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UTS	
  EVENT	
  APPROVAL	
  REQUEST	
  

Who	
  should	
  use	
  this	
  form?	
  
This	
  form	
  must	
  be	
  completed	
  by	
  the	
  Event	
  Coordinator	
  and	
  signed	
  off	
  by	
  the	
  Dean,	
  Director	
  or	
  member	
  of	
  the	
  Senior	
  Executive	
  sponsoring	
  the	
  
event.	
  Senior	
  Executives	
  can	
  approve	
  their	
  own	
  form.	
  

When	
  must	
  this	
  form	
  be	
  completed?	
  
This	
  form	
  must	
  be	
  completed	
  during	
  the	
  planning	
  for	
  the	
  event	
  —	
  prior	
  to	
  the	
  commencement	
  of	
  both	
  event	
  set-­‐up	
  activities	
  (if	
  applicable)	
  and	
  
the	
  event	
  itself.	
  

What	
  is	
  an	
  event?	
  
For	
   the	
  purpose	
  of	
   this	
   form,	
   an	
   event	
   is	
   defined	
   as	
   an	
   activity	
   that	
   invites	
   internal	
   and/or	
   external	
   visitors	
   onsite	
   or	
   offsite	
   to	
   showcase	
  UTS	
  
scholarship	
  and/or	
  research,	
  contributes	
  to	
  staff	
  and/or	
  student	
  engagement,	
  and/or	
  encourages	
  the	
  wider	
  public	
  engagement	
  with	
  UTS.	
  

Why	
  complete	
  this	
  form?	
  
UTS	
  has	
  a	
  maximum	
  risk	
  tolerance	
  of	
  ‘medium’.	
  When	
  planning	
  your	
  event,	
  complete	
  the	
  form	
  and	
  (if	
  required)	
  modify	
  your	
  plans	
  to	
  ensure	
  your	
  
event	
  has	
  an	
  overall	
  risk	
  rating	
  of	
  ‘low’	
  or	
  ‘medium’.	
  This	
  also	
  ensures	
  Security	
  Services	
  are	
  provided	
  critical	
  intelligence	
  on	
  events	
  held	
  on	
  campus.	
  

Please	
  read	
  the	
  Public	
  Spaces	
  and	
  Facilities	
  Management	
  Vice-­‐Chancellor's	
  Directive	
  and	
  adhere	
  to	
  the	
  guidelines	
  outlined	
  in	
  the	
  Directive:	
  
www.gsu.uts.edu.au/policies/public-­‐spaces-­‐facilities-­‐mgmt.html	
  

1. EVENT	
  DETAILS	
  
Event	
  title	
   	
  

Purpose	
   	
  

Date(s)	
  of	
  event	
   	
  

• Date(s)	
  of	
  event	
  bump-­‐in	
  (setting	
  up)	
    	
  Tick	
  if	
  same	
  as	
  date	
  of	
  event	
  

• Date(s)	
  of	
  event	
  bump-­‐out	
  (break-­‐down)	
    	
  Tick	
  if	
  same	
  as	
  date	
  of	
  event	
  

Location	
  /	
  room	
  number(s)	
   	
  

No.	
  of	
  people	
  attending	
  (staff/students/external)	
   	
  

No.	
  of	
  minors	
  attending	
  (if	
  any)	
   	
  

2.	
   HAZARD	
  IDENTIFICATION	
  
Work	
  through	
  these	
  questions.	
  If	
  the	
  answer	
  is	
  ‘no’,	
  then	
  no	
  further	
  action	
  is	
  required.	
  If	
  the	
  answer	
  is	
  ‘yes’,	
  you	
  are	
  required	
  to	
  take	
  the	
  action	
  noted	
  
and	
  to	
  list	
  all	
  measures	
  to	
  be	
  taken	
  at	
  the	
  Control	
  Measures	
  section	
  on	
  page	
  2	
  of	
  this	
  checklist.	
  

Will	
  the	
  event	
  involve	
  ...	
  	
   Yes	
   No	
   If	
  the	
  answer	
  is	
  yes,	
  then	
  …	
  

Alcohol	
  being	
  supplied	
  or	
  consumed	
  
	
  
NOTE:	
  No	
  alcohol	
  is	
  to	
  be	
  sold	
  at	
  a	
  UTS	
  event	
  

 	
    	
   § Refer	
  to	
  the	
  Guidance	
  for	
  the	
  Service	
  of	
  Alcohol	
  at	
  UTS	
  document	
  (see	
  Forms	
  
&	
  documents	
  at	
  www.safetyandwellbeing.uts.edu.au/activities/events/).	
  

§ If	
  yes,	
  the	
  event	
  must	
  be	
  held	
  on	
  licensed	
  premises	
  or	
  a	
  licensed	
  caterer	
  must	
  
be	
  used.	
  

High	
  risk	
  activities,	
  eg	
  pyrotechnics,	
  lasers	
    	
    	
   Regarding	
  staff	
  and	
  students	
  
§ For	
  each	
  activity	
  requiring	
  assessment,	
  ensure	
  that	
  risk	
  assessments	
  are	
  
completed	
  in	
  consultation	
  with	
  the	
  staff	
  or	
  students	
  who	
  will	
  be	
  supervising	
  
or	
  performing	
  these	
  activities.	
  Use	
  General	
  Risk	
  Assessment	
  form	
  (see	
  
www.safetyandwellbeing.uts.edu.au/forms/)	
  for	
  this	
  purpose.	
  

§ Contact	
  Safety	
  &	
  Wellbeing	
  branch	
  on	
  (02)	
  9514	
  1342.	
  
Regarding	
  contractors	
  
§ Contractors	
  who	
  are	
  to	
  supervise	
  or	
  perform	
  these	
  activities	
  review/complete	
  
risk	
  assessments	
  as	
  required.	
  Contact	
  the	
  Safety	
  &	
  Wellbeing	
  branch	
  on	
  	
  
(02)	
  9514	
  1342	
  for	
  further	
  assistance.	
  

§ Contractors	
  sign	
  in	
  with	
  Security	
  to	
  obtain	
  a	
  Permit-­‐to-­‐Work	
  Pass.	
  
§ Obtain	
  public	
  liability	
  and	
  workers’	
  compensation	
  insurance	
  certificates	
  of	
  
currency	
  from	
  contractors,	
  and	
  keep	
  records.	
  

Staff,	
  students	
  or	
  contractors	
  performing	
  tasks	
  such	
  as	
  
manual	
  handling,	
  cash	
  handling,	
  working	
  at	
  a	
  height,	
  
use	
  of	
  electrical	
  equipment,	
  or	
  being	
  exposed	
  to	
  noise,	
  
dust,	
  etc,	
  during	
  set-­‐up,	
  break-­‐down	
  or	
  the	
  actual	
  
performance	
  or	
  execution	
  of	
  the	
  event	
  

Noise	
  	
    	
    	
   § Check	
  with	
  Room	
  Bookings	
  via	
  room.bookings@uts.edu.au	
  or	
  (02)	
  9514	
  8660.	
  
§ Consult	
  with	
  faculties/units	
  in	
  the	
  vicinity.	
  
§ Discuss	
  with	
  appropriate	
  Security	
  Services	
  site	
  manager	
  (see	
  Contacts	
  at	
  
www.fmu.uts.edu.au/security/).	
  

Access/egress	
  restrictions	
  	
    	
    	
   § Ensure	
  that	
  access/egress	
  paths	
  and	
  exits	
  are	
  kept	
  clear:	
  eg	
  do	
  not	
  block	
  exits	
  
or	
  exit	
  routes;	
  do	
  not	
  lock	
  gates	
  that	
  lead	
  to	
  emergency	
  assembly	
  areas.	
  

§ Contact	
  Essential	
  Services	
  Compliance	
  Officer:	
  Gary.Potter@uts.edu.au.	
  

http://www.gsu.uts.edu.au/policies/public-spaces-facilities-mgmt.html
http://www.safetyandwellbeing.uts.edu.au/activities/events/
http://www.safetyandwellbeing.uts.edu.au/forms/
mailto:room.bookings@uts.edu.au
http://www.fmu.uts.edu.au/security/
mailto:Gary.Potter@uts.edu.au
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Will	
  the	
  event	
  involve	
  ...	
  	
   Yes	
   No	
   If	
  the	
  answer	
  is	
  yes,	
  then	
  …	
  

Large	
  number	
  of	
  attendees	
  or	
  other	
  situation	
  requiring	
  
crowd	
  control	
  

 	
    	
   § Discuss	
  with	
  appropriate	
  Security	
  Services	
  site	
  manager	
  (see	
  Contacts	
  at	
  
www.fmu.uts.edu.au/security/).	
  

Presence	
  of	
  valuable	
  goods	
  and	
  equipment	
    	
    	
  

Activities	
  including:	
  
§ ‘hot	
  work’	
  (includes	
  grinding,	
  welding,	
  thermal	
  or	
  
oxygen	
  cutting	
  or	
  heating,	
  and	
  other	
  related	
  heat	
  or	
  
spark-­‐producing	
  operations),	
  and/or	
  

§ generation	
  of	
  heat	
  or	
  smoke,	
  or	
  requiring	
  isolation	
  
of	
  the	
  alarm	
  system	
  or	
  additional	
  fire	
  extinguishers	
  

occurring	
  during	
  the	
  set-­‐up,	
  break-­‐down	
  or	
  the	
  actual	
  
performance	
  or	
  execution	
  of	
  the	
  event	
  

 	
    	
   § Obtain	
  a	
  ‘Hot	
  Work’	
  Permit,	
  if	
  required	
  (refer	
  to	
  Procedure	
  for	
  Controlling	
  
‘Hot	
  Work’	
  at	
  www.fmu.uts.edu.au/for/consultants/guidelines.html).	
  

§ Contact	
  the	
  appropriate	
  Security	
  Services	
  site	
  manager	
  (see	
  Contacts	
  at	
  
www.fmu.uts.edu.au/security/)	
  at	
  least	
  24	
  hours	
  prior	
  to	
  commencement	
  of	
  
any	
  ‘hot	
  work’.	
  

Movement	
  and/or	
  storage	
  of	
  public	
  spaces	
  furniture	
    	
    	
   Obtain	
  quote	
  from	
  Central	
  Services	
  and	
  include	
  cost	
  in	
  event	
  budget.	
  Contact	
  
Central	
  Services	
  on	
  (02)	
  9514	
  1011.	
  

Attendance	
  by	
  school	
  students	
    	
    	
   Complete	
  the	
  Venue	
  and	
  Safety	
  Information	
  for	
  School	
  Excursions	
  template,	
  
available	
  at	
  www.safetyandwellbeing.uts.edu.au/activities/school/.	
  

Access	
  to	
  labs	
  or	
  workshops	
  with	
  rules	
  of	
  entry	
  and	
  
restricted	
  access	
  

 	
    	
   § Consult	
  facility	
  supervisor.	
  
§ Physically	
  separate	
  guests	
  from	
  hazards.	
  	
  
§ Ensure	
  all	
  person(s)	
  have	
  received	
  a	
  basic	
  safety	
  instruction.	
  

Construction	
  (includes	
  activities	
  which	
  alter	
  the	
  fabric	
  
of	
  UTS	
  buildings	
  such	
  as	
  drilling,	
  sanding,	
  painting,	
  etc)	
  
other	
  than	
  that	
  organised	
  via	
  the	
  Facilities	
  
Management	
  Office	
  

 	
    	
   STOP!	
  No	
  construction	
  activity	
  is	
  to	
  occur	
  except	
  that	
  authorised	
  by	
  the	
  
Facilities	
  Management	
  Office.	
  Lodge	
  a	
  Maintenance	
  Request	
  at	
  
www.fmu.uts.edu.au/works/maintenance-­‐requests.html.	
  

Note	
  any	
  further	
  assistance	
  required	
  for	
  event	
   	
   	
   	
  

Room	
  bookings	
    	
    	
   To	
  make	
  a	
  booking	
  use	
  the	
  Web	
  Room	
  Bookings	
  system	
  or	
  contact	
  the	
  Student	
  
Administration	
  Unit’s	
  Room	
  Bookings	
  team	
  at	
  
www.sau.uts.edu.au/roombookings/.	
  

Cleaning	
    	
    	
   Make	
  a	
  cleaning	
  request	
  at	
  www.fmu.uts.edu.au/works/cleaning-­‐requests.html	
  
if	
  required.	
  

Parking	
  (including	
  general,	
  delivery	
  and	
  VIP)	
    	
    	
   Contact	
  the	
  appropriate	
  Security	
  Services	
  site	
  manager	
  (see	
  Contacts	
  at	
  
www.fmu.uts.edu.au/security/).	
  

Audio	
  Visual	
  (AV)	
  Services	
    	
    	
   To	
  make	
  a	
  booking	
  use	
  the	
  AVS	
  Booking	
  System	
  or	
  contact	
  the	
  Audio	
  Visual	
  
Services	
  (AVS)	
  department	
  (see	
  www.itd.uts.edu.au/audio-­‐visual-­‐
services/#contact).	
  

Note	
  provisions	
  for	
  emergencies	
   	
   	
   	
  

IMPORTANT	
  NOTE:	
  The	
  Event	
  Coordinator	
  must	
  ensure	
  that	
  there	
  is	
  an	
  adequate	
  number	
  of	
  people	
  allocated	
  responsibility	
  to	
  direct	
  attendees	
  to	
  
the	
  nearest	
  emergency	
  exit	
  in	
  the	
  event	
  of	
  an	
  emergency	
  evacuation	
  occurring	
  during	
  the	
  event.	
  

Emergency	
  contact	
  	
    	
    	
   Relay	
  the	
  mobile	
  phone	
  number	
  for	
  the	
  Event	
  Coordinator	
  (or	
  their	
  delegate)	
  
and	
  the	
  UTS	
  emergency	
  phone	
  number	
  —	
  dial	
  6	
  from	
  internal	
  phones,	
  
otherwise	
  1800	
  249	
  559	
  —	
  to	
  event	
  supervisors.	
  

Detail	
  below	
  any	
  other	
  considerations	
  that	
  may	
  affect	
  the	
  level	
  of	
  risk	
  that	
  this	
  event	
  may	
  present	
  to	
  the	
  health	
  and	
  safety	
  of	
  University	
  staff,	
  
students,	
  contractors	
  or	
  visitors:	
  

	
  

	
  

	
  

	
  

	
  

	
  

 

 

 

 

http://www.fmu.uts.edu.au/security/
http://www.fmu.uts.edu.au/for/consultants/guidelines.html
http://www.fmu.uts.edu.au/security/
http://www.safetyandwellbeing.uts.edu.au/activities/school/
http://www.fmu.uts.edu.au/works/maintenance-requests.html
http://www.sau.uts.edu.au/roombookings/
http://www.fmu.uts.edu.au/works/cleaning-requests.html
http://www.fmu.uts.edu.au/security/
http://www.itd.uts.edu.au/audio-visual-services/#contact
http://www.itd.uts.edu.au/audio-visual-services/#contact
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3.	
   DECLARATIONS	
  

Declaration	
  of	
  Event	
  Coordinator	
  

I	
  declare	
  that	
  I	
  have	
  considered	
  the	
  health	
  and	
  safety	
  risks	
  arising	
  from	
  the	
  set-­‐up,	
  execution	
  and	
  break-­‐down	
  of	
  this	
  event,	
  and	
  have	
  consulted	
  the	
  
relevant	
  stakeholders.	
  My	
  overall	
  risk	
  rating	
  for	
  this	
  event	
  is:	
  

Low	
  	
   	
   Medium	
  	
   	
  

I	
  undertake	
  to	
  inform	
  the	
  Dean,	
  Director	
  or	
  member	
  of	
  the	
  Senior	
  Executive	
  sponsoring	
  the	
  event:	
  

• should	
  there	
  be	
  any	
  substantial	
  changes	
  in	
  the	
  planning	
  for	
  this	
  event	
  which	
  may	
  affect	
  the	
  level	
  of	
  risk	
  it	
  presents,	
  and	
  

• should	
  any	
  incident	
  causing	
  loss,	
  damage	
  or	
  complaint	
  occur	
  during	
  the	
  event.	
  

Name	
   Signature	
   	
  	
   Date	
   	
  
	
  
	
  
	
  
	
  

Declaration	
  of	
  Dean,	
  Director	
  or	
  member	
  of	
  the	
  Senior	
  Executive	
  sponsoring	
  the	
  event	
  

I	
  have	
  considered	
  the	
  risk	
  minimisation	
  strategies	
  for	
  this	
  event	
  as	
  listed	
  above	
  and	
  approve	
  this	
  event	
  to	
  proceed.	
  

Name	
   Signature	
   	
  	
   Date	
   	
  
	
  
	
  
	
  
	
  

 

  

    /     / 

NEXT	
  STEPS	
  
• The	
  Dean,	
  Director	
  or	
  member	
  of	
  the	
  Senior	
  Executive	
  sponsoring	
  the	
  event	
  retains	
  the	
  signed	
  original	
  of	
  this	
  form.	
  
• A	
  copy	
  of	
  this	
  completed	
  form	
  is	
  to	
  be	
  sent	
  to	
  the	
  Manager,	
  Security	
  Services	
  at	
  security.general@uts.edu.au	
  for	
  events	
  where	
  alcohol	
  is	
  to	
  be	
  

supplied	
  or	
  consumed	
  at	
  least	
  one	
  week	
  prior	
  to	
  the	
  event.	
  
• The	
  Event	
  Coordinator	
  is	
  to	
  retain	
  a	
  copy	
  of	
  this	
  form	
  for	
  their	
  records.	
  	
  Please	
  note	
  that	
  the	
  Room	
  Bookings	
  department	
  does	
  not	
  require	
  a	
  

copy	
  of	
  this	
  form.	
  
	
  
RESOURCES	
  AND	
  CONTACTS	
  
• The	
  Events,	
  Exhibitions	
  and	
  Projects	
  department	
  (in	
  Marketing	
  and	
  Communication	
  Unit)	
  can	
  provide	
  advice	
  about	
  the	
  event	
  management	
  

process	
  for	
  events	
  held	
  on	
  the	
  UTS	
  campus	
  or	
  on	
  behalf	
  of	
  UTS.	
  Contact	
  them	
  by	
  email	
  at	
  events@uts.edu.au.	
  
• The	
  Safety	
  &	
  Wellbeing	
  branch	
  can	
  assist	
  with	
  health	
  and	
  safety	
  risk	
  assessments	
  that	
  your	
  event	
  may	
  require.	
  Contact	
  them	
  via	
  email	
  at	
  

safetyandwellbeing@uts.edu.au	
  or	
  visit	
  www.safetyandwellbeing.uts.edu.au.	
  

    /     / 

mailto:security.general@uts.edu.au
mailto:events@uts.edu.au
mailto:safetyandwellbeing@uts.edu.au
http://www.safetyandwellbeing.uts.edu.au

