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The information in this section is not a requirement of the event application process but may help you in the general planning and staging of your event.
PART A: EVENT COMMITEES

It’s a great idea to establish a committee to help plan and stage the event. Not only will the committee play a vital role in ensuring you reach the goals for your event and achieve a successful outcome, it’s also a good way to cover all bases, share the workload and allocate key responsibilities. There are several important areas of event management that can be allocated to key members of the committee: 

	· Communications/issue management/media

	· Marketing and promotion

	· Entertainment and programming

	· Finance

	· Sponsorship 

	· Administration

	· Permits and applications

	· Development and management of the site

	· Contractor management

	· Traffic management

	· Operations - stall holders/amenities

	· Insurance/risk management/occupational health and  safety

	· Emergency management

	· Volunteers


PART B: RECORD KEEPING

Organising an event not only requires detailed planning, it also needs organised administration to manage the paper trail. It’s very important to make sure that paperwork relating to the staging of the event is well managed in the interests of accountability and transparency. It will also make it easier for you to evaluate the event and plan for the next one.

pART C: KEY STAKEHOLDERS

A key stakeholder is anyone who has a stake in the event.  For example the committee, sponsors and beneficiaries, trader representatives etc.

There are many ways you can keep key stakeholders informed and involved in the planning and staging of the event. 

A series of planning meetings should be conducted well in advance of the event to allow time for both planned and unexpected changes that may occur as a result of consultation. Use agendas and minutes for your planning meetings to ensure accurate records of discussions, decisions and actions are maintained. 

A briefing meeting should be conducted just prior to the event to clarify issues of emergency procedures, traffic management, communication, security, public health and safety, and access.

A post event de-brief meeting should be conducted as part of the evaluation process and key stakeholders should be given a chance to provide feedback on their event experience—good or bad.

PART D: EVENT COORDINAtiON CENTRE

Depending on the nature of the event, a coordination or control centre may be required.
This centre is the operations and decision-making point for the organisers, staff and contractors involved in the event. This is where information can be gained, problems solved and key documents and plans kept. 

Ideally the centre is powered so that computers and printers can be used during the event operations.

pART E: PUBLIC INFORMATION CENTRE

COMMUNICATING TO THE PUBLIC DURING THE EVENT

Regardless of the size of event, you need to be able to communicate to the public and participants at all times.  This could be via a loud hailer or megaphone, a public address system or via the speakers on the stage.  It is necessary to be able to address the crowd in the event of an emergency and give instructions.

COMMUNICATING WITH STAFF DURING THE EVENT

It is important that an on site communication plan is developed for staff during the event.  This may be as simple as all key staff having a fully charged mobile phone, with the list of contact details (from the Event Plan) made small enough to be laminated and placed on the body of the staff member.

Mobile phones do run out of batteries quickly, especially if many calls are being made or received. Have back-up batteries that can be recharged at a point on site.

Radio communication can be an ideal way to communicate on site. Radios tend not to run out of batteries as quickly as mobile phones.  Radios can also allow for more than one staff member to hear an instruction. Radios can also come with back-up batteries.

PUBLIC INFORMATION CENTRES

Information centres can add a lot of value to an event. Participants and spectators can find out all sorts of information that can really improve their experience at the event. The information centre can provide general event enquiries, event programs and information, point for lost children and lost property (go to Section 4, Emergency Management of this guide for more on lost children and lost property).



PART F: THE EVENT ORGANISER’S TOOL KIT

An on site events tool kit is invaluable.  

The tool kit should contain at a minimum:

· Batteries

· Cable tie cutters

· Cable ties

· Clipboards

· Copy of the Event Plan

· Double adaptor

· Extension cord

· First aid kit

· Gaffer tape (red, black, white)

· Gloves 

· Hazard tape

· Highlighters

· Incident report forms

· Lighter

· Lollies 

· Masking tape

· Matches

· Measuring tape 

· Mobile phone charger

· Mosquito repellent

· Paper towel

· Pens

· Permanent markers

· Plastic pockets

· Roll of garbage bags 

· Scissors

· Stanley knives

· Sticky tape

· Sun block

· Torch with charged batteries

· Wipes

PART G: Managing volunteers
The use of volunteers to support the staging of an event is not only a great way to boost resources, spread the workload and increase participation, it’s also a fantastic way to maximise community involvement.

It is vital that all volunteers are briefed prior to the event to be able to manage the tasks assigned to them, have the appropriate training and be able to answer questions from the general public.

Volunteers should be very clear about their role, the reporting structure, the event program and the emergency management procedures.

It is also the responsibility of the event organiser to look after every volunteer and ensure that the roster and shifts are fair, that they have access to food, water and weather protection.

The use of volunteers may require coverage under your insurance policies. Check with your insurance provider. Some insurance providers will require volunteers to be registered with the event organiser to ensure they are covered by the public risk policy. 

For general information about the value of using volunteers at the event, contact:

Volunteering Geelong 
192 Myers Street, Geelong Victoria 3220

E: info@volunteeringgeelong.org.au
W: www.geelongvolunteer.org.au 

Volunteering Australia also offers lots of resources to assist in training and managing volunteers. 

Go to: www.volunteeringaustralia.org and select the resources tab. 

PART h: fundraising
TRADE PROMOTION LOTTERY

Some events have a lottery promotion associated with the event.  Where the prize is valued over $5,000 a Trade Promotion Lottery Permit has to be obtained from the Victorian Commission for Gambling Regulation. Check with the Commission to see if your event lottery or fundraising activity requires a permit. Lotteries or fundraisers that may require a permit include barrel draws, spinning wheels, scratch ‘n’ win tickets and 1900 telephone calls. Permits are issued for the duration of the promotion to a maximum of twelve months. 

If the total prize value is $5,000 or less and a permit is not required, the lottery must still be conducted in accordance with the regulations.

The rules for conducting community and charitable gaming activities are set out in the Gambling Regulation Act 2003 and the Gambling Regulation Regulations 2005.

Applications can be made for a Trade Promotion Lottery Permit through the Victorian Commission for Gambling Regulation. www.vcgr.vic.gov.au
MINOR GAMING PERMITS

Community and charitable organisations can obtain approval to undertake certain activities that would otherwise be illegal, such as raffles, bingo, lucky envelopes or fundraising events (e.g. casino night). These activities are described as “minor gaming” and will require a Minor Gaming Permit. 

To apply for a permit the organisation first needs to complete an Application for Declaration as a Community or Charitable Organisation Form.

A Minor Gaming Permit application needs to be lodged at least three weeks before the start date of the activity. 

If your organisation has not been declared a community or charitable organisation you need to lodge the Application for Declaration as a Community or Charitable Organisation and the Minor Gaming Permit Application, at least seven weeks before the start date of the activity.

Victorian Commission for Gambling Regulations
GPO Box 1988, Melbourne, VIC 3001

T : (03) 9651 3630 

E : minor.gambling@vcgr.vic.gov.au 

W: http://www.vic.gov.au/culture-sport-recreation/gambling-gaming/gambling-gaming-regulation.html
ROADSIDE COLLECTION – TIN SHAKING PERMIT

The law prohibits people from standing on a road for the purpose of collecting money, otherwise known as highway collections (tin rattling). A permit must be obtained through Victoria Police.

A permit is needed for any person or organisation wanting to collect donations of money from the public, usually in relation to a charitable cause:

· while vehicles are stopped at traffic signals; and 

· the collections will be made while collectors are standing on a road; or 

· will be collected from members of the public travelling on the road by the collectors moving on to the road
Highway collections are regulated by law to ensure that they are coordinated and safe.

Coordination is oversighted by Victoria Police State Event Planning Unit.

Victoria Police require Council approval to process the permit application. Contact the Health and Local Laws Unit at the City of Greater Geelong. As part of this process you will need to provide a copy of your public liability insurance (minimum $10 million).

Health and Local Laws, City of Greater Geelong

PO Box 104 Geelong VIC 3220

T: (03) 5272 4411

F: (03) 5272 4375

E : contactus@geelongcity.vic.gov.au
Victoria Police Highway Collection Permits. 

http://www.police.vic.gov.au go to the Road Safety Applications Tab/Highway Collections and Event Legislation.
You may also need to contact VicRoads for approval:

VicRoads – South Western Victoria

Road Safety / Events Advisor
180 Fyans Street, South Geelong Victoria 3220
PO Box 775 Geelong VIC 3220

T: (03) 5225 2558

E: ronald.hinkley@roads.vic.gov.au
E: breakwater@roads.vic.gov.au
PART I: USEFUL EVENT CONTACTS
MEDIA CONTACTS

Following is a list of media contacts that may assist with your event’s marketing and promotion. The various forms of local media include print, radio and television.  Should your event have the potential to draw the appeal of people outside of the local community, it is also wise to use media that has a broader regional or metropolitan or even national exposure.
	Local Newspapers

	Greater Geelong The Weekly Review

www.theweeklyreview.com.au

	· Free glossy magazine

· Advertising

· Public relations

	The Echo

PO Box 857 Torquay VIC 3228
T: (03) 5220 5700 (general editorial)

F: (03) 5261 9642
E: news@theecho.com.au

	· Free, weekly publication

· The Echo (Thursday)

· News / advertising focus

· Part of the Geelong Advertiser group

· Bellarine Peninsula / Surfcoast distribution

	The Geelong Advertiser

PO Box 91 Geelong VIC 3220

T: (03) 5227 4300 (general editorial)

T: (03) 5227 4340 (chief of staff)

F: (03) 5227 4342

E: journo@geelongadvertiser.com.au

	· Daily publication

· Broad news focus

· News Limited publication

	The Geelong Indy
78 Moorabool Street Geelong Victoria 3220

T: (03) 5249 6700
F: (03) 5249 6799
E: editorial@geelongindependent.com.au

	· Free, weekly publication

· General news / real-estate/used cars  focus
· Geelong, Bellarine and Surfcoast distribution

	The Geelong News

PO Box 91 Geelong VIC 3220

T: (03) 5227 4409

F: (03) 5227 4428

E: gnews@geelongadvertiser.com.au

	· Free, weekly publication

· Geelong News (Wednesday)

· News / advertising focus

· Part of the Geelong Advertiser group

	The Geelong Times

105 Skene Street Newtown Victoria 3220

T: (03) 5221 0416

F: (03) 5229 0318

E: glgtimes@pipeline.com.au

	· Free, fortnightly publication

· Tabloid style

· Youth audience focus

· Geelong distribution

	The Ocean Grove Voice

Mr Alan Barber - Editor

T: (03) 5256 3955

F: (03) 5256 3955

M: 0400 721 185

E: news@oceangrovevoice.com

	· Free, weekly publication

· Tabloid style

· General news focus

	The Surfcoast Times/Ocean Grove Times

T: (03) 5264 8412

F: (03) 5264 8413

E: editor@surfcoasttimes.com.au
	· Free, weekly publication

· Tabloid style

· Coastal distribution


	Local Radio/Local Television

	News Geelong

PO Box 1561 Geelong VIC 3220

Studio: 115 Elizabeth Street Geelong West (by appointment only)

T: (03) 5229 1892

M: 0418 503 588

W: www.newsgeelong.com.au

	· News Program

· Wed and Friday 6:30pm

· Digital TV – Channel 44

· Coverage of the event
· Interviews


	95.5 K-Rock / 93.9 Bay FM

PO Box 9550 Geelong VIC 3226

T: (03) 5223 2323

F: (03) 5221 3908

E: news@krock.com.au

	· Commercial FM station

· Entertainment and news

	94.7 The Pulse

68 Little Ryrie Street Geelong Victoria 3220

T: (03) 5221 7144

F: (03) 5229 6504

	· Community radio

· Geelong current affairs

	87.6 Country FM

43 Separation Street North Geelong Victoria 3215

T: (03) 5272 1234

E: info@countryfm.com.au

	· Country radio

· Regional news and focus

	96.3 Rhema FM

15/147 Marshalltown Road Grovedale Victoria 3216

T: (03) 5241 6550

F: (03) 5241 6552
	· Christian radio

· Geelong news and issues

	Local Publications

	Forte Magazine

105 Skene Street Newtown Victoria 3220

T: (03) 5229 7969
	· Free, fortnightly publication

· Youth and music focus

	Geelong Business News

T: (03) 5221 5200

F: (03) 5221 3322

M: (0408) 326 633

E: info@geelongbusiness news.com.au

	· Monthly publication

· Promotes business opportunities

· A4 magazine format

· Full color

	GT Magazine

PO Box 91 Geelong VIC 3220

T: (03) 5227 4300

F: (03) 5227 4342

E: gt@geelongadvertiser.com.au

	· Weekly  lifestyle magazine

· Inserted in the Saturday Geelong Advertiser

	What’s On in Geelong

3 Floor, 83 Moorabool Street Geelong, Victoria

T: (03) 5221 2644

F: (03) 5221 0766

E: info@whatsoningeelong.com.au

	· Free, monthly publication

· Promotes what’s on

· A4 landscape

· Advertorial-based


	Television 

	ABC Television

ABC Southbank Centre
120 Southbank Boulevard, Melbourne  
T: (03) 9626 1500
F: (03) 9626 1774
W: www.abc.net.au

	· National broadcaster

· ABC News

· Stateline

· 7.30 Report

	Channel 7 
GPO Box 4477 Melbourne VIC 3001

160 Harbour Esplanade Docklands VIC 3008

T: (03) 9697 7777

F: (03) 9697 7888


	· Seven News

· Today Tonight

· Coxy’s Place

	Channel 10

Private Bag 5000 South Yarra VIC 3141

620 Chapel Street South Yarra VIC 3141

T: (03) 9275 1010

F: (03) 9275 1011

W: www.ten.com.au

	· TEN News

· Ten’s Late News

· Good Morning Australia

· The Panel

	Nine Network 
717 Bourke Street, Docklands VIC 3008
T: (03) 9429 0201

F: (03) 9429 1977

W: www.nine.com.au

	· National Nine News

· A Current Affair

· TODAY and Weekend TODAY

· Postcards

· Nightline

	Prime Television

Sunraysia Highway (CNR Warringa Drive) Ballarat Victoria 3353 

T: (03) 5337 1777

E:  primetv@primetv.com.au
W: www.iprime.com.au

	· Regional Victorian television

· Ballarat (closest office to Geelong)

· Aligned with Channel Ten

	SBS Television
PO Box 294 South Melbourne VIC 3205
Level 2, Alfred Building Federation Square Melbourne 3000
T: (03) 9949 2121

F: (03) 0049 2120

W: www.sbs.com.au

	· Multicultural Government broadcaster

· National broadcaster

	WIN Television
PO Box 464 Ballarat VIC 3350
Walker Street Ballarat Victoria 3350 

T: (03) 5320 1366
F: (03) 5333 1598
W: www.wintv.com.au

	· Regional Victorian television

· Ballarat (closest office to Geelong)

· Aligned with Nine Network


	Metropolitan Media

	The Age / The Sunday Age

655 Collins Street Docklands Victoria 3008
T: (03) 8667 2250
F: (03) 9601 2332

E: newsdesk@theage.fairfax.com.au
W: www.theage.com.au

	· Daily publication

· General / business news

	The Australian

2 Holt Street Surrey Hills NSW 2010

T: (02) 9288 3000

T: (03) 9292 2888 (Melbourne-based reporter)

F: (02) 9288-3077
E: letters@theaustralian.com.au
W: www.theaustralian.com.au

	· Daily publication

· Australian news focus

	The Herald Sun / The Sunday Herald Sun

40 City Road Southbank Victoria 3006

T: (03) 9292 2000

F: (03) 9292 2112

W: www.heraldsun.com.au

	· Daily publication

· Broad news focus


PART B: LOCAL PROMOTION 
Following is a list of potential promotional contacts that may assist with your event’s marketing and promotion.
	Visitor Information Centres

	Geelong Visitor Information Centre

National Wool Museum

26 Moorabool Street Geelong Victoria 3220
T : (03) 5272 4701

E :  nwminfo@geelongcity.vic.gov.au
W : www.nwm.vic.gov.au

	· This Visitor Information Centre is located at the National Wool Museum – a key tourism facility in Central Geelong

	Market Square Visitor Information Centre

Ground Floor, Moorabool Street Entrance

Market Square Shopping Centre

Moorabool Street Geelong VIC 3220
T: (03) 5221 2411
F: (03) 5221 3818
El: marketsquare@au.knightfrank.com

	· This Visitor Information Centre is located in one of Geelong’s two main shopping centres

· Limited promotional space

· DL or A5 sized brochures or material fit well



	Waterfront Visitor Information Centre

Carousel Forecourt

Eastern Beach Road Geelong VIC 3220


	· A small but highly visible Visitor Information booth located on the Geelong Waterfront

· Maximum exposure 

· Limited space



	Visitor Customer Service

T: 1800 620 888

F: (03) 5223 2069

E: gotvic@geelongcity.vic.gov.au
W: www.visitgeelongbellarine.com

	· To promote your event, you can provide information to the staff and volunteers who work in the various Visitor Customer Service Centres


PART C: CITY OF GREATER GEELONG CONTACTS

The following City of Greater Geelong contact details will be useful in helping you. For more information, the City’s Events Unit should be your prime information source.
	City of Greater Geelong Contact Information

	Arts and Culture Department 

National Wool Museum 

26 Moorabool Street Geelong Victoria 3220

T: (03) 5272 4703

F: (03) 5272 1118

E: artsculture@geelongcity.vic.gov.au

	· Creative Communities Grant Program

· Arts Bulletin



	Building Services Unit

1st Floor Brougham Street Geelong Victoria 3220

T: (03) 5272 4433

F: (03) 5272 4486

E: buildingservices@geelongcity.vic.gov.au 

E : nbryant@geelongcity.vic.gov.au

	· Prescribed Temporary Structural Permits

· Division 2 Occupancy Permits (POPE)

	Barwon Valley Activity Centre (BVAC)

1 Barwon Heads Road Belmont Victoria 3216 

T : (03) 5243 7718
F : (03) 5275 1816
E : ngeary@geelongaustralia.vic.gov.au

	· Multi purpose stadium 

· Regular sporting competitions

· Training venue

· Events, trade shows 

· Belmont Sunday Market

	Balyang Par 3 Golf Course

Marnock Road Newtown Victoria 3220

T: (03) 5222 3336

F : (03) 5222 3314

E :contactus@geelongcity.vic.gov.au

	· 18 holes 

· Par 3

· Cafe

	Central Geelong Marketing
Ground Floor Brougham Street Geelong Victoria 3220

T: (03) 5272 4769

F: (03) 5272 4860

E: centralgeelong@geelongcity.vic.gov.au 

	· Central Geelong Marketing Committee 

· Central Geelong Marketing promotion

	Connected Communities Department

103 Corio Street Geelong Victoria 3220
T: (03) 5272 4736

F: (03) 5272 4737

E: lhansson@geelongcity.vic.gov.au 


	· Management of the Healthy and Connected Communities Program 

	Leisure and Recreation Services 

103 Corio Street Geelong Victoria 3220
T: (03) 5272 4732

F: (03) 5272 4737

E: sholbrook@geelongcity.vic.gov.au

	· Community Bus Hire

· Council Hall Hire


	City of Greater Geelong Contact Information CONTINUED…

	Elcho Park Golf Course

Elcho Park Road Lara Victoria 3212

T : (03) 5282 2955
F : (03) 5282 2673
E: golf@elchogolf.com.au
W: www.elchoparkgolfclub.com.au

	· 18 holes 

· Par 71 

· Flat course

· Clinics and lessons

	Engineering Services
100 Brougham Street Geelong Victoria 3220
4th Floor
T: (03) 5272 4825

F: (03) 5272 4374

E : dsaunders@geelongcity.vic.gov.au

	· Changes to road reserves, road closures and permits

	Environmental Health & Local Law Unit

Busport Brougham Street Geelong Victoria 3220

T: (03) 5272 4411

F: (03) 5272 4375

E : contactus@geelongcity.vic.gov.au
E: envirohealthadmin@geelongcity.vic.gov.au 
	· Footpath/Alfresco Trading

· Food and Beverage Permits/Alcohol Consumption

· Camping Permits

· Animal Nursery Compliance

· Busking/Pavement Art Permits

· A-Frames (on footpaths)

· Noise Regulations

· Road Side Tin Shaking Approval
· Tobacco Act Enforcement


	Events Unit

100 Brougham Street Geelong Victoria 3220
Ground Floor
T: (03) 5272 4804
F: (03) 5272 5034

E: events@geelongcity.vic.gov.au 


	· Event application and approval

· Event marketing services



	Film Geelong
100 Brougham Street Geelong Victoria 3220
Ground Floor
T: (03) 5272 4214

F: (03) 5272 5034

E: kmackey@geelongcity.vic.gov.au
W :www.filmgeelong.com.au

	· Filming Permits

· Location advice

· General film/production enquiries
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