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APPLICATION FOR PUBLIC EVENT APPROVAL
       Health (Miscellaneous Provisions) Act 1911
Health (Public Buildings) Regulations 1992
Applications must be submitted with all relevant documents no later than 3 months prior to event.

SECTION 1: EVENT DETAILS

Event Address:



 Pack up Date/Time:
 End Date/Time:

Set up Date/Time:
Event Name:



Yes
Permission from land/building owner has been granted in writing?
Start Date/Time:


No


Event Description:



Major
5000+


Large
1000-5000


Medium
100-1000


Small 
1-100


Event Size (tick one)
Expected number of attendees:





Medium, Large and Major Events must be registered with the Department of Health -
Have you registered your event?








No
Yes


Police Officer/Date notified:

	
Toodyay Police notified?

No
Yes

 
Risk Management Plan
1000+ patrons

OR
Risk Register
1-100 patrons


Risk Management:



      SECTION 2: EVENT ORGANISER

Full Name:
















 Mobile Phone: 
Home Phone: 
Email Address: 

					
Organisation Address:

Other




Organisation Name:



Registered Non-Profit/Charity

Organisation Type:


Business 

Community Group



Contact Us
records@toodyay.wa.gov.au
Page 1 of 11
(08) 9574 9300


	No

Yes

Public Liability Insurance attached?


No

Yes
 
      Certificate of
      Incorporation attached?
NOTE: All events require valid Public Liability Insurance (Must be valid for the event dates)
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SECTION 3: EVENT ACTIVITIES & SERVICES

3.1 - ALCOHOL
No – Go to question 3.2.


 Yes
No – Go to question 3.2.


Yes – Alcohol consumption on Shire Land/Property requires CEO Approval. Consent to Consume form must be completed.
 
Will alcohol be consumed? Select type below:


BYO
Served
Sold





Please confirm number of staff and hours of duty:

Security/crowd control services arranged for event?


3.2 - FOOD/BEVERAGE STALLHOLDERS
 
Yes – All events to submit a food stallholder application to Shire. Please refer to guidelines on pages 8 to 11.
No – Go to question 3.3.

Will food/beverages be served or sold at event?



3.3 - RETAIL STALLHOLDERS
No – Go to question 3.4.

Will retail, community group stall holders be at event?

Yes – All events to submit a food stallholder application to Shire. Please refer to guidelines on pages 8 to 11.


NOTE: All events require a food/beverage and retail stallholder application to be completed and sent to Toodyay Shire. With a copy of Public Liability Insurance, food handling certificate, and food safety.
No later than 30 days before event.




3.4 - WATERHow will you be supplying drinking water to patrons?

Taps/dispensers onsite.









3.5 - NOISE

Will there be any music, live performance or PA announcements?

Bottled water will be provided free of charge or for sale (free water for patrons is required where a liquor license is issued)  

Yes – Please list each activity that may cause excessive noise below:

No – Go to question 3.6.



 
Contact Us
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3.6 - ENTERTAINMENT & ACTIVITIES
Yes – Please answer below questions and refer to guidelines on pages 8 to 11.

No – Go to next question.





Bouncy Castle

 

Petting Zoo
Other(s)



Inflatables/slide



Ride/Sideshow







Will there be entertainment? Select type below:



Please attach the listed documents for each amusement/activity.NOTE: Event cannot be approved without the listed documents being provided.

· WorkSafe evidence of plant registration
· Certificate of annual inspection.
· Public Liability Insurance Certificate of Currency (must be valid for event date/s)
No – Go to question 3.7.

Will there be pyrotechnics at the event?

Yes - Please answer the questions below and refer to guidelines on pages 8 to 11.




No
Yes

Has the Fireworks Event Permit Application been completed?




	No
Yes
Has DFES been notified?


3.7 - FIRST AID
How will you be providing First Aid services at the event?
A First Aid Supplier has been booked to attend event.




Qualified First Aiders will be on site for the duration of the event.

Name of Supplier:








3.8 - CAMPING

Is overnight camping planned?



No – Go to question 4.

Name of First Aiders:



Yes – Please answer the following question and refer to guidelines on pages 8 to 11.


NOTE: All camping on Shire land or property requires a formal letter to be sent to the CEO requesting approval of use must be sent to Toodyay Shire. Approval from CEO must be obtained.
in writing prior to the event.



What is the location/address of camping:
Contact Us
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SECTION 4: EVENT INFRASTRUCTURE
4.1 - GENERATORS & ELECTRICAL EQUIPTMENT

No – Go to question 4.2.





 Generators

Electrical Equipment







 Power boards


Other(s) i.e.
Electrical leads





 

Yes – Please answer the following question and refer to guidelines on pages 8 to 11.
Will there be any of the below used?



	Type of Equipment
	Amount
	Details

	
	
	


4.2 - TOILETS
NUMBER OF PERMENENT TOILETS ON SITE BEING USED:How many toilets will be provided at the event? If you have booked a Shire venue, please contact the Community Development team to
confirm number of permanent toilets at the venue.

Female:		 Male:	   Accessible:



NUMBER OF PORTABLE TOILETS ON SITE BEING USED:



Female:	 Male: 	   Accessible:

What arrangements have been made for cleaning and resupply of these facilities through the event?

4.3 - WASTE DISPOSAL




General Waste:	 Recycling:	Skips:How many bins will be provided at the event? Please provide company details below:


Name:

Company Name:
Email:
Drop off date:
Drop off time:
Collection date:
Collection time:


Phone:
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4.4 - TEMPORARY STRUCTURES
No – Go to question 4.5.






 Tents


Staging




Other(s):




[image: ] Temporary Fencing
Marquees/Gazebos


Mar 


Yes – Please provide details below and refer to guidelines on pages 8 to 11.

Will there be any temporary structures?

Note: All structures over 55m2 require Shire Approval[image: ]




	Type of Structure
	Amount
	Details (Size)

	 
	
	




4.5 - PARKING AND TRAFFIC MANAGEMENT
No
Yes - Please attached: Traffic Management Plan & Road Closure Form. Shire Approval required.


Do you require road closures?







 How many parking spaces will be used?

Road Closure Form



Parking Site Plan
Traffic Management Plan


NOTE: Traffic Management Plan and Road Closure Form must be submitted to Toodyay Shire no later than 3 months before event. To ensure approval from the Shire and Police are granted in time for event.
I have attached the following:

 





4.6 - EMERGENCY AND EVACUCATION PLAN
No - My event is smaller than 100 patrons.


Have you provided an Emergency and Evacuation Plan?



Yes - My event is larger than 100 patrons.


4.7 - DISABILITY ACCESS AND INCLUSION
No

Yes


YHas disability access been considered?


What provisions are in place for disability and accessibility?
Contact Us
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SECTION 5 - SITE PLAN

	Mandatory: Your site plan must show the following items:
	Entry and Exit points Emergency Exists



Emergency Evacuation Muster Points Fire Safety Equipment


Parking Areas Water Station(s) Toilets



Rubbish/Recycling/Skip Bins First Aid Services


Fencing - Temporary Permanent
Signage


	Please also add the following areas that are relevant to your event:








	Gazebos/Marquees Tents



Food Vans

Licensed Areas for sale or consumption of alcohol Shades/Domes/Cover areas for patrons


Staging Lighting Towers Seating Area



Amusements/Rides/Sideshow/Interactive Spaces Displays (Machinery/cars/animals etc.


Camping Zone









Contact Us
records@toodyay.wa.gov.au
Page 6 of 11
(08) 9574 9300
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SECTION 6 - CHECKLIST
Please ensure all relevant documents below are attached to this application.
Submit this application no later than 3 months prior to event

Permission of land/building owner has been granted in writing

Risk Register (less than 1000 patron) OR Risk Management (more than 1000 patrons) Events over 500 patrons must be registers with the Department of Health via link below:


https://www.health.wa.gov.au/articles/a_e/events-registration Public Liability Insurance Certificate ($10,00000 minimum) Certificate of Incorporation (If applicable)



Documents for each food/beverage vendor: Stall holder application.


Copies of Food Business Registration Certificate or Temporary Food Permit.

Copy of Public Liability Insurance. Documents for each non-food vendor:


Stall holder application.
Copy of Public Liability Insurance.

All vendor applications must be submitted to the Shire no later than 30 days before event. Documents for each ride/amusement:


WorkSafe evidence of plant registration. Certificate of Annual Inspection.


Copy of Public Liability Insurance: must be valid for event date(s).
Fireworks Event Permit application completed and attached (if applicable) via link below:

https://www.wa.gov.au/government/multi-step-guides/fireworks-and-pyrotechnics-licensing-permits-and-notices/fireworks-event-permit-new

Camping - Formal letter to CEO requesting approval for camping Parking Plan


Traffic Management Plan - Submitted no later than 3 months before event.

Order for Road Closure Form - Submitted no later than 3 months before event. Emergency and Evacuation Plan - Mandatory for event larger than 500 patrons. Site Plan - Mandatory for event approval.



As per Section 1. As per Section 1.
As per Section 1.
As per Section 2. As per Section 2.
As per Section
3.1 & 3.2









As per Section 3.6.




As per Section 3.6.


As per Section 3.8. As per Section 4.5. As per Section 4.5. As per Section 4.5. As per Section 4.6.
As per Section 5.

SECTION 7: DECLARATION
All of the above information within event application is true and correct.
I am aware that an event application fee of $198.00 is payable and non-refundable.
Please follow link below for more information regarding chargeable fees for this event application. https://www.toodyay.wa.gov.au/documents/475/schedule-of-fees-and-charges-20262027 

Full Name:
Signature:
Date:





Contact Us
records@toodyay.wa.gov.au
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EVENT APPLICATION GUIDELINES
COMMUNITY ENGAGEMENT AND NOTIFYING EMERGENCY SERVICES
Events may impact neighbors, businesses, or other events due to using the same area, restricting access, creating additional traffic, or parking requirements or impacting on the amenity of the area. It is important to contact those in the surrounding area as well as the Shire early on to ensure you won't be likely to conflict with another local event, service, property, or sport.
Before advertising an event, you may need to consult with local businesses, homeowners and clubs considering:
· Clashes with fixtures for sports in the relevant sporting season.
· Clashes with other scheduled events.
· Clashes of public parking needs with adjoining venues.
· How neighboring properties can contact you to resolve complaints.
· How noise from your event may affect neighboring properties
You may also need to notify agencies such as the Police, State Emergency Services, Fire Brigade, The Department of Health and St John Ambulance depending on the type of event you are holding.
SIGNAGE AND ADVERTISING
Event advertising and signage need to be erected in a safe manner that does not impact amenity or cause damage to the environment.
Signage requirements include:
· Signs must not pose a threat to public safety or health, obstruct sightlines of vehicles, cyclists or pedestrians and must not obstruct pedestrian movement. This includes placing signs on footpaths, median strips and roundabouts and inflatable or flashing signs that may affect traffic safety.
· Signs must not be nailed, stapled or glued on any natural feature (including a rock or tree), walls, buildings, on a thoroughfare, or on any bridge.
· Signs must not be installed in a way that may damage irrigation or turf within parks and reserves; and Signs must only relate to the event and its activities.

Temporary community service signs should not:
· Be more than 1m tall.
· Have more than 2 faces.
· Be more than 2.5m wide.
· Exceed 2m².
· Be up for more than 30 days prior to the event.
· Remain more than 7 days after the event.
· Be within 500m of another sign for the same event.
· Exceed 7 total signs for the same event.

SECTION 1: RISK MANAGEMENT
Temporary community service signs should:
· Have the name and date of the event.
· Have the location of the event.
· Include any sponsors.
· Have easily readable lettering at least 300mm high.
· Be professionally designed and made.
Risk management is the effective management of potential factors or hazards that may happen before or during your event that could negatively impact on the event, your organisation, and its objectives. In accordance with AS/NZS ISO 31000:2009 a risk register (less than 1000 patrons or a risk management plan (more than 1000 patrons will be required to be submitted with your event application.
SECTION 2: PUBLIC LIABILITY INSURANCE
Public liability insurance to the value of at least $20 million is required for events in the Shire of Toodyay. Other types of insurance may also be relevant to your event, including but not limited to:

· Workers’ Compensation Insurance.
· Public Liability Insurance of any sub-contractor.
· Volunteers’ Insurance.

· Motor Vehicle Insurance.
· Public Liability Insurance contact details of all participants in the event.
· Event Cancellation Insurance.
· 
· Contact Us
records@toodyay.wa.gov.au
Page 8 of 11
(08) 9574 9300
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SECTION 3.1: ALCOHOL
The Shire recommends events aim to be alcohol free. If alcohol is intended to be allowed to be consumed at your event on Shire property, a ‘Consent to Consume Alcohol’ request needs to be completed and submitted.
If alcohol is to be sold at the event the Liquor Licensing Act 1988 requires that an occasional license be obtained for any short-term service of alcohol from the Department of Local Government, Sport and Cultural Industries using their Occasional Liquor License Lodgment Guide.
A liquor license application must be lodged with the Department of Local Government, Sport and Cultural Industries as below.
Number of patrons at the event Lodge no later than

Up to 500 patrons:
Between 501 and 5000 patrols:
Over 5001 patrons:

14 days
60 days
90 days

SECTION 3.2: FOOD/BEVERAGE/RETAIL STALLHOLDERS
Stallholders
Public traders and stallholders need to be registered and have a permit from the Shire to demonstrate they are operating safely in public spaces, aware of council’s policies, and can be contacted if an issue has arisen. Event organisers can apply for a blanket permit that covers traders and stallholders attending the event or have stallholders individually apply.
Food
All events selling or serving food/beverages (including free food to promote the event) need to ensure that all food vendors/suppliers notify the Shire. Food vendors will be asked to provide their Certificate of Registration and food handlers Food Safety Training. It is recommended the event organiser request a copy of each food vendors/suppliers’ public liability certificate for their records as well. No charges or fees apply to non-profits.
Note: All stallholder applications need to be submitted no later than 30 days before event to allow appropriate approval to be given. Fees and charges for stallholders per event are available on our website.
SECTION 3.6: ENTERTAINMENT & ACTIVITIES
In accordance with The Work Health and Safety Act 2020 (WHS Act) and Work Health and Safety (General) Regulations 2022 (WHS General Regulations). All amusements/rides require the below documents attached to event application.
· WorkSafe evidence of plant registration
· Certificate of annual inspection.
· Public Liability Insurance Certificate of Currency (must be valid for event date/s)
Approvals for holding fireworks is done through the Department of Mines, Industry Regulation and Safety using their form for Applying for a Fireworks Event Permit. The Civil Aviation Safety Authority may need to be notified. Information on this can be found on their laser and light show page and their fireworks page.
If your event involves laser/s you must comply with the provision of Australian Standards 2211 “Laser Safety” and must be operated by a licensed Laser Safety Officer. For further information email the Radiation Health Branch via radiation.health@health.wa.gov.au.
SECTION 3.7: FIRST AID
A first aid post is an essential safety requirement for any event. First Aid services for larger events can be booked through a number of organisations, including St John’s Ambulance. It is also essential to ensure that there are unobstructed emergency ambulance access ways to the event area.
The number of first aid personnel and first aid posts required vary with the type of event. As a guide the following can be used:
	Number of patrons (at any one time)
	Qualified First Aiders
	First Aider Posts

	500
	2
	1

	1000
	4
	1

	2000
	6
	1

	5000
	8
	2

	10000
	12
	2
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SECTION 3.8: CAMPING
All camping on Shire property or land requires a formal letter written to the CEO requesting use of area for camping. Approval from the CEO must be obtained before event.
SECTION 4.1: GENERATORS AND ELECTRICAL EQUIPTMENT
Supply
Electrical outlets should only be supplied for tested and RCD protected power supply. Supplies may originate from a supply authority or onsite generators. If onsite generators are proposed, each generator must be connected to its own earth, have associated fire control, and be of a type that is as quiet as reasonably possible.
Leads and testing
The Health (Public Buildings) Regulations 1992 require that a licensed electrical contractor tests electrical leads and portable outlet devices (power boards) and items every six months. A tag to identify the item, date tested and the electrical contractor should be fixed to the tested equipment. New equipment requires a tag to define when it was brought into the service. Leads and electrical distribution boxes should also be out of access from the public and not form a tripping hazard.
Installations
In public buildings an electrical contractor must certify that permanent and temporary electrical installations comply with the Health (Public Buildings) Regulations 1992, by submitting a Form 5, Certificate of Electrical Compliance. It is intended to ensure that an installation from the point of supply to the final distribution outlet is safe. The protection thereafter relies upon the quality of the equipment provided by the end user and the mandatory testing and tagging of all portable electrical equipment, plugs, sockets and leads every twelve months in accordance with AS3760.
SECTION 4.2: TOILETS
Public toilets must be provided with sufficient facilities for the number of people who may attend an event and must be checked and serviced throughout the event.

At least one unisex accessible toilet for use by people with a disability and the elderly should be available at each block of toilets for large events. Care and consideration should be given to the suitable location of accessible facilities. When portable chemical type units or effluent holding tanks are used for events running for longer than six hours, they must also be easily located so that they can be pumped out or removed during the event.

As a rule of thumb 1 toilet for every 300 patrons for outdoor events over 4 hours should be available but there are many variables that impact the number of toilets required for events including:
· Location of event - Public Toilets may not be nearby.
· Peak vs consistent toilet use - More toilets may be required if there is a peak demand (e.g. at intermissions)
· Duration of event - A long event may need less toilets but may require them to be pumped out or replaced if they are temporary toilets.
· Location of the toilets - If there are no toilets within a few hundred meters another toilet block may be needed.
· Food - If there is food, as many as 1 toilet per 150 people may be needed.
· Alcohol - If there is alcohol, as many as 1 toilet per 100 people may be needed.

SECTION 4.3: WASTE DISPOSAL
It is the responsibility of the Event Organiser to ensure that all waste generated by the event is controlled throughout the event and cleaned up and disposed of correctly at the end of the event.
As a rule of thumb 1L of bin space per person per 3 hours where food or drink is served. An extra 10L per vendor is recommended where a skip bin isn't supplied.
The Shire has a number of community bins available for events and the local PNC and Containers for Change should be contacted for container recycling. (Container bins should be very well labelled and placed as they are very likely to be filled with food scraps).
It is best to discuss the number of bins recommended with the Environmental Health Officer or Avon Waste or another supplier during the development of the event.

Contact Us
(08) 9574 9300
records@toodyay.wa.gov.au
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SECTION 4.4: TEMPORARY STRUCTURES
All temporary structures (including marquees over 50m², stages, structures over 1m, screens, and amusements) must be erected, installed and utilised in accordance with the manufacturer’s instructions and the event organiser must have engineering documents and copies of the installer’s instructions or certification on record. Approval from the Shire must be obtained before event.
SECTION 4.5: PARKING AND TRAFFIC MANAGEMENT
Detailed information on traffic management for events can be found on Main Roads Website under Traffic Management for Events Code of Practice.
https://www.mainroads.wa.gov.au/globalassets/technical-commercial/working-on-roads/traffic-management/traffic-management-for-events-code-of-practice.pdf
It is important to consider the following when it comes to traffic management:
· Is sufficient parking available at the venue and do the patrons know where it is?
· If not, is there additional parking available nearby, that will be satisfactory?
· Will road closure be required?
If your event has the potential to affect traffic (vehicle or pedestrian) on a road or within a road reserve, the submission of a Traffic Management Plan (TMP) will be required for review and approval by the Shire. If a road closure is required, application must be made to the Shire at least 8 weeks prior to the event to give sufficient time for processing and community/stakeholder notification by the event organiser.
TMPs must be prepared by persons with current Main Roads WA accreditation and will require review and approval by the Shire before a road closure and event application can be considered.
SECTION 4.6: EMERGENCY AND EVACUATION PLAN
It is recommended for you prepare and submit an emergency evacuation diagram and/or emergency management plan in accordance with the Health (Public Buildings) Regulations 1992. All staff and security personnel must be briefed on evacuation procedures prior to the event, and the evacuation plan should be displayed in key staff areas. If the event is held in a Public Building, then the emergency evacuation plan should be reviewed before the event and staff and organisers made aware of it.
The Shire will require events over 500 attendees to have an emergency evacuation plan submitted with or as part of their site plan.
SECTION 4.7: DISABILITY ACCESS AND INCLUSION
To ensure disability access and inclusion is available at all events. This includes:
· Providing disabled/accessible toilets.
· Providing appropriate access into and throughout event.
· Providing disabled/accessible parking.Contact Us
(08) 9574 9300
records@toodyay.wa.gov.au
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