funding and support
	
	
	

	Notification of a Fireworks Display or Special Effects Display
	
	
	

	
	
	
	

	OTHER
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*  Indicates that a copy of the application / permit must be provided to Berri Barmera Council as part of your Event Application.   

As guide only the following timelines apply for events at Berri Barmera Council :

GENERAL USE OF PUBLIC SPACE 


2 business days notice required

An Event Application Form is required for the following activities
· Busking

· Fitness (small groups and PT only)

· Meeting

· Sausage sizzle, cake stall or other similar activity * (single vendor only)
· Selling of raffle tickets

* A Food Business Notification Number is mandatory.  If you do not have one, it may take up to 12 weeks to receive. Please plan accordingly

LOW IMPACT EVENT  

2 weeks notice required 

An Event Application Form is required for the following activities

Should you require Council resources, a Request a Service from Council can be completed up to 2 weeks ahead of the event
· 1 day event

· Minimal waste

· No alcohol

· No food

· No road closures

· No tables and chairs required from Council

· No temporary structures (gazebos etc.)

· Outside fire danger or extreme weather periods

MEDIUM  IMPACT EVENT 



6 weeks notice required 

An Event Application Form with a Request a Service from Council Form is required for the following activities

· 1 or more days

· Additional bins required

· Alcohol consumed Council's Dry Zone Areas - temporary Liquor Licence may be required. 
· Connection to local power and water or portable electricity and gas

· Food provided for free, with no entry fee or ticket cost to event

· No road closure, increased parking and pedestrians

· Signage and Banners erected or information shared on Council's website and social media

· Tables and chairs required from Council

· Temporary structures erected (gazebos etc)

HIGH IMPACT EVENT 

12 weeks notice required 

An Event Application Form and an Event Operations Guide is required for the following activities

· 2 or more days

· Additional bins required

· Additional toilets required

· Alcohol for sale

· Amplified Sound

· Amusement rides

· Animals - petting zoos or other interactive activities such as horse riding
· Declared fire danger season or during extreme weather periods

· Fireworks

· Food for sale

· Increased parking and pedestrian access

· Road closures

· Sporting or High-Risk Activities

· Temporary structures erected (gazebos etc.)

· Ticketed event

BUDGET 

The following template is provided as an example and should be adapted to suit your event. 
	SUMMARY OF PROFIT / LOSS
	ESTIMATED
	ACTUAL

	Total Income
	
	

	Total Expenses
	
	

	TOTAL PROFIT / LOSS
	
	


	INCOME
	ESTIMATED
	ACTUAL

	Admission fees
	
	

	Sponsorship / Fundraising / Donations
	
	

	Other ……
	
	

	TOTAL INCOME
	
	


	EXPENSES 
	ESTIMATED
	ACTUAL

	SITE
	
	

	Venue / site hire fees
	
	

	Equipment / Fencing / Toilets / Tables / Chairs…..
	
	

	Decorations / paper supplies
	
	

	Other …..
	
	

	REFRESHMENTS
	
	

	Food
	
	

	Drinks
	
	

	Other……
	
	

	PUBLICITY
	
	

	Graphic works
	
	

	Photocopying / printing / postage …..
	
	

	Other……
	
	

	PROGRAM
	
	

	Performers / speakers
	
	

	Travel / accommodation 
	
	

	Prizes / Trophies / Gifts
	
	

	Other ……
	
	

	MISCELLANEOUS 
	
	

	Licences and permits
	
	

	Telephone
	
	

	Transport
	
	

	Stationery supplies
	
	

	Staff / personnel / volunteer contribution
	
	

	Other ……
	
	

	
	
	

	
	
	

	TOTAL EXPENSES
	
	


SUSTANABILITY STRATEGY
Creating sustainable events should be considered early in the planning process, ensuring the event results in positive social and environmental impacts for the community.  

	OBJECTIVE 
	

	TARGET
	

	KEY PERFORMANCE INDICATOR
	


	ACTIVITY
	ACTION
	WHO
	DUE DATE

	Be Transport Smart
	
	
	

	Be Energy Efficient
	
	
	

	Be Water Wise
	
	
	

	Minimise Waste
	
	
	

	Sustainable Procurement
	
	
	

	Local Community
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EVENT ACTION PLAN
Consider the following activities and what actions you need to do.  

	ACTIVITY
	ACTION
	WHO
	DUE DATE

	Advertising and Marketing 
	
	
	

	ATM – Access to
	
	
	

	Attractions / Amusement Rides
	
	
	

	Bump in, Bump out 
	
	
	

	Cleaning (pre, during, post)
	
	
	

	Continuity Plans
	
	
	

	Contractor Management
	
	
	

	Crowd Management 
	
	
	

	Debrief 
	
	
	

	Disability access and inclusion
	
	
	

	Electricity - Access to 
	Watt / volt requirements 
	
	

	Emergency Response Plans
	
	
	

	Gas - Use of 
	
	
	

	Generators - Use of 
	
	
	

	Lost property
	
	
	

	Noise Management 
	
	
	

	Performers / Musical entertainment
	
	
	

	Power – electricity; gas; fire; charcoal
	
	
	

	Risk Assessments
	
	
	

	Sale of alcohol
	
	
	

	Sale of food and beverages
	
	
	

	Security
	
	
	

	Site plan
	
	
	

	Site suitability assessment 
	
	
	

	Staff 
	
	
	

	Stallholder Engagement
	
	
	

	Temporary Structures
	
	
	

	Toilet facilities
	
	
	

	Traffic control / road closures
	
	
	

	Volunteers
	
	
	

	Waste (rubbish) 
	
	
	

	
	
	
	

	Water - Access to 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EVENT RUN SHEET 

Use for on the day of the event.  Include timings for the day, including any performances timings of your event including BUMP IN and BUMP OUT activities and the (e.g. the start and finish times of any musical performances). 
	TIME
	TASK ACTION
	WHO
	NOTES

	6.00am
	Stallholders bump in
	Vendors
	

	7.00am
	Site access closed
	All
	

	8.00am
	Staff and Volunteer briefing

· What do they bring, what is their role

· Provide site map and run sheet

· Advise how they should respond in a emergency

· Key contacts

· Chain of command
	Staff and Volunteers
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EVENT PROMOTION

An event marketing strategy helps effectively promote your event to your target audience.
	YOUR EVENT BASICS
	DETAILS

	Event Name
	

	Event Purpose
	

	Event Audience
	

	Event Type 
	

	Key messages
	What is the event and why?
Where is it, and when?
What is new this year?

Who is organizing it?  Unmanaged 
How do people find out more. 

	Theme
	

	Tagline
	

	Colour scheme
	

	Ticketing system
	


	Marketing / Advertising Strategy
	How
	When

	Signage / Banners
	
	

	Print (Flyers, posters, postcards, programs, brochures) 
	
	

	Publicity
	
	

	Advertising
	
	

	Marketing through testimonials
	
	

	Promote on Social media (website, Facebook, twitter, Instagram)
	
	

	Utilize email marketing
	
	

	Reach out to networks
	
	

	Launches, announcements, public relations
	
	

	Use of Council marketing / promotional opportunities
	
	

	Photography
	
	

	
	
	

	
	
	


MARKETING PLAN 
	Week / Date
	Message / Activity
	Who

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Event Risk Management Plan 

Hazard Identification and Continuity Planning

The Event Risk Management Plan has been developed to provide a useful tool for managing and reducing the risks and identifying exposures of the Event Organiser / Organisation / Committee in the delivery of the event. The Event Risk Management Plan documents risk mitigation strategies and provides a key tool for the communication of risk management issues to key stakeholders and for the development of your continuity plan.  

As part of any good planning process hazards should be identified and risks assessed and controlled to minimise the potential for injury or harm; financial loss; reputational damage and environmental impact. Events vary in size, nature and type, but all events require assessment, control and monitoring of risks. 
	EVENT NAME 
	

	EVENT ORGANISER
	

	EVENT DATE / TIME
	

	EVENT LOCATION
	

	EVENT PURPOSE
	

	EVENT OBEJCTIVE
	

	EVENT KEY PERFORMANCE INDICATORS
	


LIKELIHOOD  How likely is it to occur?

	LEVEL
	DESCRIPTOR
	DESCRIPTION 

	A
	ALMOST CERTAIN 
	Is expected to occur in most circumstances

	B
	LIKELY
	Will probably occur in most circumstances

	C
	POSSIBLE
	Might occur at some time 

	D
	UNLIKELY
	Could occur at some time 

	E
	RARE
	May occur only in exceptional circumstances 


CONSEQUENCES What is likely to be the impact?

	LEVEL
	DESCRIPTOR
	PEOPLE
	FINANCIAL
	OBJECTIVES
	ENVIRONMENTAL

	1
	INSIGNIFICANT
	No injuries
	low financial loss;
	no interruption of the event; no reputation impact; little impact on target performance
	minor environmental instances

	2
	MINOR
	First aid treatment 
	medium financial loss
	minor interruption / temporary halt of event; low reputation impact; slight under achievement of target performance
	minor impact to environment

	3
	MODERATE
	Medical treatment required
	high financial loss
	moderate interruption / temporary halt of event requiring outside assistance (eg specialised maintenance, fire, police); moderate reputation impact; marginally under achievement of target performance;
	moderate impact to environment

	4
	MAJOR
	Extensive injuries 
	major financial loss
	major interruption / halt of event requiring investigation and outside assistance (eg fire, police, ambulance SafeWork SA); major reputation impact; performance significantly under target
	moderate impact to environment

	5
	CATASTROPHIC
	Death
	catastrophic financial loss
	halt of event with investigations and potential prosecution (eg fire, police, ambulance, SafeWork SA); catastrophic reputation impact; non achievement of objective/outcome, performance failure
	severe environmental impact.  


RISK RATING  The matrix determines a ‘risk rating’, based on the likelihood and consequences of risk. 

	LIKELIHOOD
	CONSEQUENCES

	
	Insignificant

1
	Minor

2
	Moderate

3
	Major

4
	Catastrophic

5

	A
	Almost certain
	High
	High
	Extreme
	Extreme
	Extreme

	B 
	Likely
	Medium
	High
	High
	Extreme
	Extreme

	C 
	Possible
	Low
	Medium
	High
	Extreme
	Extreme

	D
	Unlikely
	Low 
	Low
	Medium
	High
	Extreme

	E 
	Rare
	Low
	Low
	Medium
	High
	High


EXAMPLES

	HAZARD / EXPOSURE
	PERSONS AFFECTED / LOCATION
	ACTION TO MINIMISE RISK
	RISK

RATING
	CONTINGENCY 

(what is your plan in the event the hazard occurs)
	RESPONSIBILITY

	Amusement Ride 

Injury to patrons or bystanders (falls or being hit by moving objects) 
	Patrons/ bystanders 

Western corner
	✔ SafeWork SA registration certificate and certificate of currency for insurances has been received from contractor 

✔ contractor has trained personnel operating, supervising and repairing amusement ride 

✔ has been set up with fencing and adequate space surrounding ride and signage for parent information
	C2
	Enact emergency response: provide first aid to injured persons.  Review adequacy of exclusion zone, alter boundary fencing.  Shut down  ride, investigate fault.  Advise SafeWork SA, await advice    
	John Smith 

Ph 1234 567 890

	Traffic

Being hit by, being struck by.  

Restriction with access.
	Patrons / bystanders

Vaughan Terrace
	✔ mobile plant operating in the vicinity of the event site during set up / pack up.  On site mobile plant have warning devices; pedestrian access restricted with fencing; High viz vests to be worn on site

✔ road closures are in place to restrict ALL vehicles (except emergency services).
	D3
	Enact emergency response: provide first aid to injured persons.  Inspect traffic control devices and set up, adjust site access controls
	Joan Smith 

Ph 0987 654 321

	Housekeeping

Slips, trips and falls
	Patrons / bystanders / staff / volunteers

All of the site
	✔ pathways and thoroughfares are kept free of trip hazards. Areas are kept dry, clean and tidy.

✔waste to be removed from the site by stallholders.  Glass recycling provide, appropriate containers
	D2
	Enact emergency response: provide first aid to injured persons.  Restrict access to the  immediate site; inspect and tidy up
	Jess Smith 

Ph 4560 987 123

	Severe Weather 

Winds creating an inability to set up site (marquees)
	All persons 

All of site
	✔weather considered when selecting venue and time of year.

 ✔appropriate cancellation insurance in place 

✔continuity plan developed with triggers for alternate options to deliver event and cancellation. 
	D5
	Enact continuity response. Relocate event to alternate site; initiate relocation response
	Joan Smith 

Ph 0987 654 321

	Insufficient Funds

Loss of major sponsorship
	All persons
	✔funding agreements with sponsors

✔ budget developed and reported to the committee fortnightly.

✔continuity plan developed with triggers for alternate options to deliver event and cancellation
	C3
	Enact continuity plan.  Source alternate sponsor or reduce costs
	Jess Smith 

Ph 4560 987 123

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Event Emergency Response Plan

To be displayed onsite

	EVENT NAME 
	

	EVENT ORGANISER
	

	EVENT DATE
	

	EVENT LOCATION
	


The Emergency Operations Coordinator (EOC) is the person who serves as the main contact person for the organisation in an emergency.  The EOC is responsible for making decisions and following the steps described in this emergency response plan.  In the event of an emergency occurring within the event location the primary contact will serve as the EOC.  If the primary contact in unable to fulfil the EOC duties, the secondary contact will take this role.  

	PRIMARY CONTACT 
	SECONDARY CONTACT

	Name 
	Name 

	Contact Number 
	Contact Number 


EMERGENCY CONTACTS

In an emergency dial Triple Zero 000

	Ambulance (SAAS)
	000

	Police (SAPOL) 
	Police Assistance 131 444.  Emergency 000. 

	Metropolitan Fire Service (MFS)
	000

	Country Fire Service (CFS)
	000

	State Emergency Service (SES)
	132 500

	SafeWork SA
	1300 365 255

	On-site First Aid Provider/s
	

	On-site Security
	

	On-site Fire Marshalls
	

	
	

	
	


All staff and volunteers are to follow the instructions of the response plan and direction from the ECO and emergency services. 

Examples of Potential Emergencies 


Medical Emergency – serious injury; allergic reaction


Fire – building fire; bushfire


Storm – flooding; fallen trees


Event specific – amusement ride collapse; unruly behaviour 

POTENTIAL EMERGENCIES 

	Emergency
	Response Actions

	
	

	
	

	
	

	
	

	
	


COMMUNICATION AND COORDINATION

	


LOCATION OF EMERGENCY EQUIPMENT AND AIDS (add to site plan)
	


EVACUATION PLAN AND DIAGRAM (attach if you have a separate plan)
	


Temporary Road Closure and Traffic Management Plan

Council has the authority to approve the closure of all roads under its care and control, as per delegation by the Minister for Transport and in accordance with the Road Traffic Act 1961 (Section 33) and the Ministers Notice, dated April 27 2009.

Event organisers must:

· Provide a safe environment for all road users, pedestrians and cyclists;

· Provide protection to event participants, organisers and the general public from traffic hazards that may arise as a result of the event;

· Minimise the disruption, congestion and delays to all road users;

· To ensure accessibility and inclusion for all community members

· Ensure access to nearby commercial and residential premises is maintained at all times

	EVENT NAME 
	

	EVENT ORGANISER
	

	EVENT DATE / TIME
	

	EVENT LOCATION
	


ROAD CLOSURE RATIONAL

Please provide reasons for the necessity of the closure

	


ROAD CLOSURE DETAILS

Please provide road closure details

	# 
	Road Name
	Time of

Closure From
	Time of 

Closure To

	1
	
	       am  pm 
	       am  pm 

	2
	
	       am  pm 
	       am  pm 

	3
	
	       am  pm 
	       am  pm 

	4
	
	       am  pm 
	       am  pm 

	5
	
	       am  pm 
	       am  pm 

	Are there any proposed detours to be put in place?   Yes   No 
If yes, please define proposed detours: (in between which streets, directions and times of application)

	

	

	


APPROVALS 

Provide details about the appropriate approvals from SAPol and Department for Transport (DIT)

	


COMMUNICATION

Provide details about communication with nearby commercial and residential premises within a 1km radius.

	


DISABILITY ACCESS

Provide details about access arrangements for those people with a disability 
	


EMERGENCY SERVICES

Provide details about access points and arrangements for Emergency Services vehicles
	


PARKING

Provide details about parking arrangements and marshalling (including overflow parking)
	


Event Site Plan 

	EVENT NAME 
	

	EVENT ORGANISER
	

	EVENT DATE / TIME
	

	EVENT LOCATION
	


A site plan is a map of the event and is essential for event planning and management.  The site plan must be easy to interpret and can be distributed to key stakeholders for setting up the event.  It is also an invaluable tool in an emergency.  The list below is a guide and event organisers will need to add their own specific points if required. 

SITE PLAN CHECKLIST

	Criteria
	Notes
	Yes
	No

	Assembly areas
	
	
	

	Availability of power
	
	
	

	Availability of water
	
	
	

	Covid station 
	
	
	

	Directional signage location 
	
	
	

	Disabled access
	
	
	

	Drinking water
	
	
	

	Emergency access routes
	
	
	

	Entrances and exits
	
	
	

	Evacuation Points
	
	
	

	Event administration area
	
	
	

	Fencing 
	
	
	

	Fire extinguishers
	
	
	

	First aid
	
	
	

	Food vendor / stalls
	
	
	

	Information booths
	
	
	

	Licenced liquor consumption area
	
	
	

	Lighting
	
	
	

	Overhead services
	
	
	

	Parking areas
	
	
	

	Pedestrians routes
	
	
	

	Performance / entertainment sites
	
	
	

	Proximity to public transport
	
	
	

	Registration area
	
	
	

	Restricted area/s
	
	
	

	Road Closures
	
	
	

	Rubbish bins
	
	
	

	Seating / shade
	
	
	

	Staff / volunteer area
	
	
	

	Stages / marquees
	
	
	

	Telephone access
	
	
	

	Terrain, trees, bodies of water
	
	
	

	Toilets
	
	
	

	Underground services
	
	
	

	Vehicle access routes
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


MAP

(draw diagram below or attach a site plan)
Food and Drink for sale at Events 

Food vendors trading at events must be notified or registered with their local council. Berri Barmera Council will require confirmation of this before permitting an event.  It is important that as a Council we ensure that the food providers meet all required regulations and licencing. 

SOUTH AUSTRALIAN FOOD VENDORS
Food business notification Under the Food Act 2001 a food business means a business, enterprise or activity (other than a primary food production business) that involves The handling of food intended for sale or the sale of food, regardless of whether the business, enterprise or activity concerned is of a commercial, charitable or community nature or whether it involves the handling or sale of food on one occasion only.

INTERSTATE FOOD VENDORS 

Food business notification Interstate businesses/community groups will have a registration or notification with their local council.  If a food vendor does not have a current food business notification number or registration, they can obtain one by contacting their local council.

	EVENT NAME 
	

	EVENT ORGANISER
	

	EVENT DATE / TIME
	

	EVENT LOCATION
	


SINGLE VENDOR

	FOOD BUSINESS NOTIFICATION NUMBER
	

	COUNCIL WHERE NOTIFIED / REGISTERED
	

	TYPES OF FOOD / DRINK TO BE SOLD
	


MULTIPLE VENDORS

	Food Business Name & ABN

(if applicable)
	Street Address

(where mobile food vendor is normally garaged)
	Food Business Notification / Registration number
	Name of Council where business is notified / registered
	Contact Name, Phone & Email
	Types of Food / Drink to be sold at event

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


EVENT COORDINATOR COMMUNCATION WITH VENDOR TO INCLUDE

	food handler’s skills and knowledge 
	

	ensuring vendors are able to manage temperature control 
	

	water supply 
	

	hand washing facilities
	

	waste disposal 
	

	single use plastic ban 
	

	fire control 
	

	dust control 
	

	food labelling 
	


Disability Access and Inclusion at Events

Accessibility isn’t only about people who use wheelchairs – it can also include people with vision or hearing loss, people who need to travel with support people, people with learning challenges, allergies and intolerances, as well as considering people of all ages and abilities. Providing people with multiple ways to book also helps events to be more inclusive.

This checklist is a guide for event organisers to increase participation of people with a disability, ensure accessibility and consider needs of community members during the planning stages.

The checklist is not exhaustive but is a good place to start when planning your event. Always remember to ask each attendee about their unique requirements; never assume.

	EVENT NAME 
	

	EVENT ORGANISER
	

	EVENT DATE / TIME
	

	EVENT LOCATION
	


THINGS TO CONSIDER

	INVITATION
	NOTES

	
	Have you used a plain font (such as Helvetica or Arial) in your invitations and promotional material?
	

	
	Is all text a minimum of 14-point type size?
	

	
	Do your invitations and promotional material show accessible features? e.g. wheelchair or Auslan symbols
	

	
	Does it include details for people to contact the event organiser? 
	

	
	Have you asked invitees to communicate any specific requirements?
	

	VENUE
	NOTES

	
	Have you inspected the venue prior to booking?
	

	
	Does the venue have accessible parking bays?
	

	
	Does the venue have step free access as an alternative to any steps or stairs on the site?
	

	
	Does the venue have wide self-opening or easy to open doors?
	

	
	Are there clear external and internal directional signs including symbols?
	

	
	Is there ease of access when moving around venues?
	

	
	Are there accessible facilities and amenities?
	

	
	Does the venue have adequate lighting?
	


	COMMUNICATION
	NOTES

	
	Does the venue have an audio loop or assistive technologies installed?
	

	
	Is there a position where the interpreter will stand, so people who are hard of hearing can see the face and hand movements of the person speaking?
	

	
	Ensure the presenter/interpreter is in a visible position for all to see
	

	SIGNAGE
	NOTES

	
	Does the event have clear, directional signage to main areas?
	

	
	Does the event have clear, directional signage to toilets?
	

	SEATED EVENTS
	

	
	Are there sufficient walkways in the function room (1000mm or wider)?
	

	
	Is there 900 mm space between tables?
	

	
	Is there 710 mm to 840 mm space under the table to allow a wheelchair to slide comfortably underneath?
	

	OTHER CONSIDERATIONS APPLICABLE TO YOUR EVENT
	NOTES

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


COUNCIL’S DISABILITY ACCESS AND INCLUSION PLAN (DAIP)

After public consultation, Berri Barmera Council has endorsed our 2020-2024 Disability Access and Inclusion Plan (DAIP).  Alternative reading formats of this plan will be available soon.

The Plan aims to address current and emerging accessibility issues while setting realistic actions that support our current community and future generations. The strategies and actions are designed to guide the Council’s decision-making and delivery of services and programs and acknowledges that an accessible and inclusive community is required to support the prosperity and health of our residents.

CREATING AN INCLUSIVE BUSINESS

The Riverland’s Local Area Coordinator has developed an information pack which is based on information from the AND Australian Network on Disability website.  This information is a snapshot of what the network can provide to businesses with support in becoming or maintaining inclusive practices for all customers and employees.  If you would like a copy of the information pack or to meet to discuss ideas for making your business more inclusive for customers and/or employees, feel free to contact:

Lianne Brewin

Community Engagement Facilitator

National Disability Insurance Scheme LAC Partner

Ph. 0436 692 475

Lianne.brewin@ndis.gov.au
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