Event application: City of greater geelong 
Submitting this application form is the first step in applying for approval to stage your event in the City of Greater Geelong. 
All questions must be answered for your application to be processed. 
This Event Application form should be completed by making continual reference to the information provided in the City of Greater Geelong Event Planning Guide.
Please allow a minimum of eight weeks for your event application form to be processed. Large or major events may require a minimum 12-month planning period. Early notification to the Events Unit may assist you in securing your preferred date and location for your proposed event.
	SECTION 1 : Event Information

	Name of the event?
	

	Proposed date(s)?
	Day(s)
	Month(s)
	Year

	Proposed event location
	

	Alternate event location
	

	
	All event applications must nominate a preferred event location as well as an alternate location


	SECTION 2 : Event Applicant Information

	Event Applicant refers to the business club or group organising the event.

	Event Applicants Name
	

	ABN / ACN
	

	Postal Address
	

	Telephone 
	
	Facsimile 
	

	Web
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	The following contact details relate to you – and these will be used for most forms of communication related to your event.

	Your name
	

	Your Event Role / Position
	

	Your Address
	

	Your Telephone
	
	Facsimile
	

	Your Mobile
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	Your Email
	


	SECTION 3: Event Overview

	Briefly describe the event


	In describing your event, please include:

· Event details such as the proposed event program – including times and activities

	
	

	
	

	
	

	
	

	
	

	Proposed start time 
	AM / PM
	Proposed conclusion time
	AM / PM

	Proposed date of set-up
	DD / MM / YY
	Proposed date of pack-up
	DD / MM / YY

	Proposed time of set-up
	AM / PM
	Proposed time of pack-up
	AM / PM

	Who will attend your event?
Write the approximate number of participants/spectators expected to attend the event and estimate what the percentage of local and non local may be. 

	Estimated number of Participants
	Participants
	% Local
	% Non-local

	Estimated number of Spectators
	Spectators
	% Local
	% Non-local

	Has this event been held before?
	( No
	( Yes – if so, when / where?
	

	Do you propose holding this event again?
	( No
	( Yes – if so, when?
	


	SECTION 4: Site Planning 

	4A. SITE INFRASTRUCTURE

	Entry to the event?
	( Free
	( Ticketed 
	( Via Donation

	Do you propose fencing the event?
	( No
	( Yes–  if so, describe below
	( Partially

	If Yes: 

	Fencing:  
	Mark on your preliminary site plan the proposed fenced area and mark the entry and exit points

	>  Do you propose using existing or 
    temporary fencing for your event site?
	( Existing fencing
	( Temporary fencing
	( Unknown

	Do you propose using marquees?
	( No
	( Yes –  if so, describe below
	( Unknown

	If Yes: 

	>  Marquee(s):  
	Mark on your preliminary site plan the proposed location of all marquee(s)  

	>  Number of marquee(s) proposed?
	

	> Size  of marquee(s) proposed?
	

	

	Do you propose using stage(s)?
	( No
	( Yes –  if so, describe below
	( Unknown

	If Yes: 

	>  Stage(s):  
	Mark on your preliminary site plan the proposed location of all stage(s)

	>  Number of stage(s) proposed?
	

	>  Size of stage(s) proposed?
	

	

	Do you propose using temporary seating?
	( No
	( Yes –  if so, describe below
	( Unknown

	Temporary seating structures include portable grandstands and portable seating stands.

	If Yes: 

	>  Seating structure(s):  
	Mark on your site plan the proposed location of all seating structure(s)

	>  Number of seating structure(s)?
	

	>  Size of seating structure(s) and number of seats?
	


	4B: TRAFFIC MANAGEMENT 

	Could your event impact the normal use of roads in and around your event site?
	( No
	( Yes –  if so, see below
	( Unknown

	If Yes: 
>  Show on your preliminary site plan: 

	· Name what roads are proposed to be impacted or closed

· Show the direction and the course of the parade or sporting route and any start/finish lines

· Show where any equipment is proposed to be positioned on the footpath, or roadway
· Show where you suggest the public and participants park
· Show where you suggest contractors and event staff park

	If you are proposing to close a road or change normal traffic conditions, you will be required to provide a traffic management plan that is developed by a qualified traffic management company. You will also be required to apply for a road occupancy permit. 


	4C: SERVICES ON YOUR PROPOSED EVENT SITE: Where possible please visit the proposed event site and assess the site.

	Is there power on site that you propose gaining access to?
	( No
	( Yes –  if so, describe below
	( Unknown

	If Yes: 

	>  Power:  
	Mark on your preliminary site plan the proposed location of power on your event site

	>  Describe what you intend using the

    power for on your event site
	

	
	

	
	

	

	Do you need artificial light at your event?
	( Yes 
	( N/A (Your event is to be held during daylight hours)

	If Yes:

	>  Do you need to provide extra lighting? 
	( No
	( Yes

	
	If Yes, mark on your preliminary site plan the proposed location of existing and new additional (if applicable) lighting on your event site

	

	Is there a water point on the site that you propose gaining access to?
	( No
	( Yes –  if so, describe below
	( Unknown

	If Yes: 

	>  Water:  
	Mark on your preliminary site plan the proposed location of water on your event site

	>  Describe what you intend using the

    water for on your event site
	

	
	

	
	

	

	Are you aware of any locked areas or bollards that you may require access to?
	( No
	( Yes –  if so, describe below
	( Unknown

	If Yes: 

	>  Access:  
	Mark on your preliminary site plan the proposed location of areas that you require access to 

	>  Describe access requirements
	

	
	

	
	

	
	

	Are you proposing to create a temporary camping facility on or near the event site?
	( No
	( Yes –  if so, describe below
	( Unknown

	If Yes: 

	>  Describe proposed camping area

     (Please include proposed number of 
    campers and dates of camping)
	

	
	

	
	

	If you are proposing to use a temporary camping facility for your event, you will be required to apply for a permit. Refer to the City’s Events Planning Guide for further information. 


	4D: waste management: (Bins, Cleaning & Toilets) 

	Depending on your event and the expected number of participants/spectators, you may be required to provide additional toilets and bins at your event site. 

Refer to the City’s Events Planning Guide for further information on how to determine if additional services are required. You may also be required to develop a waste management plan. 

	Are there public toilets on the event site that you propose to use?
	( No
	( Yes –  if so, answer below
	( Unknown

	If Yes: 

	>  Public Toilets:  
	Mark on your preliminary site plan the location of existing public toilets at your event site

	
	MALE
	FEMALE
	ACCESSIBLE

	>  If known, how many cubicles?
	
	
	

	

	Are you required to provide additional toilets at your event site?
	( No
	( Yes –  if so, answer below
	( Unknown

	If Yes:

	>  Portable Toilets:  
	Mark on your preliminary site plan the location of proposed portable toilets at your event site

	
	MALE
	FEMALE
	ACCESSIBLE

	>  If known, how many cubicles?
	
	
	

	

	Are there existing bins on the proposed event site?
	( No
	( Yes –  if so, describe below
	( Unknown

	>  Existing Bins:  
	Mark on your preliminary site plan the location of existing bins at the event site

	

	Are you required to provide additional bins at your event site?
	( No
	( Yes –  if so, answer below
	( Unknown

	If Yes:

	>  Additional Bins:  
	Mark on your preliminary site plan the location of existing bins at the event site


	4E: entertainment management:

	Do you propose to have recorded or live music as part of your entertainment program?
	( No
	( Yes 
	( Unknown

	Will there be amplified noise such as speakers or broadcast equipment?
	( No
	( Yes –  if so, answer below
	( Unknown

	If Yes: 

	>  Amplified noise:  
	Mark on your preliminary site plan the location and direction of amplified noise on the event site

	>  Describe what the sound equipment will be used for?
	

	
	

	
	

	>  If known, what time will the speakers
    be operating from?
	From:
	To:
	( Unknown

	>  If known, what time will sound testing

    be from?
	From:
	To:
	( Unknown

	Depending on the nature of the amplification needed for your event, you may be required to develop a sound management plan. Refer to the City’s Events Planning Guide for further information.

	Do you propose to use fireworks or pyrotechnics during your event?
	( No
	( Yes –  if so, answer below
	( Unknown

	If Yes: 

	>  Describe use of fireworks / pyrotechnics  

    (Please include Date, Time and Place)
	

	
	

	You will be required to apply to Worksafe of a permit to conduct fireworks. Refer to the City’s Events Planning Guide for further information.

	Do you propose to have an Air Castle at your event?
	( No
	( Yes .
	( Unknown

	If Yes: 

	>  Air Castle:  
	Mark on your preliminary site plan the location of the Air Castle 

	Do you propose to have Mechanical Rides at your event?
	( No
	( Yes .
	( Unknown

	If Yes: 

	>  Mechanical Ride(s):  
	Mark on your preliminary site plan the location of the Mechanical Ride(s) 

	Do you propose to have an Animal Nursery at your event?
	( No
	( Yes .
	( Unknown

	If Yes: 

	>  Animal Nursery
	Mark on your preliminary site plan the location of the Animal Nursery 


	4F: food and beverage management:

	Will food be available at your event?
	( No
	( Yes –  if so, answer below
	( Unknown

	If Yes: 

	>  Food Vendors:  
	Mark on your preliminary site plan the location of food vendors on your event site

	>  Describe who will provide food
    eg. Service Club BBQ or Registered 
    food vendor
	

	
	

	
	

	>  Will food be served or sold?
	( Served (free)
	( Sold
	( Unknown

	You will be required to apply for food permits and you may be required to develop a food safety plan. Refer to the City’s Events Planning Guide for further information.

	Do your Food Vendors require gas? 
	( No
	( Yes –  if so, answer below
	( Unknown

	If Yes:

	>  Gas:  
	Mark on your preliminary site plan the location of Gas Cylinders on your event site

	Do you propose that alcohol will be available at your event?
	( No
	( Yes –  if so, answer below
	( Unknown

	If Yes: 

	>  Alcohol areas:  
	Mark on your preliminary site plan the proposed location of the bar and consumption areas

	>  Describe how alcohol will be 

    available
	

	
	

	
	

	You may be required to apply for permits. Refer to the City’s Events Planning Guide for further information.


	RISK MANAGEMENT:  As part of your event’s Risk Management planning, the following documentation must be provided:

	· A copy of your Public Liability Insurance.
· A signed copy of the City’s Event Indemnity Form.
· A draft Risk Assessment. You can use either the City’s template or use your own format. For more information, please refer to the Event Planning Guide. 

Please note: Depending on the nature of your event, you may be required to present your event planning documentation to the Events Multi Agency Working Group (EMAWG). You will be advised by your Events Officer if this is required.


	Additional information: Is there anything else related to your Event that you would like to advise the Events Unit of?

	

	

	

	

	

	

	

	

	

	

	


	SECTION 5: Finalising your Event Application

	Thank you for completing an Event Application to stage an event in the City of Greater Geelong. 

	Authorisation:

	I have read and completed my Event Application in good faith and have adhered to all the requirements specified by the City of Greater Geelong. All details provided are accurate and true and my event will be organised and managed as I have described unless advised otherwise by the City of Greater Geelong and/or its authorities.

I understand that this Event Application does not constitute event approval.

I also understand that an Events Officer will advise me of the next steps required for my event to gain approval.

	Print your full name
	

	Signature
	

	Date
	

	Once you have filled in the Event Application Form, compiled each of the required checklist items, and completed the above authorisation send your Event Application to: 

· The Event Services Unit

City of Greater Geelong

PO Box 104 GEELONG VIC 3220 

Facsimile: 03 5272 4860

Email: events@geelongcity.vic.gov.au
If you require assistance to complete your Event Application Form, please contact the City’s Events Unit via telephone 03 5272 4254.

We are happy to help!

	Privacy Statement: The personal information on this form is being collected to issue you with a permit to conduct an event(s). Your personal information will be solely used by the City for this purpose or for directly related purposes. Should you wish to access or amend this information, you can contact the City on 03 5272 5272. Failure to provide the requested information may result in the City not being able to process your event application. Depending on the event, some details will be passed onto relevant departments within the City of Greater Geelong as well as other appropriate bodies.


	FORM OF INDEMNITY

	THIS INDEMNITY is given the
	1
	day of
	2
	20
	3

	By 
	4

	(hereinafter called “the Indemnifier”) to The GREATER GEELONG CITY COUNCIL (hereinafter called “THE COUNCIL”).

	WHEREAS the Indemnifier has applied to the Council for authority to use a portion of a road or other public area within the municipal district under the Council’s Streets and Roads Local Law.

	NOW THIS INDENTURE WITNESSETH that in consideration of the Council granting such authority
	5

	the Indemnifier agrees to take out and keep current during the period of authority a public liability insurance policy in a form approved by Council in the name of the indemnifier insuring, for a minimum sum of ten million dollars (or more), the Indemnifier against all actions, costs, claims, charges, expenses and damages whatsoever which may be brought or made or claimed against the Indemnifier arising out of or in relation to the authority granted.

	The public liability insurance policy shall also cover such risks and be subject only to such conditions and exclusions as are approved by the Council and shall extend to cover the Council in respect to claims for personal injury or property damage arising out of the negligence of the Indemnifier.

	The Indemnifier agrees to indemnify and keep indemnified and to hold harmless the Council, it’s servants and agents and each of them from and against all actions, costs, claims, charges, expenses and damages whatsoever which may be brought or made or claimed against them or any of them arising out of or in relation to the authority to use granted by the Council and be directly related to the negligent acts, errors or omission of the Indemnifier. The Indemnifier’s liability to indemnify the Council shall be reduced proportionally to the extent that any act or omission of the Council, its servants or agents, contributed to the loss or liability.

	Please complete one of the following authorisations:

	SIGNED SEALED AND DELIVERED by
	)

	Name
	
	)  Signature
	

	In Victoria in the presence of :
	)

	Witness
	
	)  Signature
	

	OR

	THE COMMON SEAL OF
	
	)

	Was hereunto affixed in
	)

	Accordance with its Articles
	)

	Association in the presence of
	)

	Director
	
	Secretary
	

	

	Key (to complete the Form of Indemnity):

	1  Insert the date of the event (the date the event starts) – for example: ‘1st’ or ‘first’

	2  Insert the month (the month the event is to be held) – for example ‘January’

	3  Insert the year the event will be held – for example ‘2008’

	4  Insert the name of the event organiser  - for example ‘John Citizen’

	5  Insert the name of the event – for example ‘Sea Geelong 2008’

	Private and public primary and secondary schools are exempt and are not required to complete an indemnity form for events they may organise.
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