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This form should be completed by faculties and departments of the University that are requiring to hold events on the Southbank campus grounds
ALL BOOKINGS REQUIRE A MINIMUM OF 2 WEEKS NOTICE, NO EXCEPTION WILL BE GRANTED

Are you an affiliated Club/Society within UMSU or a Faculty/Department?

Email your completed application form along with any other documentation to: southbank-operations@unimelb.edu.au
1. APPLICATION DETAILS
	Contact name:
	

	Department name:
	

	Faculty/Division name:
	

	Email:
	

	Phone:
	

	Staff/Student number
	

	Name of Organisation/Group involved 
	


2. LOCATION, DATE AND EVENT DETAILS 
	Area where event will be held
( Please use campus map)
	

	Function date
	

	Time of function (start/finish)
	

	Number of attendees 
	


3. Fire Warden & First aid Officer (ALL Events on the Grounds MUST have a first aid officer. For events with smoke or fire a Fire isolation request form MUST be filled out.
Click on link below and go into the Faculty of VCA and MCM Business Centre intranet. Once logged on go to the OHS homepage and click onto forms & guidelines and fill out the fire Indication Panel- Isolation request form. 
http://vca-mcm.unimelb.edu.au/ 
	Fire warden (name & mobile no.)
	

	Fire warden (name & mobile no.)
	

	First aid officer (name & mobile no.)
	

	First aid officer (name & mobile no.)
	


    4.  ALCOHOL (if selling alcohol a liquor licence will be required)
Will Alcohol be served?
If yes, refer to web link for Alcohol Policy and forms.

If alcohol is being served proof of at least one nominated person being trained in “Responsible Service of Alcohol” is required” prior to the event. (Attach copy of RSA certificate to application) 
Event risk assessments and authorisation forms and Alcohol management and safety checklist forms need to be submitted. 

If selling alcohol a liquor licence will need to be obtained and clearly displayed at event. 

https://policy.unimelb.edu.au/MPF1268 

http://www.unimelb.edu.au/diversity/downloads/Inclusive-Events.pdf 

	RSA Server name
	     

	RSA Server name
	     

	RSA Server name
	     


    5.Waste & Recycling-The University of Melbourne is dedicated to reducing its waste to landfill by     avoiding or minimising waste occurrence and through its recycling and waste management. 
    http://www.pcs.unimelb.edu.au/services_and_requests/waste_and_recycling/index.html 
	Waste Bins (no. of bins)
	

	Recycling bins (no. of bins)
	

	Extra cleaning (specific area) 
	

	Themis code/ Invoice number 
	


6. Designated Event Manager of the Event & Name of function 
Designated Event Manager MUST be contactable by mobile phone at all times during the event and must not consume alcohol. (ZERO BAC)
	Name of main contact 
	

	Signature:
	
	Date:
	

	Mobile phone number: 0435724743


	Name of function
	

	Signature:
	
	Date:
	

	The University of Melbourne reserves the right to seek compensation for any damages caused as a direct result of a function from the individual or group concerned
	

	I/we have read and understood the term and conditions of the ground hire which applies to ALL functions in the grounds of the University of Melbourne (Southbank campus). I/we agree to abide by all the terms and conditions.

	Once application has been processed, a confirmation email will be sent. 


7. Incident reporting 
Event managers must report any incident involving personal injury or damage to property in accordance with the OHS Incident, Injury, Hazard reporting and investigation procedures. 
http://policy.unimelb.edu.au/MPF1206 

Grounds Bookings

Overview

Asset Services (Campus Services-Southbank) is responsible for maintaining the University Campus Grounds and offers a booking service for use of campus open space facilities including lawn areas, courtyards and barbecues. In order to preserve our world class facilities and ensure availability, anyone wishing to use an area for a planned Activity or Event, both large and small, can contact us to make a grounds booking.
Amplified and loud music or noise during teaching or exam periods is prohibited.
Contact details

Southbank: ph. 903 59332 
Email: southbank-operations@unimelb.edu.au

For information and assistance with use of the campus, please contact Property and Campus Services ( Southbank).

Please read the Terms and Conditions that apply to use of these unique areas.

Bookings

· A Grounds Booking Form (see above) must be completed with required details of the event and forwarded to our office not less than 2 weeks before the event date. Once the booking has been processed, a confirmation notice will be returned.

· Groups or clubs wishing to make a booking must nominate one member as the Event Manager. The Event Manager completes the booking form, acts as representative and contact for the event, is responsible for the proper conduct of those attending, and ensures the area used is left neat and tidy at the conclusion of the event. Any damage to University property or problems that may have occurred during the event must be reported to Asset Services/Security.

· If it is intended that alcohol be consumed at the event, all requirements of the University’s Procedure for the Management of Alcohol at Events policy (UOM0423) must be adhered to. Additional Checklist and Event Authorisation forms (see above) must be completed along with the booking form.

· Campus Grounds may also be booked for film or still photography. Wedding photography permits are issued by Venue Hiring’s. Permits for other photography and film shoots are managed through Marketing and Communications.

· Further advice and resources for event organisers at the University can be found on the Marketing and Communications events page.
A MINIMUM OF TWO WEEKS NOTICE IS REQUIRED FOR ALL GROUNDS BOOKINGS
Approval:
Staff must obtain permission from Head of Department/Campus or Faculty General Manager

Students must obtain permission from Club/ Society with UMSU
[image: image1.jpg]



PAGE  
2

