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How to Plan an Event

Events play a vital role in creating communities that are engaged, vibrant and have a strong sense of pride and
community connectivity. Events deliver a range of positive impacts including economic and tourism benefits,
promotion of the Central Highlands image as a destination and provide an opportunity to raise the Central Highlands
profile as a great place to live and invest in. We are committed to ensuring that Central Highlands Council provides
the community and visitors with an opportunity to experience and participate in a diverse range of vibrant and
stimulating events and cultural activities.

Your first step is to complete the Event Notification Form (ENF) below. This form can be emailed to
development@centralhighlands.tas.gov.au or by post to 19 Alexander Street, Bothwell. The ENF enables Council to
assess whether any permits, licences and/or venue bookings are required. Documentation must be submitted
a minimum of 8 weeks before an event to ensure there is sufficient time for relevant permit requirements to be
met and issued. Late fees may apply for applications received after this.

Our Environmental Health Officer (EHO) can provide guidance and information to assist you in ensuring your event
is as successful as it can be. Download a copy of the Events Tool Kit and if you have any questions, please reach out

to our EHO at development@centralhighlands.tas.gov.au or phone (03) 62595503.

Permits, Plans and other considerations
If you intend to organise an event, you may need to apply for a special license or permit and advise Council about
certain aspects of it. Ask our EHO for more information; otherwise see below for some common event considerations:

o Risk and Emergency

¢ Place of Assembly

e Accessibility

e Food

e Alcohol

e Temporary Occupancy

e Road closure

e Weddings in Council’s Parks

e Street Party

e Hireus

e Animals


mailto:development@centralhighlands.tas.gov.au
https://assets.eventbrite.com/e3t/Ctc/RI+113/cYYGl04/VX5L8Z6Vx575N1SY9s2BHRrvW48Yhp75Fv4v7N54gmQj3qgz0W95jsWP6lZ3mQW7yv-kZ5y1rltW25t8CH5c-bYxW7x6DYw857WhDW3D7VKh59LWb6W13GTrk5XdcGfW4hYLKd2q1HlMW3lbV_733JJvMW5vMSqR5TsRQTW1t9PNN80JyDgVq5VBr7bZK85W1lWqMK8tG1SfN113zJL4SVqGW2lnZ7y5nNZkxW1DnH915m4n2MW5n-pvh6m50tbW3xTLV93p4j9sVjRWfs5ly2wQW1NrQxs4nctmJW5qDJyC5R71PYW7XLfWC1WR8ZzW7_WzKr4nDlthW1P_8cZ3j-YFfVxH2Wr8KzYqwW5QVSCb7ynTgcMXtTxZ1j6jzW2HpyRx1q8xkMW7RhjRt2b4HWmW2QJ5p07frlbYW3fRR7m6srTjnN8v6h4D4dK8Gc5dJb04
mailto:development@centralhighlands.tas.gov.au

Event Notification Form Information

The Event Notification Form enables Council to assess whether any permits, licences and/or venue bookings are
required. If you wish to conduct your event using one of Council’s facilities i.e. hall, a booking will need to be made
and is subject to approval and a Hire Fee may be applicable for the use of the space. Documentation must be
submitted a minimum of 8 weeks before an event to ensure there is sufficient time for relevant permit requirements
to be met and issued.

Council’s EHO can provide information and guidance including the coordination of Council permits and licences. If
you have any questions, contact our EHO at development@centralhighlands.tas.gov.au or phone (03) 62595503

Best Practice Reference Documents

ACCESSIBLE EVENTS A Guide for Meeting and Event Organisers
Department of Health and Human Services - Guidelines for a Mobile Food Business

Storing and Using LP Gas at Public Events

WorkSafe Tasmania - Work Health and Safety Act 2012

WorkSafe: Acts and Regulations

RETHINK Waste: A Guide to Preparing an Event Waste Management Plan
Zero Waste Events Tasmania Guide & Templates

Personal Information Protection Statement

As required under the Personal Information Protection Act 2004;

1.

Personal information is managed in accordance with the Personal Information Protection Act 2004 and may
be accessed by the individual to whom it relates, on request to Central Highlands Council.

Information can be used for other purposes permitted by the Local Government Act 1993 and regulations
made by or under that Act, and, if necessary, may be disclosed to other public sector bodies, agents or

contractors of Central Highlands Council, in accordance with Council's Policies

Failure to provide this information may result in your application not being able to be accepted or processed.


mailto:development@centralhighlands.tas.gov.au
https://www.meetingsevents.com.au/sites/default/files/uploaded-content/website-content/accessible_events_guide.pdf
https://www.health.tas.gov.au/publications/guidelines-mobile-food-businesses
https://www.cbos.tas.gov.au/__data/assets/pdf_file/0008/404972/Storing-and-using-LPG-at-public-events-V3.1.pdf
https://www.legislation.tas.gov.au/view/html/inforce/current/act-2012-001
https://www.worksafe.tas.gov.au/topics/laws-and-compliance/acts-and-regulations
https://rethinkwaste.com.au/a-guide-to-preparing-an-event-waste-management-plan/
https://northerntasmania.com.au/zwet-templates

central

. . highl
Central Highlands Council el

Event Notification Form

[ Purpose of the Form

e To notify the Council of an intended event.
e Should be submitted at least 3 months prior to the event (ideally 6-9 months in advance).
e Early submission helps avoid delays in assessment.

B Information Required
Event Details: Name, location, date(s), start/finish times, setup/pack-up times.

Type of Event: Public/private, indoor/outdoor, expected attendance.

History: Whether the event has been held before and how often.




fil Venue & Infrastructure
Whether the event requires:

Hall or Park/Reserve Hire

Temporary structures (e.g., tents, stages)

Food or alcohol service

o High-risk activities (e.g., rides, fireworks)

e Road closures or traffic management




R4 Contact Details

Organisation and contact person’s name, phone, email, postal address.

Preferred method of contact (phone, mobile, fax, email).

@ Privacy Statement
Council is committed to protecting personal information.

Details on how information is used are available in the Council’s Privacy Policy.



