ALCOHOL, SAFETY AND EVENT MANAGEMENT
THE EVENT MANAGEMENT PLAN


1.
EVENT DETAILS
1.1
EVENT DETAILS:












Name of Event:
2007 Cairns Auto Spectacular
Date of the event:
27 August 2007
to
28 August 2007
Venue:
Cairns Show Grounds 

Address:
PO Box 811 
Bungalow, 
QLD 4870
Nature of Venue:
13 Hectares open air, Grandstands and pavilions
Capacity of Venue:
50,000
Day 1 Time:
Start:
1000

Finish:
2359
Day 2 Time:
Start:
1000

Finish: 1900
Required Set up Time 
(Bump in)
Start:
0800 26th Aug
Finish:
2300 26th Aug
Required time to return to 
Original condition (retro-fit): 
Start:
0800 29th Aug
Finish:
1630 29th Aug
1.2
EVENT MANAGER:










Event manager (Bars only):
Mark Bryant
Organisation:
Cairns Show Association
Address:
PO Box 811 
Bungalow, 
QLD 4870
Telephone:
Work:
07 40426610
Home:
07 40451779
Mobile:
0408 748 189 
Fax:
07 40313671
Email:
manager@cairns-show.com
Contact during the event
 Mark Bryant 
Telephone: 07 40426610

Mobile:
 0408 748 189

1.3
DESCRIPTION OF THE EVENT:









Describe the event (What is the main attraction or purpose of the event)?


The event is designed to provide local car enthusiasts with a static competition designed to display the work done to their classic vehicle.  The event also provides the opportunity for the public to view these vehicles as part of a two day entertainment program.  
List details of entertainment being provided:


Entertainment will include a live band, driving displays, children’s rides, and a Tattoo Competition.
1.4
PATRON DETAILS:










Target audience:
Families and car enthusiasts
Estimate the total patron 

Attendance:
6000


Patron age details (estimate):


0-12 years 3% of total attendance
25-40 years 35% of total attendance
12-18 years 22% of total attendance
40-55 years 8% of total attendance


18-25 years 30% of total attendance
55+ years 2% of total attendance
2. GENERAL CONSIDERATIONS
2.1
POLICE CONTACT:










Name:
Senior Sergeant ******  ***********
Station:
Cairns Police Station
District:
Cairns

Telephone:
07 4030 7000
Mobile:
 
2.2
LIQUOR LICENCE:










Will alcohol be available at the event?

YES - 

Alcohol will be sold or supplied at the event and a permit is required
Will an application for a General Purpose Permit or Public Function Approval be lodged with the Liquor Licensing Division, Department of Tourism Sport and Racing?

YES - 

Permit Type:
General Purpose Permit


Office:

Cairns


Contact Name:
*********  *************
Who will be the holder of the permit or approval?

Licensee/Organisation:
Cairns Show Association

Nominee:
Mark Bryant
Address:
PO Box 811 
Bungalow, 
QLD 4870

Telephone:
40426610



Fax:
07 40313671
Email:
manager@cairns-show.com
Contact during the event
 Mark Bryant 
Telephone: 07 40426610

Mobile:
 0408 748 189


2.3
PUBLIC LIABILITY:










Have you investigated public liability and duty of care issues and obtained appropriate insurance?
YES – Event is underwritten by:

Name of Company:
Marsh – McLennan Companies 
Address:
123 Eagle Street Brisbane
Telephone:
07 3115 4535
Value:
$50M
Policy Number:
B509DR300405(1)

2.4
HEALTH AND SAFETY PERMITS:








What are the health and safety permits required by the local council?

No additional permits required

Has a permit been granted to use the venue?

YES

List any other permits required or obtained for this event:

A Permit has been sought from the Police Traffic Branch for a Street Cruise for 30 cars at 5pm Saturday Afternoon
3.
CONSULTATION WITH KEY STAKEHOLDERS

3.1
CONSULTATION REGISTER:









List the names of individuals and organisations you have consulted with in planning this event

STAKEHOLDER



CONTACT NAME

TELEPHONE

QLD POLICE SERVICE


Senior Sergeant *************

07 4030 7000
LIQUOR LICENSING DIVISION

*******************************

07 4042 3300
SECURITY PERSONNEL


****************



***************
MEDIA


************************


***************
BEVERAGE SUPPLY COMPANY
***********************


****************
MEDICAL


St Johns Ambulance / QAS


3.2
PLANNING MEETING:










A planning meeting (before the event) will be conducted with the key stakeholders on:


Tue 17 Sep at 1pm in the Cairns Show Association Board Room
3.3
BRIEFING – BEFORE EVENT:









A briefing (immediately before the event) will be conducted with key stakeholders on:


Thu 25 Oct at 4pm at the Car Show Bar 
3.4
DEBRIEFING – AFTER EVENT:









A debriefing (after the event) will be conducted the key stakeholders on:


Tue 30 Oct at 4.30pm in the Cairns Show Association Board Room

Records or minutes of this meeting will be available.  
YES

If available, contact person
************************************
3.5
CONSULTATION LOG:










What is the process for recording the contact with various stakeholders?

Manager and staff all maintain diaries of contacts with key stakeholders etc. for all events.

4.
PLANNING FOR THE EVENT

4.1
SELECTION OF A VENUE:









Describe any modifications or special temporary structures being added to the venue for this event.

A temporary fence is being established around the Bar Area and also around the driving demonstration area.  

The Bar fence will be approx 2 metres high with only one entrance to the bar area.  Two go zone. 

The Driving demonstration fence will be erected with water barriers and will be 1.5 metres away from the track.

In what way will access to the site need to be modified for the duration of the event?

No modifications will be required for access to the Show Grounds.
4.2
SITE PLAN:











Tick the checklist for your site plan and include an explanation of why any items are not included.  Ensure that your site plan clearly shows the location of:

· The surrounding area
· All entrances and exits

· Emergency access routes

· Paths used by vehicles

· Paths for pedestrians only

· Parking

· Stage location

· Seating arrangements

· Entertainment sites

· Security and police locations

· First aid posts

· “chill-out’ areas (safe, quiet rest areas)

· Lost kids / property

· Drinking water sites

· Food / vendors / stalls

· Liquor outlets

· Approved liquor consumption areas

· Non-alcohol (dry) areas

· Toilet facilities

· Communication centre/command post

· Fire extinguishers

· Refuse containers

· Public telephones

· Media points (TV and radio)
Attach a copy of your site plan here

The site plan should be photocopied and circulated to all stakeholders.

Site plan attached at ENCLOSURE 1.

4.3
EVENT PROMOTION AND TICKETING:







What is the focus or purpose of the event?

Competition for Car Enthusiasts and family entertainment (Bars to provide refreshments to event patrons)

How is this explained in the promotion and publicity for the event?

The event is promoted as a family event.

Where is the event to be publicised and promoted?
Promotion of this event is via mail outs and flyers along with information available on the website (www.cairnsshow.com.au).  TV and Radio commercials will also be promoting this event. No promotion of bars.

Does the event promotion and publicity reinforce message about safe drinking practices?

YES
What is the ticketing process for the event?

All entry for the public is at the gate.  Tickets for competitors and officials will be done in advance. 
Will tickets inform patrons of important details relating to the event?

A gate program will be provided to all patrons detailing all important details including our safe drinking message.

What is to be included in the price of the ticket?

Entry only.

4.4
SIGNAGE:











Does the event publicity reinforce messages about safe drinking practices?
YES.

4.5
TRANSPORT:











Has a public transport plan been developed for the efficient movement of patrons?

Black & White Taxi’s and Sunbus have been advised of the event. 

Provide details of parking available at the venue.

Paid security parking is available for approximately 800 vehicles within the Show Grounds.  All remaining parking will be in adjacent streets and North Barlow Car Park.  Parking is being managed by the Northern Beaches SES.
4.6
NOISE:












List the provisions you have made to minimize and monitor the level of noise.

Noise levels will be monitored by the Cairns Show Association Committee and will be within Council guidelines at all times.
4.7
WEATHER:











Detail the contingency plans in case of bad weather.
All main attractions and the Bar area are undercover.  There is no means of providing protection against the weather conditions for patrons.  Consideration has been given to the time of year.  Annual averages indicate that the maximum average daily rainfall for Cairns in October is 20mm and that October averages 8.1 rainy days.
4.8
INFORMATION CENTRE AND COMMUNICATION:






Will an information centre be clearly identified and available to patrons at the event?

Yes.  Details will be contained in the Gate Program
Outline the systems and technologies that event staff, police, security and emergency service personnel will use to communicate with each other.

All Bar and Bar Security Staff will have access to UHF radio’s.  15 radios have been leased for the two days of the event and will be held by Police, Ambulance, Event Management, Bars and Security staff
What systems and technologies will be in place for communicating with patrons?

The whole area will be covered by a Public Address System and the employed Announcer will hold a UHF RADIO for the event.  Bar patrons will be within speaking distance of Bar and Security Staff at all times.  

4.9
FOOD:












Are high-quality, affordable and accessible food stalls available to patrons in the different venue areas (including licensed areas)
Up to 10 food vendors will be on the grounds including APEX, LYONS, School Fund Raisers, LEUKEMIA Foundation and Trade

What types of food will be available?

· Hotdogs and Chips

· Soft drinks and Water

· Coffee and hot beverages

· Hamburgers

· Pies

· Milk

· Pizza
· Ice Cream
4.10
WATER:












Is drinking water available (free of charge) to all patrons attending the event?
NO - There is no free water available.  Bottle water will be for sale (at the Recommended Retail Price) and well advertised throughout the event.

Is the location of water clearly signposted and marked on maps?

There are no maps available for the event.  Water sales will be clearly displayed at all Liquor Booths.

4.11
LIGHTING AND POWER:









Has certification for lighting and power been obtained through the local authority?

YES

Does the provision of lighting and power cater for emergencies?

NO – This has been taken into consideration as part of our Risk Management Plan and this will also be included in the briefing to Bar and Bar Security Staff.  Copy of this briefing is attached at ENCLOSURE 2.
4.12
TOILETS:











What is the expected number of patrons?
6000
How many toilets will be provided?

As per ENCLOSURE 3
4.13
ENTRY AND EXIT DETAILS:









Complete the checklist to ensure that entrance and exit arrangements:
· Provide for supervision, marshalling and directing crowds

· Provide exit and escape routes

· Provide access for emergency services

· Have access for wheelchairs

· Separate walking and vehicular traffic

· Stagger entry times by providing supporting activities and entertainment

· Keep entries clear of all other activities

· Ensure barriers, fences, gates and turnstiles are suitable and sufficient

· Locate ticket sales and ticket pick-up points in line with , but away from, entrances

· Provide sufficient and well-trained staff

· Ensure the control points for searches to exclude prohibited items such as glass, metal containers and weapons are in place and do not impede crown movement

· Provide a secure area for the storage of confiscated goods

· Check placement and function of exit signs

Have event staff, security, police, transport authorities, local hotels and food outlets been informed of patron exit times?

YES

5.
HEALTH AND SAFETY ISSUES

5.1
SECURITY:











Has a security firm been contracted?

YES
Company:
Stoddart Security Management
Principal: Rob Stoddart
Licence / Accreditation Details:



Number of Personnel:
Six
Event security will:

commence at:
5pm Friday 26 Aug

conclude at:

11pm Sunday 28 Aug
When will a police and Liquor Licensing Division briefing and debriefing involving all security personnel be held?

Date before event:
26 Oct 07


Date after event:
30 Oct 07
Police Officer to be Present:




**********************************
Liquor Licensing Division Officer to be present:

***********************************
What security arrangements have been made for:

Cash:
All cash will be moved by Treasury Staff along with a Security Officer.  Cash Storage is in accordance with the Cairns Show Association Treasury Plan.
Asset Protection:
All assets in the vicinity of the event are manned and checked by voluntary Committee throughout the event

Crowd Management:
Volunteer Committee will be in attendance at all times and details on crown control will be provided at the Briefing.

Prohibited items:
All vehicles entering the competition area will be checked by Security Staff. All patrons entering the grounds will be monitored by Security and bag checks can be conducted at any time.  Signage will be displayed on entry points advising of prohibited items.

5.2
FIRST AID AND EMERGENCY MEDICAL SERVICES:






 Who is supplying the first aid service?
St Johns Ambulance
Start Time:
Sat / Sun 0900


Finish Time:
Sat 2200 Sun 1800
Number of First Aid Personnel:
5

Number of First Aid Posts:
1

What arrangements have been made with the QAS for critical emergency response access to the venue and transportation of patients to hospital?
QAS have been advised of access points and invited to attend briefing etc.
5.3
EMERGENCY PROCEDURES:









What is the process to ensure that all event staff, security staff, police and emergency services will be informed of the emergency evacuation plan?
Copies of the Emergency Evacuation plan will be provided to all emergency services and this is included in the briefing.

Who is the nominated person to authorise an evacuation?

Name:
Mark Bryant
Contact Details during the Event:
Mob:
0408 748 189

UHF Radio
Will emergency tools be strategically located throughout the venue?

NO – Staff have direct access to all Cairns Show Association Emergency Equipment located at the Workshop (see site plan)
6. MANAGEMENT OF ALCOHOL

6.1
PERMIT CONDITIONS:









What arrangements have been made to notify the bar staff of the standard and other conditions of your General Purpose Permit or Public Function Approval?

Permit will be clearly displayed at each venue and a copy also included in the Bar Register Book.  The conditions will be covered in the Bar and Bar Security Staff briefing held prior to opening on Saturday at 9.30am.  A written copy of the brief will also be available to all operational staff prior to this meeting.
6.2
BYO AND NON-BYO EVENTS:









Has the matter of BYO Liquor been discussed with the organising committee and other stakeholders for the event?

YES

Comment:
No BYO drinks will be allowed onto the grounds during the event.  This has been discussed with the Event Manager and will be included in the Event Management Plan.  Searches will be conducted by Security in order to ensure this order is complied with.  Signage will also indicate NO BYO.
6.3
RESPONSIBLE SERVICE OF ALCOHOL:







How will you tell patrons about alcohol, including that alcohol will not be served to minors and intoxicate patrons? Provide examples.
· Event publicity

· Ticketing

· Signage

· Other:
Attach copies or examples

How will you inform event personnel, specifically bar and security staff, of their responsibilities under the Liquor Act 1992, and about the responsible service of alcohol and the penalties for offences committed?

· Signage (QLD Govt. Liquor Licensing “Facts Sheets”) will be clearly displayed in and around Liquor Booth throughout the event.  
· Additional signage will be provided where necessary

· Security Staff briefed and will be able to provide advice to those entering the licensed areas.

· Each shift will have RSA Trained Staff (usually the Shift Manager) providing advise to patrons and staff
· All RSA trained staff wear RSA vests and will be available to advise patrons and other staff members
· All other Bar Staff wear Cairns Show Association STAFF vests to clearly identify them

· All Bar Security Staff wear Cairns Show Association SECURITY Shirts and black trousers.

How many bar staff do you intend to employ?
8


What is the expected number of patrons?
1000 (no more than 100 expected at any one time over the two days)
6.4
MINORS:











How will under-age patrons be identified?

· Proof of age via ID card to Security Staff situated at entrance to Liquor Booths
· All patrons considered to be under the age of 25 will be asked for ID

· Wrist Band system employed to indicate that have been verified by Security Staff as over 18
· Proof of age required at the request of Bar Staff irrespective of over 18 band
· No under 18 patrons allowed access to Bar area within Licensed area

· No alcohol permitted outside the licensed area
· Security manning the entry/exits to Liquor Booth briefed on under-age and wrist bands
6.5
BEVERAGE OPTIONS:










What types of alcoholic and non-alcoholic drinks will be available at the event and what will be the pricing structures?
Bar price list attached at ENCLOSURE 4.

6.6
BEVERAGE CONTAINERS:









What type of containers will be used to serve drinks?
All alcoholic and non-alcoholic beverages will be sold by the can only with the following exceptions:

· Wine – plastic wine glass
· Bottled Water - plastic bottle

· Orange Juice – plastic bottle

6.7
TRADING HOURS:










What are the proposed liquor trading hours?
Day 1
10am

to
11pm
Day 2
10am

to
8pm
6.8
ALCOHOL CONSUMPTION AREAS:








How many alcohol dispensing and consumption areas will be available?
Dispensing areas
1
Consumption areas
1

How will the boundaries of consumption areas be defined?

The designated licensed area will be defined with 2 metre high Hession fencing on the Western side and with orange webbing on the southern and eastern side.  The southern and eastern side will also have a 1.5 metres barrier between the webbing and the water barriers for the track.  This area will be a no go zone for public.  The bar area (over 18 only) will be defined as the area within the permanent walls of the Car Show Bar.  This area will be limited to two access/exits and signage will be displayed advising that no under 18’s allowed.  There will be only one entrance to the Licensed area and this will be manned by security staff at all times.
7
COMPILE A FILE

7.1
KEEPING DOCUMENTS AND INFORMATION:







Has a filing system been established?

YES
Who is responsible for maintaining the file?

*****************************
7.2
DOCUMENTS TO BE KEPT:









Complete the following checklist to ensure that all records are included in the file.
· Event plan

· Details of committee members

· Stakeholder contacts

· Record of meetings

· Sponsorship letters

· Licences/permits

· Applications for Licences / permits

· Inward correspondence (including faxes and email)

· Outward correspondence (including faxes and email)

· Emergency plan

· Media releases

· Event program

· Site plan

· Tickets

· Promotional material – posters, flyers

· Logos

· Contracts

· Accounts

· Employment records

· File notes of telephone conversations

· Quotes for services or products

· Press articles, TV

As the Cairns Show Association is a full time operating business, all required documentation and records are maintained.  
CHECKLIST

Items to be completed in the Event Management Plan:





1. Event Details
· 1.1 Event details

· 1.2 Event manager

· 1.3 Description of the event

· 1.4 Patron details

2. General considerations

· 2.1 Police contact

· 2.2 Liquor licence

· 2.3 Public liability

· 2.4 Health and safety permits

3. Consultation with key stakeholders

· 3.1 Consultation register

· 3.2 Planning meeting

· 3.3 Briefing – before event

· 3.4 Debriefing – after event

· 3.5 Consultation log

4. Planning for the event

· 4.1 Selection of a venue

· 4.2 Site plan

· 4.3 Event promotion and ticketing

· 4.4 Signage

· 4.5 Transport

· 4.6 noise

· 4.7 Weather

· 4.8 Information centre and communication

· 4.9 Food

· 4.10 Water

· 4.11 Lighting and power

· 4.12 toilets

· 4.13 Entry and exit details

5. Health and safety issues

· 5.1 Security

· 5.2 First aid and emergency medical services

· 5.3 Emergency procedures

6. Management of alcohol
· 6.1 Permit conditions

· 6.2 BYO and no-BYO events

· 6.3 Responsible service of alcohol

· 6.4 Minors

· 6.5 Beverage options

· 6.6 Beverage containers

· 6.7 Trading hours

· 6.8 Alcohol consumption areas
7. Compile a file

· 7.1 Keeping documents and information

· 7.2 Documents to be kept

TO BE COMPLETED BY THE EVENT MANAGER





I, 		Benjamin Mark Bryant 





of The Cairns Agricultural Pastoral and Mining Association 





declare that I have read and understood A Planning Guide for Event Managers and the information I have provided forms the Event Management Plan for:





2007 Cairns Auto Spectacular





to be held on the 27th and 28th October 2007











Signed				Date 	27 August 07
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