EVENTS INFORMATION KIT
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Introduction

The City of Charles Sturt Events Information Kit has been prepared to assist organisations,
individuals and community groupsin planningeventsin the City of Charles Sturt.

The Kit touches on key aspects of the event planning process, notingimportant factors that
are sometimes overlooked and assist you with Council’s requirements and procedures.

The City of Charles Sturtis situated in the western suburbs of Adelaide and boasts 11.5kms
of coastline, approximately 300 parks and reserves, numerous buildings including halls,
community centres and major sporting and entertainment venues. The City is fast becoming
popularforstagingeventsandisa strongtourist attraction.

Thiskitisonlya guide to provide a reference;itis by no means a definitive resource as each
event hasits own specificrequirements with varying needs.

Planning

The success of an eventdepends on good planning, starting well before the date of the
event.

An eventmanagershould be identified and asmall working party established to ensure that
key tasks are assigned and deadlines are setand achieved. Atasklistshouldbe created (see
attached template). Itis important to identify tasks that will require approval and ensure
that approvals are sought well in advance.

Itiscritical to develop abudget, program and ensure there is effective communication with
eventstaff, key stakeholders and logistical requirements are adhered to.

Successful eventsinvolve
e Advance planning
e Attentionto detail
e A contingency planto manage unforeseen circumstances

Purpose

Itisimportantto determineif aneventisthe bestresponsetoanidentified need. Things
that need to be considered include:

e Rationaleforthe event

e Stakeholders

Objectives
e Risks

Time frames
e Costs

Ifitis decided thataneventisrequired, itisimportantto define the purpose, objectives and
outcomes of the eventand to identify the person whois ultimately responsible for the event
and eventteam. Identify the targetaudience, scope out what size and type of event will best
reach thisaudience.



Risk Management

There are risks associated with any event. We have clearlegal and moral responsibilitiesin
relation to managing events, specifically in our duty of care for paid and unpaid staff and
health and safetyissuesforthose who attend.

Careful planning will minimiserisk butitis also necessary to considerstrategiesif something
goeswrong. The mostuseful method of risk planningisto develop acomprehensive ‘Risk
ManagementPlan’ (see attached risk assessment).

Venues

An eventcanbe heldinatemporary or fixed venue, can be held indoors or outdoors and
may occur regularly as a one-off oran ongoing basis.

Itisimportantto ensure thatthe capacity of the venue is suitable forthe numberof people
likely to attend the event.

The venue should reflect the nature of the event. Some things to considerare the hire costs,
the image and atmosphere, whetherthe venue provides catering or has preferred supplier
arrangements, noise restrictions and disability access.

Outside Events

Our open spaces provide awide range of activities for everyone to enjoy with plenty of
thingsto doand local placesto visit. Our objectives are to manage the provision of event
facilities and encourage events and festivals, while ensuring the safety of all stakeholders
and maintaining the general amenity of our publicspaces.

If the eventisto be held outside,you will need to develop a hot weather/wet weather/ wind
contingency plan. Check the location has shade orshelter, amenities and disabilityaccess.

If the eventisona Council Reserve contact council.

Applying to Council

If you intend to use a Council Reserve orfacility to stage youreventyou should;

e Contact Council’s Administration Officer—External Events on 8408 1127 to discuss
your proposal and determine availability of the venue

e Place atentative bookingforthe venue youintendto use

e Complete andsubmitan Application for Event Permit—Parks, Gardens and
Reserves, a minimum of 3months before your event.
All application forms are available from council’s website
www.charlessturt.sa.gov.au

e Ifrequired, Council’s Administration Officer—External Events will liaise with you
duringthe application process regarding any additional requirements or permits

e Upon approval you will receive written confirmation from Council regarding your
event


http://www.charlessturt.sa.gov.au/

Completed applications can be returned to Council’s viathe following:

Email: council@charlessturt.sa.gov.au
Fax: 8408 1122
Post: POBOX1,

WOODVILLE SA 5011

Cancellation of Event

Notification of your cancelled event must be received by the Administration Officer—
External Events nolaterthan 14 days prior to the scheduled event start date. If an eventis
cancelledlessthan 14 days prior to the approved and scheduled date, any hire fees already
paid may be forfeited.

Non Approval of Event
Council hasthe right to refuse the hire of any Council reserve orforeshore areaatits
discretion. Such circumstances mayinclude, but not be limited to:
e inadequateinformation orleadtime to assessthe application
e Undesirable impactson and likely inconvenience to the general public, local
residents and businesses
e Concernsfrom Council’s Event Coordinators that the applicant/Event organiser does
not have the resources and necessary experience to suitably manage the activity
e Unpredictable and/orcontroversial aspects of a proposed event
o Conflictswith otherevents already approved forthe area

Insurances

The organisingbody of an eventbeing held on Council land must hold a publicliability
insurance policy to the value of at least $20 million ($20,000,000) coverage or higherforthe
date of the event. Acopy of the Certificate of Currency inthe name of the organisationand
valid forthe time of the event must be provided to Council as part of the application. Thisis
an industry minimum standard based onthe level of risk foran average event.

All groups (third parties) participatingin the event must be covered by their own Public
Liability Insurance eg: entertainers, amusements, caterers, volunteer groups, staging
technicians, etc.

Othersuggested policies are Personal Accidentand Inclement Weather Insurance. To
determine the mostappropriateinsurance foryour event, consult yourinsurance provider.

To determine the most appropriate coverforyourevent, please consultyourinsurer.

Not for Profit / Community Groups

To support not for profit groups in the community, Local Government has taken an
active role indevelopingaspecialistinsurance scheme in South Australiathat meets
the real needs of community groups.



A new council supported scheme, Local Community Insurance Services (LCIS), has
been developed by Local Government Risk Services following over 15years experience
with the community and not for profit sectors.

LCIS provides an extensiverange of insurance products tailored to community and not
for profit groupsincluding;

o PublicLiability Insurance

e Associations Liability Insurance

e Personal Accident (Volunteer) Insurance
e Business Package Insurance

LCIS can cover Community and Not for Profit groups who;
e Provide servicestothe broader community

e Have annual turnover/funding less than S5million

e Do not distribute profits toits members

e Comprised mainly of volunteers

e Provide apublicbenefit orserve a charitable purpose

Referto “Useful Contacts” section fordetails—section 5.

Occupational Health & Safety/Public Safety

There are numerous Occupational Health and Safety laws that apply to the conduct of
eventsin South Australia. Council requiresthat eventorganisers adhere to all occupational
health and safety procedures throughout the duration of the event—from bump-into
bump-out.

Whilstthe OHS & W Act places a duty of care on event management staff to protect
themselves, theirstaff orvisitors, it needs to be understood thatif aclient or visitoris
injured and requestaclaim for compensation, this becomes a publicliability claim.

Event Organisers must considerall relevant Occupational Health and Safety aspect
for theireventincluding:

SafeWork SA Requirements (please referto useful contacts section 5)
Registration and Engineering certificates for Amusements/Jumping Castles as per
requirementfrom SafeWork SA

Ensure all equipment used atany events have undergonesafety checks
Tradespeople/contractors used are licensed

Responsible control of liquorserving, including appropriateliquor licences in place
Crowd safety provision (i.e. security officers)

Safe food handling practices arein place

Electricity

Incorporate OH&S and publicsafety practicesinto all event management
documentation and risk management planning

Contact SafeWork SAif you are unsure of or require advice about your OH&S
obligations



Fire Safety

Fire preventionis essential atany event. Event organisers must ensuresuitable fire
extinguishers are provided in appropriateareas, such as around electrical equipmentand
(especially) caterers. Itisalsoimportantto ensure the correct type of extinguisheris
provided fordifferentapplications (i.e. CO2, chemical, water). All event staff should be
trainedinthe use of fire extinguishers.

Itisalso imperativethatflammable materials are kept well away forignition sources. Inthe
case of afire, ensure eventsite layoutincludes ampleroom and access pointsforemergency
services.

Itisrecommended thatthe Event Organiser contacts the Metropolitan Fire Services for
advice onfire safety at events, and that all staff and volunteers are briefed on general fire
safety principles.

First Aid

The nature of your eventand anticipated crowd numbers will determine if qualified First Aid
Staff or Volunteers should be present atyourevent. First Aid posts should be clearly
identifiable so that the publiccan easily find them.

4 Critical things to consider before booking your event’s First Aid and Medical Provider.
With more and more companies and organisations now providing medical and firstaid at
eventsit’'stime forpromoters and managersto really investigate whois protecting their
event’s patronsandreputations! Isyourevent at risk?

Will they turn up?

Will the first aiders sign a contract to guarantee attendance?

Thisis a very basicthing but there have beentimesthat Firstaid and medical
volunteers have notturned up and the event has been left with little or no medical
firstaid.

Are their staff trained?
Are theirstaff real? Demand to see staff qualifications. Are they experienced

Paramedics, Nurses and Medics? Will some of their medical staff be underage
children?

Are theyequipped?

Are items like HeartStart AEDs and cardiac Defibrillators, Oxygen Resuscitators and
emergency drugs standard for all events they cover or optional extras? Are they
licensedto carry emergency medications?

Are theyinsured?

Checkthe companiesinsurance (requestto see theircovernote) are theyinsured as
firstaid/Emergency medical providers orasa “nursing association/agency” Then ask
are you hiring nurse assistants or Paramedics / Medics?



Accessibility

Event Organisers have alegal responsibility under State and Federal laws to avoid
discrimination and when barriers exist, to remove them. The Federal Disability
discrimination Act 1992 (DDA) aims to ensure that people with disabilities are not treated
lessfavourably than peoplewho do not have a disability Eventorganisers should think
aboutaccessibility in the early event planning stage to ensure these obligations are met.

We suggesttoinvolve people with disabilities when planning your eventand contacting local
groups or voluntary organisations forinformation and advice.

Food Safety

All food businesses* wishing to sell food at temporary events must notify Council of their
operations atleast 14 days prior to the event.

If food and/or beverages are beingsold atan event, the Event Co-ordinatoris responsible
for completingand submitting a 'Food Notification Form for Event Co-ordinators' that details
the business name and contactinformation foreach food stall holderattending the event.

Once thisform has beenreceived aFood Safety Information Kit will be provided to the Event
Co-ordinator. The Kitdetails important food safety and hygiene requirements and also
contains a copy of a 'Food Event Notification Form'. Event co-ordinators should ensure a
copy of the 'Food Event Notification formis made available to all food stall holders forthem
to submitto Council. Itis a requirement thatall food stall holders complete and submita
'Food Event Notification form'.

Everyoneinvolvedinhandlingfoodisresponsiblefor complying with the requirements of
the Food Act and the National Food Safety Standards. It may be necessary for Event Co-
ordinators to provide some facilities to food stall holdersin orderforthemto meetthese
requirements.

If the eventis beingheld onare-occurring basis (i.e. quarterly), the Event Co-ordinator must
submita form for each event. However, food stall holders regularly attending re-occurring
eventsare onlyrequiredtore-submita'Food Event Notification form'if any of their contact
details change.

Please be aware failure to submit a notification form by the required timeframe may result
inan expiration of $300 for a natural person or $1,500 for a body corporate beingissued.

*Food business - any business, enterprise or activity that involves the handling of the sale of
foodin a commercial, charitable or community nature, regardless of whether itinvolves the
handling orsale of food on one occasion only.

Smoke Free

Have you considered making your event smoke-free? The health effects of second hand
smoke are well known, so what better way to protect the health of your patrons than by
restricting smokingatyourevent!



Council can provide smoke-free signs as part of your bond fee to use during your event.
Formal applications can also be made by Council to the State Governmentto have your
eventformally declared as asmoke free event, which legally restricts smoking at your event.

In orderto have youreventformally declared as smoke-free you will need to contact Council
12 weeks priortothe date of your event, forevents of 3 days or less; or 6 months priorto
the date of your event, foreventlongerthan 3 days. Please contact Council forfurther
information.

Temporary Occupation of Council Land

If fencing, cones, barriers, portabletoilets etc, are goingto be a part of yourevent, an
Application for Permit—Occupation of Council Land is required to be submitted to Council.

When youreturn thisapplication form and pay any associated fees, the following
information must be included:

e Asite planshowingthe layout

e Eventdetailsincludingthe date and duration of time that council land will be
occupied

e Nature of activity requiring the occupation of Council land
e Specificdetails of whatisto occur

e A copy of yourPublicLiability Insurance Certificate for twenty million dollars
($20,000,000.00) inthe name of the organisation and valid forthe time of the event.

(Referto the Application for permit)

SKIP BINS/SHIPPING CONTAINERS

If you require askip bin or shipping containerto be placed on Council land as part of your
eventforthe removal of rubbish etc, an Application for Permit—Skip Bin/Shipping Container
on Council Land must be completed and submitted to Council and any associated fees paid.

The followinginformation mustalso be included with yourapplication;

e Asite planshowingthe layout

e Eventdetailsincludingthe date and duration of time that council land will be
occupied

e Nature of activity requiring the Skip Bin/Shipping Container on Council land
Specificdetails of whatis to occur

e A copy of yourPublicLiability Insurance Certificate fortwenty million dollars
($20,000,000.00) inthe name of the organisation and valid forthe time of the event.

(Referto the Application for permit— Skip bins / shipping containers)

Site Plans

Where requested, asite plan must be submitted to Council atleast 4 weeks before your
event. Thisplanshouldoutline everythingthatistakingplace atyour eventincluding;



e Allentry/exit pointsforyourevent

e Accessand egressroutesforemergency services
e Locationof permanent publicamenities

e Foodstalls/amusement/ activities etc

e Lost children/property

e Marquees—eg Registration, food, seating etc

e FirstAidstand

e Stage/slocations

e Liquoroutlets/consumption areas

e Location of temporary/ portable publicamenities
e Security controls/placement etc

e Parking

Alcohol — Dry Area Exemptions Dry Zones

Ifyou intendtosell orsupply alcohol atyour eventthen you may be required to obtaina
liquorlicence fromthe Liquor Licensing Commission.

The consumption of alcohol is prohibited in designated Dry Areas, howeverin certain
circumstances council may supportan application foraTemporary Liquor License. Please
contact Council inthe firstinstance.

A limited licence may only be granted foraspecial occasion, ora series of special occasions.

For furtherinformation please contact the Office of the Liquor and Gambling Commissioner;

Consumerand Business Services Phone: 8226 8410
Chesters House, Fax: 8226 8512
91-97 Grenfell Street Web: www.olgc.sa.gov.au
ADELAIDE SA 5000 Email: olgc@agd.sa.gov.au

If the Office of the Liquorand Gambling Commissioner requests aletter of supportfrom
Council, you must forward a written request to Council with the following details:

e Name of your organisation

e Date & location of yourevent

e Time periodforsale of liquor

e Detailsof Dry Area (if applicable)
Estimated numberof attendees

e Eventdescription

e Detailsof security presentatevent

e Site planhighlighting the area where the licence is required

e Publicliability details

e Numberoftoiletstobe provided

e Type of entertainment

The request must be sent to Council’s Administration Officer—External Events. Referto
“Contacts and Notifications” section for details.
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Security

The nature of your eventand anticipated crowd numbers will determine if security is
required. The responsibilities of security staff willinclude crowd management, asset
protection, managinglost children and handling confiscated items.

Structures, Entertainment and Amusements

Structures

Events mayinvolve structures such as seating stalls, staging, large marquees, amusements
etc. Itistheresponsibilityof the Event Organiserto ensure thatall structures,
entertainmentand amusements meet legislativerequirements.

If structures are a component of an event, the Event Organiseris required to submitan
Development Application to Council, at least 12 weeks before the event.

In regards to loading, details and plans from a Structural Engineerare required priorto the
structure beingerected and, on completion of the structure the Structural Engineer must
provide a Certificate certifyingthe structure.

If a Development Officer determines that development approval is not required, the Event
Organiserisrequiredto provide Council with the following within the specified time frames:

o Priorto occupancy, certification from a practicing structural engineer confirming
that the design of the temporary structure is structurally safe (underthe
requirements of Part B1 of the Building Code of Australia). This Certification must
be submitted to Council one month priorto the event.

o A site planshowingthe location of temporary structures (including marquees). This
must be submitted to Council one month priorto the event.
o A certificate to be submitted to Council by a qualified installer that the temporary

structure has been erected in accordance with the submitted details afterthe
structure has been erected.

Please note, inregard to marquees, certificationis only required for marquees over 50
square metresinsize.

Amusements

If you intend to have any amusement structures atyour eventincluding jumping castles,
merry-go rounds etc, you must ensure thatthe amusement operatorisregistered with
SafeWork SA and has Public Liability Insurance for twenty million dollars ($20,000,000.00) in
the name of the organisation and valid forthe time of the event. Copies of this
documentation andthe Engineering report must be provided to Council as part of the
application.

Please note that these structures must be registered in South Australiaasinterstate
registrations are not acceptable.
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Animals
Approval must be sought from Council regarding any animals at your event.

If you have organised foranimal rides (ponies, camels, etc) foryour event, evidence of Public
Liability Insurance fortwenty million dollars ($20,000,000.00) in the name of the
organisation and valid for the time of the event must be provided to Council.

All animals mustbe keptina pen, with appropriate flooringto protectlawn areas and all
waste must be removed priorto the site being vacated.

Toilets

Event organisers are responsible forensuring toilet, hand washingfacilities and any ablution
blocks are adequate in number, conveniently located and suitable forthe event. Itisalso
imperative that Disabled toilets are provided at an event.

Toilet facilities must:

e havethe necessary provisions forthe collection, treatmentand disposal or sewerage
and wastewater

e beoperatedand maintainedinacleanand tidy mannersothat insanitary conditions
do notoccur

e bewaterflushand have hand basins connected to a cold water supply and provided
with soap or hand sanitiser

e beplacedappropriatelyand notaround food serving orfood preparation areas

Portable toilets must be provided when existing toilet facilities are inadequate.

Calculatingthe number of toilets required foran eventis a matterfor conjecture and

there is no uniform Australian Standard. Where local laws or regulations do exist these must
be applied. Better management of events can be achieved by providing additional facilities.
Assume 50/50 male/femalesplit unless otherwise advised. The following tables should only
be taken as a guide.

Toilet facilities for events where alcohol is not available

Patrons Males Females

wcC Urinals Hand Basins wcC Hand Basins
<500 1 2 2 6 2
<1000 2 4 4 9 4
<2000 4 8 6 12 6
<3000 6 15 10 18 10
<5000 8 25 17 30 17
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Toilet facilities for events where alcohol is available

Patrons Males Females

wcC Urinals Hand Basins wcC Hand Basins
<500 3 8 2 13 2
<1000 5 10 4 16 4
<2000 9 15 7 18 7
<3000 10 20 14 22 14
<5000 12 30 20 40 20

The above figures may be reduced for shorter duration events as follows:

Duration of event Quantity required

8 hrs plus 100%
6-8 hrs 80%
4-6 hrs 75%
Less than 4 hrs 70%

What you needtodo?

e Details, includingthe number of toilets availableand theirlocation, mustbe
forwarded to Council within 28 working days of yourevent.

e Toiletsmustbeinline with the requirements of the Publicand Environmental Health
Act, Hygiene and Sanitation and any Liquor Licensing requirements.

Transport

To alleviate the demand on car parking, event organisers should investigate and promote
alternatives, such as publictransport, cycling and shuttle buses. Itisrecommendedthatthe
Event Organiser contactthe Office of PublicTransportto requestadditional services or
largerbusesto cope with the additional demand. Thisisa legal requirementforany events
that over 5,000 participants are expected toattend. More information can be foundinthe
“Special EventKit—Planning of Public Transport Services” which is also available on our
website.

If you are intendingto promote cycling consideration should be given to cycling routes to
the eventanda bike racks and lockup areashould be provided.

Road Closures

If you eventrequires any road closures thatimpact on any road or publictransport you are
required toinform Council aminimum of 12 weeks priortothe event. Council’s Traffic
Management Officeris responsible foractioning/approving road closures.
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STATIONARY ROAD CLOSURE:

The Event Organiser must complete /provide the followinginformation:

o A TrafficManagementPlan, completed by aregistered organisation
e A coveringletterinforming of the followinginformation:

- The date of the event

- Time of the event

- Confirmation of commencement and end times of temporary road closures (this

may differfrom the actual eventtimes)

- Location

- Details of anyinfrastructure on the roads

- Whetherthereisamplification forthe event

- Security Provisions

- LiquorLicense Details

e Provide acopy of current publicliabilityinsurance noting the City Of Charles Sturt as
an interested party, to the value of twenty million ($20,000,000.00) dollars.

o Avreportwill be submittedto Council seeking approval of the Temporary Road
Closure

e Ifapproved, youare requiredto place anadvertin the Local Messengerand The
Advertiseraminimum of 14 days prior tothe eventto allow for consultation to take
place. The advertisement mustinclude the name, date and location of the event,
and the name and contact number of the organiser. Road closure locations, opening
and closingtimes, impacton publictransport routes and suggested alternative
arrangements forvehicle access and parking mustalso be included.

e Council mustbe provided with written proof of public consultation with all residents
and /or business operators who may be affected by the temporary road closure.
Thismay be in the form of a notice identifying the consulted person/s, property
address, name and signature of approval.

e Aletterinformingbusiness operators/residents within a 1km radius from the event
location of the event may be required to be senta minimum 14 days priorto the
event

e Paymentofall feesassociated with yourroad closure; including application fees,
road closure notices, public consultation, labour, equipment etc.

The Event Organiserisresponsibleforthe safety of event participants atall times. Council
will notacceptliability forany personal injury, loss or damage that may occur to participants
or otherthird parties or their property as a result of the staging of the event.

If your eventrequires “multi-Council” closures (ie involves the City of Charles Sturt, Port
Adelaide Enfield, West Torrens etc), itis the Event Organiser’s responsibility to liaise with all
Councilsinvolved. Insome instances, wherethe City of Charles Sturtisinvolved, staff will
assistwhere possible to ensure a coordinated approach.

Temporary Parking Controls (TPC)

Temporary Parking controls are used to prohibit, restrictorsetaside a section of parking to
assistwith special events. Temporary controls may impact on trafficsafety and traffic
managementin which case Council’s Traffic Management Officer will need to be consulted.
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Some temporary controls may require issuing of a permit specificto whatis required forthe
event.

If you require Temporary Parking Zones orrestrictions, Council requires aminimum of 4
weeks notice.

The followinginformation should be provided in yourrequest:

Location
e Type of Control requested
e Duration of temporary parking control
e Explanation of the control; reason behind you needingitetc
e A TemporaryParking Control plan, to be developed by aregistered organisation
e Installationinstructions

No advertising, public consultation or Council reports are required for Temporary Parking
Controls, howeverthere may be associated costs if Council provides bunting, cones, mesh
etc. for the implementation of the parking control. This permit may be subjecttofeesand
chargesas set outin the City of Charles Sturt Fees and Charges Register.

There isno needto notify Emergency Services or Office of Public Transport, unless the TPC
imposeson a busor taxi zone — appropriate Council staff will then notify the Public
Transport Board.

All authorisations and permits must be on display oravailablefor checking on the day if
requested by a Compliance Officer.

Temporary Parking Controls may be deniedifitis believed thatthere is sufficient parkingin
the area orifitisbelievedthatthe Temporary Parking Controls willimpact on surrounding
residents, visitors or businessesinthe area.

Vehicle Access

Vehicle Access to Council Reserves / Foreshore

As a general rule Council does notencourage car parkingonreserves. However, Council may
issue vehicleaccess toreserve permitsforloading & unloading purposes only. If council has
approved parking on a reserve, Traffic Marshals must coordinate parkingand ensure
appropriate equipmentisinused eg: light reflecting vests etc.

If a vehicle access toa reserveisrequired, an Application for Permit—Vehicle Accessto
Council Reserve, must be completed and submitted to Council’s Compliance Sectiona
minimum of 10 working days priorto your eventalong with any relevant documentation.

If you require alarge numberof vehicles to access or park on a reserve eg; more than 10
cars, please discuss this with the Permits Officer at Council as permission will be required
from Council or the relevant manager.

This permitissubjectto fees and chargesas setout in the City of Charles Sturt Fees and

Charges Register.
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Noise Control

Event Organisers need to considerthe amenity of the surrounding area when organising
eventsinreservesand openspaces. Managing noise levelsisanimportant part of the City
of Charles Sturt’s commitmentto providingaliveable, supportive environment forall.

Any sound amplification orsound/equipment at youreventshould not exceed 72 decibels.

Event Organisers may need to apply for an exemption fromthe provisions of the
Environment Protection (Industrial Noise) Policy, directly from the Environment Protection
Agency. Three tofour weeks notice should be allowed forthe application to be processed
(advertising for publicconsultationisalsoincluded in thistime). Information required for
the applicationincludesthe location, time, duration and sound equipment at the event.

For concerts that finish before midnightitis notexpected that noise exemptions fromthe
Environmental Protection Agency are required. Howeveritis recommendedthat the Event
Organiserliaise with the EPA to ensure any requirements are met and guidelines followed.

Environment Protection Authority
Level 5,77 Grenfell Street (SA Water House)
Adelaide SA 5000

GPO Box 2607
Adelaide SA 5001

General enquiries

Telephone: (618) 8204 2000

Free call: 1800 623 445 (South Australianon-metropolitan callers only)
Fax: (61 8) 8204 2020

Vendors

If you intend to organise vendors to be a part of yourevent, eg Coke van, ice-creamvan,
donutvan etc, you are required to have the personin control of the van complete an
Application for Permit—Mobile Vendingand provide any required documentation.

This permitissubjectto feesand chargesas set out inthe City of Charles Sturt Fees and
ChargesRegister.

Please note that Permit Officers or Environmental Health Officers may liaise with vendors as
part of the event.
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Community Consultation

Depending onyoureventyou may be required to advise the community of your upcoming
event. Thisrequiresaletterboxdrop toresidents and businesses within 1km radius of your
eventatleastone week priorto yourevent.

The letter mustinclude:

e Thename anddate of the event

e Theeventpurpose

e Number of participants oranticipated audience numbers
e Anydisruptionstoresidentsand businesses

e Road closures

e Contact name and number.

A copy of this lettershould be sentto the Administration Officer - Events Officer forapproval
- 2 weeks prior to -

an event. Staff can help youidentify the areasand streetstobe includedinyour

distribution.

Banners & Signage

Port Road Banners

If you would like to promote your community event by using one of the Port Road Banner
frames, you will need to complete aPort Road Community Bannerapplication.

Port Road banners are available for promotional use by community groups and non-profit
organisationsinthe City of Charles Sturt.

Specificconditions regarding the banners are outlined on the application form. Fees relating
to the use of banners on Port Road are outlinedin the City of Charles Sturt Fees and Charges
Register.

Signage & Banners on Private or Public Property

If you intend on placing signage on Private property approval is required from the property
ownerand a discussion must be undertaken with appropriate Council staff to ensure that
the signage fallsinline with the Local Government Act. Please note thatsignage may be
removed by staffifitis believed thatitdoes notfallinline with relevantlegislation, by-laws
and policy of Council.

If the signage isto be placed on PublicProperty, reserves, footpaths etc, approval is required

fromthe City of Charles Sturtand an Applicationfor Permit—Temporary Advertising Signage
willneedto be completed and all associated fees paid.
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If you would like signage placed on electricity or light poles throughout the City of Charles
Sturt, approval must be obtained from ETSA Utilities priorto a request to the City of Charles
Sturt (Council willstillbe required to give permission).

Developmentapproval is notrequired fortemporary signs announcingalocal eventofa
religious, educational, cultural, political, social orrecreational character, but they must meet
the following conditions:

e Thetotal advertisementarea of all signs of this kind on one building orsite is not
more than 2m’.

e Thesignisdisplayedforaperiod notexceedingone month priortothe eventand
for one week afterthe conclusion of the event.

e Thesign:
- doesnot move
- doesnotflash
- doesnotreflectlight
-isnot internallyilluminated

Please referto the Development Information Sheet—Signage for furtherinformation or
contact the Planningand Development Team on 8408 1111.

Roving Sales

If you intend to have roving sales at your event, you will be required to obtain a permit. Any
person selling constitutes astall and will require approval. One of the following permits will
needto be submitted depending on the activity;

e ApplicationforPermit—On StreetActivities
e Application for Permit—Mobile Vending

Please discuss your proposal with Permit and Licensing Coordinatoron 8408 1111. The
requirements of these permits may vary.

Active Shooter Guidelines

The Australia-NewZealand Counter-Terrorism Committeelaunched aset of guidelines for
Governmentand business to help protect Australians from firearm attacks in places of mass
gathering.

The Guidelines outline the threat that the active shooterincidents pose to places of mass
gathering. It also providesinitial action advice forowner/operators of places of mass
gathering, and individuals who may find themselves caughtin the unlikely situation of an
active shooterincident.

For more information, including a copy of the Active Shooter Guidelines for Places of Mass
Gatheringvisitwww.nationalsecurity.gov.au
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Fireworks and Fire

Fireworks

The release of fireworks in South Australiamust be done under permitand can only be
carried out by licensed pyrotechnics.

The Departmentfor Administrative and Information Servicesis responsibleforthe issuing of
fireworks permits.

Please contact Council inthe firstinstance forapproval. Any requests to release fireworks on
Council land need to be made inwriting by a licensed pyrotechnical andinclude details such
as the dates, times and location of the event at least 7 days priorto the event. Proof of
adequate community consultation willalso be required.

If your eventrequiresthe use of fireworks on State Government or private property, you will
needtoseekapproval fromthe property ownerand apply fora permitfromthe Department
for Administrativeand Information Services.

The Event Organiserisalsorequiredto contact the Metropolitan Fire Services (MFS) directly
to advise of the activity requiring fireworks.

Fire

For any eventusingfire displays such as drums, fire sculptures etc, the Event Organiser must
contact the MFS directly fortheiradvice and permission. Asa minimum the MFS will require
the provision of fire extinguishers (matching the hazardous substances), along with trained
personsto prevent hazards and operate extinguishers if necessary.

Music or Films at Your Event

If you decide that youreventwill incorporate entertainment such as musicor film, you will
be requiredto organise a license from APRA (Australasian Performing Right Association).

Music and films are protected by copyright law and a license is required for any public
performance.

For more information on copyrightlaw, visit the Australian Copyright Council website at
www.copyright.org.au

Power

Council hasrecentlyinstalled powersupply toseveral of its popularreserves. Access to
power may be arranged through your application request. Allelectrical fittings and
equipment are to comply with Council regulations.

Electrical equipment used at events must be tagged and tested. If the equipmentis not

tagged, notin approved cable covers, oris foundto be faulty by a Council representative,
Council reservesthe righttorequestthatthe item be disconnected orremoved until the
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hazard has beenrectified orthe eventwillbe shutdown. All electrical equipment must
comply with the Work Safe Code of Practice.

Amusementride and stall operators should use theirown generators or battery power.
Power cablesandleads should be safelyinstalled, and away from hazards of pedestrian
movement, tree canopies and watersources.

Cleaning & Waste Management

At the conclusion of youreventitisyour responsibility to ensure the reserve or parkisleftin
a cleanand tidy state and that all displays, promotional material and excess rubbishiis
removed. Binsare located on most reserves, howeveradditional bins can be organised ata
cost through Council Administration Officer—External Events.

If the City of Charles Sturtis required to undertake any additional cleaning or removal of
rubbish or other materials, part of your bond monies may be withheld.

Water Activities

West Lakes Lake

If you require the use of West Lakes Lake foryour event, you are required to complete the
following forms and associated documentation; Application for Permit—AquaticActivities
and Application - West Lakes Reservation. In conjunction with this permit abooking must be
placed forthe Lake through the Permit Officer.

Any activity happening on West Lakes Lake must comply with the Harbours and
Navigations Act 1996. Clarification regarding lake activity can be sought from the

Transport Services Division.

All activities on West Lakes are subject to Water Quality testingand if the conditions are not
safe thenthe activity must be cancelled.

Foreshore & Ocean (Semaphore Park, Grange, Tennyson, Henley Beach, West
Beach)

If your eventrequiresthe use of any of the foreshore, you are required to submitan
Application for Event Permit—Parks, Gardens and Reserves.

Information contained on the application form should include;
e Thedate, time and location of the event

e Specificeventdetailsincluding activities taking place, the reason forthe event,
security provisions, food and beverage stalls etc
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The City of Charles Sturt Council does not have responsibility of the wateralongthe coast.
Council’sjurisdiction overthe foreshoreends wherethe low waters edge meets the sand
(this will vary depending onahigh or lowtide).

Any activity happening on the water needs to comply with the Harbours and Navigations Act
1996. Itisup tothe Event Organiserto contact the Department Planning, Transportand

Infrastructure (DPTI) —Coasts and Marine directly and to let us know the outcome. An event
cannot be approved without this assurance.
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