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Congratulations you have decided to put on an event.  You may be starting to ask yourself some of the following 
questions. 
 

·  Where do you start?  
·  Where do you host it?  
·  Who will come?  
·  How do you get them there?  
·  What are the council requirements?  
·  Where do we get the money?  

 
Public events require much planning and there are many variables to take into consideration.  This guide is designed to 
assist you in the process of organising your event and to help you with these variables.  So good luck and remember with 
careful planning your event has far more chance of being successful. 
 
This guide consists of the planning section and an appendix section.  The planning section helps you through the process 
of organising the event.  It is recommended that you read through this completely to get the overall picture. 
 
The appendix section is a series of templates and examples that you can use as planning sheets.   
�
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Right, you have an idea, so it is time to flesh it out and see what it really looks like.  

·  What is the event all about?   
·  What activities might there be?  

 
Depending on where you are at with your idea there are a number of ways to gather this information. Whatever way you 
go remember to consider all ideas as from one idea another will generally sprout. 

·  Brainstorming : A great way to gather ideas. Bring together the people with the passion and the vision to 
brainstorm out what the day might look like.  At this stage it is about capturing all the ideas without discussion, so 
write them all down so everyone can see.  Let the mind go wild and see what comes out.  Some ideas will spark 
others and you may be surprised with what ideas you end up with. 

·  Group Discussion:  If you already have some ideas then a group discussion is useful to toss around proposals. 
�
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Be really clear about what the objectives of your event are.  What is it that you want to achieve from your event? What will 
the result of the event be and how will you know if you have succeeded.  More often than not your sponsors or grant 
application will ask you what your objectives are, so it’s best to work on this early.  
 
You should be able to state your objectives in bullet point form concisely and clearly. 
For example: 

·  to raise funds for local community groups 
·  to provide space for families to play together 
·  to educate people on the uses of saffron 
·  to attract visitors to our district and promote what our district has to offer��
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This is where you get specific about for whom you are tailoring your event.  
 
Some example questions that you may need to answer: 

·  Who is your event program for? 
·  What ages? 
·  Where do they live? 
·  What are the cultural values or customs of your target group that may impact upon your program or event? 
·  What assistance is potentially required for all to participate in the event?  
·  How do they get information about what is happening in the community?  (Be specific, different areas of 

residency, youth get information from peers whilst families get a lot of information from schools, others may get 
from media) 

·  What else do you know about them that is important?  
�
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All your ideas may be good ones; however now you need to assess what it is that your potential participants want.  Your 
event needs to meet the needs of your community and or participants. 

·  Questionnaire:   Use this method to gather concrete information.  Find out what your target audience wants to do 
and how much they can afford to pay.  Be clear about what you want to find out and why.  

·  Sample questions maybe:  What kind of activities and events does your target audience do or attend?  What 
else is happening in the community for this group? 
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With more information under your belt – this is a very good time to go back and check out your idea.  

·  Does the idea fit with the audience?  
·  Are you giving your audience what they want?  
·  Will they come to your event?   

 
If your answer is no to any of these questions you need to go back to the drawing board.  Do not get caught up with 
running an event because you think you have to or need to.  Gaining the support of your community early on is important.  
Keep them informed of what you are planning in general terms and highlight the benefits that will come to their district 
from staging this event.  
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This is where you gather all the information and begin to tackle the process of bringing the day together. By compiling all 
information you can start assessing venues, equipment required, finances needed, volunteer pool required, dates to hold 
the event, location etc. 
 
This information will also help you with marketing, advertising, promoting, acquiring funding and sponsorship.  It will also 
aid you to keep focused on the event you have chosen to run.  You will find you will need to add more information as your 
event becomes more concrete. 
 
 	��!����������+�
 
·  Event Title:  Choose a title that reflects the event and or audience. Make it ‘catchy’ if you can.  
 
·  Date of event:  Find out what other events are on around the time you want to hold your event. Make sure you do not 

compete with other events as this may lead to funding clashes as well as competing for your audience.  To find out 
what events are on either check with the events calendars on www.MidCanterburyEvents.com and 
www.ashburtononline.co.nz or contact the Event Development Executive at Ashburton District Tourism on 03 308 
2669.  Some events are still in planning stages so may not be listed on the public view of 
www.MidCanterburyEvents.com so suggest you call to discuss dates.  

 
·  Time and length of event:  Think about the best time that suits your audience.  Is it a weekend, a day, morning, 

night?  How long does the event run for?  Remember to check out other events that are on at the same time and 
similar organisations to ensure there are no clashes. 

 
·  Objectives:  Clearly state what your objectives are.  Not only will this keep you focused it will also help when 

applying for sponsorship. 
 
·  Event outcome:  Clearly state what the outcome of your event will be.  Bullet points serve well as they are to the 

point and clear. 
 
·  Description of event:  You will need to be able to describe your event for news stories, advertising on websites, 

funding and sponsorship.  Keep it brief and ensure you capture the essence of the event. 
 
·  Event program:  What is going to happen on the day?  Make a.  The clearer this is, the better the event will be on 

the day.  Further down the track you will need to make an operational plan that will give you specific times for specific 
activities as you want them to occur on the day.  

 
·  Demographics of participants:  This is where you describe who your audience is; what age they are, where they 

come from.  Funders will be interested in this detail to assess the economic and social benefits your event will have 
on the community or district. 

 
·  Number of participants:  How many participants do you want at the event?  This is important to know for decisions 

around possible toilet hire, parking, emergency procedures and health and safety to name a few. 
 
·  Number of entertainers/stall holders:  How many stall holders/entertainers or other such like activities will you have 

at the event and where are they coming from?  Funders will be interested in this detail for reasons of economic 
benefit to communities.  
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Be clear about what you will need for your event so you can make a good decision on your venue.  Write yourself a 
checklist when looking for the venue.  
 
Ask questions such as: 

·  Does the venue have the appropriate facilities? 
·  Is the venue close to other services? 
·  Is there access for emergency vehicles? 
·  Are there adequate entry and exits for patrons – especially in bad weather? 
·  Is there enough space for crowd movement within the site? 
·  Is there provision for people with disabilities? 
·  Are there hazards in the area? 
·  Is it adequate for parking and allowance for traffic? 
·  What is the potential impact on the environment? 
·  Can you easily dispose of waste and refuse? 
·  What are the weather factors including shade? 
·  What other events/activities/sports are held at this venue/location?  
·  Is there adequate accommodation available close to the venue or in the district? 
·  Does the venue provide visible profile for the event  
·  What are the requirements when playing music that is copyright?  
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Legal Structure 
If your group has been newly formed you should gain legal advice on the appropriate legal structure for your group.  Your 
legal structure will reflect the group’s goals.  The legal structure could be a Trust, Limited Liability Company, individual or 
something else. 
 
A non-profit making legal structure will help you qualify for many of the community grants.  Ensure you have your legal 
structure in place before applying for any of these grants.  Keep in mind this may take months to put in place and there 
may be costs involved with the set up. 
 
Some event committees decide to become an umbrella group under another club or like-minded group who already have 
an appropriate legal structure.  These are all possibilities and your own situation will determine the structure best for you.  
 
Organising Committee  
This might be already determined or may need to be set up, incorporation members from other groups, clubs or 
organisations etc.  This team of people is very important to the overall success of the event.  They need to be completely 
committed to the event and have the time to dedicate to planning the event.  
 
The team needs to be set up early and is responsible for preparing a strategic plan.  This will encompass the group’s 
vision, goals and outcomes.  They will establish policies but leave the day to day management to the appointed event 
manager.  
 
Look at the skill base of the organising committee.  You need people with sponsorship and fundraising experience, 
financial planning experience, organisational skills, good communication skills and people who have connections to 
media and/or business. 
 
It is important to establish the right team with the right mix.  Different skills will be required from the various members of 
your team or committee.  The first person to be established is the coordinator/chairperson/convenor as it will be this 
person that will maintain the overview of the event throughout the process of bringing it together and on the day.   
 
Each member should know what they are responsible for, i.e. have a job description – what tasks they are responsible 
for, deadlines and whom they report to.  This is better written down but at the very least it should be talked about and 
recorded in the minutes.  
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Focusing on writing a job description often highlights important areas that need to be covered by someone or tasks that 
would be better done by someone else.  As with most planning, tasks often become clearer and you are less likely to 
forget things if you write it down.  By writing it down you are forced to focus on the task and the steps required in 
achieving it. 
 
It is also the job of the organising committee to prepare the initial plan and budget for the event.  This will look at the 
issues above but will also give the best and worst case scenarios for the event.  They should also prepare a list of duties 
to be co-ordinated by the Event Manager and make this appointment once they have decided to proceed. 
 
Event Manager  
This person is responsible for the overall management, administration, coordination and evaluation of the event.  
 
The Event Manager will: 

·  Develop an operational plan from the strategic plan prepared by the organising committee 
·  Recruit additional help 
·  Communicate and co-ordinate leaders of different committees 
·  Foresee any problems and solve them 
·  Be responsible for reporting back to the organising committee 
·  Prepare the events critical path and working budget 

 
They may be assisted in some areas but the responsibility lies with them.  In a small event, the Event Manager will often 
discuss much of this with the organising committee but will make the day to day decisions taking into account the 
committee’s ideas.  Any major decisions should be made in conjunction with the organising committee. 
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Talk to the Ashburton District Council and find out what consents, permits and licenses you require.  You should do this 
early in your planning to ensure you are able to obtain the bookings you require.   
For example: 

·  Advertising signs on the road reserves (billboards) 
·  Food and liquor 
·  Noise  
·  Consents: amusement equipment, temporary structures, fire etc 
·  Traffic management plans  

Or visit www.ashburtondc.govt.nz     
 
 
Advertising Signs on the Road Reserve 
A Temporary Sign can be used for a recreational event, amongst other things, within Mid Canterbury.  They can have a 
maximum area of 5sqm and are permitted to be installed six weeks prior to the event and removed within one week of the 
completion of the event. 
 
No sign is permitted to be hung in any way to power poles, telephone poles, traffic controls or to fences on any public 
property. 
 
Before any sign is installed a written application must be made to Council.  Applications must be in writing and 
accompanied by a map showing the location of proposed signs.   
 
Liquor Licensing 
If you are holding an event where liquor will be sold either over a bar, by a ticket system, on a vehicle travelling to an 
event (conveyance), or the cost of liquor is included in pre-sold tickets, then a Special License is required. 
 
A Special Licence allows for the sale and supply of liquor at an event such as: 

·  A sporting event, street party, function etc 
·  Can also be issued to a licensee for an extension of hours 
·  Issued for only one occasion, and it cannot be renewed 
·  Can apply for more than one date covering the same type of event 
·  Special Conveyance Licence applies to any ship, ferry, aircraft, hovercraft, train, coach, or other vehicle used for 

the transport of persons 
 
A Special License issued under Section 73 of the Sale of Liquor Act 1989 authorises the holder of the Special License to 
sell and supply liquor to anyone attending any event, or series of events, at a location that is unlicensed. 
 
An application may also be made for Off License sales.  Licenses of this nature are generally issued for events such as 
wine/food festivals. 
 
All applications for Special Licenses must be lodged at least 20 working days prior to the event.  If an application for a 
Special License is received less than 20 working days prior to the event, there are no guarantees that the application will 
be processed in time for the event.  If no license is approved then no alcohol can be sold or supplied at the event. 
 
Each application must be supplied with: 

·  $63.00 fee 
·  Fully completed application, duty manager details 
·  Ensure the venue meets Fire and Building Safety requirement 

 
Food, non-alcoholic drinks and low alcoholic drinks must be available at all events for which a Special License is issued.  
In keeping with Host Responsibility and accepted practice, the food, or a range of it, must be available continuously. 
 
Where a Special License is sought for an event that involves a significant number of people or has a particular public 
component, the New Zealand Police and District Licensing Agency may require additional detailed information. 
 
The following questions may not relate to all applications for significant or public events and the applicant will need to 
address those questions that the NZ Police or District Licensing Agency Inspector consider relevant to a particular 
application. 
 
Provide information on: 

·  Date, time, and venue of the event 
·  Significance of the event, e.g. festival, celebration etc 
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·  Market and age bracket the event is to cater for 
 
The organisers: 

·  Who is organising the event and what experience do they have in similar or related events 
·  What are their backgrounds 

 
The venue: 

·  Where and what is the venue 
·  Who owns/operates the venue 
·  What role do the venue owner/operators have in the event; are they aware of the event – do they give permission 
·  Does the venue meet fire and building safety standards 
·  If a marquee/tent is involved, you need a Building Consent if it is over 50sqm 
·  How close is the venue to residential accommodation 
·  Is the neighbourhood aware of the proposed event 
·  What steps have been taken to minimise the potential for neighbours complaints 

 
General: 

·  What type of entertainment will there be 
·  What instructions will the entertainer have as to influence crowd behaviour 
·  What steps will be taken to minimise the potential for noise complaints 

 
Liquor points of sale/bars: 

·  Who will operate the points of sale 
·  How many staff will there be 
·  How many Certificated Managers will there be 
·  Who will have overall responsibility 
·  What hours will liquor be sold 
·  What controls will there be to prevent sales to minors or intoxicated patrons 
·  What types of containers will liquor be sold in 
·  How will patrons pay for their liquor 

 
Designation: 

·  What designation will the premises have 
·  Why that designation 

 
Food provisions: 

·  What food and non-alcoholic beverages will be provided 
·  Who will be catering 
·  How many points will it be available from/how accessible 

 
Security: 

·  How many security staff will be there 
·  Who will provide the security staff 
·  Who will the security staff be responsible to 
·  What role will they play 
·  What instructions will they be given 
·  What controls will be in place to prevent minors and intoxicated patrons entering 
·  How will they deal with disorder or intoxication if that occurs in the area 
·  How will the area be cordoned off to restrict access 
·  How will the area be kept secure 
·  How will the age restrictions be enforced 

 
2011/2012 schedule of fees (may vary depending on application): 
1 Liquor Licenses Fees – set by statute 

 
·  Special License 
 

 
 
$64.40 

 
Liquor Bans  
There is a liquor ban in place in both Ashburton and Methven.  In Ashburton the ban is in place during every day of the 
year from 9.00pm to 7.00am.  In Methven the ban is in place during Labour Weekend when the annual Methven Rodeo 
event takes place from 7.00am on Sunday until 7.00am on Monday, outside of the Rodeo the ban is in place every day 
throughout the year from 7.00pm to 7.00am. 
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Ashburton Liquor Ban zones: 

·  full width and length of Park Street bounded by the intersections of Kermode Street and Wills Street 
·  full width and length of Kermode Street bounded by the intersections of Park Street and Mona Square to Cass 

Street 
·  full width and length of Cass Street bounded by the intersections of Mona Square and Wills Street 
·  full area of Mona Square and surrounding roadway 
·  full width and length of Wills Street bounded by the intersections of Park Street and Cass Street 
·  all public areas of the Central Business District of Ashburton that fall within the streets listed above, including East 

Street, West Street, Baring Square East, Baring Square West, Ashburton Wheel Park, Main Street public toilets, 
green areas, Ashburton Public Library, Ashburton District Council Civic Building and public car-parks 

 
Methven Liquor Ban zones: 

·  any part of a public place within the 50kph speed restriction zone extending to the 100kph zone on Barkers Road 
and inclusive of 

o Alford Street, Alington Street, Allen Street, Bank Street, Barkers Road (to 100kph zone), Blackford Street, 
Cameron Street, Carr Street, Chapman Street, Colcord Place, Cushmor Drive, Dolma Street, Farquhar 
Place, Forest Drive, Grace Ireland Drive, Hall Street, Hobbs Road, Jackson Street, Kilworth Street, 
Lampard Street, Lilley Place, Lochhead Crescent, Mackie Street, McDonald Street, McMillan Street, 
McKerrow Street, Methven Chertsey Road, Morgan Street, Mt Hutt Memorial Hall (public green areas and 
grounds), Patton Street, Racecourse Avenue, South Belt, Spaxton Street, State Highway 77 (Main 
Street), Talbot Place, The Mall, Town Centre, Wayne Place 

 
If you would like to have one of these liquor bans lifted for your event you need to apply in writing to the Council.  The 
Council can then pass a resolution for the ban to be lifted for specific periods, in accordance with section 151 (2) of the 
Local Government Act 2002. 
 
The are currently no costs associated with this process. 
 
Amusement Equipment 
Amusement equipment operators (merry go round, ferris wheel etc) are required to have a permit under the Amusement 
Devices Regulations 1978.   
 
General conditions for applications: 

·  must be accompanied by a current Certificate of Registration 
·  must be received by Council 10 working days prior to the event, late application will incur a penalty fee of $20.00 
·  state exactly where the amusement equipment will be and include an inspect by time and a contact phone 

number 
·  permit fees are not refundable, applications are not transferrable to other dates outside the original application 
·  rides should not commence before the equipment has been inspected and the permit issued0. 

 
2011/2012 schedule of fees (may vary depending on application): 
1 Amusement Equipment Fees – set by statute 

 
·  First amusement equipment 
·  Each subsequent amusement equipment 
 

 
 
$11.50 
$2.30 

 
Building Consents 
Structures such as tents, marquees, scaffolding, stages above 1 metre etc may require a temporary building consent from 
the Council.   
 
Under Schedule 1 of the Building Act 2004, and effective from 16 October 2008, the following marquees will be exempt 
from requiring a building consent: 

·  marquees for public use up to 50m2, Council will accept marquees under 50m2 under this section, being a 
standard 9x6m marquee 

·  marquees for private use up to 100m2 
 
You need to contact the Council with a minimum of 20 working days prior to the event to assess exemptions. 
Where a Building Consent is required, the following must be supplied in support of the application: 

·  Site plan must show: 
o size of marquee 
o measurements from boundaries and existing buildings 
o entranceways for fire trucks etc 
o where nearest fire hydrant or water source is located in meters away from the marquee 
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·  Floor plan must show: 
o fire exits 
o location of fire extinguishers, emergency lighting, alarm and exit signs 
o table and seating layout 

·  Proposed use must detail: 
o total occupancy numbers 
o exit door(s) size to take the number of people 
o one side of the marquee completely open 

·  Detail emergency warning (for over 50 people):  
o up to 100 people – no alarm required 
o 100 – 250 people – manual alarm at all exits 
o >250 people – fire design report required, exits to be a maximum of 30m apart 
o fire design for large scale events where occupancy exceeds 250 or involves people sleeping in marquees 

an evacuation scheme will be required 
·  Detail heating units and show how and where heating is safe to people around units 
·  Detail who will be supervising the installation of the marquee and their contact number 

 
You need to stipulate when a marquee will be installed and when it will be ready for an inspection.  You will need time for 
booking an inspection.  The Council has 20 working days set under the 2004 Building Act in which to process and issue a 
Building Consent; however, insufficient information may result in a suspension while awaiting further details resulting in 
an extended time frame. 
 
2011/2012 schedule of fees (may vary depending on application): 
1 Building Consents – General Fees – Minimum Charge s 

 
·  Marquee (per marquee) Application Fee 
·  Marquee (per marquee) Inspection Fee (per inspection – up to 1 hour) 
 

 
 
$97.00 
$162.00 

 
Promotional marquees available for community usage for further information contact: 
Loan Society have a (6mx3m) Phone Kevin Soster 03 307 9358  
Ashburton Mega Mitre 10 have a (5 x 6.8m) Phone Lyn Church 03 308 5119  
 
Fire Permits  
ECan has banned all burning in residential areas other than ethnic and gas fuelled burning, i.e. hangi and BBQ.  
Ashburton District Council Bylaw has extended this and includes no burning in town at any time, i.e. Mt Somers, Mayfiled 
etc.  ECan also has two clean air zones, zone one is urbn areas and zone two is 1 kilometre from the edge of town where 
burning is prohibited from May to September.  Any burning on Department of Conservation land, other than camp fires, 
also requires a permit through the Geraldine office. 
 
During summer there is a restricted fire season in the District.  A fire permit is required, there will be conditions imposed 
on the permit and an inspection will be required. 
 
You will need to allow at least 14 working days before the event for the permit. 
 
2011/2012 schedule of fees (may vary depending on application): 
1 Fire Permit 

 
·  Permit and Inspection 

 
 
$76.70 
 

 
Fireworks and Explosive Permits 
All applications for fireworks on Council land are assessed on a case by case basis.  They are assessed where and 
when, assess the nearby values, on site supervision, water source on hand and wind strengths. 
 
In rural areas a permit may not be issued at all.  In winter there are generally no restrictions. 
 
Urban areas will also require approval from the Fire Service. 
 
A permit will be required for fireworks on Department of Conservation land. 
 
You will need to allow at least 14 days before the event for the permit. 
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Food Safety at Events 
Within Ashburton District there are many shows and other events which give the opportunity for commercial food vendors 
to sell their wares.  It is very important for event organisers and the council to work together to ensure that the public are 
protected from poor food hygiene practices. 
 
Many mobile food vendors come from areas outside Ashburton District and because of this it is not always possible to 
guarantee that food hygiene standards are satisfactory.   
The reasons for this are: 

·  the vendor may not carry a valid food license 
·  the vendor may not have had a recent food hygiene inspection 
·  the vendor may have been refused a license in another district and as such, come to Ashburton to trade 

 
Council Environmental Health Officers endeavour to attend all events in the district and inspect all food vendors during 
the event, however due to staffing restrictions, sometimes this is not possible.  Event organisers are required to do the 
following: 

·  supply council with contact name and number of the event 
·  submit “list of mobile food premises and stalls attending the event” at least one week prior to the event 
·  submit a site map showing locations of food vendors 
·  provide to food vendors the application form for a food licence and the “Food Safety at Events” information sheet  

 
Fund raising barbeques and sausage sizzles must also be licensed. 
 
You will need to allow at least one week before the event date for licences. 
 
There are different types of licences that are issued, these are based on a risk rating.  For example, a food van selling 
burgers, chips, hot dogs etc will be risk C (highest risk) and a person selling cold canned drinks would be a risk A (lowest 
risk). 
A single event licence covers the entire length of the event so if the event lasts for three days, so does the licence. 
 
2011/2012 schedule of fees (may vary depending on application): 
1 Mobile Shop or Stall Licence (other than food) $51.10 

 
2 Mobile Shop or Stall Licence (food) 

 
·  Risk A 
·  Risk B 
·  Risk C 
·  Additional inspection fee - per inspection 

 
 
$51.10 
$76.70 
$102.20 
$76.70 
 

3 Single Event Mobile Shop or Stall Licence (food) – assumes complying inspection 
 

·  Risk A 
·  Risk B 
·  Risk C 
·  Additional inspections fee - per inspection 

 
 
$20.40 
$30.70 
$40.90 
$76.70 
 

 
Noise 
It is always best to discuss your requirements and arrangements with surrounding residents. If you have any questions 
please contact Ashburton District Council – Noise Complaints – 03 307 6223. 
 
Activities on the Road 
Once again it is best that arrangements be discussed with council staff in the initial stages of planning the event.  Contact 
the council and talk with the Contracts Engineer. 
 
If the event is happening on the road, it may require a road closure, stop/go or restricting parking.  The Council will liaise 
with external agencies (NZ Police, emergency services) on your behalf to gain approval for the road closure. 
 
A temporary traffic management plan is required for any activity that occupies the road reserve (which includes the 
footpath) or any activity that may affect normal vehicle or pedestrian traffic. 
 
Any person intending to hold an event on roads must involve a person qualified as a TMS (Traffic Management 
Supervisor).  The TMS is a person who has been specifically trained in temporary traffic management and holds a TMS 
qualification, they must be qualified for the level of road being affected.  The Council may assist non-profit organisations 
with traffic management for community events including providing TMS services and some temporary traffic management 
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control devices.  TMS services and temporary traffic control devices may be sourced from road engineering consultants 
or roading contractors.  Please note that there is a cost for this work and for some events it is their major expense. 
 
Road Closures 
Contact the Council early to discuss the requirements of your road closure and to get advice on the best way to do things. 
The scale and impact of your road closure will affect your budget. 
 
To request a road closure you need to: 

·  Decide date, where, time, how long and why you want to request a road to be closed.  This request needs to be 
provided in writing to Council 

 
·  Give Council plenty of notice of the proposed road closure, at least eight weeks.  Council is bound to meet the 

criteria of the Local Government Act and Land Transport Act which require Council to give members of the public 
specific amounts of time when advising of an intended road closure 

 
·  Once Council receives your request for a road closure they work out the dates from which public notification will 

need to take place - the first advertisement can not take place sooner than 42 days out from the event, with 
objections closing 28 days prior to the event  

 
·  You are required to contact NZ Transport Agency (Transit) if the road (or part of) you want to close is a state 

highway 
 

NZ Transport Agency contact details:  
 
Jude Ward 
New Zealand Transport Agency 
PO Box 1479,  
CHRISTCHURCH 8140 
Jude.ward@nzta.govt.nz 

 
NZTA will also confirm their requirements and/or approval.  They will insist on a copy of the Traffic Management 
Plan (TMP) being approved by their State Highway Management Consultants, currently:  

 
Opus International Consultants,  
57 Theodosia Street,  
TIMARU 7910 

 
·  Adhere to any further instructions given by the Ashburton District Council or the Approving Engineer 

 
·  Notify all businesses, home owners etc within the site (and nearby) who will be effected by the road closure of 

your intentions - it is up to you to sort out any problems or concerns they may have 
 

·  Organise and submit a copy of your Public Liability Insurance to the Ashburton District Council by the required 
date 

 
·  Organise and submit a copy of your traffic management plan (TMP) to the Ashburton District Council for approval 

by the required date.  Please note, even if your event is held every year a new TMP needs to be submitted each 
year for it  

 
·  Approval is then required by the Council’s Finance and Community Services Committee or at a Council meeting 

 
·  You will be notified in writing after this meeting if your request has been approved 
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Applications can be made to close a State Highway for planned events; this includes parades, sporting events etc. 
 
Applications for such an event must include a covering letter describing the event and history of the event etc and 
including the following information: 
 

·  An event contact person, postal address and contact telephone number(s) 
·  A detailed description of what section of the State Highway is to be used 
·  The exact times the closure will be in place – this should be kept to a minimum 
·  A written and visual (street/road map) description of the closure to be followed by the event 
·  A detailed map showing alternative route (street names) to be taken by vehicles while the closure is in place 
·  Proof of liaison with and support of relevant stakeholders and parties affected by the event.  This is important as 

NZTA will not provide approval for an event on the State Highway if the Local Authority has not provided its 
approval; this is especially relevant if the State Highway runs through or forms part of the main street of a town or 
city 

·  Clearly show how traffic, participants and spectators will be managed on the day.  This is done by means of a 
Traffic Management Plan (TMP) which needs to be compliant with NZTA’s Code of Practice for Temporary Traffic 
Management (COPTTM).  Approval of the TMP is to be given by a suitably qualified person 

·  TMP’s for the Canterbury Region are typically managed by Opus International Consultants in Timaru or 
Christchurch 

·  The event coordinator must provide evidence to NZTA that they have Public Liability Insurance for the event to 
the amount of $1,000,000 to cover damages to any person in respect of any claim on account of damage to 
property where the damage results from holding the event 

 
All of the above must be received by the Christchurch Regional Office of the NZTA, PO Box 1479, Christchurch at least 
42 days before the event. 
This allows NZTA to follow the legal procedure for road closures as outlined in the Transport (Vehicular Traffic Road 
Closure) Regulation 1965, detailed below: 
 

·  Legal Responsibilities: 
o Applications must be received 42 days before the proposed period of closure 
o The Controlling Authority (NZTA) shall give Public Notice in at least one newspaper circulating in the 

locality in which the road is situated of its proposed intention to close the road, and ask for anyone 
objecting to lodge their objection not later than 28 days before the proposed period of closure 

o NZTA will advise the Local Authority (District Council), Automobile Association, local Police, and Network 
Roading Consultants of the proposal and seek their consent. 

o If no objections are received within the prescribed time, NZTA may then close the road.  It shall then, not 
later than 24 hours before the proposed closure, give further Public Notice in at least one newspaper 
circulating in the locality in which the road is situated of its intention to close the road and advise of 
alternative routes available 

o NZTA will keep event coordinators informed of the process and advised accordingly of outcomes.  The 
cost of Public Notices will be met by NZTA in the Canterbury Region. 

o Authorised closures shall in no way restrict the power of the Police to maintain public order on roads 
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A concession is an official authorisation to run an event in an area managed by the Department of Conservation. 
The Department of Conservation’s primary purpose is to look after New Zealand’s natural and historic heritage, including 
managing the national and forest parks and a variety of historic and other reserves.   
The concession system helps the Department of Conservation to ensure that the various concession activities are 
compatible with the primary aim of protecting the land and other resources.  It also helps to make sure that services and 
facilities provided for visitors are appropriate, of a suitable standard and that other activities do not conflict with visitor 
enjoyment. 
 
If you are interested in applying for a concession it is best to start by discussing your proposal with the concessions staff 
in the conservancy office responsible for the area where you are planning to operate. 
As part of the application, you will need to describe the environmental effects of your proposed activity and the things you 
plan to do to avoid or minimise any negative effects. The level of detail required will depend on what you want to do. 
Once the Department of Conservation has seen your application, you may be asked to provide more information. The 
Department of Conservation is required to take into account any views that Tangata Whenua may have about your 
proposal. 
Your application may also have to be publicly advertised so that there is an opportunity for interested people to make 
submissions. A public hearing may also be necessary to allow people to present their views in more detail. 
 
There has been a trend in recent years to hold organised sporting or other events on land managed by the Department of 
Conservation, that involve competition, fees and sponsorship, and which attract media attention.  Events such as this are 
recognised as a valid and appropriate recreation opportunity. 
While they are of short duration, the concentrated effects of participants and supporters have the potential to adversely 
affect natural and historic resources, and to alter the recreational character of an area. 
In Canterbury, current events include the mountain running section of the Coast-to-Coast multi-sport event and the 
Avalanche Peak Challenge, both in Arthur’s Pass National Park.  A small number of one-off mountain bike races have 
been permitted in other areas. 
There are physical, ecological and social effects from sports and other events.  Track and vegetation damage is low when 
confined to well-graded, existing track systems in dry conditions.  The impacts on wildlife are presently unknown. 
 
The Conservancy will: 

·  Consider applications for special and sporting event concessions having regard to (but not limited to): 
o Adverse effects on or adjacent to the event’s route, including track systems 
o The area and facilities to be used, and their ability to accommodate the activity 
o Conditions to be imposed by the organisers 
o Whether the event could occur outside land managed by the Department of Conservation or on land of 

lower natural, historic or recreational value 
o Adverse effects on other visitors, including other organised sporting and competitive events 
o Recreation opportunities in Canterbury, the South Island and New Zealand 
o Retaining the wilderness qualities of the Rangitata Unit 
o Status of land 
o Relevant Acts, policies, strategies and plans 

·  Impose conditions as deemed appropriate.  These may include (but are not limited to): 
o Protecting the natural and historic resources 
o Procedures for cancelling or postponing the event 
o Safety issues 
o Control of numbers, either absolutely or in certain areas 
o Restrictions or bans on practices 
o Requirements for approval before and public advertising is permitted 
o Advance promotion to be consistent with concession conditions 
o Prior consultation with or supervision by Department of Conservation staff 
o Confining the event to pre-agreed routes (generally these will be existing track systems, suitable 

riverbeds or other hardened areas) 
o Monitoring of social and environmental effects to be undertaken at the applicant’s expense 
o Performance bonds 
o Reporting after the event on its success or failure, including numbers of participants, financial statements 

etc 
o Appropriate rental and recovery costs incurred by the Department of Conservation in considering, 

permitting, and managing events, and the application of appropriate cost-recovery fees and concession 
rentals for all events 

o Ensure appropriate user-pays monitoring of all sporting and special events is carried out 
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Type of Concession Required:  
 

·  One-off concession 
o Has very low effects 
o Does not involve permanent structures 
o Duration of not more than three months 
o Occurs no more than twice in any six month period 
o Processing time and costs: 

�  Single conservancy, five working days, $150.00 + gst 
�  Multi conservancy, one month, $150.00 + gst for each additional conservancy 

 
 
Department of Conservation Land in Mid Canterbury  
 
Hakatere Conservation Park extends over nearly 60,000 hectares in the spectacular Ashburton lakes district.  There are a 
number of access points into the park which turn off from Inland Highway 77 but the lakes area is accessed from 
Ashburton Gorge Road, through the township of Mount Somers. 
 
The park consists of mountain ranges such at Mt Somers, Pudding Hill Range and Mt Hutt Range, it also includes Lakes 
Clearwater, Camp, Emma and Heron.  All ideal event locations. 
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By now you will have a better overview of what your event will look like and what activities you will be running.  You need 
to think about what the safety requirements are for this event?  If you are running the event on Council land you will be 
required to submit a health and safety plan.  
 
Health and Safety Plan 
As the organiser of an event in a Mid Canterbury public open space, you have a legal and moral responsibility to ensure 
that anyone who is affected by the event is safe.  Those affected include people attending, contractors, volunteers and 
general public around the site. 
When organising an event, safety needs to be considered right from the start up to and including the execution of the 
event.  The nature of the event will determine the level of detail required in the health and safety plan. 
 
The event organiser is responsible for ensuring all steps are taken to eliminate, isolate or minimize hazards.  This is 
where the health and safety plan comes in, this plan should document and demonstrate what steps are being taken. 
 
The first step is to create a hazard management plan.  This identifies everything that could go wrong and how it can be 
acted upon.  This needs to be applied to all aspects of the event. 
 
Safety factors that need to be considered when preparing a hazard management plan include: 

·  Environmental effects on people 
o Wind/rain/UV protection 
o Extreme weather contingencies 

·  Participants 
o Consider age/experience/suitability 
o How are objects being transported 
o Access needs 
o Refreshments 
o Access to information 
o Lost child facilities/child supervision 
o Animals if part of the event 

·  Electrical/sound/lighting 
o Contractor registered 
o Circuit brakes/RCD/distribution boxes 
o Cables covered 

·  Staging and structures 
o Dimensions 
o Stair access 
o Weight 
o Ground stability 
o Contractor registered 

·  Accidents/health emergencies 
o First aid post 
o Fire extinguishers 
o Emergency contacts 
o Accident register 

·  Waste management 
o Toilets 
o Rubbish 
o Animal waste 

·  Setup/pack down 
o How will safety during this time be 

managed 
·  Traffic/pedestrian/parking management 

o Traffic management plan 
o State highway or local road 
o Signage 

o Public notices 
o Marshals 
o Surface and route – sealed or shingle 
o Parking management 
o Pedestrian management 

·  Vehicles involved 
o Road legal 
o Speed 
o Floats 
o Emergency vehicle access routes 

·  Activities 
o Amusement equipment 

·  Security 
o Pedestrians and spectators 
o Security/police briefings 

·  Crowd control 
o Fencing 
o Alcohol 
o Property protection 

·  Stallholders 
o Permits/licenses 

·  Staff/contractors/volunteers 
o Briefings 
o Responsibilities 
o Refreshments 
o Training 

·  Emergency procedures 
o Bomb/fire/earthquake 
o Hazardous substances 

·  Miscellaneous 
o On water safety 
o Contingency plan 
o Site map 
o Communication plan 
o Key contacts on the day 
o Banners/signage 
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Volunteers  
Good volunteers are crucial for a successful event.  These individuals take part purely because of their enthusiasm and 
commitment, an as such will be excellent ambassadors for your event.   
 
Volunteers need to be: 

·  Treated as the event employees including providing basic employee provision such as meals 
·  Provided with the appropriate equipment, uniform and training 
·  Placed in a role that fits with their skills  

 
It is recommended that every volunteer is provided with a briefing document and/or that a volunteer briefing is conducted 
prior to the start of the event. 
 
Security 
Depending upon the type of event you may use security to help limit problems that can arise during the event for both 
staff and patrons.  
 
You should consider whether paid security is worthwhile for your event.  Depending on the event and the value of 
equipment involved, the location of the event, the duration of the event, paid security may provide peace of mind.  It will 
come at a cost but sometimes this may be a necessary part of your event.  
 
Good security can prevent confrontations and add to a good and safe environment.  Talk to a security firm to discuss 
what requirements you may need and if you are using them involve them in the overall planning of the event and the risk 
management plan. 
 
The event organiser has a duty to ensure that those affected by the event are safe and that the event venue is secure.  A 
security plan forms part of the safety plan as it provides the resources, infrastructure and processes to provide the safe 
environment, prevent disruption and protect people and property. 
 
If you recruit the services of a security company, they should provide you with the appropriate staff for the type of event 
you are holding.  Trust the guidance of the security firm as they are the specialists in their field.  They will be wanting to 
work with you in partnership because an unsafe event will look unprofessional for them as well as the event organiser. 
 
Things to check when sourcing a security provider: 

·  Providers should be registered with the Registrar of Private Investigators and Security Guards 
·  Key personnel on site should have a Certificate of Approval 
·  Provider should be a member of the New Zealand Security Association 

 
Lost Children  
Lost children facilities need to be run by people experienced in dealing with children under stress.  Event staff need to be 
briefed on how to deal with lost children.  Police need to be alerted if a child has been reported as lost.  A form will need 
to be filled out so that a description of the child is recorded and can be communicated to all security and event staff.  If a 
lost child has been found it is important to communicate this to all staff so they cease looking. 
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Assess the activities you will have and make a comprehensive list of all the equipment you require.  Find out whether this 
equipment can be borrowed, begged or in the last case hired.  If hiring equipment find out when you can pick it up and 
when it needs to be returned.  
 
The Experience Mid Canterbury Tourism has a comprehensive list of suppliers. 
 
�
�
�
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This is the insurance held by the organiser to provide protection against personal liability when there is a risk of damage, 
or a third party brings an action against you.  For further information contact your local insurance broker or an Ashburton 
insurance broker.  
 

·  Indemnity:  The purpose of indemnity is to require the person giving the indemnity to meet any claims made 
against the person who holds the indemnity. 

·  Public Liability Insurance:   This is the policy held by the event organiser.  It provides the organiser with some 
protection if a third party brings an action against the organiser or when there is a risk of damage.  Without this 
policy the event organiser is personally liable. 

·  Damage Bonds:   An event on Council land may be required to pay a bond to cover any potential damage or 
clean up after the event. 
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A well thought out site map is vital to a successful flow of the event.  Draw up a site map detailing how your event is going 
to be laid out.  Draw it to scale and work through every aspect of your event to make sure it all logistically fits together.  
Working through the plan will assist you with the details of power distribution, toilet location, public entry, security, rubbish 
management, table layouts, stage positioning etc.  
 
Take the time to measure your venue accurately.  This is the best time to plan whether what you want to happen can 
happen in this space.  Do not rely on building plans and measurements, often they are wrong. Measure the venue 
yourself. 
 
When planning your ground layout, you should consider the ‘what if’ scenarios, especially in regards to the weather.  
Traffic access, pedestrian access, set up and pack down are all greatly influenced by the weather and ground conditions 
so you need to consider this in advance, just in case it does happen.  
 
Site Map Considerations 
 

·  Cash and payments:  Today most people use EFTPOS as a means of paying.  Decide whether you will provide 
EFTPOS facilities at your event, to purchase tickets and allow people to get cash out to purchase items from 
exhibitors and vendors.  If you choose to supply cash facilities you may like to increase your security presence.  

 
·  First Aid:  Provision of first aid/emergency medical services is crucial at any event where there is potential risk to 

participants, officials or the public.  First aid services need to be visible and accessible.  Ensure that first aid 
workers are also easily identifiable. 
Contact St John Ambulance as they can recommend what you will need in order to fulfil the requirements of your 
event or for use of their service, for a fee. 
Due to demands on St John Ambulance service, you need to book them early, the latest being 14 days in 
advance. 
St John Event Coverage: Phone 0800 785 646 enquiries@stjohn.org.nz or St Johns Ashburton 03 308 7132 
elaine.vallender@stjohns.org.nz  

 
·  Gate/Door Control:  The gate/door control system should be simple and effective, affording as least congestion 

as possible. 
Things to think about: 

·  The times when crowds will be greatest 
·  Staggering entry 
·  Allowance of time for patrons to get to event 
·  Exits to cater for large crowds to leave 
·  Staffing 
·  Clear roles, responsibilities and policies for door staff 
·  Clear signage for entry, exit points and policies 
·  Time allowance for searching for vehicles or people 
·  Access for staff and entertainers 
·  Disability access 
·  Space and security for confiscated goods 
·  Systems for gate sales and monitoring numbers entering and exiting the venue 
·  Systems for pass outs 
·  Clear drop off and pick up points 
·  On-site barriers for restricted public view 
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·  Information and Communication:  Make your information desk, kiosk visible and easy to find. Have an effective 

communication system for those involved in the running of the event and ensure they have appropriate 
knowledge to deal with situations as they arise. 

 
The managers, security, health and safety and emergency services need to be able to communicate with each 
other and with their own staff.  Provide a contact list of key personnel and services to key staff to aid effective 
communication.  Test your communication system prior to the event to ensure its effectiveness on the day. 

 
·  Music in public spaces:  You may require the approval from APRA and PPNZ before playing music in a public 

space.  
 

·  Lighting:  The requirements of your lighting will make a difference to the requirements of your power supply.  Be 
accurate with your needs to ensure you get your power supply right.  It is wise to keep your lighting power supply 
separate from the sound power supply.  You may like to think about having a generator set up to supply power in 
case of power failure to ensure the event is not totally compromised. 

 
·  Parking:  Be realistic about the amount of cars you will expect to accommodate.  Allow space and a system for 

patrons to park their vehicles.  Think about possible overloads of roads that may cause lengthy and frustrating 
delays to patrons and residents.  Have clear drop off and pick up points for taxis, buses, and private vehicles.  
Allow disability access close to the entry or main point of the event. Check with the council for cones they may 
provide for your use. 

 
·  Power requirements :  You may need to set up a temporary power supply for your event or upgrade the existing 

one.  Discuss your requirements with a qualified electrician, particularly one that has been involved in this type of 
work previously.  
Spend time on this area, as your power supply is critical to the success of your event.  Connect with your sound 
and lighting contractors, food and beverage vendors and exhibitors when discussing power requirements to 
ensure you have all information and bases covered.  Caterers often use more power than you expect.  

 
·  Refuse and waste :  The event organiser is responsible for organising and providing refuse bins/skips.  These 

may require emptying during the event.  It is your responsibility to remove the bins, skips and refuse after the 
event and to cover any costs incurred.  This includes removing cigarette butts, litter, spills and stains.  No refuse 
or liquids are to be dumped into storm water sumps.  You should consider recycling cardboard, paper, bottles and 
aluminium.  
Create a waste management plan that will get distributed to everyone involved in the event.  Consider making it a 
sustainable event. 

 
·  Sound :  Quality of sound can make or break your event.  Think of all the things that will affect sound. Know what 

your entertainers’ requirements are and what level of sound your audience would like.  
This is another critical aspect of your event, especially if your event is musical.  Make sure you have a sound 
system that meets the needs of your events.  You will need to take wind into account in outdoor events when 
planning for adequate sound.  Talk through your needs with your sound contractor and provide full specifications 
of sound requirements for entertainers.  Provide a clean power supply for all sound systems.  Also consider what 
direction the speakers will be facing, i.e. away from nearby residents. 

 
·  Signage:  Have you thought about where you will place directional signage to ensure your 

attendees/competitors/spectators are able to get to your event?  Consider the main directions people are coming 
from.  A simple BOLD arrow with event name says a lot!  
Good event signage aids in directing patrons to parking, camping, toilets, entrances, exits, food, water, first aid, 
lost children, eftpos/cash, tickets etc. 
Place signs in appropriate places so they can be seen.  Signs relating to entry conditions and alcohol should be 
located so that patrons see them before entering the event and at any licensed area.  

 
·  Ticketing:  It is important to get your ticketing prices and plans right before going on sale.  When deciding on a 

ticket price, make sure you consider what a fair price is to enter your event.  You will also need to decide if other 
costs are being covered by the ticketing income.  
Allocate one committee member to facilitate the ticketing component of your event; this gives them the 
responsibility of allocating tickets to sponsors, VIP’s and public.  This also keeps the communication line clear to 
limit confusion and over allocating.  Only print the amount of tickets there is to sell.  If your event sells out, ensure 
you update or cancel any further advertising plus have signage at the event to inform anyone hoping to enter on 
the day.  Within Ashburton District you could arrange selling tickets with:  
Regent Cinema – i-Ticket www.iticket.co.nz or phone 03 307 1230 
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Ashburton and Methven i-SITE Visitor Centre’s – can sell tickets on behalf 
Ashburton Trust Event Centre – Ticket Direct www.ticketdirect.co.nz or phone 03 307 2010 

 
·  Toilets and Hygiene :  Provide adequate toilets for the number of patrons expected.  Consider separate facilities 

for staff, entertainers and first aid services.  Alcohol plays a huge part when deciding how many toilets are 
required.  Portable toilet hiring companies can advise on necessary numbers. 
Toilets need to be visible, well lit, well stocked with paper and serviced during longer events.  Hand washing 
facilities must be available to ensure hygiene.  Consider queue management in intervals or at times of high use.  
Further advice is available from Ashburton District Council. 

 
·  Transport :  Think about whether or not to provide transport.  Advantages of transport are that patrons can get to 

and from the event, plus not have the frustration of having to find a park which has an influence on the traffic flow.  
Promotion of responsible drinking behaviour effectively reduces the amount of vehicles coming to and going from 
the event.  

 
·  Weather:  Long gone is the reliable high over the country.  Prepare for the worst.  If your event is outdoors, 

weather will influence the number of people who will attend.  If wet the audience will be smaller and will not stay 
as long.  Think about ways of protecting your audience from these conditions.  Think about wind, rain and what 
that means to your event; marquees for shelter, walkways off the mud.  Incorporating rain and wind into your plan 
will reduce your worry and stress.  On the other hand if you get a stunning day, consider areas with shade and 
ensure refreshments are available.  
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The most important part of any event is identifying where the money will be coming from.  Aside from income from ticket 
sales, gate admissions etc there are other sources for financing the event.   
 
These include: 

·  Funding grants 
·  Sponsorship 

 
Another important part of funding is the budget. 
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Timing and preparation are significant considerations when applying for any grant.  Planning should generally start six to 
12 months ahead of the event as applications will have to be submitted months ahead and decisions can take time from 
that date. 
 
No matter where you apply, you need to be aware of: 

·  Getting the application in prior to the deadline 
·  Checking that your event fits with the criteria and explain your events fit in your application 
·  Ensure a detailed budget is included 
·  If approved, some grants may not pay prior to the event, for example the Experience Mid Canterbury Tourism 

Community Event Funding Grant pays after the event when the invoice and final report have been received 
 
Look to the local groups and services when seeking funding.  While Lions and Rotary Clubs may not be able to provide 
financial support, they may be able to provide ‘people power’. 
 
Licensed premises with gaming machines all have funds available, which can be applied for.  Visit your local pub for an 
application form.  Applications can be accepted at any time, some pub charities have different criteria. 
 
Funding database – this is a free service that is available at Ashburton District Library or Methven i-SITE Visitor Centre or 
you can view their website.  It provides information on every funding source available in New Zealand.   
Web:  www.fis.org.nz  
Telephone:  04 499 4090. 
 
Important points to consider: 

·  Competitive environment so it is important to approach the right funding streams and complete application forms 
accurately and with as much information as possible 

·  Approximately 1/3 of applications submitted are successful and approximately 1/3 of applications receive the 
amount requested 

·  You may receive a lesser amount than what was requested 
·  Ensure you have an alternative plan in case you do not receive the funding applied for 
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Sponsorship is different from funding grants in that the sponsoring organisation generally requires publicity, promotion 
and other benefits through your event.  Organisations may want to have their name associated with an event so they can 
promote their product or service to their target market.  For example, Teva sponsors the “Teva Big Day at the Office”.   
 
Local events provide a great opportunity for businesses to advertise and gain recognition.  The success in any 
sponsorship arrangement is on how good the fit is between the audience of the event and the sponsors market.  
Sponsors become involved in events for various reasons and it is important you find out why and work with them to assist 
them in achieving their objectives.   
Ensure that contracts between yourself and sponsors are clear and you both know where the lines of the agreement lie.  
Sponsorship can come in the form of product, or in kind.  Remember, your sponsors are important so be sure to allocate 
a person specifically to the role of sponsor liaison. 
 
Types of Sponsorship  
Seek sponsorship from local businesses or organisations.  Businesses, organisations and clubs may be able to support 
your event through finance, people, service or infrastructure.  Consider approaching a company for the use of their 
marquee or a local newspaper to share advertising costs. 
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Remember that sponsorship is not just about receiving money it is a business arrangement, ensuring that both parties 
enter into a mutually beneficial arrangement.  It is necessary to document all negotiations so that there is something in 
writing giving both parties an understanding of what is expected from the arrangement. 
 
Give the sponsors options of involvement as well as offering to tailor a package specific to their needs.  You can offer 
them different levels of sponsorship, gold, silver and bronze options. 
 
Donations and Support  
Donations may include goods that be used in raffle prizes or competitions.  This can be a way of generating additional 
income.  Or the goods can be used in competitor packs.  The company donating the goods may specify what they wish 
their donation to be used for. 
 
Support can be in the form of ‘people power’ or other services that may have had to be paid for.  In this instance those 
funds can be redirected.  For example the local Lions Club may provide people for marshalling duties. 
 
Consider what your event needs in terms of equipment as the possibilities and variety of support your event gains are 
endless. 
 
How to approach sponsors and donators 

·  Find out as much as you can about their business 
·  Who their CEO or marketing manager is by name 
·  What they have sponsored before 
·  What they are currently promoting and how are they doing this  

 
When approaching the appropriate person, ensure you provide them with the appropriate information: 

·  Event details 
·  What you hope to achieve with their support 
·  Who the event in targeting and how many people you anticipate attending 
·  Why you need their support 
·  The benefits of being associated with your event 

 
Sponsorship or donation benefits 
Explain how the sponsor or donator fits into the event and what they will gain from being involved, 

·  Access to their target market 
·  Opportunity to raise profile 
·  Opportunity to develop links with the wider community 
·  Benefits that will increase business awareness and exposure to their customers  
·  Opportunity for increased sales or opportunities for their sales staff  

 
Acknowledging Sponsors or Donators  
There are various options of recognising the support of sponsors or donations.  For example: 

·  Mention the businesses, organisation or clubs in radio advertising or print advertising 
·  Have a special event to thank those involved, such as a morning tea 
·  Include a VIP area at the event and provide them with complimentary tickets or entries into the event 
·  Supply all sponsors with copies of the promotional material, such as posters and/or programmes 
·  Provide sponsors with an opportunity to display their banners or products at the event 
·  After the event, thank the sponsors by sending them a letter and acknowledge your interest in having them on 

board for the next event 
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Initial event planning may have you applying for funding grants, in this instance you need to have a good idea of how 
much money you need to be able to run the event and cover all costs.  When planning the budget ensure that it is as 
realistic as possible and do not estimate costs.  Try to get quotes for what you want to have done, it is recommended that 
you obtain three quotes to get an idea of the going rates. 
 
Once you have gathered all the costs, enter it into a draft budget.  When seeking funding and sponsorship you may be 
able to get an organisation to sponsor a certain cost associated with the event. 
 
When developing your budget you should use conservative income figures and high expense figures because there are 
many uncertainties in running events and things do not always work out as you expect.  After listing all costs, and adding 
10% - 15% as a contingency, estimate the amount of income.  Trim budget to be a realistic reflection of income over 
expenditure. 
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Cost elements can usually be grouped into four main categories: 

1. Operational/production – personnel, security, licenses/permits, construction, contractors, insurance, 
administrative support 

2. Venue/site rental – flat fee percentage of ticket sales or percentage of ticket sales against a minimum flat rental 
3. Promotion – fliers, banners, public relations and other forms of advertising 
4. Talent – the costs to obtain the performers and participants 

 
Committees  
You may have formed a committee to oversee the event budget, or you may wish to appoint a committee to be 
responsible for securing funds.  The committee will need to appoint either a treasurer or financial manager to oversee all 
financial aspects of the event. 
 
The tasks generally associated with the treasurer include: 

·  Estimating costs and preparing a draft budget 
·  Presenting financial reports to the committee 
·  Setting prices for admissions, stalls etc 

 
Once the budget is set, it is important to stick to it.  You cannot spend money that you do not have and your expenditure 
cannot exceed your income.  If you are running an event on a tight budget you may want to consider cutting costs in 
some areas. 
 
You will require some cash in hand for minor on-the-spot purchases.  All financial arrangements with suppliers should be 
confirmed in writing well in advance of the event. 
 
Examples of income and expenses  
Income Expenses 

·  Funding grants 
·  Sponsorship 
·  Donations 
·  Income from: 

o Merchandise 
o Tickets 
o Stalls 

·  Salaries/wages 
·  Insurance 
·  Legal fees 
·  Administration 
·  Advertising and media 
·  Decorations 
·  Venue hire 
·  Cleaning 
·  Marquees/staging 
·  Security 
·  Equipment hire 
·  Council permits and consents 
·  Travel 
·  Freight/couriers 
·  Accommodation 
·  Hospitality 
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It does not matter how well you have planned your event or have done your research.  Nor does it matter how much 
money you have raised if you do not get your marketing and promotion of the event right.  Plan how you are going to 
promote your event and how best to target your audience.  If you have sponsors talk to them about ways in which they 
may be able to promote the event. 
 

·  Word of Mouth:  A good way to get information a long way.  Look for connectors in your community these are 
the people who naturally spread information far and wide.  Talk to community and service groups.  Get 
information to schools, churches, business associations and sports clubs to include in their bulletin. 

 
·  Community Notice Boards:  Community notice boards are everywhere; supermarkets, libraries, recreation and 

community centres and council.  If you advertise your event on www.MidCanterburyEvents.com your event will 
automatically get added to a monthly calendar that gets distributed throughout Ashburton, Selwyn, Central South 
Island, Waimate and Aoraki Mount Cook Mackenzie districts.  

 
·  Visit Mid Canterbury Events Website:  Get your event listed on our events calendar on 

www.MidCanterburyEvents.com or contact Experience Mid Canterbury Tourism, on 03 308 2669 to assist with 
loading your event.  
Along with monthly event information emailed to a substantial database of people and groups within Mid 
Canterbury your event may be eligible to be published in our annual official visitors guide and be added to local 
media and industry publications.  
You may also add your event on www.ashburtononline.co.nz for Mid Canterbury and www.bethere.co.nz for the 
wider Canterbury Region and www.whatsonnz.com or www.eventfinder.co.nz for New Zealand.  

 
·  Letterbox Drops:  If you have the volunteers available to do this, it is a cost effective exercise and you can target 

your audience directly.  Alternatively you can pay a company to do this for you. 
 

·  Newspapers:  On a limited budget it is important to be very careful in buying advertising space as your 
advertising can be easily lost.  

 
Deadlines - when advertising in newspapers.  Do not leave your advertisement until the last minute, allow time so 
that your advertisement can be proofed avoiding any costly mistakes.  We recommend the earlier you contact the 
paper to arrange your advertising the better.  

 
Advertising features – prior to your event.  A feature takes the form whereby you supply the newspaper with a list 
of potential advertisers (the paper usually request you have a verbal agreement from them beforehand).  These 
support advertisers together with your own advertisement, photos and editorial written by the newspaper to 
produce a feature.  It is recommended you contact the newspaper at least a month prior to you event to book a 
feature date.  

 
Make it easy for the media to promote you.  Write interesting press releases, find angles that will make for 
interesting reading, provide good images for printing or set up opportunities for exciting photo shoots.  
A full media list can be obtained by contacting Ashburton District Tourism, Event Development Executive.  

 
·  Radio Stations:  Radio stations reserve time to broadcast free community listings.  Post, fax or email your 

information to the station.  Be mindful of what radio stations your audience listen to when deciding on what 
stations to approach. 

 
·  Television:  This is not the easiest way to get exposure.  However it is worth sending information to One News, 

Breakfast, CTV and TV3 news.  They may be looking for a community story.  Also weather bulletins feature 
community events.   

 
·  Banners:  If you would like to place a banner over East Street, Ashburton please contact: 

Ashburton Business Association 
Janine Sundberg  
Phone: 03 303 6025 
Email : valetta@xtra.co.nz  

 
If you would like to place a banner over the waterfall on East Street, Ashburton please contact: 
Bookings: Ashburton District Council   Installation/Removal : Electricity Ashburton  
Administration Assistant                                                          Phone : 03 307 9800 
Phone: 03 307 7700                                                                Email : eletash@eletash.co.nz  
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·  Flags:  If you would like use pole mounted banners along the edge of Ashburton please contact: 

Ashburton District Council 
Phone: 03 307 7700 
Email : info@adc.govt.nz 

 
·  Billboards:  It is possible to hire the two billboard sites on State Highway 1, one at the north end and one at the 

south end of town.  An application form needs to be completed and submitted to Ashburton District Tourism along 
with a mock up of the billboard design, approval in then sought from NZTA. 
The billboard design can have up to five words, event logo, event location, date(s) of event and possibly a 
website address. 
The billboards can be up for four weeks prior to the event and must come down no later than two days after the 
event. 
The 2011/2012 cost for both sites for five weeks is $200.00. 
 
There are also a number of APR billboard sites in Ashburton that can be used for event promotion.  You will need 
to contact APR directly for regulations and pricing for each site. 

 
·  Invitations:  Social networking sites – Facebook, Twitter, U-Tube etc 

Text-a-web – use Telecom or Vodafone to send messages via internet 
Campaign monitor software programme – you pay for each e-mail you send, you track who opens the e-mail, and 
how many times the e-mail is opened. 
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Okay, so you know what you want it to look like, you have an idea of what you need to do to make it happen, so the day 
to day tasks are now upon you to bring your event to fruition. 
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Getting things down on paper and establishing a time line is a way to get a view of what needs to happen, by when and 
by whom.  Having a plan will take the daunting and overwhelming feeling of ‘bigness’ away to be replaced by small 
practical steps towards the big picture.  
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To ensure your event runs smoothly on the day create an operational plan.  This plan shows what will happen at what 
time and will definitely aid the flow of activities on the day.  It will help you to have the right equipment at the right place 
and also give everyone involved in the running of the event on the day the same information.  Remember on the day if 
things do not go to plan, bend a little, be flexible, roll with it and have fun.  
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Check that the key personnel and volunteers are in place and that they have their notes, plans, roster, contact numbers, 
timetables etc.  These people are ambassadors for the event and so they should have general information regarding the 
event i.e. where to purchase tickets, where the toilets are etc.  The administration/registration office/tent should have 
copies of all volunteer rosters, committee rosters, contact numbers etc.  
 
Schedule regular meetings with key players during the event to ensure everyone is kept informed and they have the 
opportunity to air their concerns and solve any problems.  It is also an opportunity for the event manager to remind people 
of the atmosphere they want to create (e.g. friendly, helpful etc) and the level of professionalism required.  Reassure 
people of how they can communicate with each other (e.g. RT’s, phones, pagers etc) and when they will next meet.  The 
event manager and key committee members need to be accessible and approachable.  
 
Ensure all vital components are working on the day e.g. electricity and water.  Check or have someone check the parking 
attendants are in fact doing their job correctly.  If a parking problem occurs early on, you can be sure the people arriving 
will continue to make the problem worse.  Other key times will generally be early on in the event when activities occur for 
the first time.  
For example be on alert when:  

·  The first activity begins, is everything working as it should?  Are the power, sound system and lighting working?  If 
there are no problems at this stage then it should work for the following activities  

·  The caterers arrive and begin to draw off the power supply 
·  It is lunch time, are the caterers keeping the food area tidy? 
·  People begin to leave, are the parking attendants in the right places?  

 
It is important to have someone on the ground such as an electrician and/or plumber in case of an emergency.  Smaller 
events may get away with having these areas checked out prior to the event by specialists and then having a handyman 
on duty throughout the event.  Make sure you get contact numbers for the respective specialist (both work and after hours 
numbers).  
 
If a problem does occur, in any area of the event, make sure you clearly define what the exact problem is.  It is easy to 
misinterpret problems when under pressure.  Often problems are easily sorted when the true situation is uncovered.  
Look at the alternatives, get advice if appropriate, look at the consequences of each alternative and make your decision.  
DO NOT PANIC. 
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Once the event is over, and the thanks and acknowledgements have been made, remember to: 

·  Pay the accounts 
·  Send out results and media information 
·  Balance the accounts 
·  Hold a debriefing session 
·  Send out detailed reports to the sponsors and key organisations 
·  Ensure adequate records are kept for running the event again  
 

The last duty of the organising committee is to review the whole planning procedure and event.  The committee should 
think about what went to plan, what went wrong and what to do next time.  

�
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By evaluating the event you get the big picture of how the event actually went.  It is useful to find this out from the 
perspective of participants and the event organisation team.  Questions for the team are likely to be; what worked and 
what did not, were the objectives achieved, and who was the actual audience and things you would do differently next 
time. 
 
Evaluating the participants happens on the day of the event by observing them, having casual   conversations, or by 
conducting a formal survey.  If possible at events it is useful to find out where your participants came from and how they 
found out about the event.  This can be done easily if there is an entry fee as this is an ideal time to ask.  Another method 
of collecting information is through selling raffle tickets and asking the questions at point of sale.  If you would like to have 
a formal survey done suggest visit www.surveymonkey.com  
 
Questions to consider asking:  
 
Where do you come from? 

- Canterbury  
- Dunedin  
- Southland  
- North Canterbury  
- Central South Island  
- North Island , NZ  
- Overseas 

 

How did you hear about this event? 
- Newspaper – if so please name 
- Website – if so please name  
- Radio  
- TV 
- Banner 
- Billboard 
- Newsletter 
- Word of mouth  
- Other  

 
How would you rate this event: 

- Event management 
- Venue layout 
- Signage 
- Food and beverage 
- Parking  
- Cleanliness of the venue 

 

How much did your group spend on: 
- Food and beverage 
- Ticket entry 
- Accommodation  
- Entertainment and site-seeing 
- Transport  

  

How many nights do you plan to stay in the district?  
 

How many people have come in your group?  
 

How did you travel to this event?  
 

Would you return if this event was to happen again?  
 
 

What is your gender? Male or female 
 

What is your age bracket?  

 
Thank you for your time in participating in this survey.  
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Within Ashburton District there is a selection of holiday parks, existing hotels and motels, resorts and quality lodges.  
Suggest that you take care of your own guests and staff by choosing accommodation that suits your needs.  Make 
bookings well in advance before your audience start to make bookings.  It is best to advise your audience of the options 
and encourage them to make their own arrangements. 
 
Talk with one of our districts i-SITE Visitor Centre’s to help you with booking accommodation or other activities in the 
district or you can book online www.MidCanterburyNZ.com 
 

Ashburton i-SITE Visitor Centre 
East Street 
Ashburton 7740 
Phone: 03 308 1050 
Fax: 03 308 1064 
Email: ashburton@i-site.org  

 
Methven i-SITE Visitor Centre 
Main Street 
Methven 
Phone: 03 302 8955 
Fax: 03 302 8954 
Email: methven@i-site.org 

�
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Accommodation 
Talk with one of our districts i-SITE Visitor Centre’s to help you with booking accommodation or other activities in the 
district or you can book online www.ashburtondistrict.co.nz  
 
Ashburton i-SITE Visitor Centre 
East Street 
Ashburton 7740 
Phone: 03 308 1050 
Fax: 03 308 1064 
Email: ashburton@i-site.org  

 

Methven i-SITE Visitor Centre 
Main Street 
Methven 
Phone: 03 302 8955 
Fax: 03 302 8954 
Email: methven@i-site.org

District Council  
Ashburton District Council   
5 Baring Square 
PO Box 94 
Ashburton 7740  
Phone: 03 307 7700  
Fax: 03 308 1836 
Email: info@ashburtondc.govt.nz  
Website: www.ashburtondc.govt.nz  

·  Environmental Health Officers 
·  Customer Service Officers 
·  Building Officials  
·  Roading & Streets Service  

 
Police and Traffic Safety   
Ashburton Police  03 307 8400 
Methven Police   03 302 8200 
Rakaia Police   03 302 7009  
 

Fire Services 
Ashburton Fire    03 308 4199 
Methven Fire    03 302 8501 
Rakaia Fire    03 302 7013  

St John – First Aid 
0800 785 646 or enquiries@stjohn.org.nz 
St Johns Ashburton 03 308 7132 or elaine.vallender@stjohns.org.nz 
 
Civil Defence Emergency Management  
Civil Defense Officer:   03 307 7737  
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�

Event title 
 

�

Date of event  
 

�

Time and length 
 

�

Demographics of your 
participants 
 

�

Objectives 
 
 

�

Event outcomes 
 

�

Description of  
event 
 
 

�

Program 
 
 
 

�
�

Number of participants 
 

�

Number of entertainers and stall 
holders 
 

�

Venue requirements 
 

�

Licences, permits and consents 
required 
 

�

Site management 
 

�

Safety requirements 
 

�

Equipment and supplies 
 

�

Insurance 
 

�

Budget summary 
 

�

Marketing  
Summary 
 

�

Sponsors 
 

�

Funders 
 

�
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Starting out  
�  Event theme and concept 
�  Aims and objectives  
�  Indentify key audience  
�  Getting people involved 
�  Wet weather plan  
�  Insurance  
 
Operational requirements 
�  Resource consent 
�  Parking  
�  Food stalls and licenses  
�  Liquor license 
�  Permit to have a fire 
�  Extending shop trading hours 
�  Amusement equipment  
   licences/fireworks 
�  Fire hydrant access permits 
�  Tempory building permits and 
    indemnity  
�  Public liability  
�  Damage bonds 
�  Health and safety plan  
�  Consultation with affected  
   parties  
�  Noise control 
�  Liaison with NZ Police and other  
   services  
�  Waste management and clean  
   up plan 
 
Money: How to get it and how to 
manage it 
�  Sponsorship 
�  Funding 
�  Budget 
 
Event equipment and facilities 
�  Road closure equipment  
�  Event vehicle access to venue 
�  Security  
�  Lost children/lost property  
�  Signage 
�  Tents and marquees 
�  Tables and chairs 
�  Decorations and special effects 
�  Toilets 
�  Amusements  
�  Rubbish bins  
�  Communications  
�  Electricity and lighting  
   requirements  

�  Water supply  
�  First aid and lifesavers  
�  Catering   
�  Disability facilities  
�  Ticket office 
 
Programming performance and 
activities 
�  Ideas for activities and  
   entertainment  
�  Programme activities 
 
Site management and equipment  
�  Public address systems  
�  Lighting  
�  Stage power 
�  Stage health and safety  
�  General information sheets:  
   for performers, volunteers,  
   officials, stall holders etc  
�  Specific information sheets:  
   different people participating in  
   the event  
�  Stage manager 
�  Source M.C. 
�  Production meeting  
�  Final details letter  
�  Seating  
�  Smoking areas 
�  Registration/reception  
�  Site plan/ floor plan  
 
Getting the word out  
�  Marketing/communication plan  
�  Media releases 
�  Media kit 
�  Photographs  
�  Newsletters, flyers, advertising  
   leaflets   
�  Mail outs, letterbox drops  
�  Event programme 
�  Distribution points for brochures   
   and leaflets  
�  Paid radio and newspaper  
   advertising  
 
Promotional activity  
�  Letterhead 
�  Sponsors promotion  
�  Word of mouth  
�  Presentations, launches 
   sandwich boards 

�  Community launch  
�  Community notice boards 
�  Street banners and pole  
   banners 
�  Street parades 
�  Pre-event activities 
 
Documentation and Evaluation  
�  Press clippings 
�  Photographs and slides 
�  Video taping and video  
�  Radio and TV recording  
�  Surveys  
�  Sound recordings 
�  Post event evaluation meeting  
�  Putting together an analysis  
  report  
�  Economic impact  
�  Thank you letters  
 
Financial checklist  
�  Advertising  
�  Bank interest/fees  
�  Catering sales 
�  Donations 
�  Programme sales  
�  Sponsorship/grants  
�  Tickets  
�  Entry fees 
�  Comp tickets/passes/meals  
�  Merchandise  
�  Exhibitors 
�  Venue hire and costs 
�  Contractors/suppliers 
�  Insurances  
�  Copy right/APRA 
�  Staffing  
�  Medical fees 
�  Cleaning/waste management  
�  Transport and VIPs 
�  Restoration costs 
�  Miscellaneous  
 
Other 
�  Announcements 
�  Arrival arrangements  
�  Market research  
�  Sight seeing tours  
�  Uniforms/protective clothing 
�  Accommodation  
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Events 
Facilities include - rugby grounds, equestrian ring , stadium, power, water, toilets �

·  Ashburton A&P Show    
·  Mobilehome Extravaganza  
·  Woolymunchers Fine Wine & 

Lambfest 

·  Dog shows 
·  Equestrian  
·  Rugby 
·  Relay for Life              

                        

·  Camp Quality Airfest 
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Events 

Facilities include - 37.54 hectares (16 hectares of  lawn/gardens & 16 21 hectares for 
sport) hockey turf, netball courts, cricket, soccer , bowls, croquet, running track, 
clubrooms, power, water, toilets, playground, paddlin g pool, picnic area with BBQ 
and hot water 

�

·  Webber Brothers Circus 
·  Concert in the Park 
·  Loritz Circus out of Africa  

·  Sport 
·  Gypsy Fair 
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Events 

Facilities include - grandstand, horse track, power,  water, toilets �

·  Harness Jewells 
·  Hot Rods and Motorbike Show 
·  Party Under the Stars 

·  Gym Company Duathlon 
·  Configure Express Women’s Duathlon 
·  Big Ashburton Indoor Market 
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Events 

Facilities include - 100 hectares, grass air strip,  40m x 48m clearspan hanger, display 
hanger, workshop hanger 

�

·  50th Anniversary of the Piper Cherokee 
·  Great Plains Fly-In 
·  NZ Women in Aviation 

·  Best of Mid Canterbury Fly-In  
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Events 

Facilities include - track on north and south side of river, suitable for walking / 
running and mountain biking, river access 

�

·  River Mountain Bike Challenge 
·  Lake Hood/Ashburton River Trail Challenge 
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Events 

Facilities include - 72 hectare aquatic park, inter national standard water ski lane and 
8 lane rowing course, water, power, toilets 

�

·     South Island Half Ironman                     
·  South Island Masters Rowing Regatta                          
·  South Island Dragon Boats Regatta        
·  South Island Sports Festival 
·  Kites Over Canterbury  

·  Waterskiing  
·  Yachting  
·  Polar Plunge    
·  Aquafest      
·  Canterbury Marine Festival                       
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Events 

Facilities include – formal gardens, cookshop �

·  Longbeach Mountain Bike Coastal Challenge   
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Events 

Facilities include - 4.45 hectares, playground, lak e, cycling and rugby areas, picnic 
shelter, caravan park 

�

·  Tinwald Festival   

 
!���'������,�������-���+���C�?����������%
��
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Events 

Facilities include -  �

·     

 

!������"������� #���
���� �

Events 

Facilities include -  �

·  Artscape   

 

%�������#�C�'�0��+���
���� %������ �

Events 

Facilities include - rodeo / equestrian ring, power,  water �

·  Methven Rodeo            
·  Methven A&P Show 
·  Big Rides Day 
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Events 

Facilities include - grandstand, horse racing track , power, water, toilets 

�

·  Methven Races 
·  Drive in Movie 

  

 

%����������&+��� %������ �

Events 

Facilities include - track suitable for walking / ru nning or mountain biking �

·     

 

%��?
���0&��#���� %��?
���

Events 

Facilities include – ample car and bus parking, bas e area with two cafes, rental gear 
and retail shop 

�

·  Surf Snow Cup 
·  Peak to Pub 
·  100% Pure NZ Winter Games Super G 
·  Dinner with the Stars 

·  ANC Cup 
·  Mt Hutt Spring Festival 
·  Pond Skim 

 

 

-�������������������-���� ���������

Events 

Facilities include – walking and cycling tracks �

·   ·    

 
0��������
���0&������C��
������-��&� 0��������

Events 

Facilities include – curling rink, ice skating rink s, bbq area, toilets, power, water �

·   ·    

 

#+��#+��-����-������� %��?
���

Events 

Facilities include – 4000 hectares including Mt Hut t Forest and Pudding Hill Reserve, 
rhododendrons, picnic shelter, BBQ, walking tracks 

�
·  Frostbuster ·    
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Events 

Facilities include – walking tracks, rafting, jet bo ating, angling, kayaking, horse 
riding 

�

·  Teva Big Day at the Office 
·  Frostbuster 
·  Rakaia Salmon Fishing Competition 

·  Terrace Downs Defi  

 

-���������-����� -�������� �

Events 

Facilities include – rafting, jet boating, angling �

·   ·    

 
 

������/��������������������1���� ?�&�������������������'��&� 7<2<<<��� �

 
1�&����/�� �

�

Facilities –  
·  Aquatic activities – boating and water skiing 
·  Mountain biking 

 
1�&�������+����� �

�

Facilities –  
·  Wildlife reserve 
·  Aquatic activities 
·  Walking tracks 
·  Mountain biking 
·  Wind assisted sail boarts 

 
1�&��?����� �

�

Facilities –  
·  Wetland wildlife habitat 
·  Aquatic activities  
·  Walking tracks 
·  Mountain biking 

Events –  
·  Arrowsmith Three Ride / Three Run 
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Facilities –  
·  Wildlife reserve 
·  Aquatic activities 
·  Walking tracks 

 

%��>�������� �

�

Facilities –  
·  Walking tracks 
·  Mountain bike tracks 

 

%��?
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�

Facilities –  
·  Snow activities 
·  Walking tracks 
·  Mountain bike tracks 

Events –  
·  Diggler Downhill Race 
·  Peak to Pub 

 

%��0�/�����������������#���� �

�

Facilities –  
·  Walking tracks 

Events –  
·  Big Day at the Office 
·  Mt Somers Mountain Bike Race 
·  Alpine Epic Mountain Bike Stage Race 
·  Mt Somers Challenge 

 
%��0
����� �

�

Facilities –  
·  Walking tracks 
·  4WD track 
·  Lord of the Rings location 

 

%��'����� �

�

Facilities –  
·  Walking/running tracks 
·  Backcountry skiing/snowboarding 
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Event Manager:   
Primary Responsibility  

·  To coordinate the event 
·  To become part of the planning team having 

oversight of the whole procedure required to 
make the event a success 

·  To liaise with and develop a positive working 
relationship with local community, organisations, 
schools, businesses and the organising 
committee and event crew 

·  Prepare the events critical path and working 
budget 

 
Tasks 

·  Develop timeline and clarify areas of 
responsibility 

·  Delegate tasks and ensure timelines are met 
·  Network with participating community 

groups/organisations 
·  Provide regular feedback to organising 

committee 
·  Ensure minutes of each meeting are recorded 

and forwarded to appropriate parties 
·  Support members of the crew regarding their 

areas of responsibility 
·  Liaise with the media and promotional crew re 

the event 
·  Work within budgetary constraints 
·  Ensure that practical tasks are synchronized for 

the day 
·  Submit a written evaluation report to organising 

committee 
 
Organising Committee : 
Financial Role 

·  Draw up budget 
·  To help determine sources of revenue  
·  Keep track of expenditure and adjust budget 

accordingly 
·  Report to event committee with budget updates 
·  Final report on budget post event 

Legal Role 

·  Permits/consents 
·  Insurance/contracts 
·  Other legal responsibilities 

Marketing Role 

·  Establish promotion and advertising plan 

·  Draw up marketing budget 
·  Ensure all promotion and advertising occur on 

time 
·  Work in with sponsorship manager 

 
Operations Role  

·  Site management 
·  Security management 
·  Communications and contacts 
·  Staff provisioning 
·  Hire equipment and pick up 
·  Waste management 

Safety Role 

·  Risk management plan 
·  Health and safety plan 
·  Alcohol management plan 
·  Traffic management 
·  Waste supply management 
·  Food management 
·  Public safety management 
·  Public health management 
·  Emergency and evacuation scheme 

Sponsorship Role 

·  Obtain sponsors 
·  Maintain ongoing relationship with sponsors  
·  Keep sponsors informed on any changes 

including budgetary 
·  Collect and distribute products 
·  Report back to sponsor post event 

 
Fundraising Role 

·  Identify and write funding applications 
·  Identify avenues for raising funds 

 
Volunteers  

·  Stalls  
·  Corporate hosting  
·  Be responsible for a particular activity/event 

within the event 
·  Signage placement, installation and removal  
·  Rubbish and hygiene 
·  Parking wardens/marshal  
·  Ushers and information staff   
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Job title: 
 
 
 

�

Responsible to: 
 
 
 

�

Direct relationship with: 
 
 
 

�

Purpose of role: 
 
 
 

�

Key tasks and responsibilities: 
 
 
 
 
 
 
 
 
 
 

�

Desirable personal qualities: 
 
 
 
 
 
 
 
 
 
 

�

Experience/Qualifications: 
 
 
 
 
 
 
 
 
 

�

Timing: 
 
·  Approximate hours per week 
 
·  Frequency of work 
 
·  Days 
 
 

�
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Size of the crowd expected �  Emergency vehicle access �  

Timing of the event (include set-up and 
pack out) 

�  First aid provisions �  

Duration of the event �  Noise assessment �  

Impact event will have �  Food and liquor requirements  �  

Location/venue �  Toilets �  

Health & safety plans  �  Security �  

Traffic management plans  �  Parking �  

Public transport �  Temporary structures incl. staging �  

Insurance – including public liability �  Power and water �  

Number of participants �  Parking restrictions �  

Parades and marches: route, assembly 
time, departure time, finish time, 
vehicles and floats 

�  Generator and marquee permits �  

Special effects �  Road closure required  �  

Site plan  �  Regulatory licenses  �  

Clean up �  Charges for events �  

Consultation �  Food and drinking water provision �  

Sewerage disposal �  Waste disposal �  
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Introduction  
This information sheet is provided to give guidance to people operating food stalls. To avoid making 
your customers ill we ask that you heed the requirements below. 
 

�  Food Hygiene Training  Anyone handling food should have nationally recognised food 
handler training. 

 
�  Wash Your Hands  A sink should be located close to the food area (within 6 metres) and must 

have running water, soap, nail brush and disposable paper towels. 
 

�  Cash Handling  should be kept separate from food handling. 
 

�  Clean Thoroughly  Keep your food area scrupulously Clean at all times. 
 

�  Store  perishable food properly – Keep cold foods below 4 0C and hot foods above  600C 
Having a thermometer available will help you do this! 

 
�  Protect  unwrapped food from contamination by keeping it in clean containers, cabinets or 

similar. 
 

�   Disposable cups, plates and utensils should be used unless you have access to a 
dishwasher. 

 
�  Wastewater  Where utensils etc are washed make sure there is a suitable sink and a method 

of getting rid of wastewater. 
 

�  Refuse disposal  must be provided and maintained for your customers. 
 

�  Wear light coloured clothing so you can see any dirt which could contaminate your food. 
 

�  First Aid Kit  Have a suitable first aid kit available at all times. 
 

�  Toilets  Know where the nearest toilets are for your convenience and that of your customers.  
 
Charities are not charged a licence fee (Businesses are) but will be visited by an Environmental  
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Health Officer once the stall is set up. They are happy to give advice so please call them on 03 307 
7700 if guidance is required. 
 
 

APPLICATION FOR MOBILE OR TRAVELLING SHOP LICENCE 
 

I, ___________________________________________________________________ 
     (name in full) 

Date of Birth __________________________________________________________ 
 
Of  _________________________________________________________________ 
     (postal address) 
 
Trading as ___________________________________________________________ 
hereby apply for a Mobile or Travelling Shop Licence under the provisions of the Ashburton District 
Council Bylaws 2008 Chapter 9. 
 
The goods to be sold are: _______________________________________________ 

____________________________________________________________________ 

I will/will not sell food (delete as appropriate) 
 
The Registration Number of my vehicle is : _________________________________ 
 
Please provide the following information: - 
 
1. Details of proposed operation. 

2. If food is to be sold the name of registered food premises to be used as base for cleaning and 
storage of food. 

Fee is based on a risk analysis and degree of compliance.  Consult with an Environmental Health 
Officer for further information. 
 
Dated this ________________________ day of _____________________20____ 
 

_______________________________ Signature of applicant 

_______________________________ Phone number 

_______________________________ Receipt number 
 

NOTE: Mobile or Travelling Shop not to be used unti l Licence is issued 
 
 

OFFICIAL USE ONLY 

FEE $ ______________________  

INSPECTION ________________  

SIGNED ____________________  
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               LIST OF MOBILE FOOD PREMISES AND STALLS ATTENDING T HE EVENT 

 
 

 
Name of Business & Operator 

including contact details 
Type of Food(s) 

Sold 
Registered as food business?  

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

 
 
 

 YES at the following 
Council:  

NO 

�
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Date 
 
 
Mrs J Naylor 
Community Services Officer 
Ashburton District Council 
P O Box 94 
ASHBURTON 7740 

 
 
Dear Jo, 
 
We wish to apply for temporary closure of the following roads for the annual Wanderers Car Club 
display: 
 
Roads proposed to be closed:  

CASS STREET, from Grey Street to Aitken Street, Ashburton  
AITKEN STREET, from Cass Street to William Street, Ashburton 
 

Period of Closure:  
6.00 am until 4.00 pm on Saturday 9 May, 2009 

 
A Traffic Management Plan will be completed and submitted shortly. 
 
If you require any further information please contact me on 555 5555. 
 
 
Yours faithfully 
 
 
 
 
 
JOE BLOGGS 
President 
Ashburton Wanderers 
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Identified Risk 
(People and Practice, 
Equipment and Facility, 
Environment) 

Likelihood  Severity Contingency Who  Action/Respon se When 

It rains and/or there are high 
winds making it impossible to 
run the event 

3 4 Postpone John Smith 
 

Phone radio stations On the day 

Someone is cut from sharp 
litter object 

4 2 Inspect site prior to 
event. 
Crew to collect 
throughout the day 

Crew Take to First Aid tent 
for assessment, 
treatment and/or 
referral 

Immediately  

Toilet facilities are overloaded 2 4 Have 6 extra toilets 
on standby 

Eric Arrange for toilets to 
be installed. Inform all 
staff 

On advice of staff 

Electrical Hazards – tripping 
over wires 

2 4 Electrician to install 
and isolate, where 
needed all supplies 
for event 

ABC 
Electrical 

Contact ABC to deal to 
problem 

On advice of staff 

Accidents/Anti social behaviour 4 3 Have security working 
the grounds to ensure 
environment is safe  

Security 
Firm 

Security to follow 
procedures as outlined 
in plan.  Other staff to 
be advised. 

Immediately 

Fire in facility  2 4 Have Wormald Fire 
Extinguishers on site 
by food stalls and 
stage. Have staff 
briefed on procedure. 
Have allocated space 
for crowd to go. 

Coordinator Have announcer and 
staff direct crowd to 
prearranged place. 

Immediately 

 
Rating Legend  

 Likelihood Severity 
1 Rare Insignificant 
2 Unlikely Minor 
3 Moderate Moderate 
4 Likely Major 
5 Almost Certain Catastrophic 
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NAME: Sport New Zealand       DATE: December - January 20xx 
ACTIVITY/SITUATION: Holiday Programme - Sports activities   PAGE: Two 
 
Analysis      Description 
 

R
IS

K
S

 
A

cc
id

en
t, 

in
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ry
 

O
th

er
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s 
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lo
ss

 
 

·  Injury to participant (e.g. blisters, sprained ankle, scraped knees, bee stings) 
·  Death of participant (e.g. drowning) 
·  Illness due to environmental factors or pre-existing medical condition (e.g. hypothermia, sunburn, asthma) 
·  Loss of participant or group member 
·  Damage to or loss of equipment (personal or group) 
·  Loss of process (e.g. booking problems or organisational issues) 
·  Psychological damage preventing participation in the future 
·  Damage to environment 

 
People 

 

 
Equipment 

 
Environment 

C
A

U
S

A
L 

F
A

C
T

O
R

S
 

H
az

ar
ds

, p
er
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, d

an
ge

rs
 

·  poor supervision or leadership (of 
staff and/or participants) 

·  lack of group control 
·  poor communication 
·  poor participant behaviour 
·  too many participants, not enough 

staff 
·  group gets too spread out or 

separated 
·  insufficient mental or physical 

preparedness of participants 
·  participants have special needs 

(medical or psychological) 
·  interference from people outside the 

group 

·  inappropriate clothing or footwear 
·  inadequate protection from the cold 
·  inadequate sun protection 
·  lack of food and water 
·  staff/parents have not checked 

participants gear 
·  insufficient safety and emergency 

equipment 
·  insufficient equipment, using damaged 

equipment (e.g. not enough) 
·  inadequate facilities e.g. toilets 
 

·  unsuitable/slippery/rough terrain 
·  adverse weather conditions 
·  lack of consideration for site specific 

hazards (e.g. roads, ruts, gravel) 
·  Staff and volunteers not familiar with 

location  
·  lack of consideration for environmental 

sensitivity (e.g. littering, damage to 
vegetation) 

·  contamination (e.g. water unsafe to 
drink) 

R
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K
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A
N
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E
M

E
N
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ra
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n 

·  staff have adequate knowledge and 
experience to oversee programme 

·  staff skilled in group control and able 
to give clear and concise instructions 

·  all staff dressed so they are easily 
identified 

·  adequate staff : participant ratio 
·  staff aware of physical and 

psychological limits of participants 
·  staff have knowledge of their group 

including medical conditions and 
insure that they are carrying 
appropriate medication 

·  participants physically and mentally 
prepared 

·  all staff to be given a job description 
prior to event 

·  organiser to provide thorough briefing 
to staff and participants prior to the 
programme 

·  playing surfaces checked 
·  all equipment to be checked and used 

safely and correctly 
·  safety and emergency equipment to be 

carried (mobile phone and contact 
numbers, first aid kits) 

·  staff to ensure participants have 
protection from sun and cold where 
appropriate and that participants wear 
appropriate clothing and footwear 

 

·  Check weather before activity, activity 
changed in adverse conditions  

·  all hazards and specifics of the site are 
identified, and all staff and participants 
are made aware of these prior to (and 
during) activity 

·  if possible hazards removed e.g. 
broken glass 

·  all staff to be familiar with site 
·  site facilities checked prior to event 

(e.g. toilets, rubbish bins) 

 
 
 
 

EMERGENCY PLANNING 

·  immediate access to first aid kit 
·  staff have first aid training 
·  access to nearby phone, mobile phone (with identified coverage) 
·  staff have emergency contact numbers 
·  staff skilled at group supervision and communication in an emergency situation 
·  contingency plans to be identified prior to event (e.g. change in adverse weather conditions) 

RELEVANT INDUSTRY 
STANDARDS APPLICABLE 

·  Health and Safety Employment Act 1992 
 
 

 
 

SKILLS REQUIRED BY 
STAFF 

 

 

·  staff have first aid training 
·  staff skilled at group supervision and communication, especially in an emergency situation 
·  staff must be approved by Sport NZ to run or assist in this activity 
·  staff to have specific job description 
·  staff to be familiar with programme site 

 
POLICIES AND GUIDELINES 

RECOMMENDED 
 
 

·  final approval by Sport NZ  
·  programme check list 
·  job descriptions issued to all staff  
·  programme to be run in accordance with relevant industry standards 

 

 



  54 

?����������0������'����(��B�/��� �
�

Event Organiser Details: 
 
Name:        Telephone number: 
 
        Mobile number: 
 
Contact        Fax number: 
Details: 
        Email address: 
 
 
 
Name of 
Event: 
        Total anticipated crowd numbers:  
 
Event Location:      Spectators:    Participants: 
 
 
�
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

�
·  How will you ensure Health and Safety is covered in  the following area(s)? Please use guide notes to 

help you 
 
·  Please identify hazards and issues in the boxes bel ow and describe how each hazard or issue is to 

be managed 
 

·  This is a guide only, and is not an exhaustive list .  There may be other items that need attention tha t 
are not on this list 

 
·  The onus is on the event organiser to identify and manage hazards 

 
·  If something does not apply please state not applic able (N/A) 

In order for traffic management and parking to be managed, marshals from ………will 
be used.  As part of the event permit we are able to block off the entrance and exit to 
public traffic.  However a few vehicles such as emergency services and the ………. 
does have access. 
If cars need to enter through the venue, marshals will ensure that hazard lights are on 
and vehicles are at a 5 km speed limit. 
All marshals will be involved in a briefing at 10 am each day with the event organiser. 
All marshals will be dressed in Hi-Visibility vests. 

St Johns have been booked for the ……days of the event.  This includes a primary 
officer who will be in radio contact with the event organiser at all times. 
The event organiser has a cell phone on site in case of having to call for emergency 
services. 
 
Key emergency contacts for this event include: 
 
Event organiser – on site at all times 

 ����������	�
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2.  Accident & health emergencies 
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Access for emergency vehicles will be kept available at all times. 

In regards to participants and volunteers, shade will be provided in the form of a 
……………………. if required to get out of the sun. 

Event ………….. does not have a physical element for participants other than a 
…………………………..(i.e. dance stage).  All participants are subcontracted by 
…………………… 
Accessibility toilets at ………………… will be made available (see site map). 
Accessibility parking will also be available to those with current disability passes.  The 
…………………. will manage this. 
An area for information and lost children will be set up …………………. (see site map) 

An approved contractor is being used for providing ………………. and …………….. at 
this event. 
Contractor …………….. will provide …………………. (type of generator) 

Number and size of stages 
Number of marquee 

In the case of a medical emergency – St John will be on site and are in 
communications with the event organiser. 
In the case of having to evacuate the site – all marshals will be used to evacuate the 
public into a safe area (see site map). 

No amusement equipment licenses are required for this event. 
A list of stalls will be supplied to the Environmental Health Officer. 
……..marquee will be erected – Building Consent applied for. 
No liquor will be sold at this event 
 
(List activities) 

Due to the nature of this event, this does not require security or police. 
Crowd control barriers may be used to ensure public’s safety if required. 
This is an alcohol free event. 

An application to sell food at an event has been lodged with council and 
communications established with the appropriate Environmental Health Officer. 

The services of contractor ………………..have been engaged to provide rubbish 
collection and removal.  There will be staff on site to ensure bins are managed. 

3.  Vehicles participating 

4.  Environmental effects on people to 
consider 

5.  Participants 

6. Electrical, sound & lighting 

7.  Staging & structures 

8.  Emergency procedures 

9.  Activities 

10. Crowd control 

11.  Stallholders/vendors 

12. Waste management 
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In the event that one or both days were to be cancelled there is no contingency 
postponement date. 
Communication plan will include the following people on RT’s to ensure the smooth 
running of the event: 

·  Event organiser 
·  Stall coordinator 
·  First aid 

Set up for this event happens on Saturday morning from 7 am with pack down 
happening on Sunday after 6 pm.  The internal roads are blocked off from 8 am each 
day to ensure the public safety.  Any contractors on site will keep to the 5 km speed 
limit with hazard lights flashing. 

A security guard will be used for overnight security from ………… on …………….. until 
…………. on …………….  This is to ensure site is kept safe overnight and allows all 
elements not to be packed down overnight. 

13.  Miscellaneous 

14.  Set up/pack down 

15.  Other relevant information 
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Earthquake Procedure 
·  Keep calm 
·  Keep clear of glass and the stage 
·  Evacuate if necessary 
·  Keep a vigilant look out for staff, volunteers and public 
·  Instruct those outdoors to take suitable cover as necessary 

 

Once Earthquake is over 
·  Confirm that all facilities are fit for use 
·  Confirm that all equipment and storage areas are safe and operating correctly 
·  Assess all areas for staff and public safety 
 

 

Fire 
·  Alert all staff and persons as soon as possible 
·  Indoors – activate fire alarm 
·  Make sure all staff and persons are well away from the area concerned, taking particular care for the young, elderly and 

disabled 
·  Inform members of the public of the evacuation procedures and instruct them to leave the area immediately. 

 
 

First Aid Procedure 
·  If there is any doubt to the extent of any injury, treat the matter as serious.  Ensure the safety of the scene and self as 

well as the injured person.  Assess the seriousness of the injuries or illness and summon appropriate assistance. 
·  The event may have on attendance St Johns.  Any instructions by them or other qualified first aid staff must be followed 

immediately.   
·  Major accidents requiring medical attention, the patient should be transported to either local medical centre or accident 

and emergency unit at Christchurch Public Hospital. 
·  Accident/Incident forms must be filled out 
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Date: 
 

 
Time: 

 
Report written by: 
 

 

 
Information about child (as known): 
 
 
Name: 
 
Address: 
 
Age: 
 
Phone number: 
 

 

 
Location child was found: 
 

 

 
Who found child: 
 

 

 
Description of child: 
 
 
Gender: 
 
Ethnicity: 
 
Clothing description: 
 
 
 
 
 
Unique physical features: 
 
 
 
 

 

 
Information about parents: 
 
 
Name: 
 
Address: 
 
Phone number: 
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Site Map Checklist 

 ��� �   ��� �  

Entrances and exits  Emergency access route  

Vehicle access paths  Pedestrian routes  

Parking  Stage location  

Food and liquor outlets  Security and police locations  

First aid posts  Rest areas  

Seating  Toilets  

Lost children  Water outlets  

Safety fencing  Phones  

Rubbish bins  Information centre  

Communication centre  Media centre  

Centre for emergency services    

Notes 
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It is no surprise that how long people stay at your event often affects its success or how much they spend. The toilet facilities, or lack of 
them, can make the difference to how long they stay.  
 
Whether for fun or profit proper planning is the key to successful special events.  
 
 
 
HOW MANY TOILETS DO I NEED?  
 
The chart below provides a guideline for estimating the number of Port-A-Loo brand portable toilets that will be required to help make 
your event a success. Weather conditions and the amount of food and drink consumed can increase usage by 30% to 40%.  
Experienced event planners can help you decide the optimum number of Port-A-Loo portable toilets are required.  
 
 
 

 
Number of 
people  
 

 
Number of hours for event 

 
 

  
1 
 

 
2 

 
3 

 
4 

 
5 

 
6 

 
7 

 
8 

 
9 

 
10 

0-100 1 1 1 1 1 2 2 2 2 2 

250 2 2 2 2 2 3 3 3 3 3 

500 2 3 3 4 4 4 4 4 4 5 

1,000 3 4 5 6 6 7 7 7 7 7 

2,000 5 8 10 11 12 13 13 14 14 14 

3,000 7 12 15 16 18 18 19 20 20 21 

4,000 10 16 19 22 24 25 25 27 27 28 

5,000 12 20 24 27 29 31 32 33 33 34 

6,000 14 24 28 33 35 37 37 39 41 41 

7,000 17 27 34 38 41 42 46 46 47 48 

8,000 20 32 38 44 48 49 20 51 53 54 

10,000 24 39 47 54 58 62 64 66 67 68 

 
Over 10,000 - call our Special Events Specialist 

 
 
 
 
SERVICING  
Port-A-Loo™ portable toilets arrive in spotless, hygienic condition.  Keeping them that way is another important aspect of a well run 
event.  Our on-site Special Events Service Team will maintain cleanliness and expertly handle sanitation problem that may arise.  Call 
us for more details on this service. 
 
For confidence that only comes with a hygienically clean Port-A Loo™ portable toilet, call 09 636 6189.  Our lines are open 24 hours a 
day.  
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Income (GST Inclusive) Expenditure (GST Inclusive) 

Gate Sales (1,500 @ $5.00) 7,500 Event Managers Fee 5,000 

Raffle Tickets (500 @ $2.00) 1000   

Stall Fees ( 10 @ $50.00) 500 Advertising – Print 1,500 

  Advertising – Radio    500 

Advertising Revenue 500   

Bank Interest 200 Equipment Hire 2,500 

  Venue Hire 1,000 

Sponsor A 1000   

Sponsor B 500 Performers fees 2,000 

Donations 1,500 Performers Accommodation and Meals 350 

  M.C. 400 

Cash contribution of organisation 3,000   

  Printing 1,750 

Grant A 1,500   

Grant B 1,000 Security 1,500 

  Road Closure 600 

Ashburton District Community Event 

Funding Grant request 

1,000 First Aid 200 

    

  Administrator Wages 500 

  Postage, Phone, Stationery 500 

    

  Insurance (Inc Public Liability) 900 

    

TOTAL $19 200 TOTAL $19,200 

    

    

    

  

 

  

�
�
�
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The first paragraph of a press release is the most important and should contain the strongest points and grab the readers’ 
attention.  The beginning can quite often be the hardest part to write.  Ask yourself ‘how would I tell someone about my 
news’ then write it down.  This often helps. 
 
Start with the most important information at the top of the release and work down to the least important information at the 
end of the release, in what is known as ‘inverted pyramid’ style.  The rationale for this is that if publications cut the story in 
length they can just chop off the bottom, where the least important information is. 
 
Always include the following information: 

·  who, what, where, when, why, how 
 
Points to remember: 

·  keep the information simple and to the point 
·  use short sentences 
·  use short paragraphs, usually one sentence per paragraph 
·  use positive words and phrases 
·  be original avoid clichés 
·  inject some life into the release, use quotes 
·  use 1 ½ line spacing 
·  never write in capitals or underline words 
·  do not use abbreviations, spell everything out in full 
·  number pages if longer than 1 page 

 
Layout: 

·  company logo or letterhead 
·  word PRESS RELEASE to indicate what it is 
·  headline – sub-headline underneath optional 
·  place and date of issue 
·  contact details at the end 
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Newspapers – Mid Canterbury    Newspapers – North C anterbury 

Ashburton Guardian  03 307 0762   Northern Outlook  03 313 6183 
The Courier   03 308 7664   North Canterbury News  03 313 7671 
Mid Canterbury Herald   03 308 0236   Essence Magazine  03 313 1811 
Latitude Magazine   03 302 6607   Hurunui News   03 314 8335 
Essence Magazine  03 307 0595   Kaikoura Star   03 319 5021 

Newspapers - Canterbury 

The Press     editoral@press.co.nz    03 379 0940  
The Christchurch Mail    themail@press.co.nz   03 364 8494 
Christchurch Star    star_reporters@christchurchstar.co.nz 03 379 7100  
Sunday Star Times (Christchurch Office)       03 366 6627 

Newsletters – Mid Canterbury 

Snowfed Schoolline         03 302 8437 
Rakaia News           03 302 7040 
Mt Somers News          03 303 9086 
Mayfield Newsletter         03 303 6122  
              
Newsletters - North Canterbury 
Waikuku Life     janine@nextlevel.co.nz   03 310 0456 
Amberley - The Hot Line   thehotline@xtra.co.nz   03 327 3700 
North Loburn Local News    North Loburn School   03 312 8852 
Woodend - Woodpecker    Irving Rutherford   03 310 0334 
      the.woodpecker@paradise.net.nz 
Oxford -The Bulletin    Oxford Service Centre   03 312 1004 
Cust - Custodian     Jenna Taggart    03 312 5769 
Cheviot - The Budget      Cheviot Hammer Hardware  03 319 8869 
      cheviotadsl@xtra.co.nz   
Waikari/Hawarden – School Newsletters 
 
Community Newspapers - Canterbury        03 377 2450  
Sumner, Redcliffs, Lyttelton - Shore News        03 364 7478 
East Christchurch: Linwood, Nth Linwood, Brighton -Pegasus Post    03 364 7422 
South Christchurch: Woolston, Heathcote, Spreydon, Cashmere: Observer   03 364 7424 
North West: Papanui, Fendalton, Avonhead - News Advertiser    03 364 7418 
Hornby, Dunsandel, Leeston, Darfield - Canterbury Times    03 364 7420 
Woolston - Bay Harbour News                    03 384 0600 
Hornby - Central Canterbury News       03 349 5737 
Older & Bolder     chris@olderandbolder.co.nz  03 356 1250  
Canterbury Today         03 961 5050 
Korea Review     kr@netzealand.com    03 377 3744 
Christchurch Korea (monthly)   chchkorea@freechal.com  03 354 2058       
Viva Korea (twice weekly)   vivakorea@vivakorea.co.nz  03 379 1115   
Radio Korea (weekly)    radiokorea@radiokorea.co.nz  03 379 4087   
Iball (monthly)     lincolntan@xtra.co.nz   03 355 6033    
Chinese Weekly    chch-weekly@xtra.co.nz   03 377 8638  
The New Zealand Messenger (fortnightly)      03 377 5156      
Asian Media Group (monthly)   asianmedia@inet.net.nz   03 337 6237  
E-Cube (Japanese, free, monthly)  ecube@xtra.co.nz    09 368 1511    
MJ (Japanese, free, monthly)   multiplex@xtra.co.nz    09 358 9108      
East Wind (Japanese, free, monthly)   info@eastwind.co.nz   09 373 5996      
Quarter (Japanese, free, quarterly)  info@jmc.co.nz     09 366 1330 
Christchurch Ethnic Council (monthly)  derek-robin@xtra.co.nz   03 359 3311 
The Japanese Society of Canterbury   matsu@paradise.net.nz   03 355 3977 
Family Times     familytimes@xtra.co.nz    03 355 9186      
Tearaway     tess@tearaway.co.nz   04 471 0102  
Tots to Teens      admin@totstoteens.co.nz   09 575 9771  
 
Television 
TVNZ (TV One & TV2)         03 961 8500 
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TV3 & TV4 Networks         03 358 9169 
Prime Television     primechch@primetv.co.nz   03 339 3450 
CTV      news@ctv.co.nz   03 377 7033 
Shine TV          03 366 3333 
World TV     info@wtv.co.nz     09 571 2288 

Radio  

Classic Hits ZEFM         03 307 8927 
Radio Network          03 614 7858  
Fox FM           03 308 3300 
Radio Network Southern Ltd        03 379 9600 
(91 ZM, Newstalk, RadioSport, Classic Hits 98 FM, Easy Listening) 
Radio Networks Canterbury        03 379 1290 
(Lite FM 94.5 FM, The Rock 93.7 FM, The Edge 89 FM,  
Solid Gold 92.9 FM, Radio Pacific 738 AM, Channel Z)  
The Breeze      www.christchurch.thebreeze.co.nz  
Radio New Zealand         03 374 8449 
National Radio,     rnz@radionz.co.nz      
Concert FM      concertfm@radionz.co.nz  
More FM Christchurch         03 377 1999 
RDU 98.5FM          03 348 8610 
Plains FM          03 365-7997 
Ngai Tahu Radio & TV Ltd        03 371 3900 
90.5 Tahu FM 
Sky Digital Channel 105 
Rhema Broadcasting Group        03 366 3333 
The Asian Report - National Radio    asianreport@radionz.co.nz   09 638 5060    
Radio Korea     kfm961@hotmail.com   03 379 2961       
Hwa-Hsin Garden City     shunchin@ihug.co.nz   03 349 5678  
Nihongo Radio      nori@kiwihouse.co.nz    03 381 6645      
 
Websites 
www.ashburtondistrictevents.co.nz   
www.ashburtononline.co.nz  
www.bethere.org.nz 
www.visitwaimakariri.co.nz/events 
www.eventfinder.co.nz  
www.nzentertainment.com 
http://pulse.christchurch.org.nz  
www.4yp.co.nz   

www.jsc.org.nz   - The Japanese Society of Canterbury 
http://library.christchurch.org.nz/cinch/   
www.localeye.info   
www.christchurchentertainment.co.nz 
www.newzealand.com 
www.nzlive.com  
www.eventvenues.org.nz  
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Please note that these are only examples of tasks and you will add and/or create tasks specific to your event 

 
Pre-Event Planning Stage Checklist Completion  Who by 
 
Establish Event Organising Committee 

·  Identify delegated responsibilities 
 
Funding and sponsorship 

·  Ensure adequate funding allocation for emergency services and health 
 
Check local and regional event calendars 
 
Research events of a similar kind 
 
Select appropriate venue 
 
Apply for permits and licenses 
 
Contact emergency services i.e., police (district HQ), fire, etc 
 
Identify and contact key stakeholders 
 
Identify relevant laws and regulations 
 

  

Event Development Stage Checklist Completion  Who by 
 
Conduct pre-event planning 

·  Core event team 
·  Sub group meetings (with liaison to core team members) 

 
Establish incident management team (large events) 
 
Develop site plan 
 
Develop hazard identification checklists 
 
Prepare risk management plans 
 
Prepare emergency plans 
 
Prepare evacuation plans 
 
Prepare crowd control plans 
 
Establish Communication Plans 

·  Radio 
·  Public 
·  Media 

 
Other 
 
 

  

Event Day Checklist Completion  Who by 
 
Complete Site Check 

·  Food 
·  Water 
·  Toilets 
·  General safety 
·  Traffic/vehicle controls 

 
Brief emergency services 
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Implement radio communications plan 
 
Brief incident management team (large events) 
 
Information desk/kiosk set up complete and briefed. 
 
General notes 
 
Post Event Completion Who by 
 
Post event debrief and evaluation meeting 
 
Completion surveys 
 
Make recommendations for safety 
 
Compile evaluation report 
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Crazy Daisy Event 

Venue: Town Hall 

Date: Saturday 5 March 2007 

Time: 1 pm – 4 pm 

Contacts 

Event Coordinator   Site Manager    First Aid 

Sound     Publicity    Food Vendors 

Parking     etc…. 

Timeline/Schedule/Programme 

 
Set up 
9.00 am Set up site 
10.00 am Food vendors arrive and set up 
11.30 am Band and sound arrive and set up 
12.00 am Parking crew briefed 
12.30 am Kids entertainment set up 
 
Event 
1.00 pm MC introduction 
1.30 pm Band plays 
1.40 pm Pony Rides 
2.00 pm The Great Bed Race 
3.00 pm Ms Crazy Daisy 
4.00 pm Wrap up 
 
Pack down 
4.30 pm Port-a-loos/stage etc removed 
5.30 pm Final check of venue  
 


