Community Event Application Form
This application must be lodged with Council for approval, a minimum of two months before the event date. Permit fees must be paid prior to final approval.

Name of event: _______________________________________________________

Date of event: _____








___
This application form should be read and completed in conjunction with Council’s “Community Event Information Kit” 

In addition to this application form you will need to provide:

· A risk management plan, including risk assessments and control plans for all aspects of your event;

· A copy of a certificate of currency for public liability insurance with a minimum of $20 million cover where rides are provided;

· Copies of all other relevant certificates including liquor licenses, etc; and

· A site plan indicating where all infrastructures used at your event will be located on the site.

PLEASE SEND COMPLETED FORM TO:

Cultural Event Officer

Moreland City Council

Locked Bag 10

Moreland   3058

Or fax marked for attention of Cultural Event Officer to 9240 1212

For further information contact the Cultural Event Officer by email communityevents@moreland.vic.gov.au
------------------------------------------------------------------------------------------------------------------
OFFICE USE ONLY

Fee Payment RC 9550
Bond Payment RC 9327

TRIM REF: D2010/045873

Event Organiser

Name of organisation/group/company:













_

Contact person: _____________________________________________________

Postal Address: _____________________________________________________

Suburb: 






Post Code:

_______
Contact phone number: _______________________________________________

Email










_______
Event Details

Please provide a brief description of your event.

For example: What is the purpose of your event? What is it celebrating? Why are you organising it? Who do you expect to attend your event?

How many people do you expect to attend?







How do you intend to advertise the event?













_
Name of park, reserve or street requested for event:











_____________

Start time for event:
________________Finish time: __________________________

Set up time required: ___________hours    Pack down time required: ________hours

Infrastructure

What infrastructure will you have at your event? Please give details of size and numbers?

· Marquees or temporary structures

	Size
	How many?
	Method of securing marquee

Pegged or weighted?

	
	
	

	
	
	

	
	
	


· Stage

	Size
	Height
	How many?

	
	
	

	
	
	

	
	
	


· Lighting. Please describe what and where lighting will be used. 

   For example: on the stage only, site lights for audience, pathways etc













___











___











___

· Amplified sound equipment (eg: PA system). Please describe what this will be used for. For example, live bands, speeches only, DJs etc. (Please be aware of your APRA and PPCA licensing obligations – refer to Community Event Information Kit

Infrastructure cont…
· Please describe what rides or attractions you will bring on site. For example, jumping castles, large carnival rides, animals. (Please note: All ride providers must have $20 million public liability insurance cover)

· Toilets. Will you be hiring toilets? (Please see Community Event Information Kit for toilet requirements). Hired toilets must include disabled toilet facilities.

· Yes

If yes, how many? ____________________________

· No

· Other. Please provide details of any other infrastructure you will bring on site. Eg: generators, tables, chairs etc and how many.












_












_












_













_
Do you require use of on site electricity? 

· No

· Yes
If yes, please detail your requirements eg: 3 phase, 15 amp etc 

Infrastructure cont…
Do you require use of on site water? 

· No

· Yes
If yes, please detail what water will be used for. Please be aware of current water restrictions.













__












___
__











__
     _______________________________________________________________

Please indicate which of the following activities you will have at your event:

· Alcohol

· Sold at the event? (You must obtain a liquor license. See Community Event Information Kit)

· Consumed at the event

· Food vendors: How many? _______________________________________

(Please note: every food vendor must obtain a Temporary Food Stall Permit from Council’s Environmental Health Unit)

· Temporary art installation/s

· Fireworks (please refer to Community Event Information Kit for specific requirements)

· Other activities: Please list and provide details.











___











___










___










___










___

Car parking/Traffic Management

Where will people attending the event park their cars?













_













_













_













_

Will you provide specifically allocated disabled parking facilities?

· Yes    How many car parking spaces will be reserved?

______
· No

Will you require roads to be closed? 

· No

· Yes.  A traffic management plan must be submitted. (See Community Event Information Kit)

Have you contracted a traffic management company?

· Yes. If yes, who:  






________
· No

Vehicles on Site

Please detail what vehicles will come on to the event site and why they are required on site.

	Type of vehicle
	Number
	Purpose 
	Times on site
	Height

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please indicate on your site map where vehicles will travel on the event site. 
Waste Management

Will you need to hire rubbish and recycling bins from Council?

(Please note: this may be a requirement of your permit, depending on the size of your event)

·  Yes. There is an additional fee for this service.

· No

How many recycling bins will you provide for patron use at the event?

___
How many rubbish bins will you provide for patron use at the event?

___
Insurance

Do you have Public Liability Insurance coverage?

· Yes. Please attach a copy of your certificate of currency.

· No. 
You will be required to obtain Public Liability Cover to the minimum coverage value of $10 million.

Incorporation

Are you incorporated?

· Yes. Please provide a copy of your certificate of incorporation.

· No

First Aid

Please outline the first aid arrangements for your event.

(please refer to Community Event Information Kit)

Security 

(Please note: depending on the nature and the level of risk at your event the provision of security may be a requirement of your event permit.

Please outline the security arrangements for your event, including the name of any security company you will hire and how many security staff will be present.

Background Information

Have you or your organisation run an event in the past?

In the City of Moreland 
(
Yes

(
No

Elsewhere


(
Yes

(
No


If in another municipality, which one? _______________________________

What was the name of the previous event/s and when were they held?

___________________________________________________________________

Terms and Conditions of Community Presented Festival and Event Permit

1. The terms and conditions of this permit should be read in conjunction with Moreland City Council’s Community Event Information Kit.

2. Council reserves the right to refuse to grant an Event Permit in its absolute discretion.

3. A risk management plan must be submitted no less than two weeks before the event.

4. Council officers will assess the risk of the event and set conditions of the permit accordingly, including the amount of bond payable.

5. All relevant fees and bonds must be paid before Council issues a Festivals and Event Permit.

6. Council may request an event organiser to provide two referees that are able to verify the application.

7. Council officers will conduct an audit of the safety and permit conditions during the event at their discretion.

8. Event organisers must cooperate with Council officers and give them access to the event site for the purpose of conducting an audit of the safety and permit conditions.

9. Event organisers must comply with any lawful direction given by Council Officers during the event.

10. Council reserves the right to demand the cessation of event activities if they are deemed to be a risk to public safety. This is in the absolute discretion of the Council Officer conducting the audit of the safety and permit conditions.

11. Council reserves the right to require an experienced and reputable security company to be engaged to provide security services as a condition of the Permit. The event organisers will be responsible for all costs associated with the provision of security services.

Fees

Permit fees cover the costs associated with the preparation of the site for groups to host events. This includes the cleaning and stocking of toilets, preparation of the grounds, including marking irrigation systems and other associated costs. 

Fees are as follows:

Community Event - $155
A community event permit is required for an event or festival that is being run in the Moreland municipality by a not for profit organisation who can provide proof of not-for-profit status such as a Certificate of Incorporation. There is no limit on the size of the event or number of attendees.

Private Event - $310
A private event permit is required for an event or festival that is being run in the Moreland municipality by an individual, commercial operator, business, wedding operators (including individuals planning a wedding) or any other organisation does not have not-for-profit status. There is no limit on the size of the event or number of attendees. 

Non permit event

There are circumstances when an event does not require a permit. Please see page 2 of the community event guide for more information or contact the Cultural Events Officer at Moreland City Council. If your event does not require a permit we do ask that you register your event with the Cultural Events Officer to avoid conflicting with other events or site maintenance.

Community Event Permit







 $155 

Private Event Permit







 $310
Health Permit (for commercial food vendors only) 



 $40.50
Waste Collection (rubbish and recycling bins and bin caps delivery and collection)

(P.O.A.) Approx 
$200.00

Bond Requirements

It is a requirement of Council that all event organisers pay a bond prior to the grant of an Event Permit. The bond will be fully refundable, subject to:

· Satisfactory compliance with all conditions listed in the event permit; and

· Satisfactory post event inspection of the site being carried out by Council Officers within 48 hours of the nominated event.

The bond payable for site allocation for events ranges between $500-$2,000.

Site or Venue Maps

The map must identify the location of:

· All infrastructure on site, including stalls, food vendors, stages, rides etc

· Car parking facilities on site

· Any electrical source and where electrical leads will run

· Water access points

· Fire hydrants/extinguishers

· Toilets

· Where vehicles will travel on site

Checklist

Please check that you have completed all the questions on this application form and that you have attached the following: (tick the boxes for all attachments enclosed).

· Risk Management Plan

· Certificate of Currency for Public Liability Insurance 

· References or details of referees 

· Copies of all other certificates necessary (eg: Liquor License)

· Site plan

· Fee Payment

· Bond Payment

Certification

I certify that all the details supplied in this application form are true and correct to the best of my knowledge and that the application has been submitted with full knowledge and agreement of the Event Organiser and the applicant organisation. I have read and agree to comply with the terms and conditions of the Community Event Permit.

I agree that the applicant organisation is responsible for any injury, accident, loss or damage sustained to any person or property and the applicant organisation agrees to indemnify and to keep indemnified and to hold harmless the Council, its servants, Councilors, agents and contractors and each of them from and against all actions, costs, claims, charges, expenses and damages whatsoever arising out of or in relation to the holding of this event.

Signature of contact person _____________________________________________

Name of contact person (Please print) _____________________________________

Date _______________________________________________________________
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