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	1. Event Organiser details

	Responsible organisation (legal name):

	Event Organiser's name:

	Contact phone (mobile):
	Contact phone (business):   

	Email:
	Website:

	☐ ABN / ☐ ACNC / ☐ Incorporated Association Registration Number (if applicable):

	Postal address:



	2. Event details

	Event name:

	Venue name (list all areas/parks/ovals/facilities):

	Event date/s:

	Event start time:
	Event end time:

	Event site set-up time/date:
	Event site returned to normal by:

	Expected attendance for the whole event:
	Expected number of people at any one time:

	Fee charged:   ☐ Free Entry   ☐ Ticketed event (Cost to enter event):  

	Overview of the event and the main activities and inclusions (maximum 100 words):






	3. Mandatory attachments and requirements

	The following documents are mandatory and must be sent with this event application form at the time of submission or the application will not be processed.
☐ Risk Management Plan - Attached
All events have risks. It is the duty of the Event Organiser to identify and mitigate all reasonably foreseeable risks. Please use the Risk Management Plan template or submit your own plan on how you will manage event risks.

☐ Public Liability Insurance Certificate (PLI) - Attached
PLI to a minimum value of twenty million dollars ($20,000,000) which is valid at the time of the event is compulsory for all events on Council land. The Policy must cover the event, and the types of activities featured in the event; and include the event set up and pack down time.

☐ Event Site Plan / Site Map - Attached
The Event Site Plan should include two emergency assembly areas, toilets, first aid location and lost children point. It should also include existing infrastructure (toilets, fences, stage) and temporary infrastructure such as all marquees, amusement rides, stage, stalls and food trucks, temporary fencing, waste details (bins/waste station locations and bin drop off/pick up locations), generators, fire extinguishers and hydration station.



	4. Event inclusions: Will the event include any of the following?

	☐ Marquees (quantity and size): 
	Additional siting permits may be required for marquees greater than 100m2, stages greater than 150m2 or seating stands with more than 20 persons. 
A Place of Public Entertainment (POPE) permit may be required.
Please note: Council does not allow shipping containers to be placed anywhere on council land.

	☐ Stage (quantity and size):
	

	☐ Fully fenced or ticketed event


	

	☐ Rides/Amusements (quantity):
	Organiser must sight the operator’s Public Liability Insurance/Certificate of Currency and ensure it is current.
Please note: Council has an active moratorium on the use of jumping castles and all inflatables that permit public access on them.

	☐ Animals e.g. animal farm, petting zoo
	

	☐ Live or amplified music
	Organiser must abide by Council’s noise laws and Environment Protection Authority Victoria’s outdoor music and events noise.

	☐ Generators
	Generators must be placed in a restricted area away from the public, with a fire extinguisher positioned adjacent. All generators are to have their own fire extinguisher relevant to the generator type. Refer to generator safety guidance from Energy Safe and WorkSafe for detailed safety requirements and best‑practice procedures.

	☐ Alcohol sold, supplied or BYO permitted
	An application must be lodged with the Victorian Commission for Gambling and Liquor Regulation (VCGLR). Please allow 60 days for processing. A copy of the approved Liquor License and Red Line Plan must be provided to Council for the event permit. FoodTrader registration may also be required if alcohol is sold.

	☐ Fireworks or pyrotechnics
	An application for a Fireworks display permit along with all supporting documentation including Worksafe notification documents must be submitted to Council at least four weeks prior to the event date. Additional approvals may be required depending on the location and whether the event occurs on a declared fire ban day.

	☐ Other (details):



	5. Food and beverages

	Will food be provided at this event?       ☐ Sold for money               ☐ Free of charge               ☐ No food or BYO

	How many food and beverage businesses will be selling food at this event?*

	Foodtrader*
To legally sell food or beverage at events or operate a temporary or mobile food premises in Victoria, all stalls must
1. be registered with one local council to operate anywhere in Victoria, and
2. lodge an online Statement of Trade (SOT) which officially advises the City of Greater Dandenong that the food stall will be operating within the city

To complete these steps, direct stallholders to foodtrader.vic.gov.au

If a food stall is not currently registered with their local council, they should allow a minimum of four weeks to go through the registration process. Late applications will not be given priority. If stallholders do not complete these steps satisfactorily, they will not legally be allowed to sell food at the event.



	6. Toilets

	How many toilets will be at your event?: 
	Number of public/existing toilets:
	Number of portable toilets:



	7. Public health and safety

	First aid - Have you hired first aid for this event?☐ Yes  ☐ No
	First aid company:  

	
	Number of First aid certified officer/s:

	Security - Have you hired security?  
 ☐ Yes  ☐ No
	Security company: 

	
	Number of security guards and shift times: 


	Safety Officer* - Have you hired a qualified Safety Officer for this event? 
 ☐ Yes     ☐ No
	Safety Officer Name:

	
	*A Qualified Safety Officer is required for events that have a POPE in place or are deemed high-risk.

	Water How will free water be provided to the public? (Compulsory requirement for all events held on council land):




	8. Waste Management

	In general, expect a minimum of one litre of waste per person per meal. This may vary depending on catering, beverages availability, number of attendees as well as the waste management arrangements used.
As an example:
· 1000 people x 2 meal times = 2,000 litres of estimated waste
· Divide 2,000 by 240 litres (standard bin size) = 8 bins = 4 bin stations of 1 waste bin and 1 recycle bin each.
Less bin stations may be utilised if bins are emptied often, especially near food and drinks.

	Have you hired a Waste Management company for this event? ☐ Yes  ☐ No
	Waste Management company name:   

	Number of hired waste bins:
	Number of hired recycling bins:

	Bins delivery date and time:
	Bins pick-up date and time:

	Waste arrangements (further information on litter control, skip bins, waste truck, etc.):



	How often will bins be monitored/emptied?

	Liquid waste (oil/grey water) arrangements:

	Details for onsite litter control (number of staff/shifts):

	Events on Council owned or managed land must adhere to Council’s Single Use Plastic Policy. Have you read the policy and are familiar with its requirements? ☐ Yes  ☐ No



	9. Traffic Management, Parking and Transport

	Will there be any road closures, changes to traffic, or impacts on pedestrians or parking for this event?
☐ Yes ☐ No
If yes, you must provide a Traffic Management Plan (TMP) 60 days prior to the event.
If no, proceed to Section 10.

	Which streets/roads will be affected?  

	Date traffic management will be in place:
	Time traffic management will be in place:

	Has a Traffic Management Plan been prepared?   ☐ Yes     ☐ No
Attach this plan or provide a map identifying the traffic management. 

	Traffic Management Company Name:



	10. Emergency Services Notification

	Emergency Services notified for this event
	Date notified

	☐ Victoria Police (MUST be notified prior to submission of this application)
	

	☐ Fire Rescue Victoria
	

	☐ Ambulance Victoria 
	

	☐ State Emergency Services
	

	Please cc events@cgd.vic.gov.au when you submit your emergency service notification.



	11. Duty of care of Event Organisers

	
Event organisers have a duty of care under the Victorian Occupational Health and Safety Act 2004 to provide a safe operational environment. Under this legislation, event organisers must ensure so far as reasonably practicable that: people are not exposed to risks arising from the operation; and any place where employees and self-employed persons work is safe. The definition of this duty is broad. Proactive attention by event organisers may be achieved by a process of identification, assessment and control of safety risks.

Event organisers will also owe a duty of care to the public attending the event or those that may be affected by the event, including their property. Therefore, event organisers should take all reasonable measures to ensure the event is conducted in a safe manner. This may be achieved by event organisers undertaking a process of identification, assessment and control of risks.

In some circumstances, there may be several parties who owe a concurrent duty of care. It is important that safety is comprehensively managed and communicated by and between all relevant duty holders.
Worksafe Victoria – Advice for Managing Major Events Safely




	12. Authorisation

	☐ Yes, I have read and understood the Terms and Conditions and the Duty of Care of Event Organisers and agree to comply with all conditions set therein and any special conditions which may be listed on the Event Permit once issued. Signed for or on behalf of the Applicant/Event Organiser.

	Name:

	Signature:
	Date:

	Send applications to: events@cgd.vic.gov.au or 
Festivals and Events Business Unit, Greater Dandenong City Council, PO Box 200 Dandenong VIC 3175



We respect your privacy. We will not sell or give away your personal information, unless required by law. Occasionally, we may use your details for our own research purposes or to let you know about other council information. If you want to see your personal data, modify your details, or if you receive information from us you do not want in the future, please contact Council on 8571 1000. 
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