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1. Event Overview
1.1 Event Details

Event Name: Fun Day [EXAMPLE]

Event Date: (01/01/2029

Event Location: Warracknabeal Show Yards Reserve
Event Address: 142 Henty Hwy, Warracknabeal VIC 3393
Event Times: 12pm - 5pm

Entry fee: FREE

Overview of event:
Market Stalls, Kids Zone (face painting, petting zoo), Live Music.

Expected numbers: 400
Number of Event Staff: 1
Number of Volunteers: 1
Set up start time: 9am

Pack up finish time: 7pm
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1.2 Event Program

Please attach Event Program or provide below. See example below.

Time Activity

8am - 10am |[Event set-up.

10am - 12pm |Greet, Orientate and Allocate Market Stall Holders.

12pm - 1pm |Open the "Funday" event. Welcome the attendees.

1pm - 3pm |"Kid Zone" opens (face painting, petting zoo).

2pm - 4:30pm |Live Music performance.

4:30pm - 5pm |Close the "Fun Day event. Thank the attendees.

5pm - 7pm |[Event Pack-up.
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1.3 Key Contacts
This should include staff, volunteers, contractors, emergency services and other key stakeholders who are
involved with the event.

Role at event Contact person Contact Number

Event Manager Abby A. Apple #0000 123 111
Event Coordinator| Ben B. Banana #0000 123 112
Event PA Manager| Clair C. Carrot #0000 123 113

Event Staff Coordinator Daniel D. Date #0000 123 114
Event Volunteer Coordinator Ella E. Egg #0000 123 115

CFA Rep. Fred F. Fig #0000 123 116
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2. Site Management

2.1 Site Map Yes | N/A
A Site Map must be provided. This may include the location of first aid, toilets,
drinking water, emergency services, entry/exits, emergency evacuation points, fire ]
extinguishers, parking/accessible parking, stage/s, stallholders, marquee/s and
amusements.
2.2 Location of Event Control
Do you have a central meeting point at the event for staff and volunteers? If N
yes, please include on SiteMap. This may act as a place to contain all event
and emergency management information.
2.3 First Aid
L]

Please provide details of event first aid and mark on Site Map where first aid is
located.
2.4 Traffic Management
If Yarriambiack Shire Council has provided you with a plan, there is no need to
attach here.
Please provide map outlining your traffic management plan for the event. This may []
include:

e [f Yarriambiack Shire Council has provided you with a plan, there is no need

to attach here.
e Access for emergency vehicles
e Parking, including accessible parking. If parking is provided or promoted,
attendees must be able tosafely access the event

e Drop off/pick up zones

e Road closures and temporary road signage
2.5 Security/Crowd Management
Please provide details of security and/or crowd management for the event. M
2.6 Toilets

[l

Please provide details of toilets available on site and mark on Site Map.
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2.7 Water
Is drinking water available on site? Please mark on Site Map.
2.8 Electricity

Will you be using electricity on site? If yes, please provide details of power source.

2.9 Accessibility

Is your event accessible to everyone? Please consider the following:

e Are you providing accessible parking?
e Are accessible toilets available?

e s the signage clear and directive enough for people who may have limited
English?

e Can people with wheelchairs, mobility aids and prams be able to access the
event?

e Will people with vision and hearing impairments be able to attend the event?

Yes

N/A
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2.10 Set up schedule

Please provide details of your set up schedule. This includes task during event set and pack up, and duringthe

event. See example below.

Time Task Person responsible
8am - 10am |Event personnel arrive for Team Meeting and begin set-up. Abby A. Apple
10am - 12pm |Market Stall Holders arrive and begin their Stall set-up. Ben B. Banana
12pm "Fun Day" opens to event attendees. Abby A. Apple
12pm - 1pm |"Kid Zone" area set-up begins. Ben B. Banana
12:30pm - 1pm "Petting Z00" set-up begins. Ben B. Banana
1pm - 3pm |"Kid Zone" opens to attendees. Ben B. Banana
2pm - 3pm |"Live Music" Part 1 performance begins. Ben B. Banana
3pm - 3:30pm|"Live Music" intermission. Ben B. Banana
3pm - 4pm |"Kid Zone" closes to attendees; pack-up "Kid Zone" Ben B. Banana
4:30pm - 5pm |Wrap-up "Fun Day", closes the event to attendees. Abby A. Apple
5pm - 6pm |Market Stall Holders pack-up. Ben B. Banana.
7pm Team Meeting and event personnel leave. Abby A. Apple.
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3. Emergency Management Plan

3.1 Emergency Control Personnel

Please provide details of the persons responsible in case of an emergency. See example below.

Name Role Task/s

Abby A. Apple| Event Manager |IEmergency Services Respondent.

Clair C. Carrot| Event PA Manager |Running the PA System for communicating with the attendees.

Ella E. Egg | Event volunteer coordinator |Evacuation Point and Car park Coordinator.

Daniel D. Date| Event Coordinator |Head Count of: Market Stall Holders, Kid Zone personnel, Live Music personnel.

3.2 Evacuation

Please provide details of your evacuation procedures. This should outline evacuation points marked on the
Site Map.

Event personnel will be distinguished with yellow hi-vis vests. Evacuation information will be
communicated to the public via the PA System. Evacuation points will be marked with red/yellow
sighage.

3.3 Communication

In case of emergency, how will the event management staff communicate with other staff and volunteers
and members of the public? Please provide details.

In the event of an emergency, handheld radios and face-to-face verbal communication will be
used to communicate information between staff and volunteers.

Emergency evacuation and assembly information will be communicated to the public by:
face-to-face verbal communication from staff, in addition to the PA System, and red/yellow
signage.

3.4 Lost Children

Do you have procedures in place for lost children? Please provide details.

Event personnel will be wearing yellow hi-vis vests and will remain with the lost child at the
entrance to the "Kids Zone" to supervise. A call-out will be made via the PA System.

3.5 Risk Assessment

This should be completed as a separate document as per the Risk Assessment template provided.
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