Organising an Event in Christchurch
What you need to Know?

introduction

So, you have decided to use a Christchurch City Council park to hold an Event.  What do you need to do?

This pamphlet is designed to highlight some of the procedures that you will need to follow to hold a successful event in Christchurch .

· Secure your venue

· Comply with Council regulations

· Obtain approvals for your event and ensure that you create a safe environment for participants.

The Events Development Team will not actually organise the event for you, what we can do is provide information and advice to you as the event organiser. It is important that before you even contact the Council, you take some time to think about exactly what you are planning to do on the day.

planning your event

You, as the event organiser, may be inviting the public to your event.  It is therefore your responsibility to make this a safe and enjoyable experience for all.

Have you thought about?

Traffic Management Plans - Is any part of your activity to be held on the City’s Streets or roads?  If so you will be required to submit a Traffic Management Plan prepared by a qualified STMS individual.  Streets are defined as the area between property boundary and property boundary.  

Resource Consents - Is your planned activity a permitted use for the venue?  If not then you may have to apply for a resource Consent.  This can take anywhere from 10 days to 3 months for non-notified/unopposed application.

Noise Consents - Are you planning any live or amplified music?  Again this may require Noise consent 

Liquor Licence - Are you selling or permitting alcohol at your event?  If so special liquor licences may be required.  Guidelines for Host responsibility are available.

Public Liability Insurance - You will be required to obtain Public Liability Insurance for your event. This would normally be a minimum of $2,000,000. Often a sponsor will provide this coverage as an extension to their existing insurance policy.

Neighbours - Do they know what’s going on? Have you invited them?

Food/Refreshments - Who is providing this service?  Do they have current licences?

Security - Do you need a Police presence?  Are you providing private security staff – Are you aware that Security staff need to be registered?  Youth Liaison? 

Parking - You as the event organiser do not have an automatic right to contravene normal parking restrictions.  Special approvals can be negotiated on an event-by-event basis.

Signage - Where are you able to place signs?  There are size restrictions, even for temporary signage.  Check before you get them made up. If you are holding an event in Hagley Park there are banner sites available for hire, please contact Customer Services Call Centre.

Building Consents - Do you need Building Consent for?  Marquee – Yes over 30 sq metres, stage, fencing, temporary structures, sound towers

Power access - Different venues do have access to a power supply.  Is it available?  Do you need to organise special connections

Toilet facilities - How many will you need, disabled access.

Rubbish and Recycling - Who is cleaning up afterwards?

Funding Assistance - Your event MAY qualify for some financial assistance from the Council, especially if this is the first time such an event has been held.

Health and Safety - Every event organiser must be aware of his or her responsibilities under the Health and Safety Employment Act 1992.

Register on - ‘BETHERE.CO.NZ’ The best way to advertise your event is on the Council WEB pages.

Got all of that (
A bit scary but if you work through all of the above issues prior to the event, it will make the day much more successful.

Remember that we are here to assist you with information and advice.  Please don’t hesitate to contact any of the listed Council staff or in the first instance:

Christchurch City Council Contacts

Customer Services Call Centre, Venue Booking - 941-8999

The Process

book your venue

Council parks are in great demand as a place to hold any number of different activities throughout the whole year. It is most important to first secure the use of the area that you are planning to use.

STEP 1


Contact the Call Centre 941 8999 - Make a tentative booking of the venue.

· Venue – which part of the area do you need?

· Contact details – Who is the organiser – telephone, fax, email, and postal details.

· Numbers attending – This is helpful in determining the suitability of the venue.

· Activities – What are you actually doing on the day?

· Postponement – Is you event dependant upon good weather?  If so do you need to book a rain date the following day/week?

A Customer Centre Representative will then be able to confirm the availability of the venue and make a tentative booking for you. If your booking appears to be for a Major Event, you will then be put through to someone in the Development Team.

STEP 2
MINOR EVENTS ONLY

An application form will be either e-mailed or sent out to you, confirmation of your tentative booking will follow once the application has been accepted.

If your booking has been entirely done through the call centre you will receive the following information:

· ‘Be There’ Information on how to log your event on the web site.

· Notification of the fees for the hire of the venue

· Health and Safety confirmation form

· Traffic Management guideline – If the activity is to be held on any road or street

· Forms for applying for specific consents or licences

When returning the application form you will need to enclose a site plan showing how you intend to set up on the day.

STEP 3
MAJOR EVENTS ONLY

Dependant upon your activities you, may have to obtain specific approvals from various Council Regulatory Units ie. Traffic Management, Building Consent, Liquor licensing etc. The Events Development Team will assist you with this process.

All of these forms are available on line and can be down load from the Council Web site; http://resources.ccc.govt.nz/files/CityLeisure/eventsfestivals/EventPermit.pdf

You may wish to include these with your application form, however some direct contact with the individual approving unit of Council may still be required and this will be arranged by the Events Development Team.

· The Events Development Team will be in contact to confirm receipt of your application and advising you that either all information required has been received or requesting any clarification. 

· A site visit will be required with Council Units involved attending. We also include our contacts within the Police for all Major Events, the Police will assess the level of involvement they feel is required on their part.

· Your application is then reviewed by the Events Development Team in consultation with all areas involved in the approval of your event. If necessary a meeting with you will be call with all Council Units involved attending. Once all approvals have been granted you will receive a confirmation letter for your event. 

· This process generally takes two weeks for straight forward applications, with six to twelve months notice being essential for all Major Event Bookings.  Copies of this approval will also be forwarded to various Council staff and other interested parties eg. New Zealand Police, other users of the area etc.

· NOTE: Resource Consent may be required for some Major Events, please be aware that this process can take twelve to eighteen months to process and gain approval. And will incur significant costs you will need to contact Events Development 18 months prior to your event so that a meeting with the appropriate person can be arranged.
STEP 4


For all Major Events a final briefing is usually held on  site with All Council Units involved and your on site Event Team, so that all areas are aware of how the event will proceed and to alert us of any minor changes that may have occurred. 

STEP 5


It may be expedient to meet with Christchurch City Council in the initial stages of planning your event so that guidance can be offered on what the best course of action will be. We will also be able to advise you in the early stages if there are any funding options they may apply to your event.

STEP 6


Have a great day and don’t forget to fill in the Event feedback form available from the Events Development Team, help us, help you, make great events happen in Christchurch! 
[image: image1.emf]
