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Event Planning Guide For Communities

Welcome to the City of Canning’s Event Planning
Guide. This guide has been developed to assist you
with staging successful and safe events within our
welcoming and thriving City.
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Five easy steps to event planning in the City of Canning
If your event is under 200 people contact bookings@canning.wa.gov.au or
1300 466 664 and ask to speak to a Bookings Officer.
If your event is over 200 people contact communityevents@canning.
wa.gov.au or 1300 466 664 and ask to speak to the Events Officer to
arrange an initial meeting.
IMPORTANT: This meeting must occur atleast 80 business days
(16 weeks) prior to your proposed event date.
In this meeting we can discuss your event details, provide guidance and
go through the Public Event Application Form.
Public Event Application Form and completed documentation must be
submitted 60 business days (12 weeks) prior to event

Events are a wonderful way of bringing people together. The City of Canning is an ideal place to host all
kinds of events, from cultural celebrations and community festivals to private functions and everything
in between.
Within the City of Canning, we have a team committed to providing helpful advice to aid the successful
delivery of your event. We have the responsibility of reviewing all event applications that are submitted
and aim to facilitate the delivery of safe and successful events. The City of Canning is enthusiastic about
seeing diverse, colourful, inclusive and sustainable events in our community, and we’re here to help.

Why you need an Event Approval for Large Events
The City of Canning is required by legislation to ensure events comply with basic requirements to ensure public safety.
The City of Canning also aims to ensure that the community is well informed about events to maximise positive outcomes and
minimise negative impact.

How much time should I allow to plan?
Large events should commence planning four to six months prior to the chosen event date. This allows you to adequately research
and prepare all aspects of the event to ensure it runs as smoothly and safely as possible. Minor events do not necessarily require as
much time, but you should still aim to start preparations at least three months prior to the chosen event date.

Application process for Event Approval
As there are many City of Canning departments involved in the approval process, it takes time for the City to respond to your
application. If you do not meet the following timeframes your application may not be considered.

Event Approval Team assesses the application and provides feedback
in the form of a letter. More information may be required from the
event organiser
Once all documentation has been approved, you will be issued your
Letter of Confirmation. A bond may be applicable. Keys will be issued
if required

IMPORTANT: The City has the right to decline any application if:
• Application is not submitted in the timeframes specified (late applications)
• Documentation is incomplete or outstanding
• Any previous bookings resulted in significant damage to the site and violation of venue rules
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Event Application Checklist

Event Planning Guidelines

Appendix 1 – Event Management Plan

Mandatory

The City recommends that you consider the below dot points when
preparing for your event, these form your Event Management Plan.

Toilets

£ Public Event Application
£ Risk Management Plan
£ Traffic Management Plan
£ Site Map
£ Public Liability Insurance from Event Organiser
£ Form 5 Certificate of Electrical Compliance
£	Form 1 & 2 (combined) Application to Construct, Extend or Alter
a Public Building & Application for Variation of a Certificate of
Approval
£	Form 3 Public Buildings - Application for Variation of a
Certificate of Approval
£	Public Liability Insurance from stalls, contractors

If applicable
£ Food Permits for any vendor selling or providing food or drink
£	Structural Certification for temporary structures erected
£	Amusement devices / rides Worksafe Certification
£	Liquor Consumption Permit from the City)
£	Liquor Licence Approval from Department of Racing, Gaming
and Liquor
£	Acoustic report / Regulation 18(k) (Noise) Notifiable Event

Contact Information

Event Management Plan
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Toilets
Security
Traffic management plan
Waste management plan
Contingency plan
Risk management plan
Emergency management plan
Event running sheet
Contact list
Site map
Event promotion/marketing
Power and lighting
First aid
Food vendors and catering

Event Safety and Regulations
The City recommends that you consider all regulatory aspects
of the event to ensure your guests are safe and the event runs
smoothly.
•
•
•
•
•
•
•
•
•

Infrastructure (marquees, amusements, water facilities, stalls)
Public liability insurance for the event and for service providers
Temporary road closures
Noise management and music
Pedestrian and crowd management
Alcohol and liquor licensing
Notifying relevant authorities
Petting zoos and bouncy castles/inflatables
Fireworks

Your site plan should show the location and number of public toilets and disabled facilities being provided for your event. Use the following
guides to determine the number of toilets required at your event. These figures are for events where alcohol is not available. If alcohol is
being provided, double the requirements in the table below.

Total Attendance
Numbers

Female WC

Male WC

Male Urinals

Accessible Toilets

0-500

2

1

2

1

500-1000

5

2

3

1

1000-2000

10

3

5

1

2000-3000

12

4

8

2

3000-5000

20

7

14

3

For every 2000
people over 5000

2

1

2

1

Security

Waste Management

Event organisers will need to determine the likelihood of security
issues around things like crowd control and service of alcohol.

Whether the event is a major festival or a small celebration,
provision must be given to the appropriate collection and disposal
of waste and recycling during and after the event. Consider rubbish
bins, recycling bins and mini skips. If requested, the City can
provide regular rubbish and recycling bins at a cost - please note if
you want these on your application.

9231 0634
communityevents@canning.wa.gov.au

City of Canning Commitments

If you event requires set up a day or two prior, the City
recommends overnight security for any equipment or infrastructure
on site. If alcohol is being served, two security guards for 150
people are required and one security guard every 100 people after
that. The City is not liable for any damages or lost equipment over
the course of your event.

Should you have more specific questions, please speak with the
responsible officer:

Below are some courtesies we ask you to consider when running
an event in the City of Canning. Here you can also find ways the
City can assist you in running a successful event.

Traffic Management

•
•
•
•
•

If the event impacts on any road, public transport or the flow of
local traffic, event organisers will need to notify the City and likely
develop a Traffic Management Plan (for larger events use a Traffic
Management Company TMP). In the rare occasion of a complete
road closure of a major road, Main Roads will need to be involved.

For any enquiries on making a booking or obtaining event approval,
please contact the Events Officer in the first instance:

Events Officer

Food Permits & Compliance
Administration Officer Healthy Canning
9231-0503
zoe.taylor@canning.wa.gov.au

Venue availability
Active Places Officer
1300 422 664
bookings@canning.wa.gov.au

Accessibility
Sustainability
Recognition of Indigenous land custodians
Grant opportunities
Minimum Health Requirements

Traffic Management also covers the use of any staff to park cars.
The City recommends use of parking/barricade tape and cones
paired with trained staff to efficiently and safely park vehicles.
ACROD parking should also be considered so that guests with a
disability can easily access your event.
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Risk Management

Contact List

Site map

Political Guidelines

Prior to your event, it is vital that you make an informed
assessment of all possible risks associated with the event.
Through careful analysis, you must identify any potential hazards
(or detrimental consequences) that could pose a risk to anyone
involved in the event. It is important to include others in this
process including Emergency Services, venue managers and the
City's Leader Risk Management.

It is useful to put together a list of all your key contacts for your
event, including your staff, your volunteers and contractors,
stakeholders, public, authorities and Emergency Services’ details.

A site map should be drafted for the event identifying the utilities
and services:

The City does not support at any time City resources or assets
being used for political campaigning. This includes:

•
•
•
•
•
•
•
•
•
•

• Political campaigning at City supported events (i.e. speeches of
an overtly political nature or members, distribution of election
material)
• Political campaigning in public facilities
(i.e. distribution of election material in libraries and recreation
centres)
• City grants or partnerships being used to support events/
activities of a political nature

Click here to download a sample Risk Management Plan.

Emergency Management Plan

Promotion channels
When you consider promotion you will want to consider how the
public will hear about your event and what key messages you want
to communicate. This includes themes, activities, dates, times and
platforms and should be directed at your intended audience or
target market.
Promotion channels and platforms could include: media releases,
web content, posters and flyers, social media, newspaper/print
advertisements, television advertisements and radio advertisements.

Promotion through the City of Canning

NOTE: Once Emergency Services arrive on site they assume control
of the situation.

The City of Canning has some distribution channels that you may
be able to use to promote your event. These include:

Large and high-risk events should have a formally documented
Emergency Response Plan developed in consultation with
emergency services representatives e.g. St John Ambulance, State
Emergency Services. Once adopted, it should be made available to
key on site event personnel, stakeholders and emergency services.

• City of Canning website – submit your own event
• City of Canning Community Facebook page

Event Running Sheet

Inviting the Mayor

Gate

Fitzgibbon Street
10m

The Mayor, Councillors and CEO have many commitments. Should
you wish to invite them to your event, a formal invitation must be
sent at least four weeks prior to the event.
The invitation is to be addressed to the Mayor/CEO’s Office, Locked
Bag 80, Welshpool, 6986 or customer@canning.wa.gov.au

8m

Pedestrian
Access

Jump
Castle

Car Entrance

Fence Barrier

Sound Desk

Lighting
Tower

Info
HQ
Seating Area

10m

Car Exit

A running sheet is a timeline of your event from start to finish, from
the first peg in the ground to the last bag of rubbish put in the bin
and everything in between. This is useful for event organisers to
keep on top of all actions and ensure scheduling is on time. You can
include performance times, speeches, raffle draws, deliveries etc.

Example of a site map:

The City may request to see a list of attending VIP's and official run
sheet if applicable. Ensuring impartiality may mean:
• Ensuring invitations to attend have been made to all political
representatives (not just inviting representatives from one party)
• Ensuring where politicians are invited to speak that the invitation
is extended equitably
• Considering not having politicians speak during a caretaker
period and/or requesting politicians refrain from using speeches
for electoral campaigning
• Ensuring where politicians are permitted to distribute election
material at an event (i.e. host a stall) that an invitation be
extended to other parties

Hamilton Lane

With any large crowd gathering in a public space, it is imperative
that you plan for an emergency, including how to safely evacuate
attendees.

•
•
•
•
•
•

Waste Bins

A completed Risk Management Plan will require submission to the
Events Officer, however WILL NOT be signed off by the City. It is
the responsibility of the event organiser to identify and assess risks
accordingly and have Public Liability Insurance.

A marketing plan is an essential tool in communicating consistent,
timely and useful information to the community. This plan will
help you decide what, how, when and where you will market
your event. It will essentially become a timeline for guiding your
communication and marketing activities.

Food Tents

A risk assessment meeting, attended by key stakeholders, should
be held to ensure that possible risks are identified and managed.
This should be documented in a risk management plan which will
allow you to minimise the risks involved for running of the event.

Event marketing plan

Disabled access
Drinking water sites
Emergency access and exit points
General entry and exit points
First aid post
Fire extinguishers/blankets
Kitchen or catering facilities
Speaker / sound desk location
Lighting towers
Location of temporary and/or permanent toilets
(including disabled)
Parking (refer to traffic management plan) and disabled parking
Performance/entertainment locations
Power supply
Rubbish bins
Seating and /or shade (natural or built)
Stages and marquees

Vacant Block

7

Fire Equipment
First
Aid

Amplified Speakers Facing North
Stage, Perfomance Area
Display Tents
3.3 metres
Porta Loos
12m

10m

McTavish Reserve

8m
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Appendix 2 – Event Safety and Regulations
Drinking water facilities
Events should cater for the health and comfort of patrons. Depending on the type of event, drinking water should be made freely available
or if not feasible, at a cost lower than the lowest price of any other drink sold to patrons.
The location of drinking water facilities should be clearly indicated via directional signage. For example if you are having an event on a hot
day, consider the provision of free water to your patrons for their health and safety.
Department of Health recommends that for daytime events free drinking water is available to patrons. Where an event is licensed, the
Liquor Control Act 1988 requires a licensee to provide free drinking water to patrons.

Infrastructure, temporary structures and facilities
All infrastructure and facilities that are to be brought onsite for your event are to be included on your site plan. These would include:
marquees, banners, barricades, site sheds, amusement rides, toilets, water facilities and stalls. Careful placement of infrastructure needs
to be considered to avoid creating crowd issues or damage to the site. Please also ensure that you include the dimensions and weight
loadings where applicable.
If temporary structures are erected for public entertainment, following should be considered:

Stakeholder notification

Food vendors

In order to minimise any impact on surrounding stakeholders,
communication is required and is vital to the success of your event.
A formal letter will need to be sent to all stakeholders within the
event precinct if roads are being closed, noise levels will be high or
for any other reason that impacts on general activity in the event
area. This will include surrounding residents and businesses to
notify them of the event.

A food vendor is a stall or vehicle from which any food or drinks are
offered for sale. Each individual food stall/food van, operating at an
event requires its own permit. It is the responsibility of the event
organiser to ensure that all food vendors have the appropriate
approval before allowing them to participate and sell food at the
event. All food vendors must hold a valid permit issued by the City
of Canning for any food sales within the City, regardless of whether
the event is on City land or private land.

It is the applicant’s responsibility to ensure that adequate
stakeholder notification is conducted and evidence of this will be
required for large events where road closures are in place.

Power and lighting
Power is crucial to most events so it is important you have thought
through how much you need, and have a plan in place should the
site not provide a sufficient amount.
In some locations, it is possible to use City of Canning mains power.
Please note fees apply and the event organiser is responsible for
ensuring that any independent operators must comply with the
appropriate health and safety regulations. All leads, portable outlets
and generators must be tagged by a licensed electrician and
the Form 5 Certificate of Electrical Compliance form needs to be
signed and submitted.

First Aid
To ensure incidents can be treated in a fast and effective ways,
Event Organisers are required to have a first aid presence at their
event. The level of first aid required can range from a well-stocked
first aid kit up to a qualified paramedic and ambulance on site. For
most events, a qualified Senior First Aid officer and a well-equipped
first aid kit will suffice.
For more information on first aid contact St John's on 9334 1222

Catering
If the event is running for an extended period of time, you may
want to consider catering arrangements.
A caterer means a person, establishment or institution (for example,
a catering establishment, a restaurant, a canteen or a hospital)
which handles or offers food for immediate consumption. Caterers
are assessed and approved from a registered kitchen and the
transport and serving of the food off site is part of their permanent
business. Their kitchen and vehicles are adequate for such
operations and they have food safety plans in place for functions
and events that they cater to.

• The event organiser must ensure that all temporary structures (e.g. stages/marquees etc) have structural certification from the rental
company. Event organiser must forward these certifications to confirm that the structures are safe. Refer appendix 6 for more information
and guidelines on temporary structures.
There are a number of forms which need to be completed to comply with the City’s public building regulations, these assist in making sure
the structures at your event are safe:

Form

Description

Form 1 & 2 Application to Construct, Extend or Alter
a Public Building & Application for a Certificate of
Approval

This means you are allowed construct ‘structures’ at your
outdoor event such as marquees, a stage etc. If you are
holding an event in one of our halls/community centres no
action is required.

Form 3 Public Buildings - Application for Variation of a
Certificate of Approval

If the location already has a Public Building Certificate (e.g.
a church or hall), and you want to hire it out for example a
food festival, a Form 3 must be completed for a variation of
the public building approval.

Form 5 Certificate of Electrical Compliance

Electrical contractor certifying that permanent and temporary
electrical installations comply with the Health (Public
Building) Regulations 1992.

Public liability insurance
Public liability insurance is mandatory for all events with a minimum of $10 million cover.
Adequate insurance cover is also essential for any volunteers.
All contractors, performers, food vendors and other suppliers at the event should supply a current certificate of currency prior to their
participation at the event. Various insurance companies offer a community group insurance scheme with cover available for most
community events, celebrations and festivals. Two organisations are: www.localcommunityinsurance.com.au and
www.communityinsurance.com.au
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Noise management and music

Alcohol and liquor licensing

Music and other noise from events can often be loud and as a
consequence noise pollution can occur. All events need to comply
with the Environmental Protection (Noise) Regulations 1997.

Under local laws, the City of Canning prohibits the possession and
consumption of alcohol in thoroughfares and public places unless the
person is doing so in accordance with a permit.

Event organisers need to be considerate of the residents and
business that will be affected in the surrounding area. Noise from
vehicles, event activities, music and patrons can cause disturbance.

If there will be alcohol sold at your event, please contact the
Department of Racing, Gaming and Liquor (RGL) for all liquor licensing
and allow a minimum of 60 days for processing of the application.

Proactive measures such as crowd control, positioning of
loudspeakers and timing of events can improve control of noise.

The City of Canning will need to see evidence of your liquor licence.
Please note that approval of a liquor licence is not approval for
your event, nor does an event approval guarantee you will receive
a liquor license. RGL require liquor licence applications 60 days
or more prior to an event, therefore if you intend to sell alcohol
at your event it is recommended that you apply to Racing Gaming
and Liquor well in advance of your proposed event date. If a licence
is required and you do not obtain a licence before your event date
you will not be permitted to have alcohol at your event. If alcohol
will be brought into the premises but not sold, the City can issue
you a permit.

If significant noise is to be created the applicant may be required to
apply for approval of a ‘Non Complying Event’ under Regulation 18
of the Environmental Protection (Noise) Regulations 1997.
An application for approval must be made no later than 60 days
prior to the event.

Pedestrian and crowd management
For larger events, you may need to consider crowd and/or
pedestrian management.
In the event of a breakdown of order, it is the event organiser’s
responsibility to implement adequate pedestrian and crowd
management, however if you cannot control the situation,
Emergency Services will take over.

Notifying relevant authorities
If your event exceeds 200 people, it is your responsibility as an event
organiser to notify the following authorities of your event to ensure
they are adequately prepared should their services be required.
These include the local police, fire and rescue and first aid services.

Petting Zoos

Amusements/rides

If the event involves farms, zoos and exhibits where patrons may
interact with animals, please include this in your event application.
You have a requirement to notify the City of Canning of this so
that Environmental Health Officers can provide you with important
hygiene practice information.

If amusement rides/structures will be present at your event
then you need to be satisfied that the operation of these rides/
structures comply with WorkSafe requirements. Receiving Public
Liability Insurance from the amusement ride operator is one way of
ensuring that the rides/structures are safe to operate:

For the purpose of this guide, ‘petting zoo’ is the term used to
encompass open farms or premises where animals are made
available for direct or indirect contact with members of the public.

Fireworks

Bouncy Castles/Inflatables
If the event involves a bouncy castle or inflatable, please note this
on your application. Be mindful of the weather as it is unsafe to
erect a bouncy castle in windy conditions. Bouncy castles and any
other inflatables should be supervised at all times by a trained staff
member of the hire company.

The discharging of fireworks requires approval from the Department
of Mines and Petroleum, Fire Authorities, the WA Police and the
City of Canning. Only a licensed fireworks operator or someone
working in the presence of a licensed operator may actually set up
and initiate fireworks at a fireworks event.
Many City sites are not appropriate for fireworks due to close
proximity to housing and waterways.
If approved by Council, the relevant application form (available from
the Department of Mines and Petroleum) should be submitted to
the City of Canning at least 8 weeks prior to your event.
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Appendix 3: City of Canning Commitments
Accessibility
The City of Canning is committed to ensuring our city is welcoming
and inclusive of people with disability.
When planning your event, it is important to consider:
• Did your invitation or promotional material state whether the
venue is accessible to people who use wheelchairs?
• Does the venue have an accessible parking bay?
• Is there a continuous accessible path of travel, including kerb
ramps, to your event?
• Does the venue have an accessible toilet.

Sustainability
The City of Canning has a responsibility to consider environmental
impacts when approving events. We therefore encourage event
organisers to make their event as “green” as possible.
The following tips should be considered:
• Hire equipment, decorations or other materials that you may be
able to use again
• Encourage people to walk, ride their bikes, car pool or catch
public transport and offer end of trip facilities to support this
• Use compostable serving products such as bamboo or paper
• Avoiding single use disposable plastics such as straws, balloons,
bottles and encouraging participants to BYO bags or mugs for
example.
• Consider providing water refill stations for participants to refill their
own bottle rather than pay to buy and throw away bottled water
• Provide recycling bins with signage alongside standard waste bins.
Ensure the venue is free of litter that could harm birds and wildlife
such as balloons, glitter or confetti.

Recognition of Indigenous Land
Owners
An Acknowledgement of Country is a means by which all people
can show respect for Aboriginal culture and heritage and the
ongoing relationship the traditional custodians have with their land.
An Acknowledgement of Country would be used as below:
• Minor function “I would like to acknowledge the traditional
custodians of the land. I would also like to pay respect to the
Elders both past and present and extend that respect to other
Indigenous Australians who are present”.
• Major functions It is important that a local Elder be asked to
conduct the ‘Welcome’. In addition, other welcoming activities
such as music and dance may be used under the direction of
the Elder.

Grant Opportunities
There may be a City of Canning grant available to help with your
event costs. Is your event not-for-profit? If so, please see the City
of Canning’s Community Partnership Fund guidelines to check
eligibility and timelines for availability of grants.
Please contact the Grants Officer on 1300 422 664 or
visit www.canning.grantguru.com.au

Minimum Health Requirements

1317 Albany Highway, Cannington WA 6107
Ph: 1300 4 CANNING (1300 422 664)
Connect with us

canning.wa.gov.au
Alternate versions of this document can be made available on request, including languages other than English.
Contact the City on 1300 422 664 to find out more.

