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MAJOR EVENT DEVELOPMENT GUIDE
CONTACT LIST AND GENERAL INFORMATION
This document provides an overview of
contacts, organisations, groups and permits
required to run a major event in and around
Hobart. Including required licences, contact
details for relevant authorities, venue booking
details, and other important factors to consider
when planning a major event in and around
Hobart. Small to medium sized events will not
need to address every aspect of this guide,
but can use it to help form a comprehensive
event plan.

The City of Hobart Parks and Reserves Guide
containing locations and facilities of parks in
and around Hobart is an excellent guide to the
city’s parks and open spaces.
As an easy reference for what may be relevant
to your event, fill out the Event Check List
at the end of this document. It will help you
identify procedures, permits, planning and
other components that need to be considered
in a timely manner when developing an event.

The City of Hobart Event Sites map and the
A Guide To Creative Places is available to assist
with choosing the best indoor venues and
outdoor locations for events.
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1.

PLANNING A SUCCESSFUL EVENT

An exciting, successful and safe event requires
planning and consultation.

MEDIA AND INFORMATION AVAILABLE TO
THE PUBLIC

Questions that should be considered in the
planning process:

• Is there easy-to-access information about
your event on a website or Facebook page?
• Are there businesses that align with your
event and would they consider sponsorship?
• Evaluation – will you use surveys or patron
feedback? Will you conduct stakeholder,
staff, vendor and contractor debriefs?

BIG PICTURE
• What type of event are you holding? For
example, a concert, sporting event, parade,
fundraising activity.
• Event date/s – are other events on that day?
• Event name – does it represent what your
event is?
• Marketing and promotion – where is the
event being publicised, which types of
advertising are being used?
• Event manager – is there someone
overlooking all aspects of the event and
checking they are going to plan?
• What is your budget across the event? Site/
venue hire, marketing, staff, entertainment,
ticketing etc.
• Insurance needed – public liability,
workers compensation, indemnity or event
cancellation insurance.
• Consult with police, fire and ambulance
services about event impact and
possible risks.
• How is the event welcoming and catering for
people with accessibility needs?
PATRONS
• Is it public or private – how many people are
estimated to attend, is it ticketed?
• What is the expected size, demographic and
nature of the crowd who will be attending
your event? Is it a family day, private function,
for people aged over 50, a concert for 25–35
year-olds?
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LOCATION
• What location have you chosen for your
event? For example, an open square, a
street, a laneway or a park.
• Traffic management – will you close roads, or
need to alter vehicle or pedestrian traffic for
the running of your event?
• Will vehicles and crowds be separated or in
the same area?
• Infrastructure – do you need to hire tents,
stages and sound systems?
• What will the capacity of the site be with all
the event infrastructure in place? How many
people will fit safely in the event area?
• Toilets and public facilities – are there
accessible toilets and enough for the
anticipated crowd numbers?
• Waste management – are there enough bins,
will you be recycling or composting as well?
• Site layout – where is the access to power
and water for stages and vendors?
• What crowd control measures (such as
barricades, signage, marshals, or public
address system) will be in place?
• Will queues be forming and if so, where?
• Is there access for people with mobility
concerns?
• Will patrons be able to access the event
easily with parking or public transport?
• Will Metro put on extra services on for
the event?
• Are there suitable entry and exit points to the
venue?
• Is there emergency vehicle access?
CITY OF HOBART EVENT DEVELOPMENT GUIDELINES

ON-THE-DAY PLANNING
• Do you have emergency management
procedures and risk assessment?
• Will there be food, drinks or alcohol at the
event?
• Licences and permits – have you allowed
enough time to obtain all the necessary
documentation, permits and sign-offs?
• Standard operating procedures – quick
reference for how to manage lost property,
missing child, FAQ, medical emergency,
site evacuation, radio use, site roles and site
contacts.
• What communications methods will be used
by your event staff during the event?
• Who will take on which roles in regards to
crowd management and what is the chain of
command within the event team?
• Do you have a wet weather contingency
plan?
• Event running sheet – what will happen
when, during bump-in, event, and bump-out.
• Do you have a budget plan with a record of
quotes and spending?
• Event personnel contact list – for both
internal and external uses.

CITY OF HOBART EVENT DEVELOPMENT GUIDELINES
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2.

ACCESSIBLE EVENTS –
MAKE THE WHOLE JOURNEY ACCESSIBLE

Welcome the whole community by providing
accessible venues, publicity, parking and
transport options. It’s good for your business,
it’s good for your customers and it’s good for
the community.
This section covers some accessible basics
to help ensure the event, surrounds and
transport to it, are as accessible and inclusive
as possible.
For more information refer to the City of
Hobart’s Equal Access.
www.hobartcity.com.au/equalaccessstrategy
Consider your event demographic to work on
achieving the most relevant accessible goals
and do a few well, rather than a lot poorly.
Consult with the City of Hobart’s Access
Advisory Committee to identify which groups
will likely want to come to your event.
Things to consider to reach the broadest
audience:
PUBLICATIONS AND PROMOTION
Have you used a san serif font (recommended
Arial) with a text of at least a minimum of 12
point type size?

EVENT SITE AND VENUE
Are public areas well lit?
If there are steps to the building, are there also
ramps or lifts provided? (Gradient of ramps
need to be no steeper than 1:14).
What are the main floor surfaces and is it
mentioned in the event FAQs? Non-slip
flooring or carpet with a low pile count is the
most accessible. People like to prepare for
spaces with grass, uneven ground and smooth
cement.
Is there a continuous accessible path of travel
through the site, including kerbed ramps and
railings?
Is there clear signage to: venue entry,
accessible parking, road closures, toilets and
event information point?
Are there seating options with identifiable
signage for chairs and mobility aids, or chairs
with arms for older people to push themselves
up from?
Are the sales and information point counters
an accessible height?

Is your information accessible in print, on matt
paper with high contrasting colours?
Is the text uncluttered with no background
graphics, patterns and watermarks?
Is the written promotional information available
on request in alternative formats?
Have you promoted free entry for Companion
Card holders?
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Australian Standard Counter Heights

COMMUNICATION
If there is an audio hearing augmentation, has
it been promoted?
Is there room for an interpreter to stand at the
show/performance/presentation, and are they
well lit?
Is captioning suitable and available?
TRANSPORT AND PARKING
Is there adequate accessible parking close to
your event?
www.disabilityaccessconsultants.com.au/howmany-disabled-car-parks-do-i-need/
www.disabilityaccessconsultants.com.au/
accessible-disabled-car-parking-requirements/
Is there a drop-off zone for taxis and people
with mobility limitations close to the entry of
the event?
Is there a staff monitored accessible car park?
Have the accessible car park spaces been
made large enough for standard accessible
vehicles?

GOOD ACCESS IS GOOD BUSINESS
TOILETS

www.disability.wa.gov.au

Is there a unisex accessible toilet at each toilet
bank location?

www.dhs.vic.gov.au/ds/disabilityact
wheeliegoodguide.com.au/

www.buildingcodeaustralia.com.au
Is the accessible toilet in the same area as the
event or on the same building level?
Are baby change facilities or parenting spaces
available, advertised and signposted at the
event?
CITY OF HOBART EVENT DEVELOPMENT GUIDELINES
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3.

COMMONLY USED HOBART VENUES

CITY OF HOBART MANAGED BUILDINGS
There are several City-owned buildings
including the Hobart Town Hall, City Hall and
Waterside Pavilion at Mawsons Place.
Please see the City of Hobart Event Sites map
for location of venues surrounding Hobart’s
waterfront and the A Guide To Creative Places.
In addition to the hire fees, you may also be
required to pay a bond. This is held for the
duration of the event and is refunded upon
a satisfactory inspection of the site after the
event. This also covers unreturned, lost or
damaged keys.
Hall Keeper
03 6238 2765
hallbookingenquiries@hobartcity.com.au
www.hobartcity.com.au/venues
CITY OF HOBART MANAGED PARKS
AND RESERVES
City-owned parks and reserves include
Salamanca lawns, St Davids Park and the
Regatta Grounds.
Please see the City of Hobart Parks map for
locations and facilities of parks in and around
Hobart.

The permit holder or event owner remain
responsible for any damage incurred by third
parties, suppliers, event patrons and any
contracted service providers.
Depending on the specific site chosen and the
prevailing weather conditions, the City may
require that protective boards or flooring (such
as TrackMat) are laid to protect the lawns. The
protective boards or flooring may need to be
lifted to aerate the surface if the event runs
over multiple days. Where possible, structures
should be located on hard spaces to limit the
impact on the lawns.
Parks and Recreation Unit, City of Hobart		
03 6238 2886
www.hobartcity.com.au/parks
ELIZABETH MALL
For all enquiries regarding the use of the
City of Hobart’s Elizabeth Mall for events,
promotional purposes, or any other queries
contact the City Marketing unit.
City Marketing Unit, City of Hobart		
03 6238 2890
www.hobartcity.com.au/elizabethmall
SALAMANCA MARKET

An additional fee may be incurred if using
tents, inflatables or stages in certain parks. All
parks, reserves and sportsfields require tents
and structures to be weighted not pegged.

For any matters including, or impacting on
the Salamanca Market, including any use of
the power boxes on Salamanca Lawns, please
contact the

In addition to the hire fees, you may also be
required to pay a bond. This is held for the
duration of the event and is refunded upon a
satisfactory return of the site after the event.

Events and Salamanca Market Unit, City of
Hobart
		
03 6238 2410
www.hobartcity.com.au/Community/Eventsand-activities

Damage to trees, shrubs, lawns, flower beds
or park infrastructure from the event or activity
remains the responsibility of the applicant and
repair costs will be sought from the permit
holder or event owner.
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VENUES NOT MANAGED BY THE
CITY OF HOBART
PRINCES WHARF NO.1
Owned by the Tasmanian Government and
managed by TM Management, for information
about venue facilities and bookings please
contact the Princes Wharf No.1 (PW1) venue
management team.
1300 730 785
princeswharf1.com.au
TASMANIAN PORTS CORPORATION
(TASPORTS)
For Macquarie Wharf 2 (MAC2) and all
waterfront event related enquiries within the
ports area, contact TasPorts.
Tasmanian Ports Corporation (TasPorts)
03 6222 6056		
1300 366 742
tasports.com.au/cruise_tourism_and_events/
events.html

PARLIAMENT HOUSE LAWNS
The Parliament House Lawns are not managed
by the City of Hobart, permission to use the
lawns must be formally requested from the
Speaker of The House of Assembly.
Manager, Parliamentary Services,
Parliament House
03 6212 2230
http://www.parliament.tas.gov.au/joint/
GuidelinesforUseofParliamentaryGardens.pdf

CITY OF HOBART EVENT DEVELOPMENT GUIDELINES
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4.

CITY FEES AND OTHER CHARGES

All City costs can be found in the annual fees
and charges booklet on the website.
In addition to the hire fees, the event may also
be required to pay a bond. This is held for the
duration of the event and is refunded upon
a satisfactory inspection of the site after the
event.
www.hobartcity.com.au/feesandcharges
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5.

GRANTS AND IN KIND SUPPORT

The City of Hobart Community Development
Grants Program provides financial assistance
for a range of events which are held in the
Hobart municipal area and which provide
benefits to both the local and wider
community.
Please read the relevant guidelines for
program objectives, eligibility information and
assessment criteria and grant deadlines.
www.hobartcity.com.au//grants

CITY OF HOBART EVENT DEVELOPEMENT GUIDELINES
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6.

SALE OF FOOD AND DRINKS

The City of Hobart must be notified of any
stalls or temporary vendors selling all food or
drinks, as licences may be required.
Please refer to The Safe Food Guide and visit
www.hobartcity.com.au/foodbusinesses for
further information.
Drinking water should be made freely
available during events. If this is not feasible,
water needs to cost less than the lowest
price of any other drink sold to patrons. The
location of drinking water facilities must be
clearly indicated via directional signage on
the event site.
If there will be temporary gas used on site
for cooking, heating or other activities you
will need to consult WorkSafe Tasmania. It has
an excellent gas safety guideline that is easy
to follow for safe gas set-up at events: Gas
Safety Guideline.
Environmental Health Unit, City of Hobart
03 6238 2715
www.hobartcity.com.au/foodbusinesses
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7.

CONSUMPTION OF ALCOHOL

For all events that sell alcohol to the public or
have guests consume alcohol on City of Hobart
property, a liquor permit is required. Some
venues already have a licence, which you can
check at the time of booking.
Information and online applications for
Tasmanian Liquor Permits.
For medium- to large-scale events you need
to consult with Tasmania Police to ensure
that they are aware of the size and length of
the event.
More information on liquor licensing is
available from
Liquor Licensing
03 6166 4040
licensing@treasury.tas.gov.au
treasury.tas.gov.au/v-liq-and-gaming

CITY OF HOBART EVENT DEVELOPMENT GUIDELINES

10

8.

CITY OF HOBART WASTE DISPOSAL

City of Hobart has a Waste Management
Strategy 2015–30.
This includes events held in and around
Hobart. Provision of recycling and composting
waste streams are a requirement of all City of
Hobart funded events.
Consider if you have enough bins at the event.
For most events, it is likely that additional
rubbish and/or recycling bins will be required.
It is important to consider the type and
location of bins needed and use recycling
options where appropriate.
At the end of the event, all displays and
promotional material, excess rubbish and other
equipment associated with the staging of the
event need to be removed and the area left in
a clean and tidy condition.
If the City of Hobart is required to undertake
any reinstatement, additional cleaning or
removal of rubbish or other materials, you may
incur a charge to restore the area to its preevent condition.
Wheelie bins can be hired for events at $7
a day from the City of Hobart; they can also be
delivered, emptied and cleaned for additional
fees.
Contact the Waste Management Centre
for details.
03 6278 0200
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9.

TOILETS

Will existing facilities be used or will additional
toilets need to be hired for the event?
No one likes standing in long queues, the
Australian guide for toilet provisions are below.
For example, when serving alcohol at an event
with 800 patrons over five hours, 26 toilets
would be recommended.
Toilet facilities for events with no service
of alcohol:
MALE
Patrons
< 500

FEMALE

Toilet
Pans

Urinals

Hand
Basins

Toilet
Pans

Hand
Basin

1

2

2

6

2

< 1000

2

4

4

9

4

< 2000

4

8

6

12

6

< 3000

6

15

10

18

10

8

25

17

30

17

< 5000
> 5000

Please discuss requirements with the City

Toilet facilities for events with service
of alcohol:
MALE
Patrons
< 500

FEMALE

Toilet
Pans

Urinals

Hand
Basins

Toilet
Pans

Hand
Basin

3

8

2

13

2

< 1000

5

10

4

16

4

< 2000

9

15

7

18

7

< 3000

10

20

14

22

14

< 5000

12

30

20

40

20

> 5000

Please discuss requirements with the City

Is there a unisex accessible toilet at each toilet
bank location?
www.buildingcodeaustralia.com.au
Is the accessible toilet in the same area as the
event or on the same building level?
Are baby change facilities or parenting spaces
available, advertised and signposted at the
event?

CITY OF HOBART EVENT DEVELOPEMENT GUIDELINES
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10. VEHICLE ACCESS TO CITY PARKS
AND OPEN SPACES
All vehicle access for bump-in, bump-out or
event activities within City of Hobart parks and
reserves must be pre-arranged with the Parks
and Recreation Unit. Please allow at least one
week notice before access is needed.
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It is reccomended event organisers identify
and advertise drop off and pick up zones close
to the event entry for taxis and people with
mobility limitations.
Parks and Recreation Unit, City of Hobart		
03 6238 2886
www.hobartcity.com.au/parks
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11. TRAFFIC MANAGEMENT
AND ROAD CLOSURES
For any event that requires private
infrastructure to be placed on the public road
or footpath, or which requires parts of public
road or footpath to be blocked to allow the
event to occur, you must consult with the City’s
Traffic Engineering Unit.
Depending on the type of event, you may also
be required to consult with Tasmania Police.
For any anticipated road closures, the City of
Hobart requires all surrounding businesses
and stakeholders to be informed in writing (by
letter), of event plans and proposals.
Where provision of taxi, loading zone,
accessible and motor bike parking are affected
or lost due to road closures or changes,
they must be replaced and provided for in
appropriate alternative spaces close by.
If the event involves a major road closure or
significant impact to public transport, the event
will also be required to advertise the road
closures in the newspaper before the event.
Depending on the impact any closure would
have on the public, gaining the necessary
approvals may take anywhere between four
weeks and nine months.
Traffic Engineering Unit, City of Hobart
03 6238 2804
traffic@hobartcity.com.au
www.hobartcity.com.au/
constructionandeventsonstreets
Tasmania Police – Traffic Liaison Services 03
6173 2963
traffic.liaison.services@police.tas.gov.au
police.tas.gov.au/services-online/permits-forevents/
Metered car spaces can be booked through
the Hobart Council Centre or by phoning the
Traffic Duty Officer. You will need to collect the
permit/s from the Council Centre.
03 6238 2900
coh@hobartcity.com.au
For information on fees and charges please refer
to the City’s Fees and Charges booklet.

CITY OF HOBART EVENT DEVELOPEMENT GUIDELINES
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12. LETTER OF NOTIFICATION TO LOCAL
BUSINESSES AND RESIDENTS
A letter to local residents and businesses
explaining when the event will be on, roads
and footpaths affected and how many people
will be attending, may be needed for mediumto large-scale events, or events that will be
loud or disrupt traffic.
The Traffic Engineering Unit can assist with
example letters and advice on what to do.
Sample Letter:
NOTIFICATION OF PROPOSED EVENT
Dear Resident/Tenant,
This letter is to notify you that (INSERT COMPANY) are proposing to hold an event
at (INSERT LOCATION/S) on (DATE).
EVENT DETAILS:
DAY, DATE
START TIME to FINISH TIME
(also include details of set up and pack down timing)
BRIEF DESCRIPTION OF EVENT ACTIVITIES
EXPECTED ATTENDANCE NUMBERS
LIST STREETS, PARK or LOCATIONS AFFECTED and HOW THEY WILL BE
AFFECTED
An application for an event permit has been submitted with the City of Hobart and
we will conduct our activities in accordance with the terms and conditions requested
by the City of Hobart.
We appreciate the support of the public in ensuring that our event is a success. We
will make every effort to minimise impact on your neighbourhood.
Noise will be kept to a minimum at all times.
We thank you in advance for your understanding and cooperation on this matter.
More information will be communicated to you prior to the event, once the event
has received formal approval from the City of Hobart.
Should you have any queries or require more information please don’t hesitate to
contact our event manager, (NAME) on (MOBILE NUMBER) or the City of Hobart
Events Officer (NAME) on 03 6238 2410.
Kind Regards,
(NAME)
EVENT MANAGER
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13. SITE LAYOUT

When planning the event consider the best
place for stages, vendors, power needs (mains
power or generators), water access and use,
accessibility for patrons, including well-lit
walkways, toilet placement and back-of-house
needs.
Have a site plan with fence line, buildings,
temporary structures, stage, entry and exit
points, power, toilets, gas, emergency services
access, emergency assembly areas, and back
of house areas clearly marked and to scale.

CITY OF HOBART EVENT DEVELOPMENT GUIDELINES
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14. INFRASTRUCTURE AND
TEMPORARY STRUCTURES
A Temporary Occupancy Permit may be
required if you are using structures like tents or
stages, or for buildings being used differently
than their original use, for example, ticketing
900 people in a venue that is only licensed for
500.
The primary aim of building legislation is to
ensure that the minimum levels of safety,
health and usability are achieved and
maintained.
Details on Exemptions for Temporary
Occupancy.
If the temporary structure is not exempt you
will need to do the following:
• Contact a building surveyor who will provide
you with the appropriate certification.
• Include the event site plan, emergency
management documents, sign off from
Tasmanian Fire Service and any traffic or
pedestrian management plans.
Certification takes 2–3 weeks to process.
Permits are no longer issued by the City.
For advice on Temporary Occupancy please
contact the City Planning Unit at the City of
Hobart.
City Planning Unit
03 6238 2715
www.hobartcity.com.au/Business

17

CITY OF HOBART EVENT DEVELOPEMENT GUIDELINES

15. PLACE OF ASSEMBLY
For mass outdoor events over two hours
long with more than 1000 people attending,
a Place of Assembly licence is required.
More information on this licence and its
requirements is available at:
www.hobartcity.com.au/placeofassembly
Before a place of assembly licence is issued,
other requirements or licences may be
needed. For example, if food and alcohol
will be at the event a food permit and liquor
licence will be needed and serving alcohol
also increases the number of toilets required.
Fees for Place of Assembly applications
submitted more than 10 days before the
event are less than applications submitted
closer than 10 days from the event.
Further information is on the website about
the process of applying for a Place of
Assembly licence.
A Place of Assembly application requires
copies of the event site plan, event
management plan, risk management plan,
event program, copy of the smoke free
managmeent plan, list of food and beverage
stalls and evacuation plans approved by the
Tasmania Fire Service.
Download the application form: Place of
Assembly Licence Application Form
A Place of Assembly licence also requires the
event has an Event Management Plan with
evacuation plans approved by the Tasmania
Fire Service.
Tasmanian Fire Service
03 6230 8600
fire@fire.tas.gov.au
www.fire.tas.gov.au/
Show?pageId=colEvacuationPlans

CITY OF HOBART EVENT DEVELOPEMENT GUIDELINES
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16. RISK AND SAFETY
Risk management is a four step process
whereby you identify hazards in the workplace,
then assess the risk of those hazards and
then implement control measures like how to
respond to an incident, which will eliminate or
minimise the risk of injury from the hazards you
identified.

Event organisers should develop a crowd
management plan outlining a crowd control
strategy. In the situation where the crowd
becomes unruly, it is the event organiser’s
responsibility to implement the crowd
management plan, if you cannot control the
situation, emergency services will take control.

Occupational Health and Safety legislation
requires that all foreseeable hazards are
identified and the risks arising from these
hazards are eliminated or controlled. Risk
management basically involves asking the
following questions:

Your crowd management plan must take into
account all elements of the event, including
travel path for patrons with mobility limitations.

•
•
•
•

What hazards exist in the workplace?
How serious are the hazards?
What can be done to control these hazards?
Follow up monitoring to determine the
effectiveness of controls.
The safety of patrons and staff is the highest
priority when planning an event. This includes
how you will respond to a medical emergency,
site evacuation, extreme weather or other
incidents that might happen during the event.
The City of Hobart needs all event organisers
to undertake a risk analysis to make sure that
you can manage and control the risks posed by
the event.
If your event is large or complex, a number of
emergency services may need to be present.
An emergency response plan will also need to
be developed in consultation with emergency
services.
The following is a list of things that should
be taken into consideration as part of the
emergency and risk management plan. An
evacuation practice with key staff is highly
recommended.
CROWD MANAGEMENT
When planning an event that will be held in
a public open space, event organisers must
consider maintaining access for members of
the general public.

19

SECURITY
The main responsibilities of security staff
are likely to include crowd management,
asset protection, managing lost children and
handling confiscated items. Liquor licensing
may also require security at the event as part of
issuing a permit.
Depending on the size and scope of your
event, event marshals may be used in place of
security.
FIRST AID SERVICES
A first aid plan is needed to outline how an
incident will be managed if one occurs during
bump-in, event or bump-out.
The Tasmanian First Aid code of practice
outlines required first aid in the work place.
First aid responders need to be suitably
equipped to do their job and have access to a
facility in which they can work. The best advice
is to approach a recognised first aid provider to
help determine the minimum level of first aid
you will require at your event.
The City of Hobart does not endorse or
recommend any particular service provider.
Contact information for some frequently used
first aid providers in Tasmania are:
Medical Edge Australia
0488 863 342
info@medicaledge.com.au
medicaledge.com.au

CITY OF HOBART EVENT DEVELOPMENT GUIDELINES

St Johns Tasmania
03 6271 0333
volunteers@stjohntas.org.au
stjohntas.org.au/
TASMANIA POLICE
Tasmania Police may need to be involved in
the planning of the event, both from a traffic
management and crowd control perspective.
Different types of events may also require a
permit from the police to go ahead. Some of
these include charity collection days, street
processions or demonstrations, race permits
and street stalls.
Tasmania Police
03 6213 1444
police.tas.gov.au/services-online/permits-forevents/
WEATHER CONTINGENCY PLANNING
The City of Hobart’s public places are mostly
outdoors, meaning events may be subject
to unfavourable weather conditions. It is
important to consider the impacts bad or
extreme weather may have on the event
and put into place plans that account for the
different conditions that may occur.
Planning for a public street parade will differ
from a private corporate function within a
park, however, all events should consider
contingency plans for weather and make sure
this is part of their risk management planning.
There are no refunds or credits for event
sites not used due to unfavourable weather
conditions.
Event organisers are advised to monitor longrange forecasts on the Bureau of Meteorology
website in the lead-up to their event.
bom.gov.au/

CITY OF HOBART EVENT DEVELOPMENT GUIDELINES

FIREWORKS OR DANGEROUS GOODS
Fireworks and pyrotechnics may only be
included at an event if they are provided and
operated by a pyro-technician who is licensed
by WorkSafe Tasmania.
In some circumstances City of Hobart may
refuse a pyrotechnics request even if a licensed
pyrotechnician is contracted.
WorkSafe Tasmania		
1300 366 322
worksafe.tas.gov.au/licensing/dangerous_
goods/fireworksdisplays
TOTAL FIRE BAN
A total fire ban sets legal restrictions to prevent
activities that may start a fire on high risk days,
even in the city.
In the event of a total fire ban, restrictions may
apply to the discharging of fireworks and open
fires such as pizza ovens. Visit the website
or call to see if restrictions apply to activities
during the time of the event.
Tasmania Fire Service
1800 000 699
fire.tas.gov.au/
Show?pageId=colTotalFireBans
COMMUNICATIONS PLAN
It is advisable that all events have a concise
plan in place as part of the Event Operations
Manual, outlining communication in
emergency situations.
Detailing messages to the public, staff and
emergency services. Outlining clear lines of
communication, the order in which messages
and updates are communicated to whom and
by which staff. Likewise, public announcements
can be scripted prior to the event to ensure
that they are delivered in a clear and calm
manner if needed.
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17. RISK MANAGEMENT PLAN
A risk management plan is used to identify
and manage risks associated with your event.
From the risk management checklist you will
be able to determine the level of risk and what
measures to put in place to mitigate that risk.
1. Identify all foreseeable risks (as per risk
management checklist).
2. Describe the physical consequences of risks
occurring (e.g. injury, financial loss, etc).
3. Review current strategies (controls) for
eliminating this risk.
4. Strategies to reduce certain risk.
5. Assess the risk (likelihood, consequences
and rating).
6. Accept (A) if satisfied with the current
control to mitigate risk. Reject (R) if you
would like to implement further controls to
better manage the risk.
7. If rejected, assess further controls.
8. Re-assess the risk based on new control
measures (likelihood, consequence and
rating).
9. Assign strategies to relevant and
appropriate persons.
10.What measures are in place to minimise
the impact of an incident when it occurs?
Emergency services need a copy of the
Event Manangement Plan at least two
weeks prior to the event.
Use the following risk matrix to identify and
rate any foreseeable risks and then complete
the risk management table.
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RISK MATRIX
Below is an example of how two risks identified in the risk management checklist have been
rated and what controls are in place to stop any potential incident. This needs to be done for all
identified risks.
LIKELIHOOD

CONSEQUENCES
Insignificant

Minor

Moderate

Major

Catastrophic

1

2

3

4

5

A (almost certain)

H

H

E

E

E

B (likely)

M

H

H

E

E

C (moderate)

L

M

H

E

E

D (unlikely)

L

L

M

H

E

E (rare)

L

L

M

H

H

LEGEND:
E Extreme Risk: immediate action required
H High Risk: senior management attention needed
M Moderate Risk: management responsibility must be specified
L Low Risk: manage by routine procedures
RISK NO

RISK

CONSEQUENCES

CURRENT
CONTROLS

21

Noise

Unpleasant
surroundings
causing
aggravation to cast
and crew

37

Tripping
hazards/
electrical
cords, cables,
ropes, etc.

Bodily injury to
public or crew/
cast
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RISK
RATINGS

ACCEPT
REJECT

PERSON
RESPONSIBLE

Event
Organiser
to prevent
excessive and
unpleasant
noise levels

D2
LOW

A

Event
Organiser

Cables
covered or
taped down.
Barriers used
to fence off
area from
public.

C2
MODERATE

A

Safety Officer

22

RISK IDENTIFICATION CHECK LIST
DESCRIPTION

OK

NOT OK

N/A

EVENT PLANNING
1

Emergency services access plan

2

Emergency services consulted

3

Police and fire services briefed

4

Site layout confirmed

5

First aid trained staff on site

6

Safety officer identified

7

Warden system in place, emergency evacuation practice
conducted

8

Staff, performers, marshals, security briefed on emergency
procedure

9

Noise considerations

10

Roads and walkway conditions

11

Pedestrian access

12

Tents and structures secure

13

Extreme weather response considered

14

Accessible toilets and accessible facilities

15

Site staff communication system confirmed

16

Enough toilets for expected patrons

17

Staff and patron drinking water provision

18

Beverage and catering checklists

ON EVENT
1

Site Induction of staff and contractors

2

Exit signage

3

Emergency exits unlocked and clear

4

Fire extinguishers in place – cooking areas and generators

5

Flammable storage

6

Gas bottles secured

7

Fences and safety barriers in place

8

Daily crew and staff tool box meetings

9

Plant and elevated work platforms daily check performed

10

Electrics and cables secured – i.e. lighting, power runs off the
ground

11

Trip hazards idenitifed and fixed

12

Steps and handrail condition
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18. EVENT CHECK LIST
Use the checklist to make sure you have all
the relevant documentation needed and
approved in time for a smooth event roll out.
Not all points will be relevant for all events.
EVENT DETAILS
Event name
Bump-in dates
Event date/s
Bump-out dates
Time of event

open from:

to:

Road(s) required
Park or reserve
Expected number of people
Planned activities
Music concert, food and wine
event, family day, Christmas
function
Will an entry fee be charged?
Public or private event
Is this a not-for-profit or charitable
event?

If it’s a restigered charity please provide registration number:

CONTACT DETAILS
Name of organisation
Company website
Company address
Australian Business Number
Public liability insurance
Main contact person
Telephone
Email
Secondary contact person
Telephone
Email

CITY OF HOBART EVENT DEVELOPMENT GUIDELINES
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19. MAJOR EVENT CHECK LIST
LIST OF ACTIONS

COMPLETED
OR NOT APPLICABLE

Venue booking:
Yes:
Is the venue available for
the event dates and time,
including bump-in and bumpout?
Detailed Site Plan:
Refer to section 13.
Showing all stages, structures,
fencing, entry and exit points,
power and emergency
assembly areas.

No:

TIMEFRAME

BEST CONTACT

As soon as you start
planning

Venue Manager

Initial plan for large
event

5 months

Initial plan for small
event

4 weeks

Final plan for all events

2 weeks

CoH Events Team
P: 03 6238 2410

2 months

CoH Events Team
P: 03 6238 2410

6 weeks

Venue Manager

8 weeks

CoH Social Inclusion
P: 03 6238 2772

Risk assessment and safety
precautions:
Refer to section 16.
Venue confirmation:
Has the deposit been paid
and booking confirmed in
writing?

Yes:

If it’s a restigered charity
please provide registration
number:

If it’s a registered
charity please provide
registration number:

No:

Power use:
Check the venue’s available
power sources and locations.
Traffic management plan:
Will you need to close or
partly close footpaths or
streets? Refer to section 11.

Venue Manager

Yes:

No:

Send event management
plan to Tasmania Fire
Service:
Refer to section 16.
Catering:
Yes:
Will there be food served or
sold at the event? Temporary
food permits may be required
– refer to section 6.
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No:

6 weeks

CoH Traffic
Management
P: 03 6238 2804

6 weeks

fire@fire.tas.gov.au
P: 03 6230 8570

4 weeks

CoH Environmental
Health
P: 03 6238 2715
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LIST OF ACTIONS
Alcohol:

COMPLETED
OR NOT APPLICABLE

TIMEFRAME

BEST CONTACT

Yes:

No:

4 weeks

Liquor Licensing
P: 03 6166 4040

Yes:

No:

4 weeks

CoH Planning Unit
P: 03 6238 2715

Will alcohol be sold or
consumed during event?
Refer to section 7.
Structures and
infrastructure:
Will the event use tents,
stages, or other temporary
structures?
Refer to section 14.
Copy of public liability
insurance provided

4 weeks

Place of assembly:
Yes:
Will more than 1000 people
attend for more than 2 hours?
Refer to section 15.

No:

Council fees and charges,
paid and confirmed:
Refer to section 4.
Waste Disposal:
Will you need to hire wheelie
bins from the City? Refer to
section 8.

4 weeks

CoH Environmental
Health
P: 03 6238 2715

4 weeks

Yes, how many:
No:

3 weeks

CoH Waste
Management Centre
P: 03 6238 2715

Toilets provided:
Refer to section 9.

3 weeks

CoH Environmental
Health
P: 03 6238 2715

Fencing and site boundary:
Will there be temporary fence
used on your site?

3 weeks

Vehicle access:
Will you need access to the
park or event site for bumpin or bump-out? Refer to
section 10.

Yes:

No:

2 weeks

CoH Parks
and Open Space
P: 03 6238 2886

Notification letter sent
to local businesses and
residents:
Refer to section 12.

Yes:

No:

2 weeks

CoH Traffic
Management
P: 03 6238 2804

Event personnel contact list
provided

2 weeks

CoH Events Team
P: 03 6238 2410

Event running sheet
provided

2 weeks

CoH Events Team
P: 03 6238 2410

CITY OF HOBART EVENT DEVELOPMENT GUIDELINES
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20. CONTACT AND OTHER INFORMATION
Depending on the size and complexity of
the event, you may be asked to make a
presentation of your final event plan to the
Hobart Events Commitee which includes
Traffic Engineering units, the Department of
State Growth, Tasmania Police, Tasmania Fire
Service, Ambulance Tasmania and any other
impacted authorities.
All event organisers are required to be covered
by minimum public liability insurance.
For any other enquiries regarding events or
requests for hire of equipment please contact
the City of Hobart’s Events and Salamanca
Market Unit.
Events and Salamanca Market Unit
03 6238 2410
events@hobartcity.com.au

CITY OF HOBART UNITS
Events and Salamanca Market

www.hobartcity.com.au/eventsandactivities

03 6238 2410

Parks and Recreation

www.hobartcity.com.au/parks

03 6238 2886

Hall and Venue Bookings

www.hobartcity.com.au/venues

03 6238 2765

Creative Hobart

www.hobartcity.com.au/creativehobart

03 6238 2778

City Marketing

www.hobartcity.com.au/elizabethmall

03 6238 2890

City Planning Unit

www.hobartcity.com.au/Business

03 6238 2715

Traffic Engineering

www.hobartcity.com.au/
constructionandeventsonstreets

03 6238 2804

Environmental Health

www.hobartcity.com.au/foodbusinesses

03 6238 2715

Equal Access

www.hobartcity.com.au/equalaccess

03 6238 2772

Fee’s and Charges

www.hobartcity.com.au/feesandcharges

03 6238 2711
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HOBART VENUE CONTACTS
Princes Wharf 1

princeswharf1.com.au

1300 730 785

Parliament House Lawns

www.parliament.tas.gov.au/joint/gardens.htm

03 6212 2230

Tasmanian Ports Corporation

tasports.com.au/cruise_tourism_and_events/
events.html

03 6222 6056

Odeon Theatre

https://www.facebook.com/theodeontheatre/

03 6234 3358

Theatre Royal

theatreroyal.com.au

03 6233 2299

HOBART EMERGENCY SERVICES
Tasmania Police

police.tas.gov.au/

13 14 44

Tasmania Police Traffic Liaison

http://www.police.tas.gov.au/services-online/
permits-for-events/

03 6173 2963

Tasmania Fire Service

fire.tas.gov.au/Show?pageId=colContactUs

03 6214 8800

Ambulance Tasmania

http://ambulance.tas.gov.au/

1300 303 196

SUBMITTING EVENT EMERGENCY
MANAGEMENT PLANS
Tasmania Police

tasmania.police@police.tas.gov.au

03 6230 2111

Tasmania Fire Service

fire@fire.tas.gov.au

03 6230 8600

Ambulance Tasmania

ambulance.adminsouth@ambulance.tas.gov.
au

03 6230 8570

USEFUL CONTACTS
Metro Tasmania

metrotas.com.au
disruptions@metrotas.com.au

13 22 01

Dial Before you Dig

1100.com.au

Aurora Energy

auroraenergy.com.au

1300 132 003

APRA AMCOS

apraamcos.com.au

02 9935 7900

Bureau of Meteorology

bom.gov.au

The Mercury

themercury.com.au

03 6230 0622

WorkSafe Tasmania

worksafe.tas.gov.au

1300 366 322

Temporary fence hire

tfh.com.au/

1300 836 733

1100

Every effort has been made to ensure that
this information is free from error at time of
publishing. This information may be subject
to change and City of Hobart accepts no
responsibility for these changes or any other
inaccuracies.
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Hobart Town Hall,
Macquarie Street,
Hobart,
Tasmania 7000 Australia
T 03 6238 2711
F 03 6238 2186
E coh@hobartcity.com.au
W hobartcity.com.au

