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Introduction by YAE founding member Tiarna Windon-Weaver
In 2013 the Shire of Exmouth put together a group of young people to organise events for other youth in town. This 
group was led by Lauren Rampling and Jaci Cutler and consisted of Gemma Cutler; Ethan Hutton, Riley Watts and 
Tiarna Windon-Weaver, as well as mentor Brody Sutton. We called ourselves Youth Action Exmouth or YAE. 
During our time in this group we attended the kickstART festival in Perth, organised a Pool Party for local young 
people, held a Cultural Infusion Urban Arts Workshop for the Ningaloo Whaleshark Festival, helped with the official 
Federation Park opening and plan to organise many more events. 
As young people we entered this group to create events to make our town a better place for people our age. Together 
we created this handbook to guide future members of this group or any others planning to organise events in the future. 
I’d like to thank all the existing YAE members involved in completing this handbook:
Gemma Cutler, Ethan Hutton, Riley Watts, Tiarna Windon-Weaver, Ali Schurmans, Mitchell Munro, Sophie Hutton, 
Terina Collins, Shondell Hayden and Catlin Ridley. 

Introduction by Shire of Exmouth 
In 2011 through our Youth Needs Analysis the young people 
surveyed told us that they didn’t have enough exposure to culture 
and the arts and were willing to organise their own events. 
Therefore as a Shire we have embraced this desire by setting up 
YAE and for providing young people with an opportunity to plan 
and run their own events. 
The YAE group’s purpose is to promote leadership, skill 
development, celebration/showcasing of youth culture and 
allow young people the opportunity to organise their own 
activities and events.  The group have brought up artists 
and activities to the 2013 and 2014 Whaleshark Festival, 

attended the 2013 & 2014 KickstART Festival, have recruited new 
members, and are keen to organise a music festival, as well as being involved in other locally run events, 

and this handbook.
The purpose of this handbook is to produce a document that anyone can use to plan events – so being bored can 
never be an excuse again. We want to help you plan and organise events for young people so that we have a really 
strong and vibrant youth culture. The Shire of Exmouth fully supports youth participation, and we would also like to 
thank BHP Billiton for their generous support of this project. 

We would like to thank:
 
Tiarna Windon Weaver  Riley Watts   Ethan Hutton
Gemma Cutler   Ali Schurmans   Mitchell Munro
Sophie Hutton   Terina Collins   Shondell Hayden
Caitlyn Ridley   Andrew Chambers  BHP Billiton especially Claire Hall
Jaci Cutler   Lauren Rampling   Tony Howard Design
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Getting Started:
Be really clear about what your goals / purpose for the event is – this will help you get funding, secure your artists 
and ensure that everyone on the committee is working to the same ends.
This is where you need to start… good luck

Brainstorming
This can be a great way to get ideas flowing, make sure you 
allow everyone a chance to have their say. Once you’ve got an 
idea stick with it, commit to it. 
You need to decide what type of organisation you will form to 
organise an event. For example you can become a Legal entity, 
eg. Individual, association, private limited company. However we 
auspice through the shire and this has worked well for us. In our 
experience your Local Government should be happy to help and 
support you with this. It is required for most under-age or youth 
organisations that another organisation auspices your work on your behalf. 
You need to come up with:
• Event description, summary of the event you are planning, eg. Date, time, people involved, name, location, target 

audience.
• Job allocations/responsibilities for example project manager/ artistic director, Production manager FOH manager, 

BOH manager, Marketing, promotions and publicity
Then start your plan – the following pages 
should help you make sure you’ve covered 
everything. 

Site plan 
A site plan is a scale map of your location 
including all facilities, such as toilets, main 
stage, vendors, emergency exits, fence lines 
and pathways, seating electrical equipment 
fire extinguisher and bins. Your plan also must 
include a title box which will indicate event 
name, date, location and producer, scale, 
revision and version information. Outside of this 
title box a north point and legend also must be 
included.
Site plan can also help to determine event capacity, anticipating potential problems, visualising and referencing 
placement of facilities. The site plan will also illustrate your vision to others as an effective communication tool. This 
plan is essential in approvals and assessments, as well as risk assessment and emergency and evacuation plans.
Plans can be created through a hand drawing using a scale ruler or through computer program such as cad or a vector 
based program eg. Sketch up. The site plan is drawn over a base drawing that will represent a recent image of the area 
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provided in a known scale. You can find these on Google maps or ask at your Shire for a scale map of your intended 
site. 
A plan is a great place to start, and if you don’t have all the fancy programs draw it by free hand and let your Local 
Government help you out. 

Money Matters 
You need to know what you’ve got before you start spending or booking. If you’re in a Regional area like us, make sure 
you consider other costs such as venue / flights / accommodation 

Your budget needs to include:
Income and Expenditure:
What income you have & everything you will spend it on – it may be simpler to break it down into 2 tables:
Income can include:
• grants (these are provided through applications to willing agencies, and require a formal, written application at 

least six months prior to the event, and have opening and closing dates- finding out when grants are available 
is important for planning budgets. Grant agencies can include Country Arts WA, Community Arts Network WA, 
Australia Council; other agencies and companies willing to develop communities, such as Shires, Healthway, 
Lotterywest; philanthropic companies are also willing to provide grants. Grant providers sometime request 
recognition and always request acquittal to prove how money has been spent and how goals have been achieved

• sponsorships (generally from major companies, require formal applications, have closing and opening dates, and 
require applications in advance, often companies require recognition/acquittal in the event for the same reason as 
grant providers)

• fund-raising       •     ticket sales
• merchandise/vendor licensing fees   •     donations
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For example:

Income Amount
Shire of Exmouth $350 plus in kind support 
BHP Billiton $5000
Total Income $5350

Expenditure is simply the cost of the event and everything money is spent on. Items or services provided by a supplier 
for a budgeted cost versus an actual cost are included in expenditure. Keeping documentation for all expenditure, 
authorising the expenditure with a purchase order, and keeping all the receipts is important in safeguarding the event. 
Your Local Government can help you with this. 

Expenditure Item Proposed Cost Actual Cost Funder
Flights from Perth $750 $800 BHP Billiton
Accommodation $200 $0 Transit House – Shire
Venue Hire $0 $0 Fee Waiver – Shire
Professional Fees $3500 $3500 BHP Billiton

Catering $600 $700
$350 Shire 
$350 BHP Billiton 

Photographer $300 $300 BHP Billiton

Total $5350 $5350   

A simple excel spread sheet can help you keep track of everything, and make sure it’s up to date – here’s an example 
of one:

Item Proposed Cost Actual Cost
Flights  $750.00  $ 800.00 
Accommodation  $200.00  $   
Venue Hire  $  $ 
Professional Fees  $3,500.00  $3,500.00 
Catering  $600.00  $700.00 
Photographer  $300.00  $350.00 
Total  $5,350.00  $5,350.00 
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Having the proposed costing will also help you to access grants. Grant providers need to know:
• you know what you’re doing.
• understand what you are asking for. 
• will spend the money they give you exactly as you asked 

for it. 
• and that it’s a worthwhile project. 
Approach grant providers / funders with a project that will 
appeal to their values and ideologies
If there is an application form make sure you answer the 
questions and do your homework about the companies
It can be really helpful to get to know the people that make the 
decisions on funding – that ensures they trust you with their 
money

Acquittals
A good acquittal is just as important as the grant application. It proves you can be trusted with their money and means 
that you may get more money in the future as you are a trusted group with a proven record. 
It is a good idea to include the following as part of your acquittal: 

• A brief summary of the event
• Financials
• Evaluation of event (feedback forms can really help if appropriate)
• Photographs (make sure sponsor banners are included)
• Program
• Newspaper articles / press / social media relating to the event
• Invoices 

Your Local Government will have lots of experience with acquittals and would be able to assist you with this. 

The Important Stuff – Risk Assessments 
To run an event it’s really important that it’s done safely and follows the current laws and procedures in place. These 
pointers should help you out, and if in doubt – ASK. This is the one area that you can’t get wrong or cross your fingers 
with, it needs to be done properly – and that takes a load of worry off your shoulders: 
A risk assessment is really important step to take and one of the first things that you need to complete.  Take the time 
to do this properly as it’s a great opportunity to talk through and plan your event while considering the different types 
of risk that get thrown up by the activities you’re planning.  Remember it’s a much better outcome to have anticipated 
the risk, eliminated it than to have to say sorry or worse.
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These steps may assist you in completing your risk assessment:

Step 1 – Identification 
Please list any risks you can identify that may be specific for your type of activity. Pages may be attached if space is 
insufficient. Generic examples may include:                    

Low Risk Risk L C Prevention

Human Behaviour Excess Litter

Medium Risk

Environment Extreme weather – heat 

Step 2 – Assessment 
Assess each of the risks listed as follows:
•      Likelihood – (A) Almost Certain, (B) Possible, (C) Doubtful, or (D) Rare
•     Consequence – (1) Insignificant, (2) Minor, (3) Major, or (4) Disastrous 

Low Risk Risk L C Prevention

Human Behaviour Excess Litter B 2

Medium Risk

Environment Extreme weather – heat B 3

Step 3 – Treatment 
Consider the actions that can be taken to reduce the likelihood or consequences of the risk. Include under Prevention  
- proposed action, resources used, who is responsible and timeframes. 

Low Risk Risk L C Prevention

Human Behaviour Excess Litter B 2

Provide extra bins and coordinate cleanup 
crew – John to coordinate 2 weeks 
before and after event.

Medium Risk

Environment Extreme weather – heat B 3

St John’s ambulance on hand, provide 
shaded areas, sunscreen and plenty of 
water.- Cindy to organise services 1 month 
prior to event. 
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Organise a risk management meeting that includes all the people and organisations that will be affected by your event.  
These may include:
•  The Shire – Health, Parks and Gardens, Engineering, community services
• The Police
• The Fire & emergency services
• Security contractor.
• Transport operators (Taxi – bus.)
• Ambulance and health services.
Central to the discussion is your risk management plan, the event plan, site plan and any emergency response plan.   
This meeting is essential to inform yourselves and these services and people about your activities but also the context 
in which they occur.  It’d be a bit of a disaster if the weekend you chose to do your fire show the volunteer fire brigade 
was short staffed due to the team being away at the Fireman’s Games.
The following from the Shire of Exmouth’s Event Application Package may help you, we’d also recommend you pick up 
a copy of your Local Governments; as it could really help you. 

1.   Risk Management & Evacuation
It is important to ensure that all possible risks associated with an event (e.g. antisocial behaviour, bad weather, unsafe 
structures & power failures) are identified during the planning stages and are catered for within the event organization 
and operations. To help manage the risks of your event you may be 
required to submit a Risk Management Plan. 
If you wish to document your risk management and your event is 
a small-scale event, you may use the form included in this package. 
Risk management plans are legally required when an event has an 
expected attendance of 5000 or more and must: 

A.  Identify all risks associated with the event
B.  Analyse the risks (determine what the likelihood and 
consequence of each risk will be)
C.  Treat the risks (detail procedures that will minimise the impact 
of that risk)
D.  Detail how the risk will be monitored during the event

It is required that you contact the Shire’s Environmental Health Services to determine whether a risk management plan 
is needed and also to obtain a copy of the guide to developing a risk management plan. 
The event organiser may also be required to formulate an Evacuation Plan as per the Health (Public Building) 
Regulations 1992 if deemed necessary. All staff must be made aware of the Evacuation Plan and have knowledge 
of these evacuation procedures. Event organisers need to liaise with Environmental Health Services in relation to this 
matter: 
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Contingency Plans 
It is important to have a plan B, if something doesn’t go to plan or goes wrong there must be things in place to make 
your event run smoothly
For example for outdoor events and there is a chance of rain then it would be important to make arrangements for 
using covers or moving indoors. We often have the opposite problem 
of extreme heat where we are and have to plan for this. 
It is also important to have back up equipment and chargers for any 
battery operated equipment if something goes flat or stops working

Legalities, Safety & Approvals:
A meeting will need to be held with the Events Officer  and 
Environmental Health Officer at your Local Government  to present 
and discuss the proposed event. Plans, draft schedule, draft site 
plan, event description, background information need to be provided 
in the meeting. 
From a Local Government perspective the following will need to be addressed – don’t be scared off; once this is done 
and done correctly it will save you a lot of hassle, and we’ve always had lots of help. 

Legal requirements that will need to be addressed are as follows: 
1.   Application for Approval (refer to Attachments A & B)
2.   Risk Management & Evacuation Plan (refer to Factsheets 1 & 2 and Attachment C)
3.   Tents, Marquees, Stages and Bouncy Castles (refer to Factsheet 3 & 4 and Attachments D)
4.   Electricity (refer to Factsheet 5 and Attachments E & F) 
5.   Noise 
6.   Food & Drink Stalls (refer to Factsheet 6 and Attachment G)
7.   Toilet Facilities 
8.   Waste/Rubbish Disposal 

The take home message is that communication is critical to the effective and safe delivery of any event – keep talking 
to everyone involved and it will work well. 

Making it all happen
You will need lots of help to make sure you can run your event – most of your helpers will be volunteers and it’s 
important they are looked after…
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Volunteers 
1.     Work out what needs to be done first, so you know how  
       many volunteers you’ll need and what jobs they will need   
       to do
2.    How to recruit volunteers:

• Posters
• Internet
• Tell Friends
• Hand outs / flyers

       Job descriptions will help heaps – if you can describe       
       what they’ll be doing, they know what they’re letting themselves into. If volunteers don’t know what they’ll be doing  
       they may be put off from participating
3.   Always give volunteers a briefing & hand out for the day – go over what will have to be done on the day with the        
       volunteers and make sure they understand their roles and venue
4.   A register of volunteers and their work hours needs to be kept
5.   If your volunteers agree to two hours work; make sure they just do two hours – they may agree to do more

Venue
Things to consider when choosing a venue:
1. How much does it cost
2. Maximum capacity 
3. Is it accessible
4. Is there a kitchen that you can use
5. What equipment does it have that can be hired / used
6. If outside – what security measures are in place
7. Is it suitable for the event
8. Is it suitable for the age group
9. What needs to come in / out 
10. Does it meet the lighting and power requirements 
11. What are the acoustics 
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Catering:
When catering an event there are a number of things to consider 
for example:
• Is it appropriate for the event? Is it a dinner, or would 

nibblies be sufficient
• Does the catering fit the aim of the event? For example 

food could be sold to raise money for local groups or for 
charities

• Is it easy to sell and serve? Take away or finger food is 
always easy at events

• Do the food stallholders have all the required permits, hand 
washing stations etc? 

Speeches
Do you need them? If so, nominate an MC, make sure they include everyone they need to thank, and also don’t be 
over long

Music
Does your event need background music? Don’t forget your APRA licence

Getting the word out
Advertising is an important part of an event because it allows you to get the word out and people are reliant on your 
advertising to get them to your event. Your advertising needs to be eye catching and you need to think about your 
target audience – who are you trying to attract?
Any advert needs to include time, date, venue and a well-written description of the activity. 
Start by choosing what form of advertising would work best for your particular event; what will get the information out 
there and what will reach your target audience –for example:
•    Posters      •    Flyers
•    Radio      •    Television
•    Email      •    Facebook
•    Other social media 

Next get down all the information you will need to include, make sure it is clear, precise and not overwhelming to read
Finally get creative and put your advertisement together. Make sure it is eye catching and in theme with the event. 
Have a clear description that is readable and engaging. Then get your ad our there and start promoting your event. 
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What to do on the day
1. Bump in
2. Check that your site is ready and you have all of your  
 equipment- that everything is set up
3. Make sure your crew and performers have arrived
4. Give a briefing to your crew /performers /volunteers/staff,  
 including a discussion of their roles, physical locations,  
 locations of staff amenities, emergency evacuation   
 plans, communication protocols, and site plans.   
5. Tape down any electrical cords or any trip hazards.  If you  
 can’t tape down:

•  Trench it in 
•  Run it overhead (over 2.4m and bundled with a rope or wire to take the strain) 
•  Use approved cable tray / ramps

6. Make sure the area is safe – no exposed wires, trip hazards, obstructions to exits, barriers to hazardous or   
 out of bounds areas, crowd control measures like barriers and fencing where needed.
7. If there is certain personal protective equipment (PPE) for organisers / volunteers / crew please ensure they  
 are provided with it
8. Gates open, event starts- ensure everyone is ready and prepared
9. Supervise the event and complete jobs that are required
10. Event ends, exits are open and ready, audience and staff are coordinated
11. Collect and secure/bank all cash and takings
12. Ensure venue is clean and tidy and looks like nothing has taken place when you leave it
13. After the event debrief, get feedback, thank volunteers and crew
14. Bump out
15. Handover to venue owners. 

Recovering! 
So you’ve packed everything up that’s not the end of it, there’s still more to do…
Debrief- communicating with the key stake holders, assessment of the event and risk management plans
Reconciliation of all accounts- make payments, chase money owings, get invoices in, get all receipts together, fill in 
budget documents (budget vs. actual expenditure)
Acquittals for grants and sponsorships (in the required time frame)
Thanking all who contributed to the event
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APPENDICES 
FACTSHEET 2: RISK MANAGEMENT PLAN FOR SMALL SCALE EVENTS
Step 1 – Identification 
Please list any risks you can identify that may be specific for your type of activity. Pages may be attached if space is 
insufficient. Generic examples may include: 

Low Risk Risk L C Prevention
Human Behaviour Excess Litter
Medium Risk
Environment Extreme weather – heat 

Step 2 – Assessment 
Assess each of the risks listed as follows:
• Likelihood – (A) Almost Certain, (B) Possible, (C) Doubtful, or (D) Rare
• Consequence – (1) Insignificant, (2) Minor, (3) Major, or (4) Disastrous 

Low Risk Risk L C Prevention
Human Behaviour Excess Litter B 2
Medium Risk
Environment Extreme weather – heat B 3

Step 3 – Treatment 
Consider the actions that can be taken to reduce the likelihood or consequences of the risk. Include under Prevention  
- proposed action, resources used, who is responsible and timeframes. 

Low Risk Risk L C Prevention

Human Behaviour Excess Litter B 2

Provide extra bins and coordinate 
cleanup crew – John to coordinate 2 
weeks before and after event.

Medium Risk

Environment Extreme weather – heat B 3

St John’s ambulance on hand, provide 
shaded areas, sunscreen and plenty 
of water.- Cindy to organise services 1 
month prior to event. 
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RISK MANAGEMENT PLAN TEMPLATE

Category of Risk Risk L C Prevention
Low Risk

Medium Risk

High Risk

Please copy and distribute the completed risk management list to all those listed under “Prevention” to 
ensure they are aware of their responsibility in regards to your activity. 



This has been a joint initiative between

Shire and Local Contacts as of July 2014:

Shire of Exmouth - 9949 3000:
Jaci Cutler – Community Activity Officer
Rob Manning – Environmental Health Officer
Joanne Gordon – Works Co-ordinator 
Josh Koontz – Swimming Pool Manager 

Government:
Department of Parks and Wildlife – 9947 8000
Department of Fisheries– 9949 2755
Department of Transport – 9949 2079
POLICE – 9947 8700
Department of Sport and Recreation – 9941 0970

Other Organisations that may be able to help:
Exmouth PCYC
Country Arts WA
Exmouth Cultural Arts Centre
Exmouth Game Fishing Club
Ningaloo Whale shark Festival
North West Cape Exmouth Aboriginal Corporation 

Funding:
BHP Billiton
Gascoyne Development Commission
Woodside
Chevron
Apache 
Lotteries West
EventsCorp
Country Arts WA


