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Section 1: Venues & Dates

Council venues, public spaces, signage, and our events calendar.

Section 2: Applications & Permits

You will need to apply, early! Includes site planning and whether you will 
need an Occupational Certificate. 

Section 3: Waste, Water, Toilets, Power & Lighting

The not-so-glamorous essentials.

Section 4: Food & Alcohol

If food or alcohol will be served, special conditions apply.

Section 5: Road, Car Park, & Pedestrian Impacts

Traffic management and other considerations.

Section 6: Insurance & Risk Management

Insurance, health & safety, security, emergency plans. You cannot afford to 
ignore them.

Section 7: Volunteers & Noise Management

Training & insurance, health & safety, and noise management.

Section 8: Marketing & Promotions

Useful tips on how to build and grow your audience.

Section 9: Sponsorship & Fundraising

Helpful info on budgeting, potential funding sources & sponsorship.

Section 10 Event time!

Set up, communications, pack up and evaluation.
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That is exciting! At Port Macquarie-Hastings 
Council, we love events of all shapes 
and sizes. They provide an opportunity 

to engage our great community, showcase our 
beautiful area, and add to the vibrancy of our 
towns and villages. 

We want your event to be a success, and 
memorable ... for all the right reasons!

Running an event can seem daunting at first, 
and we will be honest, there are a number 
of things you will need to consider. To make 
things a little easier, we have provided a guide 
to running events in our region. We have called 
it the Event Organiser’s Toolkit, and we have 
organised the guide into 10 sections (see page 
2). In addition to this toolkit, you can find a range 
of useful templates and checklists in the Related 
Information section on Council’s events web page.

Please note: this toolkit is a general guide only. 
Every event is different; and the topics covered in 
this toolkit are not exhaustive. 

 
Before you begin

It is worth pausing for a moment to consider the 
fundamentals. 

This may include: 

>  What you want your event to achieve; 

>  Your target audience; 

>  Expected participant numbers; 

>  Resources required; 

>  And your budget!

We highly recommend downloading our Event 
Organiser’s Checklist (see the ‘Related Information’ 
section on Council’s events web page), which will help 
you tick off some of the essentials for running an 
event in the Port Macquarie region.

So ... you’re thinking of holding 
an event?

Major Events

Are you organising an event in 
Greater Port Macquarie that will 
have a significant impact on the 
local economy?
Does your event have the potential 
to bring a large number of visitors 
from outside the region?
If you have answered yes to both, 
get in touch with us to discuss 
our Major Events Sponsorship/
Assistance opportunities.
Please email our Events Officer at 
economic@pmhc.nsw.gov.au or call 
(02) 6581 8111.
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Planning Task
Planning Task

Toolkit 

P R E - P L A N N I N G

Visit Council’s website and view the Event Organiser’s Toolkit

Check what other events are on at the same time as your proposed event
1

If you’re event is to be held on public land, contact Council’s Recreation & 

Buildings team to inform them of the event and discuss any approvals that you 

may require including:

> Development and Event Applications

> Traffic Management

> Permits

> Booking venues

2

5

2

Form the event organising committee and allocate roles and responsibilities

Prepare the event budget and monitor expenditure and income

9

Develop and review objectives

Develop the event program

Book performers, entertainment, food vendors, and Master of Ceremonies (if 

needed)

Send confirmations and pay deposits as required

P E R M I T S  &  L I C E N C E S

If using music, apply for APRA permit

2

Apply for Liquor Licence if required

4

Apply for a filming licence if required

2

T R A F F I C  M A N A G E M E N T

Complete and submit Application for use of a Public Road-Worksites & Events 

(also applies if you are proposing to use a footpath or car park)

5

If required, submit Traffic Management Plan and Traffic Guidance Schemes & 

engage the services of a Traffic Management company.

5

Complete and submit a Notice of Intention to Hold a Public Assembly to NSW 
5

S P O N S O R S H I P S  &  G R A N T S

Apply for grants if appropriate

9

Identify appropriate potential sponsors and develop sponsorship proposals
9

Distribute sponsorship packages and follow up promptly

9

Research, prepare and send relevant grant applications

9

The checklist below is provided as a general guide only, and may not cover all of your 

requirements. More information on each toolkit section can be found on the Event Organiser’s 

Toolkit web page.

https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Sponsorship-Program
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Sponsorship-Program
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Event-Organisers-Toolkit
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Event-Organisers-Toolkit
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Event-Organisers-Toolkit
mailto:economic%40pmhc.nsw.gov.au?subject=
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Which venue?

What sort of venue do you need? Is it available? Port Macquarie-Hastings Council offers 
a range of facilities to the public for hire including parks, sports grounds, and halls. 
Make your Council venue inquiry here. Please note that booking/hire fees may apply.

Visit Council’s website for more details.

Venue fees and bonds

Depending on the venue, you may be required to pay a bond. A Council representative 
will check over the venue prior to and after the event, to ensure no damage has 
occurred. (See Parks & Buildings and Recreation sections).

Private Venues

You may also wish to check out the many and varied event options that our local resorts, 
hotels, clubs, community halls and other private venue options offer. More info is 
available at portmacquarieinfo.com.au. Therefore, whether you are seeking something 
big or small, you will find the perfect space!

Which date?

Your event date may be set by external factors such as 
sporting fixtures, however if you do have a say in the 
matter, important considerations include peak holiday 
times (accommodation cost/availability), and whether 
there is a clash with other similar or major events.

Is your preferred venue available?

When submitting your initial venue-booking enquiry 
to Council, consider selecting a couple of alternative 
dates as well. Check Port Macquarie’s ‘What’s On’ 
Calendar for major events and Council’s website for any of the smaller events. Note that 
during school holidays and large events (such as IRONMAN Australia and the NSW Touch 
Football championships), accommodation may be at a premium and the region will be 
very busy.

Venues & Dates
Council venues, public spaces, and our events calendar1

Inside Venues

From the totally fabulous, state-of-the-art 
Glasshouse Theatre, right through to a cosy 
community hall, we have you covered.

Outside Venues

From stunning Town Green with its prime town-
centre, waterside position, to our beautiful 
reserves and well-maintained sports fields, you 
will be spoilt for choice.

Useful Links

>  Port Macquarie Weather

>  Major Events Calendar

>  Community Events Calendar

>  Council Venue Booking inquiry

>  Port Macquarie’s official 
destination website 
(Accommodation + dining + 
visitor attractions)

http://venue.pmhc.nsw.gov.au/EPWeb/default.aspx?&user=guest&password=guest
http://www.pmhc.nsw.gov.au/
http://www.portmacquarieinfo.com.au
http://www.pmhc.nsw.gov.au/Community-Facilities/For-Hire
https://portmacquarieinfo.com.au/whats-on/events
https://portmacquarieinfo.com.au/whats-on/events
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Calendar
http://www.bom.gov.au/nsw/forecasts/portmacquarie.shtml
https://portmacquarieinfo.com.au/host-your-event
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Calendar
http://www.pmhc.nsw.gov.au/Community-Facilities/For-Hire
http://www.portmacquarieinfo.com.au
http://www.portmacquarieinfo.com.au
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It may seem tedious however; the approvals process is actually your friend. It will help 
your event planning, as it will force you to address some of the less exciting, yet critical 
issues. 

Do I really need Council approval?

Before you go down the event application path, consider whether you actually need 
Council approval. 

Council approval for your event is generally required if you are holding an outdoor event, 
which incorporates one or more of the following:

If none of the above criteria apply, an application is not usually required.^ 

* Petting zoos and similar require a permit and are only approved in a Council park for 
organised community events.

^ Council does not generally require applications for family or casual social gatherings. 
If you wish to use a venue for a ceremony or private function, and your event does not 
incorporate any of the above activities or infrastructure, a venue booking may be required. 

† Approval for bouncy castles and other inflatable devices not required when used on 
private land. Amusement rides are only permitted in conjunction with community events 
(not private ceremonies or functions). PLEASE NOTE: These inflatable devices are not 
allowed on the Town Green.

Private ceremonies & functions

Exclusive use of a public park or reserve is not permitted and access to the general 
public is to be available at all times. However, you can still enjoy our spaces for private 
ceremonies and functions, with the following guidelines:

Private Ceremonies (including weddings and christenings): These need to be booked 
through Council and a fee is payable. The maximum time permitted is two hours.

Private Functions (includes parties, barbeques etc.): No fee is payable and an 
application is generally not required (unless you have one or more of the criteria in the 
section above). We do recommend you notify Council as it helps us manage the space 
and avoid conflicting activities.

Applications & Permits
You will need to apply, early!

>  Use of Council indoor or 
outdoor facilities

>  Public attendance

>  PA/amplified music^ 

>  Petting zoo/animals*^

>  Temporary fencing^ 

>  Road and/or footpath 

closures

> Food and/or drink stalls

>  Invitations or ticket 
purchases required

>  Electricity/generators^ 

>  Fireworks 

>  Portable toilets

>  Sound shell/stage 

>  More than 500 attendees 
are expected 

>  A liquor licence

>  Amusement rides 

>  Bouncy castles†

2
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2
What applications, permits and licences will I need?

Depending on your event and its location, you will require one or more of the following 
approvals and licences (fees may apply):

Applications & Permits
You will need to apply, early!

If you are holding an event ... Then you’ll need: More info:

On Council-managed land where the public 
are invited and one or more of the activities/
infrastructure points on the previous page apply.

A venue booking, plus an Application to Stage an Event including a site 
plan, and proof of $20 million Public Liability Insurance. You will also need 
to pay the Application and venue booking fees.
You may also need to lodge a Development Application* (see DA section below)

Section 2

On land not ordinarily used for the event’s purpose, 
either public or private (e.g. markets, functions, 
music concerts, car shows, or events on sporting 
fields that aren’t sports related)

A Development Application* unless the event is exempt (see DA section 
below this table), plus approval from the landowner.

Section 2

Which requires temporary road car park closures (or 
significantly affects pedestrian and/or traffic flows).

Relevant approvals from Council, the NSW Police and possibly the RMS. 
See Section 5 in this Toolkit for more information. 
To notify the relevant agencies and Emergency Services (see Section 5).

Section 5

If you answered ‘yes’ above, will your event ... Then you’ll also need: More info:

Have temporary structures like stages and 
marquees?

To confirm if you need an Occupation Certificate and a inspection via 
Council’s Duty Planners.

Section 2

Serve or supply food? Approval to Operate a Temporary Food Stall: Form DE038L 
pmhc.nsw.gov.au/About-Us/Forms-Permits/Public-Health-and-Safety/Selling-
Storage-of-food

Section 4

Serve or supply alcohol? A Licence to Serve Alcohol/Police notification: You can apply online at 
licence.nsw.gov.au. More info at Office of Liquor & Gaming NSW at 
liquorandgaming.nsw.gov.au

Section 4

Be a rally, protest or parade? To complete and submit a NSW Schedule 1 Form to NSW Police (Notice of 
Intention to Hold a Public Assembly).

Section 5

Play amplified live or recorded music on public land. A Permit from APRA may be required – see apraamcos.com.au and possibly 
a licence from PPCA (ppca.com.au)

Section 7

Impact surrounding residents, businesses, traffic 
flow etc. (e.g. increased noise, traffic changes, 
pedestrians)

To advise relevant local authorities, residents, and businesses in writing. 
Council will advise upon assessment of your application.

Sections 
5 & 7

Have a fireworks or pyrotechnics display? A copy of your Pyro technician’s Licence & PL Insurance (or ‘Single Use 
Fireworks Licence’), applications to workcover.nsw.gov.au. In addition, 
notice in newspaper required two weeks prior.

Have a bouncy castle and/or amusement rides on 
public land?

Conditions and regulations apply. See Council’s website for more details. 

Be held on water (such as a race, display, regatta, 
or any other activity, which restricts the availability 
of navigable waters for normal use by the public)?

An Aquatic Licence (issued by Roads & Maritime Services – see 
rms.nsw.gov.au/maritime 

Involve working with children? Working with Children consent/declaration from staff/contractors/
volunteers. Visit acyp.nsw.gov.au 

Section 7

Involve working/performing animals? A Performing Animals Licence. Check requirements with the 
NSW Department of Primary Industries.

Sporting fields For use of Sporting Fields you must complete an application form, see 
Council’s website for specifics.

For event on a sporting field an Application to Stage an Event will be 
required. Reference link to confirm or call Council to discuss.

https://www.pmhc.nsw.gov.au/About-Us/Forms-Permits/Public-Health-and-Safety/Selling-Storage-of-food
https://www.pmhc.nsw.gov.au/About-Us/Forms-Permits/Public-Health-and-Safety/Selling-Storage-of-food
http://www.licence.nsw.gov.au
https://www.liquorandgaming.nsw.gov.au/
https://apraamcos.com.au/
http://www.ppca.com.au
http://www.workcover.nsw.gov.au
http://www.pmhc.nsw.gov.au/Community-Facilities/For-Hire/Outside/Public-events
https://www.rms.nsw.gov.au/maritime/
https://www.acyp.nsw.gov.au/
https://www.dpi.nsw.gov.au/animals-and-livestock/animal-welfare
https://www.pmhc.nsw.gov.au/Facilities-Recreation/For-Hire/Sports-Field-Bookings/Application-for-Sports-Field-Use
https://www.pmhc.nsw.gov.au/Facilities-Recreation/For-Hire/Public-events-in-our-parks-and-reserves/Online-application-for-use-of-reserve-for-public-event
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Will I need a Development Application (DA)?

If an event is to be held on land that is not normally used for the same purpose as the 
event (including privately-owned land) and not already covered by a Blanket DA (see 
‘exceptions’ below), a Development Application (DA) may be required. Examples include 
(but are not limited to):

> Markets held on land that is otherwise used as a car park or recreation area

> Events requiring the construction of a stage/platform larger than 50m2

> Events with temporary infrastructure (e.g. an entertainment marquee)

> Music events within parks or on sporting fields

> Car displays held in parks or recreational areas

> Festivals, carnivals, and circuses held on public or private land

> Events on private or public land offering camping

However, there are exceptions!

To make it easier (and cheaper) for event owners, Port 
Macquarie-Hastings Council has a pre-approved ‘blanket’ DA 
in place for various types of events to be held at a range of 
locations including:

> Town Green

> Town Beach Reserve

> Westport Park

> Town Square 

> Port Macquarie’s Regional Stadium 

>  Various locations in Wauchope and surrounds – please 
contact Council for further details

If you would like to hold your event at one of these locations under the existing Blanket 
DA, you will need to ask Council to confirm the Blanket DA conditions and be satisfied 
that you/your event will comply with the regulations within it. You will still need to submit 
all the requirements associated with the Event Application (unless you are proposing to 
hold the event on a sporting field, in which case please contact Council and visit this 
website page). 

If your event does not meet the criteria for the blanket DA, or is being held at a public 
venue other than those mentioned above, you may need to go through the process of 
submitting a full DA specifically for your event. Council will be able to advise you.

Fees and charges will apply. An up-to-date list of Council’s Fees and Charges can be 
found here.

If you are still unsure as to whether a full DA is required, contact Council to discuss.

2 Applications & Permits
cont.

You shou
ld ensure

 

that you
r applicat

ions 

are lodge
d as earl

y as 

possible, 
as it can

 take 

up to 3 
months (o

r 

longer de
pending o

n the 

scale of t
he event

).

https://www.pmhc.nsw.gov.au/Facilities-Recreation/For-Hire/Sports-Field-Bookings/Application-for-Sports-Field-Use
http://www.pmhc.nsw.gov.au/Resident-Services/Rates-Payments-Charges/How-much-am-I-charged/Council-fees-charges
https://www.pmhc.nsw.gov.au/Building-Planning/Development/Pre-application-advice
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2
Application to Stage an Event (Section 68) If you are looking to hold an event on 
Council-managed land (excluding sporting fields), you will be required to submit the 
following to Council (who can then advise whether a DA is also required):

> Application to Stage an Event

> Venue booking enquiry/request 

> Site plan/s (see below)

>  Public Liability Insurance ‘Certificate of Currency’ for at least $20 million (noting the 
event, and Port Macquarie Hastings Council as an ‘interested party’).

> If applicable, copies of additional permits and licences as per Table 1, Section 2.

> If applicable, an application to hold an event on a public road (see Section 5)

> Payment of application fee

Upon approval of your event, you will be provided with a copy of the consent conditions 
and depending on the venue, you may be required to pay a bond. Please ensure you read 
these documents carefully and seek clarification if required as these stipulate what you 
can and cannot do. You will also be provided with the names and details of the Council 
staff you will need to contact prior to staging your event (Parks, Electrician, Water etc.).

Occupation Certificate and Inspection Booking Temporary structures of a certain size/
type ie. stages, marquees, tents, booths require an Occupation Certificate. To confirm if 
you need an Occupation Certificate please contact our Duty Planner (Mon-Thurs 8:30am-
1:30pm) on 02 6581 8111 or email the Building Regulation Unit at regulatoryadmin@
pmhc.nsw.gov.au (include a copy of your plan showing location and size of your structure). 

>  If an Occupation Certificate is required apply for one 14 days before you arrive on site.  
Applications can be lodged here: www.planningportal.nsw.gov.au/ 

>  Once you have lodged your application you need to book the final inspection. Do this at 
least a 2-3 days before you arrive on site to give our inspector sufficient notice. Book 
your inspection date here: www.pmhc.nsw.gov.au/About-Us/Forms-Permits/Building-
Development/Inspection-Bookings.

Site Planning
What is a site plan? An Event Site Plan is a map that indicates the area on which the 
event is being staged or held within. 

Why is a site plan required? A good site plan will assist you in applying for permits, 
positioning equipment and communicating with contractors, suppliers, vendors, 
performers, participants and spectators. A user-friendly version of the site plan could 
also be used in promoting information and made available at the event site. The site 
plan will also be used to communicate with emergency services throughout the planning 
phases as well as during the event.

Applications & Permits
cont.

http://www.pmhc.nsw.gov.au/Forms-Permits/Community-Land-Use/Parks-Reserves-Beaches#eventapplication
http://venue.pmhc.nsw.gov.au/EPWeb/default.aspx?&user=guest&password=guest
https://www.planningportal.nsw.gov.au/
https://www.pmhc.nsw.gov.au/About-Us/Forms-Permits/Building-Development/Inspection-Bookings
https://www.pmhc.nsw.gov.au/About-Us/Forms-Permits/Building-Development/Inspection-Bookings
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2

How do I develop a good site plan?

Find a good map. 

This map will become the basis for the site plan. Find a map on Google Earth 
or ask for assistance from the Economic Development team at Council (please 
note, map production fees may apply). We have provided some maps of our more 
popular event locations for your convenience on this webpage under ‘Application 
Forms Required’ – ‘Town Green, Westport Park’.

Engage a professional. 

Start adding the event infrastructure/equipment to the map to build a site plan. 
Programs such as PowerPoint or Microsoft Word can be useful in building a site 
plan. Depending on the scale of the event, event contractors may be able to assist 
in developing the site plan. This can be a good idea, especially if the event is of a 
larger scale and complex.

Ensure that your site plan provides accessibility for emergencies. 

You should ensure that the following areas are kept clear and free of infrastructure 
to allow accessibility in case of an emergency:

On a footpath –  An access path of 1.8 metres out from the building line. 

On a roadway –  A 4-metre wide access path from the start of the road closure to the 
end for the purpose of emergency vehicle access.

Develop a site plan checklist and detail all elements on your site plan. 

Developing a checklist, which prompts both the existing and temporary elements 
that will be present at your event, will assist you in including all relevant data on 
the event site plan.

Applications & Permits
cont.

Please note: There are many underground services (Telstra cabling, irrigation, 
power cables, drainage pipes) in event precincts that you may not be aware 
of, so you’ll need to check with Council, and also ‘Dial before you dig’. Several 
Event Organisers have lost their bond due to damaging underground cabling 
and other services, so please do not make this expensive mistake!

1

2

3

4

https://www.pmhc.nsw.gov.au/Facilities-Recreation/For-Hire/Public-events-in-our-parks-and-reserves
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Waste Management
It is your responsibility to manage the event’s waste and leave the site and its facilities 
in a clean and tidy condition. This may mean that you have to provide extra bins, skips or 
toilets. Consider engaging a professional cleaner if your budget allows.

How do I manage waste?

>  Discuss waste with stallholders – reduce wasteful purchasing or packaging prior to the event

>  Monitor and empty bins during the event

>  Provide bins sufficient for all event waste. Public litterbins should not be used for events

>  Communicate your Waste Management Plan to event participants

Do I need an Event Waste Management Plan?

All events must submit a detailed Event Waste Management Plan, it must be prepared, 
submitted and approved by Council no less than two weeks before the event commences 
in accordance with the following policy: Developments, Public Place & Events – Waste 
Minimisation and Management Policy.

For smaller events, this will be the type, number and location of bins, frequency of 
removal, plan to manage litter and details of your waste provider. More information may 
be requested for larger events, which generate significant amounts of waste. The Event 
Waste Management template will assist with identifying what waste will be generated 
and therefore calculating the number and type of bins your event will require. A list of 
waste management providers is provided on the Application. Event organisers may also 
choose to engage a waste management contractor to both develop and implement the 
plan on their behalf. Reference the Waste Management Guidelines and the Waste Plan 
Template on Council’s website.

Please note: Public place waste bins within the event boundaries are not permitted to be used during your event or for post-
event clean up. Litter bins located on Council’s reserves are for the use of the general public and not for the use of organised 
events. The litter generated during your event is your responsibility, as the event organiser’s. Then there is clean up, this must 
be carried out during and immediately after the event as required. If the site is not left clean and free of waste, a clean up 
will be organised for the site, and you as the event organiser will incur the cost.

Recycling

Familiarise yourself with what materials can be recycled by reviewing the information on 
Council’s website, and incorporate the supply of yellow-lidded recycling bins into your 
Waste Management Plan.

As well as being better for our environment, it is often considerably cheaper to separate 
waste and recycle. Yes, you read that right, you could save money!

Council’s Waste Services staff can be contacted on 02 6581 8111 for further 
information and assistance.

Water, Waste, Toilets, Power & Lighting
The not-so-glamorous essentials

https://www.pmhc.nsw.gov.au/Your-Council/Policies-plans-and-strategies/Policies/Events-Waste-Minimisation-and-Management-Policy
https://www.pmhc.nsw.gov.au/Your-Council/Policies-plans-and-strategies/Policies/Events-Waste-Minimisation-and-Management-Policy
https://www.pmhc.nsw.gov.au/Places/Events/Organise-an-event
https://www.pmhc.nsw.gov.au/Places/Events/Organise-an-event
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Event-Organisers-Toolkit
http://www.pmhc.nsw.gov.au/Resident-Services/Rubbish/Red-Yellow-and-Green-Bins/Yellow-recycling-bin
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Event-Organisers-Toolkit
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Water
We all need water! Is there enough water onsite? Where is it located? Is an additional 
supply required? Other aspects to consider include:

>  Will you or are you required to offer drinking water? Note: if alcohol is being served, 
you will need to supply free drinking water.

>  Do food vendors need water for hand washing and general operations?

>  Do temporary toilets need to be connected to water?

>  Does the cleaning contractor need access to water?

To find out where water is available at your preferred site, speak to Council or the venue 
manager.

Toilets
How do I determine the number of toilets to be provided at my event?

The number of toilets required at an event will be dependent upon whether alcohol will 
be served at the event. Please refer to the following information for an indication on the 
supply of toilets.

Existing and/or additional toilet facilities should:

>  Be accessible

>  Be located away from food storage and service areas

>  Be well lit for security and safety reasons

>  Be cleaned and re-stocked regularly

>  Have soap and hand drying equipment

>  Have nappy changing facilities

When supplying extra toilets at an event, there are two types of temporary toilets:

1. Toilets that need to be plumbed into a sewer main: permission needs to be sought 
from Port Macquarie-Hastings Council to connect to an existing sewer pipe.

2. Toilets that are pumped out during or after the event: it is important to position these 
toilets in a position on site so that the pump out truck can access them as needed.

Water, Waste, Toilets, Power & Lighting
cont.

Males Females

Patrons WC Urinals Hand WC Hand 
<500 1 2 2 6 2

<1000 2 4 4 9 4

<2000 4 8 6 12 6

<3000 6 15 10 18 10

<5000 8 25 17 30 17

https://www.pmhc.nsw.gov.au/About-Us/Give-Council-Feedback/Contact-Us
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3

Power Management 
How do I asses the event’s power requirements?

To determine how much power will be required to operate the event, you will need to 
know where the existing power is, and how much power is available (for Council-managed 
venues, call Council’s Electrical Project Officer on (02) 6581 8111). Then you will need to 
establish who/what needs power and how much power is required. Once this information 
has been collected, develop a plan to allocate the required power to event participants 
and contractors. 

To find out what equipment needs power and how much power the equipment needs 
(3phase, and/or single phase etc.) ask the event participants and contractors during the 
planning stage what their requirements are and record the information. Will the existing 
power at the site be sufficient, or will you need generators?

The site plan should show where all the power sources are required. The events risk 
assessment should also address how power is managed safely at the event. Power 
leads need to comply with height requirements if above ground level, or have cable 
covers if on the ground. Electrical equipment including portable appliances and power 
leads need to be tested and tagged to Aust/NZ standards. For more information, please 
refer to the Australian Standard AS/NZS 3002:2008, Electrical installations – Shows and 
Carnivals: Electrical Standards Specifications.

Water, Waste, Toilets, Power & Lighting
cont.

Helpful Tips

> Is the main power onsite able to cater for the events power requirements?

> Is a distribution board required?

> Is a generator required?

>  Typically, food vendors and merchants may need to access 10 amp, 15amp or 3 
phase 30amp points.

>  Mobile food vans may have a generator or need access to 15 amp or 3 phase 
(or 5pin 30amp) power.

>  Stages and technicians operating large-scale equipment and machines may 
need access to 3phase power.

>  Air castle and mechanical ride operators may have a generator or need access 
to mains power.

> Lighting needs power.

https://www.pmhc.nsw.gov.au/files/assets/public/formspermits/for-hire/events-electrical-standards-specifications_styled_dec2019_-002.pdf
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3
Use of Council electricity

If Council has suitable power sources at your chosen venue, you may apply to access 
and use Council’s electricity for the duration of your event. A daily charge will apply to 
access these power sources. You will need to contact our Electrical Projects Officer on 
(02) 6581 8111 to discuss the suitability of your event’s needs and organise access.

Events such as shows, carnivals, circuses or any other large events requiring electricity 
may be required to pay for the electricity used during the event. If this applies to your 
event, the meter will be read with the applicant pre and post the event to determine the 
electricity usage as charged by our local supplier. The cost of the electricity used will be 
deducted from the bond held for the event.

All electrical leads and/or equipment are to be set up by a licensed electrician, in 
accordance with the requirements of SafeWork NSW and the provision of Australian 
Standard AS/NZS 3002:2008, Electrical installations – Shows and Carnivals: Electrical 
Standards Specifications.

If electricity is not available and you require electricity for your event, you are to contact 
council’s Electrical Projects Officer on (02) 6581 8111 to organise access for your 
provider to install the temporary power source on the reserve area. Any associated costs 
are the responsibility of the applicant. 

Lighting plan

It may be necessary for your event electrician to provide temporary lights, lead and power 
sources. The position of lights should also be indicated in the site plan.

Water, Waste, Toilets, Power & Lighting
cont.

Helpful Tips

> The public will need lights for safe access of the site.

>  If permanent lighting is not sufficient, then portable lighting towers may be 
required.

> Temporary portable toilets will need lights. 

>  Temporary structures need lights, as do aisles and exits. Auxiliary battery power 
or generators should be installed to provide lighting if a blackout were to occur.

>  Many concerts are performed with on stage lighting. Access to the main lights 
or house lights is essential in case of an emergency. The location for the 
controls of these lights must be known to emergency personnel and safety 
officers, as well as those responsible for their operation.

https://www.pmhc.nsw.gov.au/files/assets/public/formspermits/for-hire/events-electrical-standards-specifications_styled_dec2019_-002.pdf
https://www.pmhc.nsw.gov.au/files/assets/public/formspermits/for-hire/events-electrical-standards-specifications_styled_dec2019_-002.pdf
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4
Food Management

As you may have guessed, it is your responsibility for the overall management of food 
vendors, including site placement, provision of services (such as waste and access to 
power and water), risk management and required Council approvals.

How do I manage food vendors for my event?

Research suitable vendors and invite them to participate at the event. Many event 
organisers develop an Expression of Interest form that they provide to potential vendors.

Once you have confirmed your vendors, you will need to ensure that they have 
received the appropriate approvals from Council to act as either a temporary food 
stall or mobile food vendor.

See here for the Local Approvals Policy – Mobile Food Vending Vehicles and 
Temporary Food Stalls in a Public Place. This policy will also assist anyone who 
wishes to make an application for approval to operate mobile food vending vehicles 
and temporary food stalls. The policy sets out the information required by Council 
to assess applications.

Plan for food vendor requirements. This includes the utilities they need, allocate 
appropriate utilities, place food vendors on your site map and incorporate your food 
vendors and their activities into your Events Waste Management Plan.

Alcohol Management

It is also your responsibility to manage alcohol at the event. Alcohol can make things a little more 
complicated, so please read on if it is going to be served or consumed at your event.

BYO Events

You will still need to ensure that all relevant approvals have been sought from the local 
Licensing Sergeant and that all event stakeholders are briefed accordingly on these 
plans. Event organisers are still held responsible for any incidents at BYO events, which 
they may not have, control over due to not obtaining a liquor license prior to the event

Consumption Curfews

Approval for use of alcohol on Council reserves after 9pm must be gained through the 
completion of Council’s Application to Stage an Event.

Council strongly encourages that you:

> Obtain a liquor license (rather than BYO) to manage alcohol at events
> Hire professional security
> Have ‘wet’ and ‘dry’ areas to contain drinking to an enclosed area
> Promote dry events prior through ticketing, event collateral etc.
> Promotion of public transport to event attendees

If you are selling or serving alcohol at your event, it is your responsibility as the event 
organiser to apply for a Limited Liquor License. 

Food & Alcohol
If food or alcohol will be served, special conditions apply

1

2

3

https://www.pmhc.nsw.gov.au/About-Us/Forms-Permits/Public-Health-and-Safety/Selling-Storage-of-food
https://www.pmhc.nsw.gov.au/About-Us/Forms-Permits/Public-Health-and-Safety/Selling-Storage-of-food
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Event-Organisers-Toolkit


15E V E N T  S P O N S O R S H I P  P R O G R A M   |  T O O L K I T

4
How do I apply for a Limited Liquor License?

Contact the Liquor Licensing Inspector at Port Macquarie Police Station to discuss 
if NSW Police is able to provide in principle support to sell, serve or consume 
alcohol at your event.

Mid North Coast Local Area Command (LAC)

Licensing Coordinator

2 Hay Street, Port Macquarie

P (02) 6583 0194

If in principal support from the LAC is provided, you may also wish to request 
a letter of support from Council. It will likely be required, and will speed up the 
process if you have it ready to submit as part of your application (see next step).

Apply for a Limited Liquor License. If in principle the local Liquor Licensing 
Inspector provides support then you need to apply to the Office of Liquor & Gaming 
NSW for a license. To download the necessary application form and to plan for the 
appropriate timeline in submitting your application, please visit liquorandgaming.
nsw.gov.au/operating-a-business/liquor-licences/liquor-licence-types/limited-
licence-single-function

Finalise your Liquor/Alcohol Management Plan. Your Plan should address the 
same points that were first discussed (refer to Step 1) with the local Liquor 
Licensing Inspector for inclusion in your overall Event Management Plan. 

Responsible Service of Alcohol

All event staff serving alcohol are required to have accreditation in the Responsible 
Service of Alcohol. Your event management plan should include actions for briefing 
staff in relation to the duties in the responsible service of alcohol as well as areas 
pertaining to the identification of underage minors, proposed liquor trading hours and the 
identification of alcohol dispensing and consumption areas. 

Council’s Role

Council is not responsible for providing Liquor licences in NSW. Liquor & Gaming NSW is 
the consent authority for liquor licence applications. 

When applying for a Liquor Licence for event use you will be required to provide details 
of the applicable Development Approvals for the proposed licensed venue. Copies of 
Development Approvals may be obtained by contacting Council’s Customer Service 
Centre on (02) 6581 8111. 

Food & Alcohol
cont.

1

2

3

https://www.liquorandgaming.nsw.gov.au/operating-a-business/liquor-licences/liquor-licence-types/limited-licence-single-function
https://www.liquorandgaming.nsw.gov.au/operating-a-business/liquor-licences/liquor-licence-types/limited-licence-single-function
https://www.liquorandgaming.nsw.gov.au/operating-a-business/liquor-licences/liquor-licence-types/limited-licence-single-function
http://www.learn.elearningportal.com.au/~Static/elp/elp-rsansw/courseware/201604/rsa_legislation/nsw_liquor_laws.html
http://www.learn.elearningportal.com.au/~Static/elp/elp-rsansw/courseware/201604/rsa_legislation/nsw_liquor_laws.html
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5
Will your event impact traffic, transport, parking or pedestrians? If so, you may need to 
complete the following:

>  The online application for Use of a Public Road can be found here Application for use 
of public road reserve for works, activities or events (openforms.com). Your information 
guide can be found here information-guide-applications-for-use-of-public-road-work-sites-
and-events.pdf (nsw.gov.au)

>  NSW Police using ‘Form 1’ (see ‘Application Forms’ section of this web page)

If you are unsure, an application is required, please contact Council via email or phone 
and ask to speak with a Traffic Engineer. 

Closure of a public road or car park

If your event requires the use, closure (or partial closure) of a public road or car park, 
or requires traffic control, you may also need to develop a Traffic Guidance Scheme and 
possibly a Traffic Management Plan (TMP). Council will advise you of the requirements 
once your initial Application for Use of a Public Road has been assessed. 

Please be aware that this process can take some time, and there are several agencies 
that may need to be consulted. These agencies include:

>  Port Macquarie-Hastings Council

>  Port Macquarie-Hastings Local Traffic Committee

>  NSW Police, Ambulance & Fire Services

>  Roads and Maritime Services: State roads, which are roads consisting of highways 
and roads crossing over highways (i.e. Pacific Highway and Oxley Highway) are the 
responsibility of the Roads and Maritime Services. Event organisers seeking use of 
these roads must apply and liaise directly with the RMS. For further details please 
contact RTA_Contact_Centre@rta.nsw.gov.au 

When preparing to submit an application to the Local Traffic Committee requesting the 
closure of a local road and/or detailing the affect your event will have on pedestrian 
access, you will need to employ the services of a Traffic Management Company to:

>  Develop a Traffic Management Plan
>  Develop Traffic Guidance Schemes and supply relevant signage/barriers
>  Implement and manage road closures

The Local Traffic Committee meets monthly to assess any applications for full or partial 
closures of the road reserves. You will also need to submit a cover letter to the local 
Police, which provides an overview of the event and the proposed road closures, along 
with the event’s Traffic Management Plan and Traffic Guidance Schemes. 

Please note: all costs associated with the development of a Traffic Management Plan, 
Traffic Guidance Schemes and road closures are to be met by you as the event organiser.

Road, Car Park & Pedestrian Impacts
Traffic management and other considerations

For major events, it has recommended that road closure applications are 
submitted for approval at least six months out from your event. Smaller events are 
encouraged to submit their application at least three months out from the event.

https://au.openforms.com/Form/d973348c-d31c-4bfc-8632-bf2dba4858f8
https://au.openforms.com/Form/d973348c-d31c-4bfc-8632-bf2dba4858f8
https://intranet.pmhc.nsw.gov.au/Staff-directory/Profile?id=3dea8637-323f-4987-b950-302674182e14
https://intranet.pmhc.nsw.gov.au/Staff-directory/Profile?id=3dea8637-323f-4987-b950-302674182e14
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Event-Organisers-Toolkit
mailto:RTA_Contact_Centre@rta.nsw.gov.au
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Insurance

You will need a current public liability insurance policy to cover all event activities of at 
least $20 million, with Port Macquarie-Hastings Council listed as an ‘interested party’ on the 
policy document. Make sure it is in the legal name of the event organiser and covers not only 
the actual event, but also the periods of setting up, staging and dismantling the event.

If your event is being held on public land, the policy must note the interest of Port 
Macquarie-Hastings Council for claims for personal injury or property damage arising out 
of negligence of the event organiser. The certificate of currency should state the level of 
cover, period of cover and exclusion clauses.

Approval for your event will not be granted until a copy of your certificate of currency 
has been provided to Port Macquarie-Hastings Council as part of your Event Application. 
Please supply this well before your proposed event.

You will also need to check that all vendors and amusement ride (or bouncy castle) 
operators at your event have their own (current) public liability insurances. Keep copies 
of all these documents on your files as you may be required to produce them.

Health & Safety (Injuries & Incidents)

As the event organiser, you must respond to any incidents at 
the event, such as injury to paid workers, volunteers and the 
general public, or damage to property, in accordance with the 
requirements of your insurer. A log of all injuries/incidents 
should be included in your Emergency Management Plan.

If a major incident occurs at any stage of the event involving 
paid workers, volunteers and any equipment registered as a 
plant item with WorkCover NSW, then the incident must be 
reported to WorkCover NSW immediately. 

First Aid

Depending on the nature and size of your event, you may need access to either a first 
aid caravan/tent or other suitable facility equipped with:

>  Hot and cold running water

>  Two separate rooms (or adequate partitions to separate) for male and female patients 
with a bed and chair

>  Chair and tables

>  Signage that can be easily seen during the day and at night

>  Power

>  Adequate lighting 

First aid posts should be properly staffed and equipped and be clearly identified so that 
they are easy to find.

6 Insurance & Risk Management
You cannot afford to ignore it

Contact WorkCover 

on 13 10 50
 for 

further inform
ation 

or in the eve
nt of an 

incident, whic
h needs 

to be report
ed

http://www.workcover.nsw.gov.au
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Security & Crowd Control Planning

Appropriate security at your event is essential. Different types of events require different 
levels of security and this should be included in your Risk Assessment.

You may need to engage a security company to manage the crowd. The number of 
security staff you need will depend on the number of patrons anticipated at your event. 
The general rule is two security guards for the first 100 patrons and then one guard for 
every 100 patrons. Consult with your security company to define the role of security staff, 
how many are needed for how many hours and their general positions within the site.

Risk Management
What is a Risk Assessment?

A Risk Assessment is the process of assessing the potential effects or harm of a hazard 
and then determining its risk rating (or likelihood of occurrence). By determining the level 
of risk, you can prioritise risks and systematically eliminate or minimise them.

Regardless of the size and nature of your event, you should be continually assessing the 
events risks. During the event, you should refer to the Risk Assessment Plan to ensure 
that all controls have been implemented, and assess and manage any unforeseen risks 
that may have arisen during the construction phase.

During the planning phase, it is essential that you carefully consider potential risks 
involved with staging your event. Once this has occurred, the risks should be carefully 
analysed and then rated according to the chance of each one occurring and the impact it 
could have on your event.

By identifying risks, especially those that might have a significant and negative impact, 
this will also allow you to plan a response in case an emergency arises.

The risks you identify will depend on the nature of the event but could include:

>  Financial – from budget blowout, cancellation 
or poor attendance on event day

>  Equipment failure

>  Inadequate security

>  Lost children

>  Major injury/incident

>  Non-arrival of performers or deliveries of 

goods

>  Property damage or loss

>  Food poisoning

>  Breach of noise restrictions

>  Severe weather event

6 Insurance & Risk Management
cont.
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How do I develop a Risk Assessment?

A Risk Assessment must be submitted with your Event Application. Port Macquarie-
Hastings Council has developed a Risk Assessment template, which is designed to help 
you. See the ‘Event Safety Section’ of this web page.

It is important that risks continue to be monitored, assessed and managed once the 
event has started. Records of the risk management process should be kept for legal 
reasons, and so that risk management can be improved for future events.

Emergency Communications

In the event of an emergency occurring at the event, it is critical that emergency services 
personnel and those with the responsibility for managing the situation can communicate 
with each other as well as:

>  Representatives outside the venue (at command centres, dispatch etc.)

>  Senior event staff on-site

>  Event security

If you expect significant crowd numbers consider establishing an onsite emergency 
coordination centre where representatives from emergency services, first aid, security 
and the event can centralise activity, monitor communications and issues as they 
arise. The centre’s location should be decided in consultation with emergency services 
representatives and must have backup power supply and use more than one system of 
communication.

Emergency Response Planning

With any large crowd gatherings, such as those attending an event on public land, an 
Emergency Response Plan is imperative. Once developed, the plan should incorporate 
how to safely evacuate attendees and who is responsible for executing an emergency 
evacuation. 

How do I develop an Emergency Response Plan?

In developing your Emergency Response Plan, areas to include in the plan are:

>  Detailed arrangements in handing over control to the police and/or emergency 
services if required during the event

>  Name and contact details of the event staff who will authorise and manage evacuation 
procedures

>  Details of how event patrons will be notified during the event that an evacuation is 
taking place

>  Access and evacuation routes should be clearly identified on your event’s site plan

>  Location of emergency services and/or their access should be clearly identified on 
your event’s site plan

6 Insurance & Risk Management
cont.

http://www.pmhc.nsw.gov.au/files/assets/public/communityculture/events/public-events/parks-and-reserves-for-hire-example-risk_assessment.pdf
https://www.pmhc.nsw.gov.au/Facilities-Recreation/For-Hire/Public-events-in-our-parks-and-reserves
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>  Notification to the local hospital prior to your event on the number of participants 
attending your event

>  Location of designated first aid station

>  How major incidents will be notified to WorkCover NSW if applicable, i.e. significant 
injuries to paid workers or volunteers may need to be notified to WorkCover

Your Emergency Response Plan should advise staff how to react to a number of different 
scenarios. Depending on the size and nature of the event, some of the response guides 
will also have a checklist that should be completed as the staff member is making and 
communicating decisions. The checklist will capture important information for emergency 
services. Examples of potential emergency scenarios, which may be applicable to your 
event, include:

Evacuation Planning

The Emergency Management Plan will need to have an evacuation procedure and the key 
to this is having enough gates in positions so that people can quickly and safely exit to 
an assembly area (assembly areas should be signposted where possible). Your site plan 
will need to show the location of the gates. Each gate must be staged with a security 
guard or responsible person who is in radio contact and familiar with the evacuation 
procedure.

Exit Widths: A certain amount of exit space is required for a certain number of patrons.

>  Event Cancellation or Discontinuance

>  Electrical Failure Response Guide

>  Fire Response

>  Bomb Threat Response Guide and Checklist

>  Explosion Response Guide

>  Hazardous Materials Response Guide 

>  Civil Disturbance

>  Extreme Weather 

>  Flood Response

>  Lost Child Response Guide and Checklist

>  External Emergency Response Guide

>  Person Entrapment Response Guide

>  First Aid Response Guide

> Health Crisis (national or global)

6 Insurance & Risk Management
cont.
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Extreme Weather

When hosting your event in warmer months, you need to plan for extreme weather 
conditions such as the heat and humidity experienced in the Greater Port Macquarie 
region during summer. In addition to the heat, other weather elements such as 
unpredictable rainfall and heavy winds should be taken in to consideration. When 
planning for these elements, factors to consider include:

Fire Prevention

Event Organisers are required to ensure that there is sufficient 
firefighting equipment on site such as fire extinguishers, fire 
blankets, hose reels and hydrants. Depending on the size and 
nature of the event, you may be required to book a water tanker 
or source a commercial tanker. The location of firefighting 
equipment should be included on the site plan or on a separate 
Fire Prevention Plan. You will also need to ensure that the 
extinguishers are suitable for the location and type of equipment 
used. For example, for electrical fires water extinguishers must 
not be used.

HEAT Does the venue 
provide shade areas 
for patrons?

Is sunscreen available 
and how will this be 
promoted?

Is water available 
to patrons and how 
will it be promoted?

RAIN Does your event 
have a wet weather 
contingency?

Will wet weather impact 
on the capacity to 
generate income and 
achieve the event’s 
purpose?

What other wet 
weather risk 
management 
procedures need to 
be incorporated to 
ensure the safety of 
patrons and reduce 
the environmental 
impact?

WIND What additional 
risk management 
procedures need 
to be incorporated 
should high winds 
prevail?

Can the event 
continue in windy 
conditions?

If structures are 
on site, what is 
their capacity to 
cope with winds? 
How well are they 
tied down?

6 Insurance & Risk Management
cont.

For further 
information on Fire 
Prevention, please 
visit fire.nsw.gov.au

http://www.fire.nsw.gov.au
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Volunteers can provide invaluable assistance in the coordination and running of an 
event. One good way to find volunteers is to approach your local service clubs such as 
Lions, Rotary and Apex, as well as educational and training institutions that offer event 
courses. 

You will need to be aware of your rights and responsibilities in relation to volunteers. 
These include: 

Insurance

Professional advice should be sought about the type of insurance you will require to 
cover volunteer activity. You should also check to ensure that any existing insurance 
policies cover volunteers. Some you might consider are - volunteers/workers personal 
accident - public liability - motor vehicle - professional indemnity liability. For more 
information, go to volunteeringaustralia.org.au.

Work Health & Safety

Volunteers are entitled to the same safe conditions that are 
provided to paid employees. Volunteers must be provided with 
relevant training (if required) and pre-event briefings/induction 
to ensure that a safe and successful event is achieved if you 
choose to utilise the skills of volunteers during your event. 

Some of the responsibilities of event organisers include:

>  Training of volunteers

>  Provision of necessary protective equipment 

>  Site inductions

>  Volunteer records, including emergency contacts.

Orientation and Training

This is to ensure volunteers are able to do their assigned job effectively. Volunteers 
serving alcohol at a licensed event must be trained in the responsible service of alcohol 
and have RSA competency card physically on them when serving. 

7 Volunteers & Noise Management
Insurance & training, health & safety and noise management

For further 
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volunteers an
d 
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https://www.volunteeringaustralia.org/#/
https://www.safeworkaustralia.gov.au/topic/volunteers
https://www.safeworkaustralia.gov.au/topic/volunteers
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7
Reference, Police or Other Checks

Depending on the role assigned to a volunteer, (such as working with children - see 
below) it may be necessary to carry out checks. If checks are relevant, volunteers should 
always be advised and their permission sought. For more detailed information about the 
rights and responsibilities of organisations and volunteers go to volunteering.com.au or 
call the Centre for Volunteering on (02) 9261 3600.

Child Protection

There are various aspects of events that involve working with children. There are 
some things that employers and self-employed people must do by law to help keep 
children safe. The NSW Commission for Children and Young People is an independent 
organisation working with others to make NSW a better place for children and young 
people. For more information, regarding child protection and events visit acyp.nsw.gov.au 
or call (02) 9286 7276.

Noise Management (Music, machinery, speakers etc.)

Noise can affect residents, businesses and wildlife, so Port Macquarie-Hastings Council 
has rules and guidelines regarding amplified sound or noise at outdoor events. Council’s 
Environmental Health Officer can assist noise strategies and can be contacted on (02) 
6581 8111.

Please refer to consents issued in both your Development Application Approval (where 
applicable) and Approval to Stage an Event, which may contain restrictions surrounding 
the use of amplified noise.

Volunteers & Noise Management
cont.

Helpful Tips

>  Identify the groups that are likely to be affected (this could include residents, 
local businesses and wildlife)

>  Show on your site plan the position and direction of speakers (face away from 
residences)

>  List the person/party responsible for sound testing and the times that sound 
testing will be undertaken

>  Identify actions to be taken if sound testing shows the level is too loud

>  List the times that amplified sound will be used during the event program

https://www.volunteering.com.au/
https://www.acyp.nsw.gov.au/
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8
Effective promotion can result in high attendance at your event as well as give it an 
impressive and lasting profile. There are many ways to promote your event, some 
examples are listed below. 

>  Family & Friends! Do not underestimate the value of this network in promoting your 
event. Word of Mouth, Facebook, Instagram, email, etc.

>  List your event on the Australian Tourism Data Warehouse (ATDW). This is an absolute 
‘must-do’ as this will feed your event details into both the ‘Visit NSW’ website, and 
portmacquarieinfo.com.au/whats-on/events. You will need to create an account first, 
but it is quick, free and easy to do. Once you are events listed, remember to go in and 
update the listing if any details change.

>  List your event on Council’s website (pmhc.nsw.gov.au/Community-Culture/Events/
Events-Calendar). Once listed, your event may then be promoted via various Tourism 
Association and Council channels, including Facebook, Instagram and Twitter. 

>  Websites – A great promotional tool for your event but make it user friendly. Use your 
own website as well as Council’s, and Greater Port Macquarie Tourism’s websites. 
Search the internet for any other special interest websites that might fit your type of 
event. 

>  External Ticketing – The Glasshouse can manage ticket sales for just about any event 
in any location, from rock concerts, to kids’ events, birthday parties or even charity 
events. The Glasshouse can provide an easy and professional solution to your ticketing 
needs.

With professional and friendly staff who are experienced in ticketing for an extensive 
range of events, you can be confident that your event sales will run smoothly.

>  Event Marketing websites (e.g. Ticket booth, Eventbrite). Platforms such as these 
cleverly integrate online ticketing functionality with your social media channels. 

>  Social Media – One of the most effective ways to promote your event. Consider 
Facebook, Twitter, Instagram, YouTube, LinkedIn or blog/podcast but just remember you 
need to be relevant and not all platforms will be needed for your event. Be sure to read 
up on the benefits of ‘boosting’ posts and ‘retargeting’ to increase ticket sales. These 
can be extremely cost effective ways of engaging with your target market.

>  Posters, Flyers and letterbox drops – A great way to target large numbers of people 
across the region. Consider walking along the main street with your posters and 
flyers and asking retailers and businesses to display them in their shop windows/ 
displays (it is a good idea to take sticky tape and blu tack with you). Liaise with other 
event organiser’s, maybe there is opportunity to attend their event with your flyers to 
promote your event as well as building industry relationships. Also, consider delivering 
to schools, shopping centres, gyms and other facilities that attract a wide range of 
people. You can organise to have your event flyer delivered through Australia Post or 
private distributors to households and businesses.

Marketing & Promotion
Useful information on how to grow your audience

https://oauth.atdw-online.com.au/login
https://www.portmacquarieinfo.com.au/whats-on/events
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Calendar
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Calendar
https://www.glasshouse.org.au/About/External-Event-Ticketing-Services
https://www.ticketbooth.com.au/
https://www.eventbrite.com.au/
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>  Media Releases – A great way to get media coverage and encourage people to take 

part in your event. Local media contacts are listed in this guide. 

>  Email campaigns – An effective tool to market your event to a wide range of people. 
We encourage you to start a database of email addresses and continue to build on 
this year on year as well as list your events in Club e-newsletters. Please make sure 
you do not breach privacy laws. 

>  Community Service Announcements – Local radio and television stations offer 
community groups the opportunity to advertise for free using this service. Community 
service announcements are also called community diaries. ABC Mid-North Coast has a 
spot on their website where community groups can add details of events and projects. 

>  Community and School Newsletters – Many communities and almost all schools have 
newsletters. It is important to note these newsletters may be distributed monthly, 
fortnightly or weekly, so be aware of their schedule. 

>  Word of Mouth – Still one of the most powerful marketing tools, because it comes with 
a reliable, credible endorsement. Use meetings to publicise the group and encourage 
members to spread the word to their family and friends.

>  Outsourcing Professional Marketing Consultant – a great option if you are new to the 
complicated world of event marketing or there is not enough time to do everything. 

The Economic Development team at Council may be able to assist you with promoting 
your event through a variety of channels, including an event listing on our destination 
website, portmacquarieinfo.com.au, and social media activities. 

To further discuss how Council’s Economic Development team can assist with the 
promotion of your event, please contact the team on (02) 6581 8111 or email tourism.
marketing@pmhc.nsw.go.au.

Local Media Contacts

Marketing & Promotion
cont.

Print/Newspaper
Focus Magazine 02 6584 7433
Port News 02 6588 6688
Port Express 02 6588 6688
Camden Haven Courier 02 6559 8035
Wauchope Gazette 02 6585 2355
The Independent 02 6583 9088

Radio
ABC Mid North Coast 02 6588 1211
2MC 02 6583 8088
Radio 531 02 6584 9344
Star FM Mid North Coast 02 6583 8088

Television
NBN 02 6583 1523
Prime 7 02 6589 9777

For a useful Marketing Plan Template please see the ‘Related Information’ section of this web page. 

https://www.portmacquarieinfo.com.au/
mailto:tourism.marketing%40pmhc.nsw.go.au?subject=
mailto:tourism.marketing%40pmhc.nsw.go.au?subject=
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Sponsorship-Program
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Keeping on top of your budget, and gaining sufficient funding, 
is critical to the both the success of your event, and the 
opportunity to sustain and/or grow it in years to come. There 
are a number of funding opportunities to explore, depending 
on the nature of your event, which range from sponsorship of 
both private and public enterprises, fundraising initiatives and 
grants funding opportunities.

Council Sponsorship 
Major Events

Are you organising (or bringing in) an event to Greater Port Macquarie that will have a 
significant impact on the local economy? Will your event bring a significant number of 
visitors from outside the region? If you have answered yes to both, get in touch with 
us to discuss our Major Events Sponsorship/Assistance opportunities. Please call our 
Events Team on (02) 6581 8588 

Event Sponsorship Program

The Port Macquarie-Hastings Council Event Sponsorship Program provides successful 
applicants with $5,000 cash sponsorship for marketing activities, which attract visitors 
from outside the region. Details of the Program (including eligibility criteria and the 
application process) can be found here and are updated for each round.

Quick Grants

A little less funding but it might be the boost your event is looking for! Up to $1,000, 
take a look here by scrolling down.

Community Grants

Council’s Community Grants program provides funding support to community groups and 
not-for-profit organisations to establish community based projects (including events).

9 Sponsorship & Fundraising
Helpful information on budgeting potential funding sources & sponsorship.

For useful inf
ormation 

on creating a
nd managing 

an event bud
get, see the 

‘Related info
rmation’ 

section for a 
Budget 

Planner Template of this 

web page.

http://www.pmhc.nsw.gov.au/Culture-Sport-Leisure/Tourism-Events/Event-Development-Sponsorship-Program
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Sponsorship-Program
http://www.pmhc.nsw.gov.au/Resident-Services/Community/Grants/Community-grants
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Sponsorship-Program
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Sponsorship-Program
https://www.pmhc.nsw.gov.au/Community-Culture/Events/Events-Sponsorship-Program
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Other Sponsorship

Whether through cash contributions or in-kind support of your event, sponsors can play 
a vital role in providing funding to achieve your event objectives. The potential sponsor 
will ideally be a good fit with your event, for example, a sports store may be interested in 
sponsoring a sporting event. 

A professional and tailored sponsorship proposal will help, and should include:

>  An event description and details of the organiser/committee

>  An outline of how your event will help your potential sponsor achieve their business 
objectives, for example, higher profile, enhanced reputation

>  A description of the benefits you are offering – signage, logo on marketing material, 
hospitality at the event

>  The level of support you are seeking in turn from the potential sponsor in correlation 
with the sponsorship benefits you are offering

>  A description of how you will evaluate the success of the sponsorship post event, for 
example, increased business after the event, surveys of sponsor name recall at the event

Fundraising

If you will be raising money for your event or at your event to cover your operational 
costs, your organisation may need to be authorised by the NSW Fair Trading at 
fairtrading.nsw.gov.au/charitable-fundraising.

Fundraising can include:

>  Requesting donations

>  Requesting sponsorship

>  Running lotteries and competitions

>  Supplying food or other goods and services (e.g. at a fete)

This is not a complete list of activities that constitute fundraising. For a complete list, 
contact the NSW Fair Trading, (see below details).

If your organisation is authorised for fundraising, there are several conditions you will be 
required to meet. These include:

>  Providing adequate information to NSW Fair Trading, participants and stakeholders 
about the purpose of the fundraising venture

>  Ensuring children who collect money are supervised

>  Banking all money raised through fundraising

>  Keeping records and auditing accounts

Again, this is not a complete list of conditions and they may vary depending upon your 
event. For details about the conditions your event would be required to comply with, 
or for detailed information about fundraising, go to fairtrading.nsw.gov.au and select 
“Charitable Fundraising” or contact them on (02) 9895 0111.

Sponsorship & Fundraising
cont.

https://www.fairtrading.nsw.gov.au/charitable-fundraising
https://www.fairtrading.nsw.gov.au
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Grants funding

Many community organisations as well as private corporations offer funding programs, 
which event organisers can apply for in achieving their financial objectives in funding their 
event. 

Introduced in 2020 Port Macquarie-Hastings Council have partnered with Australia’s 
most powerful grant search engine Grant Guru to bring you PMHC Grant Finder, a one-
stop-shop search engine for grants. There are over $200 billion worth of grants out there 
right now.

Visit pmhc.grantguru.com.au and let the search begin!

> Free to use

> Search for grants and funding

> Register to receive emailed alerts for new grants

> Access grant writing tips and resources

In addition to Grant Finder the following organisations may also provide grant-funding 
opportunities:

Our Community ourcommunity.com.au

Destination NSW destinationnsw.com.au

Office of Sport sport.nsw.gov.au 

Regional Arts NSW regionalartsnsw.com.au

Arts NSW arts.nsw.gov.au

Australia Council for the Arts australiacouncil.gov.au

Sponsorship & Fundraising
cont.9

https://pmhc.grantguru.com.au/
https://www.ourcommunity.com.au/
https://www.destinationnsw.com.au/
https://www.sport.nsw.gov.au/
http://www.regionalartsnsw.com.au
https://www.create.nsw.gov.au/
https://www.australiacouncil.gov.au/
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Set up & Pack up (‘bump-in’ & ‘bump-out’)

You may often hear the setup of your event described as the ‘bump-in’ period, and pack 
up as the ‘bump-out’. Depending on the size of your event and the amount of temporary 
infrastructure, this process will be a few hours to a few days (or more) of effort. 

Protecting the venue (Asset Protection)

If you have vehicles and heavy equipment on a public reserve, park or sportsground, it 
is likely you will need to pay a bond, which will be repaid if there is no damage to turf, 
vegetation, and permanent infrastructure. Therefore, it is worth taking care when you are 
bumping in and out. 

How do I develop an Asset Protection Plan?

Consider these suggestions in forming your Asset Protection Plan and to minimise site damage:

>  Have a site supervisor to oversee the delivery phase of the event

>  Ensure that heavy equipment is not dropped on to the grass

>  Place boards or terra track on high traffic areas during the event build and for drop off 
points for heavy equipment

>  Ensure that generators and other machines are lifted carefully onto the site to reduce 
the risk of fuel leaks

>  Plan ahead so that any marquees and stages on grassed sites can be set up at the 
latest possible stage

Build Schedule

A detailed Event Build Schedule is invaluable to control the build of the site and 
communicate with everyone involved, both on and off site. You can use the schedule 
when ordering equipment, advising contractors as to when they should arrive and on site 
during the event so that key staff know what is happening and when.

Communication: Pre Event

In planning your pre-event communications, you will need to communicate your plans to 
your key stakeholders, which may include:

Event attendees Port Macquarie-
Hastings Council

Local residents and 
businesses

Local approval 
authorities

Emergency services Media Any relevant 
Community groups 

Suppliers and sponsors

Event Time!
Set up, communications, pack up and evaluation10

All residents and local businesses directly impacted by your event (e.g. road 
closures, event site, and noise impacts) should be informed in writing at least 
two weeks in advance of the event.
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Ideally, you should tailor the messages you send to each stakeholder group. Elements 
could include:

Traffic arrangements Public transport 
arrangements

Special arrangements (e.g. for people with a 
disability)

Parking facilities Services and facilities 
available at the event

Event times and the entertainment program

Where to purchase 
tickets

Specific conditions of 
entry

Specific health messages

All your communication materials should include websites, event 
Facebook page, email and telephone numbers where people can 
get additional information.

You should also carefully consider how to reach the people you 
want to speak to by developing a communications strategy. The 
strategy will give you direction in communicating key messages 
related to your event to the targeted audiences that you want the 
messages to reach.  

Communication: During Event

Your communications plan should also reflect ways of 
communicating with people at your event, and could include:

Reporting: Post Event Evaluation

Your event coordination role does not end when everything is packed away! Evaluating 
your event is important, particularly if you wish to run the event again (and get sponsors 
on board). If you have received Council sponsorship, there are additional requirements, 
which you should be aware of in order to successfully ‘acquit’ your event. Please check 
the Sponsorship Program guidelines for further details.

Event Time!
cont.10

>  A public address (PA) system  

>  Information booths

>  Emergency Communications Centre

>  Portable message boards

>  Volunteers

>  Printed/online guides/or programs

>  Electronic variable message signs

>  SMS event updates & phone apps

>  Social Media posts

For major events, 

a copy of yo
ur 

Emergency Management 

& Communications 

Protocols sho
uld also be 

provided to t
he local 

police



31E V E N T  S P O N S O R S H I P  P R O G R A M   |  T O O L K I T

Event Time!
cont.10

Helpful Tips

>  Determine how many attended the event (ticket sales, registrations, head count, 
surveys, entry takings, entry count/clicker). Use online registrations and/or 
surveys to determine attendees’ residential postcodes, and if visiting our region, 
how long they will be staying for and whether they bought anyone with them. Did 
they travel to our region specifically for the event?

>  Conduct a survey/provide feedback forms during the event. Ask attendees what 
they like about your event and what they think could be improved. 

>  Ask people attending the event if they know who the sponsors are. If large 
numbers of people associate the sponsor with the event, this will prove valuable 
when renegotiating sponsorships for the following year. 

>  Hold a debrief meeting that includes as many people as possible who were 
involved in the event. Circulate an agenda that covers the key areas for 
discussion, such as achievements, challenges and recommendations.

>  Evaluate your success against the objectives you set at the beginning of 
your event planning process. Did you attract the numbers of people you had 
anticipated? Did you achieve the amount of media publicity you wanted?
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For further information or assistance, 

please email our Events Officer at 

economic@pmhc.nsw.gov.au or call (02) 6581 8111 event

mailto:economic%40pmhc.nsw.gov.au?subject=

