Creating an Event in Queensland
General Information:
The Queensland Government COVID-19 website www.covid19.qld.gov.au/government-actions/covid-safe-events has information and checklists to support COVID-safe events and delivery in Queensland. It is important that event operators have strong risk management procedures in place given the current environment and follow Public Health Directions. 
For specific questions on COVID Safe events there is also information on the Roadmap to easing restrictions, found here: www.covid19.qld.gov.au or contact the Helpline 134 COVID ( 13 42 68).
Staying up to date with Restrictions in Queensland will ensure your event operates safely.
The Framework for COVID Safe Events:
· Fewer than 1,500 attendees – no approval needed when following a COVID Safe Event Checklist
· 1,500 to 10,000 attendees – need a COVID Safe Event Plan approved by local public health units
· Over 10,000 attendees – need a COVID Safe Event Plan approved by the Queensland Chief Health Officer.
For further information please refer to the Industry Framework for COVID Safe Event in Queensland for a guide to operating an event safely during the COVID pandemic. 
Major Events Act 2014 provides the current Queensland legislation relating to events.
QPS Event Safe provides information and registration for a safe event.
If you are planning a public event in Queensland, you will need to consider the following. Most of these will be required when planning a large-scale event, while only a few may be required for small-scale events. 
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· 
· Risk Management
· Insurance
· Incident Reporting
· First Aid Response 
· Emergency Response
· Waste Management
· Staff and Volunteers
· Health and Safety 
· Traffic Management
· Welcome to Country
· Legal Considerations
· Event Documentation
· Evaluation
· COVID-Safe Plan

Other things to consider:
· 
· Managing large crowds
· Fireworks
· Alcohol – liquor license & every person pouring alcohol must have a current RSA.
· Temporary Structures
· Weather impacts
· Lighting to ensure safety
· Electricity, gas and fire controls
· Security 
· Food and beverage
· Site visits
· Financial considerations – crowd funding, government grants
· Performers and entertainers – ensure they have Public Liability Insurance
· Accessibility
· Sponsorship
· Fundraising
· Grants
· Marketing
· Media and public relations
· Communication 


If your event involves children and/or people with special needs, you will need to ensure the appropriate people comply with working with children and have the appropriate cards: blue card and/or yellow card.
When working with volunteers, please ensure you are aware of the regulations and requirements when it comes to unpaid work and ensure you understand the work descriptions of a paid versus unpaid worker. For basic guidelines please refer to volunteer rights and checklist information sheet.
Planning Resources:
Events in Queensland – Best practice guidelines for event delivery in Queensland 
A Queensland Government guide to creating an event in Queensland.
Event Planning Guide for Events on Council Land 
A Moreton Bay Council planning guide for events on council land. 
Tourism & Events Queensland Events Guide 
A Tourism & Events Queensland guide to events in Queensland.
Non-profit fundraising events planning guide to alcohol, safety and event management
A Queensland Police event management guide for non-profit fundraising events.
Blue cards 
A Queensland Government guide to regulations regarding working with children.
Yellow cards 
A Queensland Government guide to regulations regarding working with adults who have a disability. 
Volunteer Value 
A Volunteering Queensland guide to understanding and calculating volunteer value. Also see Volunteer value calculator.

Event Management Plan 
Event details and run sheets 
A Queensland Government example of an event run sheet including bump in. Event collateral documents should also include staff roles, responsibilities, and contact details.

Event Budget
A Queensland Government example of an event budget.

Coffs Coast Events - Event Timeline 
A template of an event timeline. Timelines can also easily be done through a Gantt Chart.

Coffs Coast Events - Production schedules 
A template for a bump in and out production schedule.

Permits and approvals
Depending on the type of event, you may need to obtain one or all of the below permits:
· Commercial Public Event Permit,
· Brisbane Entertainment Permit, 
· Liquor-related permits

Site Plan
A Queensland Government site plan template.

Risk Management Plan / Incident Management
A Queensland Government Risk Management Plan editable template.
Please see an example of an Incident Report Form here.

Marketing Plan & Communication plan
A Business Queensland guide to writing a marketing plan and an event starter guide to a communication plan. For an example template, see here. 

Waste Management Plan
A guide to waste management for event organisers.



Emergency Response Plan 
A Queensland Department of Education and Training guide and template for an Emergency Response plan that can be altered for events.

Traffic management plan [only where needed] 
A Transport of Main Roads guide to developing a Traffic Management Plan. Please see an example plan here.

Contracts with suppliers, landowners, entertainers, staff, and volunteers 
General contract conditions to consider when creating a contract.
Please refer to the Queensland Government website for goods and services contract templates: https://www.forgov.qld.gov.au/general-goods-and-services-templates 

Useful Links:

Event Management Plan Template
A Queensland Government Event Management Plan template.
Queensland Government Help with running successful events 
Resources and templates for running successful events.
Project/Business Plan
A Queensland Government Business Plan editable template.
Final Report 
A Queensland Government final report template.
SWOT and PESTLE Analysis
Business Queensland guides to completing a SWOT and PESTLE analysis.
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