
SOUTHERN GRAMPIANS EVENT NOTIFICATION FORM

· This form must be completed if you are planning or organising an event in the Southern Grampians
· This form registers your intent to hold an event and may be eligible for printing in the Calendar of Events. 
· This form will also assist Council with determining any permit requirements.  Please note if a Planning Permit is required, please allow least 6 months as third party notification may be necessary.
· Events held between January and June, details must be submitted by 15 November.
· Events held between July and December, details must be submitted by 15 May.
EVENT DETAILS (to be included in calendar of events):
	Event Title:
	

	Event Date(s):
	
	Annual Event:
	YES       /       NO

	Start Time:
	
	Finish Time:
	

	Event Location/Venue:
	

	Event Contact Name:
	
	Phone No:
	

	Event Email Address:
	

	Event Website:
	

	Brief description of the event (25 words or less):

	

	
	EVENT PLANNING DETAILS

	Estimated attendance figure:
	

	
	

	Do you require roads to be closed?  If yes, you will need to write a letter of request to the Shire. 
If the closure affects public transport you will also need to complete form on: www.transport.vic.gov.au/eventnotification
If the event is attracting less than 10,000 people, 
notification is required 120 days before the event and 150 days if the event is attracting over 10,000 people.
	

	Do you have a Traffic Management Plan?
	

	Are you serving food at your event?
	

	Do you intend to install marquees or temporary structures? Please specify sizes.
	

	How will you be managing waste including solid and liquid waste?
	

	Will you be erecting signage on private or public land?
	

	Will the event be using portable toilets?  

How many existing toilets are at the venue?
	

	Do you have an Emergency Evacuation Plan & Risk management Plan for your event?
	

	Have you considered Disability Access for your event?
	


I agree that the information above is true and correct, and can be used by the Southern Grampians Shire Council for publication in the Events Calendar, on Council and other websites, and may be used for promotion through electronic and print media (radio, television, websites, newspapers, magazines etc).

	Name:  
	Signature:  
	Date:


The Southern Grampians Shire Council makes every endeavour to ensure that details appearing in the events calendar are correct at the time of printing, but accepts no responsibility for any inaccuracy or mis-description, whether by inclusion or omission. Council reserves the right to either reject or remove any event listing from its calendar for any reason whatsoever. Council is not liable for any loss or damage by an event organiser as a result of any failure or delay in listing an event.  

PUBLIC LIABILITY INSURANCE

It is the responsibility of the event organiser to hold public liability insurance. This policy must be extended to specifically cover the event, if it does not already do so. Please provide a copy of your public Liability Insurance.
SELLING ALCOHOL AT YOUR EVENT
Any person or organisation that intends to supply liquor in Victoria must apply for a license. The type of license required will depend on the type of event and how they wish to supply the liquor.  
Further information can be found at http://www.justice.vic.gov.au/alcohol/
PLEASE RETURN COMPLETED FORM TO:
Events Co-ordinator, Southern Grampians Shire Council, 1 Market Place, Hamilton, 3300.

Contact: Kathy Annett - Ph: 5573 0239, Fax: 5571 1068, Email: kannett@sthgrampians.vic.gov.au

