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Preamble 

The College has a theatre within its RNDM Performing Arts Building. This is used during Normal School 

Hours for the purpose of providing a state-of-the-art facility for use by students who attend the College 

as part of the delivery of day to day performing arts curriculum and associated services, such as year group 

assemblies and guest speakers/lectures. 

The College has a new gymnasium within its Koort Centre Building. This is used during Normal School 

Hours for the purpose of providing a state-of-the-art facility for use by students who attend the College 

as part of the delivery of day to day health & physical education curriculum and associated services; such 

as whole of College assemblies and guest speakers/lectures. 

The College has other Facilities on its campus which it uses in pursuit of its service delivery including the 

“old gymnasium”, chapel and oval. Where these Facilities are being used out of Normal School Hours then 

this Event Management Plan, its terms and conditions, shall apply.  

Outside of Normal School Hours and when not being used by the College for College Events and activities, 

the College may make these Facilities available for community purposes. Third parties, upon payment of 

a fee or as a free communal service, can hire a Facility for select purposes (collectively referred to as 

“External Hires”). 

For clarity, outside of Normal School Hours could include evenings, weekends and day time for Sacred 

Heart College holidays. The college calendar is available on the college website at 

www.sacredheart.wa.edu.au. 

The College is a Catholic systemic school and the use of the Facilities will only be permitted for those 

purposes that do not conflict in any way with our Catholic ethos, beliefs and values.  

Objective 

Sacred Heart College would like to support the broader community by allowing this community to share 

in the use of the Facilities outside the Normal School Hours of the College. 

In doing so, this event management plan aims to deliver the following objectives: 

• Provide a set of clear guidelines for the acceptable use of the Facilities 

• Provide controls that address the needs of the surrounding residential area 

• Manage the health and safety of those who use any of the Facilities 

• Manage compliance with relevant legislative requirements and standards 

Definitions 
 

In this event management plan:  

• College means Sacred Heart College located at Hocking Parade, Sorrento, Western Australia.  

• College Event means an Event conducted by the College itself and not by an External Hirer.  

• Event means the use of a Facility on one day outside of Normal School Hours.  
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• Event Participant means any person who attends the College to participate in an Event or 

performs some function in relation to an Event and includes spectators and audience members, 

individuals working at the Event, whether paid or unpaid, and any individuals participating in any 

performance, ceremony, sporting or artistic event or other activity.  

• External Hire means the use of a Facility by an External Hirer pursuant to formal arrangements 

with the College to allow the External Hirer to use the Facility for an Event. 

• External Hirer means the person or persons entering into formal arrangements with the College 

for use of a Facility for the purposes of an Event. 

• Facility includes the RNDM Performing Arts Building, new gymnasium in the Koort Centre 

Building, old gymnasium building, chapel and oval as shown on the College site plan in Annexure 

1 and ‘Facilities’ means 2 or more of these places as the context indicates.   

• Incidental Events means an Event where the number of Event Participants at the College in 

relation to the Event will be less than 150. 

• Manager means the College representative who has been appointed for the purpose of being in 

full charge of an Event at a Facility for the agreed period.  

• Normal School Hours means 7.30am to 5.00pm Monday to Friday during the academic terms of 

the College. 

• Tier 1 Event means an Event where the number of Event Participants for the Event is 350 or more. 

• Tier 2 Event means an Event where the number of Event Participants for the Event is between 

150 and 349. 

Scope of Events 

This plan applies to all Events conducted outside of Normal School Hours in or on one of the Facilities.  

Events which External Hirers are likely to be permitted to conduct in or on a Facility may include, but are 

not limited to: 

• Dance schools; 

• Choirs; 

• Musical productions; 

• Speakers where the subject matter or theme is approved by the College; 

• Art groups/displays; 

• Sporting clubs (e.g.for training purposes); and 

• Oval parking to assist those days where the Sorrento Surf Club is at excess parking capacity. 

Limitations and Restrictions 

To minimise any potential excess demand on resources and to give consideration to the potential impact 

on the surrounding residential area immediately abutting the College campus and subject to the following 

exception, only one Event may be conducted at the College at any time. 

The only exception is that certain Facilities may be used for an Event with no more than 30 Event 

Participants where one of the other Facilities is being used for an Event.  Those arrangements are set out 

in Tables 4, 5, 6 and 7.     Only in this circumstance can Events be conducted simultaneously in 2 Facilities.  

In all other circumstances only one Facility can be used at any one time for Events.  
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The maximum number of audience members allowed in a Facility shall not exceed the maximum number 

specified for the Facility in Tables 2 to 9. 

The College will outline the limitation on the maximum number of audience members in contract 

documentation. Section 1.2.1 contains schedules of days and times where Events may be conducted and 

the maximum number of audience members for each Facility.  
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1. EVENT MANAGEMENT PLAN 
 
The terms and conditions outlined in this section will apply to any use of the Facilities outside of Normal 
School Hours. This includes Events conducted by External Hirers and College Events. 
 

1.1  Event Details 
 

1.1.1 Event Notice 
 

The College acknowledges the importance of advising neighbouring residents and local businesses in close 
proximity to the College, that an Event will be taking place outside of Normal School Hours.  

 

The College will provide clear and accurate information about the Event and this will be published on the 
College website in advance of the intended date of the Event. A calendar of Events will be maintained 
showing upcoming Events and we will strive to provide as much notice as possible. Incidental Events will 
not be subject to these requirements. 
 
Interested parties can register their details on an “email communication request register” where those 
registered will receive notification that information has been entered on the College website. This will be 
one-way communication on a “no reply - mailbox unattended” basis.  
 

A notice will be provided to the local community encouraging them to register their email to receive event 
notifications. 
 

1.1.2 Event Manager  
 

The Manager, who is a College employee, will be appointed for each Event and is the person in charge of 
the Event and is responsible for overseeing the organisation of the Event. The Manager’s contact details 
will be provided on the website before, during and after the Event. For Tier 1 and Tier 2 Events in the 
Performing Arts Building, in addition to the Manager, the College will provide a “front of house” presence.  
 

During the Event, the Manager will be contactable on a dedicated mobile phone. If determined 
appropriate or necessary, the Manager will contact the College’s external security company to render 
assistance on a case by case basis. 
 

1.1.3 Description of the Event 
 

The Manager will publish a description of the Event, the nature, the Facility in which it is to take place, 
start and finish times, potential attendance and the target audience. These details will be provided on the 
College website at www.sacredheart.wa.edu.au/events. 

1.1.4 Audience details 
 

The Manager will publish details of the target audience to whom the Event will be pitched at. The target 
audience is the main group of people expected to attend the Event (e.g. families, senior citizens, 
spectators). The College will comply with the City of Joondalup’s maximum licensing of numbers for each 
of the Facilities at all times. As part of the booking process for External Hire the Manager will seek 



 

7 
 

information on the expected number of Event Participants who will be attending the Facility and this 
information will be made available on the College’s website with the relevant notice of the Event.   
 

1.2  General Considerations 
 

1.2.1 Event Classification and Facilities 
 

The College limits the number of Events per year with 150 or more Event Participants (there is no limit on 
the number of events with fewer than 150 Event Participants). The maximum number of Events is outlined 
in Table 1. 
 

TABLE 1. MAXIMUM NUMBER OF EVENTS AND CLASSIFICATION 

Classification  Definition Examples Max No. of 
Events per Year 

Tier 1 350 Event 
Participants or 

more 

Catholic Performing Arts Festival, 
Dance Schools, College Musical, 
Jazz ‘N’ Shiraz, P&F Quiz Night, 

Overspill Parking for Surf Club and 
Joondalup Triathlon 

30  
of which 24 are 

likely to be 
External Hire 

Tier 2 150 - 349 Event 
Participants  

Parent / Teacher nights, small 
shows, exhibitions 

20  
of which 12 are 

likely to be 
External Hire 

Incidental 
Events 

< 150  Event 
Participants 

Show rehearsals, student sleep 
outs, meetings, sporting groups 

training, small group work 

 
N/A 

 

The maximum number of audience members who can attend an Event at each specific Facility and the 

days and times when Events can take place are set out in Tables 2-9. 

In these tables, the finish time for an Event is the time by which the Facility in which the Event is held is 

vacated by all Event Participants.  

TABLE 2. PERFORMING ARTS BUILDING – MAXIMUM NO. OF AUDIENCE MEMBERSS, TIMES AND DAYS FOR 

EVENTS WHEN COLLEGE OPERATING (usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF 
AUDIENCE MEMBERS 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 
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TABLE 3. PERFORMING ARTS BUILDING – MAXIMUM NO. OF AUDIENCE MEMBERS, TIMES AND DAYS FOR 

EVENTS WHEN COLLEGE NOT OPERATING (as per College Calendar 

https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF 
AUDIENCE MEMBERS 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

TABLE 4. NEW AND OLD GYMNASIUM – MAXIMUM NO. OF AUDIENCE MEMBERS, TIMES AND DAYS FOR EVENTS 

WHEN COLLEGE OPERATING (usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building  not being 
used at same time) 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 
Building is being 

used at same time) 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 

• Events must not be conducted in the new and old gymnasiums at the same time.  

TABLE 5. NEW AND OLD GYMNASIUM – MAXIMUM NO. OF AUDIENCE MEMBERS, –TIMES AND DAYS FOR 

EVENTS WHEN COLLEGE NOT OPERATING (as per College Calendar 

https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF AUDIENCE 
MEMBERS (If Performing 
Arts Building not being 

used at same time) 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

MAX NO. OF AUDIENCE 
MEMBERS (If Performing 

Arts Building is being 
used at same time)  

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

• Events must not be conducted in the new and old gymnasiums at the same time.  
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• On rare occasions during the year, a College Event such as the College’s traditional “Jazz n Shiraz” and 

Quiz night events in the old Gymnasium, the maximum number of audience members may be above 500, 

still well below the maximum permissible number under the City of Joondalup licensing arrangements. 

TABLE 6. CHAPEL – MAXIMUM NO. OF AUDIENCE MEMBERS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE 

OPERATING (usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building  and Gyms 
are not being used 

at same time) 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building or either 
Gym is being used at 

same time) 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 

TABLE 7. CHAPEL – MAXIMUM NO. OF AUDIENCE MEMBERS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE NOT 

OPERATING (as per College Calendar https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building  and Gyms 
are not being used 

at same time) 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building or either 
Gym is being used 

at same time)  

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 

TABLE 8. OVAL PARKING MAXIMUM NO. OF CARS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE OPERATING 

(usage times will be outside Normal School Hours) 
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DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 7.00am 7.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF CARS  
350 

 
350 

 
350 

 
350 

 
350 

 
350 

 
350 

 

TABLE 9. OVAL PARKING MAXIMUM NO. OF CARS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE NOT 

OPERATING (as per College Calendar https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 7.00am 7.00am 7.00am 7.00am 7.00am 7.00am 7.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF CARS  
400 

 
400 

 
400 

 
400 

 
400 

 
400 

 
400 

 

• Tables 8 and 9 apply where car parking on the oval is itself the Event and do not apply when the 

oval is used for parking for other Events.  

• Use of the oval for a parking Event may be permitted by the College only after consideration is 

given to any nearby events that may impact upon parking availability, for example surf club 

carnivals. 

• The use of the oval for a parking Event will not be allowed when either the Public Arts Building 

or either of the Gymnasiums is being used for Tier 1 or Tier 2 Events as the oval will be required 

for overflow parking. 

From time to time there will be a small number of people overnight at the College for College events 

such as Winter Sleepout, Leadership Camps and the College Astronomy Club. 

Where the mandated finish times for a particular facility are not complied with, the College may impose 
a penalty excess fee on the External Hirer. A repeated breach may result in a banning order from future 
use. 
 
 

1.2.2 Alcohol at External Hire Events 
 

Where a Facility is made available to an External Hirer, the External Hirer shall not bring any liquor into 
the Facility or allow liquor to be brought to the Facility by, or supplied or served to Event Participants 
at any time during the Event. For College Events the serving of liquor may be considered and if so, the 
College will  obtain the appropriate liquor license and abide by all regulations of the Liquor Control Act 
1988. 
 

Where alcohol is permitted for College Events, then Section 1.6 below shall apply. 
 

1.2.3 Public Liability 
 

External Hirers of a Facility are required to have the following insurances in place and are required to 
furnish a copy of the Certificate of Currency to the College at the time of making the booking deposit 
payment: 
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a) Public and Products Liability insurance with a minimum indemnity of $10,000,000; and 
b) The Hirer’s liability for Worker’s Compensation insuring the Hirer for events that may occur 

on the date or dates of the hire of the facility. 
 

The standard contract of Hire requires the External Hirer not to do or permit to be done anything which 
may invalidate any policy of insurance or affect the right of the College to claim under any policy. If the 
External Hirer is in breach of this condition then the External Hirer will be required to indemnify the 
College against all damages, losses and costs which the College may incur as a result of such an act.   
 

The External Hirer will also be required to not do, or permit to be done, any act upon the premises which 
will or could increase the rate of insurance premium payable by the College and will upon demand pay to 
the College any such increased premium whether notice of such increase has been received by the College 
before or after the hiring. 
 

1.2.4 Licenses & Permits 
 

The nature of the External Hires being held at the College are not likely to trigger any special requirements 
set by the City of Joondalup or government departments. Where, however, these are required then the 
Hirer and the College must ensure that these are in place prior to the Event being approved, for example: 

• Food vendor permits 
• Traders’ permits 

 

1.3  Consultation with External Hirers 
 

1.3.1 Planning Meetings and Consultation (before an Event) 
 

The Manager will conduct appropriate meetings and communications with External Hirers prior to Events 
to allow sufficient time for planning changes. Material changes will be updated on the College website. 
 

1.3.2 Briefing Meeting (immediately before the Event) 
 

Once any planning meetings have been completed, the Manager will conduct a pre-Event briefing with 
Event Hirers to clarify and agree issues of communication, timetabling, security and emergency 
procedures. Material changes will be updated on the College website. 

1.3.3 Debriefing Meeting (after an Event) 
 

Where appropriate, a debriefing will be held with Event Hirers after an Event when information is available 
about the conduct of the Event, including attendance, incident data and feedback.  
 

As the College has a high proportion of repeat business this is a valuable tool to feed into approving and 
planning for future events. 
 

1.3.4 Consultation Log 
 

A record of contact with the External Hirer is to be kept on file. These details are to be used in the planning 
phase of any similar Events as well as being useful for any future Events from this source.  
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1.4  Planning for the Event 
 

1.4.1 Site Plan 
 

Site and Facility plans are available on the College website for the Facility being used. See Appendix 1 for 
the site plan and Appendix 2 for the Facility Plans of the Performing Arts Building and the new gymnasium. 
 

1.4.2 Event Promotion & Ticketing 
 

The College will oversee any Event promotion and ticketing arrangements. The College has implemented 
a ticketing system which will be used for all ticketing. The College will communicate arrangements 
regarding the consumption of alcohol, smoking restrictions, availability of food, parking arrangements and 
reinforcing respect and courtesy for nearby neighbours. 
 

All Events will be advertised via the College website. 
 

1.4.3 Signage  
 

On the Event day, clear and appropriate signage will inform and direct persons to parking, entrance 
conditions, first aid services and toilet facilities. Signs will be strategically placed to ensure that persons 
are informed before entering the Facility in order to minimize conflict and congestion at entry and exit 
points.  
 

1.4.4 Parking 
 

At time of preparing this Event Management Plan the College has 164 parking Bays on site and will provide 
for over spill parking on its large oval as required. 
 

Communication to External Hirers and Event Participants, will explicitly advise that no parking is permitted 
in the parking bays along the northern perimeter of the College (denoted as carparks “E” and “F” in 
Appendix 3) and that the access gates from Hocking Parade will not be open. Equally, no parking is 
permitted in the parking bays along the southern perimeter of the College (denoted as carpark “D”). In 
addition, we will advise that no parking is permitted on the residential roads adjoining the College to the 
northern and eastern boundaries and that offenders could be issued with parking infringements from the 
City of Joondalup. With the exclusion of car parking in carparks “D”, “E” and “F” the available car parking 
bays, not including the parking available on the oval, is reduced to 96. 
 

For all Tier 1 and Tier 2 Events traffic directional personnel will be on site to direct vehicles to the overflow 
parking on the oval prior to an Event and to exit points once an Event finishes. 
 

1.4.5 Noise 
 

When allowing use of the Facilities, careful consideration will be given to the level of noise emanating 
from the Facilities and from persons entering and leaving the Facilities. If an External Hirer causes 
complaints to be received regarding excessive noise, the College will assess if it is a reasonable outcome 
to not permit the External Hirer to use the Facilities in the future. We will comply with the Environmental 
Protection (Noise) Regulations 1997. 
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Steps will be taken to minimise noise at all times and the starting and finishing times shall also be taken 
into consideration when allowing the Facilities to be used.  
 

A reminder announcement will be made at the conclusion of all Events held within buildings to ensure 
persons leave quietly and respect nearby neighbours. 
 

During all Events all external doors of the Facilities will be closed to prevent potential noise spillage.  
 

1.4.6 Information Centre and Communication 
 

The College website will contain information on the Facilities and the nature of Events being held along 
with start and finishing times. This will be available on a 24/7 basis. Immediately prior to and during an 
Event, and up to the designated pack up time for an Event, a dedicated mobile phone contact is available 
to talk to the Manager. 
 

A dedicated email address of mailto:events@sacredheart.wa.edu.au can also be used to communicate 
with the College about matters of a less urgent nature regarding Events. 
 

The College will endeavor to resolve all complaints at point of contact or shortly thereafter. Complaints 
relating to illegal parking on residential roads will be directed to the City of Joondalup Ranger service.  
Where a complaint/issue is not able to be resolved quickly, we will revert back to the complainant as soon 
as reasonably possible thereafter. 
 
As part of all school’s registration processes under the Department of Education Services a complaints 
register must be provided. The College complies with this requirement and this will be the medium 
through which complaints will be recorded and dealt with accordingly. 
 

1.4.7 Smoking 
 

The College is a smoke free venue and smoking anywhere within College premises is not permitted at any 
time. 
 

1.4.8 Food 
 

The External Hirer shall not bring any food or refreshments into the Facilities unless approved by the 
Manager. If approval is given, then food vendors will be required to meet the City of Joondalup’s health 
standards and have documentation to indicate that they meet the Food Act requirements.  

1.4.9  Entry and Exit Details 
 

Gates shall be opened allowing sufficient time for all Event Participants to enter the Facilities before an 
Event starts. 
 

The Manager will ensure that the External Hirer of a Facility receives details and maps of available parking 
areas well in advance and that these are to be communicated to Event Participants.  
 
These communications will highlight that Event Participants are not to queue on roadways and that there 
will be clear information upon arrival to assist Event Participants to find parking and move to a specific 
Facility. 

mailto:
mailto:events@sacredheart.wa.edu.au
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For Tier 1 and Tier 2 Events where over spill parking (available on the College oval) is likely to be required 
then the College will provide traffic directional personnel to usher vehicles in a safe and orderly fashion. 
Adequate staff will be available prior to and immediately after the Event to guide traffic and provide an 
orderly flow of vehicles to the entry and exit points. 
 

Traffic flow and available parking areas are located in the Traffic Management Plan (Appendix 3). 
 

1.5  Health and Safety Issues 
 

1.5.1 Security and Risk Assessment 
 

Prior to agreeing to an External Hire Event, the College will determine the appropriateness of the Event. 
An informed assessment of all possible risks and opportunities associated with the Event must be 
undertaken by the Hirer. Through careful analysis, identification of any potential hazards (or detrimental 
consequences) that could pose a risk to anyone involved in the Event are determined. As many of the 
Events held at the College are similar in characteristic a standard template assessment checklist, as 
developed by Catholic Church Insurances, will be followed (Appendix 4). 
 

 A risk assessment of the proposed Event will indicate the type and level of risk involved. Different Events 
will have different requirements depending on the type of Event, the Facility, and the number of Event 
Participants. 
 

For College Events, the College Risk & Compliance Officer manages this process. 
 

The Manager shall consider security in relation to asset protection, crowd management and public safety. 
A professional, friendly and active approach will be undertaken to prevent confrontation and contribute 
to a positive atmosphere at the Event.  
 

Security personnel, where provided, will have efficient communication equipment and processes to 
maintain direct liaison with the Manager. 
 

1.5.2 Waste Management 
 

The Manager will consider provision of appropriate collection and disposal of waste and recycling during 
and after the Event. Planning will ensure that sufficient facilities, such as rubbish bins, recycling bins and 
mini skips, to dispose of all rubbish and recyclables are available. As the Events are held outside Normal 
School Hours it is considered that ample resources are already available onsite.  
 

1.5.3 First Aid & Emergency Medical Services 
 

The College has the provision of an emergency defibrillator located in the Foyer of the RNDM Performing 
Arts Building. This is clearly signposted. There is a complete first aid kit located at the Facilities and staff 
member(s) have been trained in first aid.  
 

Persons are informed and encouraged to access the first aid services for themselves or friends. The 
Manager upon request can phone for an ambulance to attend the Facility.  
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1.5.4 Emergency Procedures 
 

The College has developed an effective evacuation process and emergency action plan (Appendix 6) for 
use at all Facilities within the College campus. An authorised copy is available to all staff, casual workers 
and External Hirers; in the event of an emergency evacuation outside of normal College operating times 
The Manager assumes the role of Commander in Charge. 
 

Emergency lighting, alarms, along with access and egress options are in place and maintained regularly.  
 

1.6  Management of Alcohol 
 

1.6.1 License / Permit Conditions 
 

An occasional license may be issued by the Department of Racing, Gaming & Liquor for College Events as 
outlined in Section 1.2.2. Any conditions imposed on such occasional licenses will be relayed to all relevant 
staff and casual workers.  
 

1.6.2 BYO and non-BYO events 
 

The College does not allow BYO at Events. 
 

1.6.3 Responsible Service of Alcohol 
 

At College Events the responsible service of alcohol (RSA) is to be followed unfailingly by those who have 
the appropriate RSA certification as both managers and staff can be held liable for offences committed. 
 

Before serving alcohol to a person, staff are to ensure that the person is 18 years or older. If there is any 
doubt, staff must request identification. There are three forms of acceptable identification set out in the 
Liquor Control Act: a current Australian driver’s license with a photograph; a current passport; or a proof 
of age card issued by the Department of Transport.  
 

1.6.4 Alcohol Consumption Areas 
 

Under occasional license provisions, alcohol must be consumed within a defined area. The Manager will 
define the areas where alcohol will be sold and supplied as well as the area in which persons will be 
allowed to consume the alcohol.  
 

1.7  Documentation 
 

1.7.1 Required Documents and Information 
 

There are many important documents which must be kept for legal and insurance purposes. The Manager 
shall take responsibility for this and ensure the records are in good order and readily available. 
 

Documents that are a prerequisites for delivery of an event are: 

• Facility Plan  

• Venue Plan  
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• Traffic Management Plan 

• Risk Management Checklist 

• Schedule of potential start and finish times, days and maximum numbers. 

• Facility Emergency Evacuation Plan 

• Copies of insurance documents  
 

Copies or templates of each of these required documents are included in the appendices (with the 
exception of copies of insurance documents). These may require update and/or tailoring to meet specific 
Event requirements. 
 

1.7.2 Supporting Documents and Information 
 

Other documents may include but not be limited to: 
 

• Contracts 

• Approvals and permits 

• Licenses that have been granted and details of any conditions 

• Details of any complaint and its resolution/action 

• Correspondence, promotional material, accounts and records of meetings 
 

1.8  Event Audits 
 

Periodically, Events may be audited by the College Business Manager or their delegate to ensure they 
comply with relevant College policies and state legislations. 
 

1.9  Formal Review 
  

The College and the City of Joondalup agree to conduct a review in good faith of the functionality of this 

Plan and its workings in the provision of mutually beneficial outcomes to the community. Such a review 

is to take place in 12 months’ time from the date of City of Joondalup approval of the change of use of 

premises that allows External Hire of Facilities.  
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Technical Note 

Subject:  Sacred Heart College – Private use of school facilities 

Date:  1st April 2019 

Author: Paul Nguyen 

Reviewed: Leigh Dawson 

Client: Sacred Heart College 

 

Introduction 

Sacred Heart College is proposing to hire out school facilities, including the chapel, old gymnasium, school oval, 

the theatre of the Performing Arts Building and the newly constructed gymnasium for private use. The school have 

engaged Shawmac to prepare a traffic impact statement of the proposal for consideration by the City of Joondalup. 

The statement is to quantify the impact of the proposed external hire on the adjacent road network. 

 

Existing Situation 

The school is located between Hocking Parade and West Coast Drive in Sorrento, City of Joondalup. The school 

currently accommodates 1,415 students and over 170 staff and experiences the typical morning and afternoon 

traffic peaks before and after school. 

The school chapel, old gymnasium and school oval have been in place for some time and have resulted from 

historical approvals of these facilities by the City of Joondalup. The theatre, located within the RNDM Performing 

Arts Centre was completed in 2011 and has a capacity of 556 seats. The gymnasium was constructed in 2016 and 

consists of 2 full size basketball / netball courts, 6 volleyball courts, 8 badminton courts, a weights room, male and 

female change rooms and other supporting facilities. The school site and the location of the school facilities are 

shown in Figure 1. 

It should be noted that the theatre has been used for external hire since completion in 2011 without any adverse 

effect on the road network. 



       Consulting Civil and Traffic Engineers 

 

2 | P a g e  

 

 

Figure 1 - School Site and Facilities 

 

Proposal 

The school is proposing to hire out school facilities, including the chapel, old gymnasium, oval, the theatre and new 

gymnasium for select private use. The external hire of the facilities will only be allowed outside of normal school 

operating hours (evenings and on weekends and school holidays) such that there is no overlap of traffic or parking 

demand between the school population and private users. Operationally the school would likely only allow one of 

the two larger facilities (theatre or new gymnasium) to be hired out at any one time. 

Private users of the facilities will have the same access to the school parking areas as the regular school population. 

For larger events at the new gymnasium and theatre, a travel management plan will be implemented using traffic 

marshals and overflow parking on the oval similar to the plan that was produced for school related special events 

in 2014. 

 

Gymnasium 
& Courts 

Performing 
Arts & Theatre 

Chapel 
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Traffic Generation 

To assess the impact of the proposed external hire of the two more significant facilities, the activity that would 

generate the most activity on the site or the “worst case scenario” should be considered. 

The gymnasium has a maximum permissible capacity of 491 persons for gym/recreational use and the theatre has 

a capacity of 556 seats. The highest level of occupancy on the site outside of school use would therefore be the 

private use of the theatre. Assuming an average occupancy of 2 people per car, full occupancy of the theatre would 

generate about 556 vehicle trips or approximately 278 trips inbound and outbound. The distribution of these trips 

on the road network will vary depending on the private user and the trips are mostly likely to occur in two short 

discrete periods (arrival before an event and departure at the end of an event). 

Depending on the type of event, there will usually be back of house staff who will also contribute additional vehicle 

trips on the road network. It is noted however that back of house staff will typically arrive before and leave after 

regular attendees and therefore the impact of these trips will be low and does not require further consideration.  

 

Traffic Impact Assessment 

From traffic data for West Coast Drive obtained from the City of Joondalup, the peak period of the traffic on the 

adjacent road network is on a Sunday between 3:00 and 4:00 p.m. with approximately 1,430 vehicle trips during 

this hour. The worst case scenario is represented by the arrival or departure period of an event at the theatre 

coinciding with this peak period during which the hourly volume along West Coast Drive would increase to 1,708 

vehicles (also assuming conservatively that all vehicles will arrive via West Coast Drive). 

Based on the 50km/h speed limit along West Coast Drive, the lane capacity is approximately 1,000 passenger cars 

per lane per hour as estimated in accordance with Austroads Guide to Traffic Management Part 3: Traffic Studies 

and Analysis. On this basis, under worst case scenario conditions, the peak hour traffic flows would not exceed the 

capacity of the road network and therefore the traffic impact is not considered to be unacceptable. 

In reality, the traffic generated by private use of the school facilities would be distributed over the various access 

locations and the actual impact on the road network will be reduced. Further, the majority of private use events are 

likely to attract a much lower level of attendance or would occur at other times when the road network traffic is 

lower (e.g. evenings) and has more capacity to carry additional traffic generated by these events. The traffic counts 

indicate that the hourly traffic flows on the West Coast Drive drop to about 50% of the peak hour flows after 6:00 

p.m. 
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 Recommendations 

For events where capacity of the theatre or new gymnasium facilities is reached and traffic to and from the site is 

expected to occur within short peaks, a travel management plan can be implemented similar to the plan produced 

for the school. 

An updated travel management plan has been produced and attached as Annexure A and can be implemented 

under the following guidance: 

 Private users of the school facilities are encouraged to access the school using alternative transport 

modes such as public transport, walking and cycling, wherever possible and practicable. 

 Vehicular traffic accessing the school via West Coast Drive and the main Hocking Parade gate will be 

marshalled to ‘backfill’ Car Parks A through C. Traffic wardens will be appointed during these peak 

demand periods to assist in optimising way finding and efficient utilisation of these car parking areas. 

 Car Parks D, E and F will not be made available for private users during more significant events. The 

entrance to these areas can be blocked using traffic cones (or other similar traffic management devices) 

during these events. 

 Overflow car parking will be accommodated on the playing fields (where appropriate) using a similar 

marshalling system via the stub road connection just north of Car Park C. An indicative layout can be set 

up using cones, barriers (or similar) and traffic wardens used to guide drivers during arrival and departure. 

 Disabled parking will be provided as required as close as possible to the facility and in close proximity to 

access to the on-site pedestrian network. 

 The Sorrento Beach car park and angled parking bays on the east site of West Coast Drive may be 

utilised through the discretion of patrons who will be required to conform to the City of Joondalup’s signage 

and time restrictions in these areas. 

 The school will liaise with the City of Joondalup and the Sorrento Surf Life Saving Club to ensure there 

are no other large events are proposed along West Coast Drive. If there is an overlap, an alternative date 

could be considered or additional overflow parking and/or traffic management measures can be 

implemented. The travel management plan is intended to be flexible and can be modified to suit varying 

types of events and numbers of attendees. 

 Exit from special events will be via West Coast Drive and Hocking Parade only via a left-turn outbound 

movement.  Cars leaving the playing fields and Car Parks A, B and C will be directed to exit left and to 

use the roundabout to change direction (if required) to maximise efficient distribution of vehicle demands 

post-event. Vehicles travelling northbound along West Coast Drive can do so via Hocking Parade and 

then St Helier Drive. The exit procedure is illustrated on the travel management plan in Annexure A. 
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 Special signage can be implemented for specific events to assist with the flow of traffic to and from the 

school site as well as within the site. 

 The travel management plan is made available on the College website and the private user ensures that 

all potential attendees are made aware of the plan. 
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Annexure A – Travel Management Plan 
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PERFORMING ARTS BUILDING – MAXIMUM NO. OF AUDIENCE MEMBERSS, TIMES AND DAYS FOR EVENTS WHEN 

COLLEGE OPERATING (usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF 
AUDIENCE MEMBERS 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

 

PERFORMING ARTS BUILDING – MAXIMUM NO. OF AUDIENCE MEMBERS, TIMES AND DAYS FOR EVENTS WHEN 

COLLEGE NOT OPERATING (as per College Calendar https://www.sacredheart.wa.edu.au/current-

families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF 
AUDIENCE MEMBERS 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

NEW AND OLD GYMNASIUM – MAXIMUM NO. OF AUDIENCE MEMBERS, TIMES AND DAYS FOR EVENTS WHEN 

COLLEGE OPERATING (usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building  not being 
used at same time) 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 
Building is being 

used at same time) 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 

• Events must not be conducted in the new and old gymnasiums at the same time.  

NEW AND OLD GYMNASIUM – MAXIMUM NO. OF AUDIENCE MEMBERS, –TIMES AND DAYS FOR EVENTS WHEN 

COLLEGE NOT OPERATING (as per College Calendar https://www.sacredheart.wa.edu.au/current-

families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF AUDIENCE 
MEMBERS (If Performing 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 
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Arts Building not being 
used at same time) 

MAX NO. OF AUDIENCE 
MEMBERS (If Performing 

Arts Building is being 
used at same time)  

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

• Events must not be conducted in the new and old gymnasiums at the same time.  

• On rare occasions during the year, a College Event such as the College’s traditional “Jazz n Shiraz” and 

Quiz night events in the old Gymnasium, the maximum number of audience members may be above 500, 

still well below the maximum permissible number under the City of Joondalup licensing arrangements. 

CHAPEL – MAXIMUM NO. OF AUDIENCE MEMBERS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE OPERATING 

(usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building  and Gyms 
are not being used 

at same time) 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building or either 
Gym is being used at 

same time) 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 

TABLE 7. CHAPEL – MAXIMUM NO. OF AUDIENCE MEMBERS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE NOT 

OPERATING (as per College Calendar https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

Building  and Gyms 
are not being used 

at same time) 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

MAX NO. OF 
AUDIENCE 

MEMBERS (If 
Performing Arts 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 
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Building or either 
Gym is being used 

at same time)  

 

TABLE 8. OVAL PARKING MAXIMUM NO. OF CARS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE OPERATING 

(usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 7.00am 7.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF CARS  
350 

 
350 

 
350 

 
350 

 
350 

 
350 

 
350 

 

TABLE 9. OVAL PARKING MAXIMUM NO. OF CARS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE NOT 

OPERATING (as per College Calendar https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 7.00am 7.00am 7.00am 7.00am 7.00am 7.00am 7.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF CARS  
400 

 
400 

 
400 

 
400 

 
400 

 
400 

 
400 

 

• Tables 8 and 9 apply where car parking on the oval is itself the Event and do not apply when the 

oval is used for parking for other Events.  

• Use of the oval for a parking Event may be permitted by the College only after consideration is 

given to any nearby events that may impact upon parking availability, for example surf club 

carnivals. 

• The use of the oval for a parking Event will not be allowed when either the Public Arts Building 

or either of the Gymnasiums is being used for Tier 1 or Tier 2 Events as the oval will be required 

for overflow parking. 

From time to time there will be a small number of people overnight at the College for College events 

such as Winter Sleepout, Leadership Camps and the College Astronomy Club. 

Where the mandated finish times for a particular facility are not complied with, the College may impose 
a penalty excess fee on the External Hirer. A repeated breach may result in a banning order from future 
use. 
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Preamble 

The College has a theatre within its RNDM Performing Arts Building. This is used during Normal School 

Hours for the purpose of providing a state-of-the-art facility for use by students who attend the College 

as part of the delivery of day to day performing arts curriculum and associated services, such as year group 

assemblies and guest speakers/lectures. 

The College has a new gymnasium within its Koort Centre Building. This is used during Normal School 

Hours for the purpose of providing a state-of-the-art facility for use by students who attend the College 

as part of the delivery of day to day health & physical education curriculum and associated services; such 

as whole of College assemblies and guest speakers/lectures. 

The College has other Facilities on its campus which it uses in pursuit of its service delivery including the 

“old gymnasium”, chapel and oval. Where these Facilities are being used out of Normal School Hours then 

this Event Management Plan, its terms and conditions, shall apply.  

Outside of Normal School Hours and when not being used by the College for College Events and activities, 

the College may make these Facilities available for community purposes. Third parties, upon payment of 

a fee or as a free communal service, can hire a Facility for select purposes (collectively referred to as 

“External Hires”). 

For clarity, outside of Normal School Hours could include evenings, weekends and day time for Sacred 

Heart College holidays. The college calendar is available on the college website at 

www.sacredheart.wa.edu.au. 

The College is a Catholic systemic school and the use of the Facilities will only be permitted for those 

purposes that do not conflict in any way with our Catholic ethos, beliefs and values.  

Objective 

Sacred Heart College would like to support the broader community by allowing this community to share 

in the use of the Facilities outside the Normal School Hours of the College. 

In doing so, this event management plan aims to deliver the following objectives: 

• Provide a set of clear guidelines for the acceptable use of the Facilities 

• Provide controls that address the needs of the surrounding residential area 

• Manage the health and safety of those who use any of the Facilities 

• Manage compliance with relevant legislative requirements and standards 

Definitions 
 

In this event management plan:  

• College means Sacred Heart College located at Hocking Parade, Sorrento, Western Australia.  

• College Event means an Event conducted by the College itself and not by an External Hirer.  

• Event means the use of a Facility on one day outside of Normal School Hours.  
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• Event Participant means any person who attends the College to participate in an Event or 

performs some function in relation to an Event and includes spectators and audience members, 

individuals working at the Event, whether paid or unpaid, and any individuals participating in any 

performance, ceremony, sporting or artistic event or other activity. 

• External Hire means the use of a Facility by an External Hirer pursuant to formal arrangements 

with the College to allow the External Hirer to use the Facility for an Event. 

• External Hirer means the person or persons entering into formal arrangements with the College 

for use of a Facility for the purposes of an Event. 

• Facility means the RNDM Performing Arts Building, new gymnasium in the Koort Centre Building, 

old gymnasium building, chapel and oval as shown on the College site plan in Annexure 1 and 

‘Facilities’ means 2 or more of these places as the context indicates.   

• Incidental Events means an Event where the number of Event Participants at the College in 

relation to the Event will be less than 150. 

• Manager means the College representative who has been appointed for the purpose of being in 

full charge of an Event at a Facility for the agreed period.  

• Normal School Hours means 8.00am to 4.00pm Monday to Friday during the academic terms of 

the College. 

• Tier 1 Event means an Event where the number of Event Participants for the Event is 350 or more. 

• Tier 2 Event means an Event where the number of Event Participants for the Event is between 

150 and 349. 

Scope of Events 

This plan applies to all Events conducted outside of Normal School Hours in or on one of the Facilities.  

Events which External Hirers are likely to be permitted to conduct in or on a Facility may include, but are 

not limited to: 

• Dance schools; 

• Choirs; 

• Musical productions; 

• Speakers where the subject matter or theme is approved by the College; 

• Art groups/displays; 

• Sporting clubs (e.g.for training purposes); and 

• Oval parking to assist those days where the Sorrento Surf Club is at excess parking capacity. 

Limitations and Restrictions 

To minimise any potential excess demand on resources and to give consideration to the potential impact 

on the surrounding residential area immediately abutting the College campus and subject to the following 

exception, only one Event may be conducted at the College at any time. 

The only exception is that certain Facilities may be used for an Event with no more than 30 Event 

Participants where one of the other Faculties is being used for an Event.  Those arrangements are set out 

in Tables 4, 5, 6 and 7.     Only in this circumstance can Events be conducted simultaneously in 2 Facilities.  

In all other circumstances only one Facility can be used at any one time for Events.  
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The maximum number of Event Participants allowed in a Facility shall not exceed the maximum number 

specified for the Facility in Tables 2 to 9. 

The College will outline the limitation on the maximum number of Event Participants in contract 

documentation. Section 1.2.1 contains schedules of days and times where Events may be conducted and 

the maximum number of Event Participants for each Facility.  
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1. EVENT MANAGEMENT PLAN 
 
The terms and conditions outlined in this section will apply to any use of the Facilities outside of Normal 
School Hours. This includes Events conducted by External Hirers and College Events. 
 

1.1  Event Details 
 

1.1.1 Event Notice 
 

The College acknowledges the importance of advising neighbouring residents and local businesses in close 
proximity to the College, that an Event will be taking place outside of Normal School Hours.  

 

The College will provide clear and accurate information about the Event and this will be published on the 
College website in advance of the intended date of the Event. A calendar of Events will be maintained 
showing upcoming Events and we will strive to provide as much notice as possible. Incidental Events will 
not be subject to these requirements. 
 
Interested parties can register their details on an “email communication request register” where those 
registered will receive notification that information has been entered on the College website. This will be 
one-way communication on a “no reply - mailbox unattended” basis.  
 

A notice will be provided to the local community encouraging them to register their email to receive event 
notifications. 
 

1.1.2 Event Manager  
 

The Manager, who is a College employee, will be appointed for each Event and is the person in charge of 
the Event and is responsible for overseeing the organisation of the Event. The Manager’s contact details 
will be provided on the website before, during and after the Event. For Tier 1 and Tier 2 Events in the 
Performing Arts Building, in addition to the Manager, the College will provide a “front of house” presence.  
 

During the Event, the Manager will be contactable on a dedicated mobile phone. If determined 
appropriate or necessary, the Manager will contact the College’s external security company to render 
assistance on a case by case basis. 
 

1.1.3 Description of the Event 
 

The Manager will publish a description of the Event, the nature, the Facility in which it is to take place, 
start and finish times, potential attendance and the target audience. These details will be provided on the 
College website at www.sacredheart.wa.edu.au/events. 

1.1.4 Audience details 
 

The Manager will publish details of the target audience to whom the Event will be pitched at. The target 
audience is the main group of people expected to attend the Event (e.g. families, senior citizens, 
spectators). The College will comply with the City of Joondalup’s maximum licensing of numbers for each 
of the Facilities at all times. As part of the booking process for External Hire the Manager will seek 
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information on the expected number of Event Participants who will be attending the Facility and this 
information will be made available on the College’s website with the relevant notice of the Event.   
 

1.2  General Considerations 
 

1.2.1 Event Classification and Facilities 
 

The College limits the number of Events per year with 150 or more Event Participants (there is no limit on 
the number of events with fewer than 150 Event Participants). The maximum number of Events is outlined 
in Table 1. 
 

TABLE 1. MAXIMUM NUMBER OF EVENTS AND CLASSIFICATION 

Classification  Definition Examples Max No. of 
Events per Year 

Tier 1 350 Event 
Participants or 

more 

Catholic Performing Arts Festival, 
Dance Schools, College Musical, 
Jazz ‘N’ Shiraz, P&F Quiz Night, 

Overspill Parking for Surf Club and 
Joondalup Triathlon 

30  
of which 24 are 

likely to be 
External Hire 

Tier 2 150 - 349 Event 
Participants  

Parent / Teacher nights, small 
shows, exhibitions 

20  
of which 12 are 

likely to be 
External Hire 

Incidental 
Events 

< 150  Event 
Participants 

Show rehearsals, student sleep 
outs, meetings, sporting groups 

training, small group work 

 
N/A 

 

The maximum number of Event Participants who can attend an Event at each specific Facility and the 

days and times when Events can take place are set out in Tables 2-9. 

In these tables, the finish time for an Event is the time by which the Facility in which the Event is held is 

vacated by all Event Participants.  

TABLE 2. PERFORMING ARTS BUILDING – MAXIMUM NO. OF EVENT PARTICIPANTS, TIMES AND DAYS FOR 

EVENTS WHEN COLLEGE OPERATING (usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF EVENT 
PARTICIPANTS 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 
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TABLE 3. PERFORMING ARTS BUILDING – MAXIMUM NO. OF EVENT PARTICIPANTS, TIMES AND DAYS FOR 

EVENTS WHEN COLLEGE NOT OPERATING (as per College Calendar 

https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF EVENT 
PARTICIPANTS 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

 
556 

TABLE 4. NEW AND OLD GYMNASIUM – MAXIMUM NO. OF EVENT PARTICIPANTS, TIMES AND DAYS FOR EVENTS 

WHEN COLLEGE OPERATING (usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF EVENT 
PARTICIPANTS (If 
Performing Arts 

Building  not being 
used at same time) 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

MAX NO. OF EVENT 
PARTICIPANTS (If 
Performing Arts 
Building is being 

used at same time) 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 

• Events must not be conducted in the new and old gymnasiums at the same time.  

TABLE 5. NEW AND OLD GYMNASIUM – MAXIMUM NO. OF EVENT PARTICIPANTS, –TIMES AND DAYS FOR 

EVENTS WHEN COLLEGE NOT OPERATING (as per College Calendar 

https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF EVENT 
PARTICIPANTS (If 

Performing Arts Building 
not being used at same 

time) 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

 
 

500 

MAX NO. OF EVENT 
PARTICIPANTS (If 

Performing Arts Building 
is being used at same 

time)  

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

• Events must not be conducted in the new and old gymnasiums at the same time.  
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• On rare occasions during the year, a College Event such as the College’s traditional “Jazz n Shiraz” and 

Quiz night events in the old Gymnasium, the maximum number of Event Participants may be above 500, 

still well below the maximum permissible number under the City of Joondalup licensing arrangements. 

TABLE 6. CHAPEL – MAXIMUM NO. OF EVENT PARTICIPANTS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE 

OPERATING (usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF EVENT 
PARTICIPANTS (If 
Performing Arts 

Building  and Gyms 
are not being used 

at same time) 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

MAX NO. OF EVENT 
PARTICIPANTS (If 
Performing Arts 

Building or either 
Gym is being used at 

same time) 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 

TABLE 7. CHAPEL – MAXIMUM NO. OF EVENT PARTICIPANTS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE 

NOT OPERATING (as per College Calendar https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 9.00am 

FINISH 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 8.00pm 5.00pm 

MAX NO. OF EVENT 
PARTICIPANTS (If 
Performing Arts 

Building  and Gyms 
are not being used 

at same time) 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

 
 

250 

MAX NO. OF EVENT 
PARTICIPANTS (If 
Performing Arts 

Building or either 
Gym is being used 

at same time)  

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 

 
 

30 
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TABLE 8. OVAL PARKING MAXIMUM NO. OF CARS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE OPERATING 

(usage times will be outside Normal School Hours) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 4.00pm 4.00pm 4.00pm 4.00pm 4.00pm 7.00am 7.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF CARS  
350 

 
350 

 
350 

 
350 

 
350 

 
350 

 
350 

 

TABLE 9. OVAL PARKING MAXIMUM NO. OF CARS, TIMES AND DAYS FOR EVENTS WHEN COLLEGE NOT 

OPERATING (as per College Calendar https://www.sacredheart.wa.edu.au/current-families/calendar) 

DAY MON TUES WED THURS FRI SAT SUN/PUBLIC 
HOLIDAY 

START 7.00am 7.00am 7.00am 7.00am 7.00am 7.00am 7.00am 

FINISH 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 10.00pm 5.00pm 

MAX NO. OF CARS  
400 

 
400 

 
400 

 
400 

 
400 

 
400 

 
400 

 

• Tables 8 and 9 apply where car parking on the oval is itself the Event and do not apply when the 

oval is used for parking for other Events.  

• Use of the oval for a parking Event may be permitted by the College only after consideration is 

given to any nearby events that may impact upon parking availability, for example surf club 

carnivals. 

• The use of the oval for a parking Event will not be allowed when either the Public Arts Building 

or either of the Gymnasiums is being used for Tier 1 or Tier 2 Events as the oval will be required 

for overflow parking. 

From time to time there will be a small number of people overnight at the College for College events 

such as Winter Sleepout, Leadership Camps and the College Astronomy Club. 

Where the mandated finish times for a particular facility are not complied with, the College may impose 
a penalty excess fee on the External Hirer. A repeated breach may result in a banning order from future 
use. 
 
 

1.2.2 Alcohol at External Hire Events 
 

Where a Facility is made available to an External Hirer, the External Hirer shall not bring any liquor into 
the Facility or allow liquor to be brought to the Facility by, or supplied or served to Event Participants 
at any time during the Event. For College Events the serving of liquor may be considered and if so, the 
College will  obtain the appropriate liquor license and abide by all regulations of the Liquor Control Act 
1988. 
 

Where alcohol is permitted for College Events, then Section 1.6 below shall apply. 
 

1.2.3 Public Liability 
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External Hirers of  a Facility are required to have the following insurances in place and are required to 
furnish a copy of the Certificate of Currency to the College at the time of making the booking deposit 
payment: 

a) Public and Products Liability insurance with a minimum indemnity of $10,000,000; and 
b) The Hirer’s liability for Worker’s Compensation insuring the Hirer for events that may occur 

on the date or dates of the hire of the facility. 
 

The standard contract of Hire requires the External Hirer not to do or permit to be done anything which 
may invalidate any policy of insurance or affect the right of the College to claim under any policy. If the 
External Hirer is in breach of this condition then the External Hirer will be required to indemnify the 
College against all damages, losses and costs which the College may incur as a result of such an act.   
 

The External Hirer will also be required to not do, or permit to be done, any act upon the premises which 
will or could increase the rate of insurance premium payable by the College and will upon demand pay to 
the College any such increased premium whether notice of such increase has been received by the College 
before or after the hiring. 
 

1.2.4 Licenses & Permits 
 

The nature of the External Hires being held at the College are not likely to trigger any special requirements 
set by the City of Joondalup or government departments. Where, however, these are required then the 
Hirer and the College must ensure that these are in place prior to the Event being approved, for example: 

• Food vendor permits 
• Traders’ permits 

 

1.3  Consultation with External Hirers 
 

1.3.1 Planning Meetings and Consultation (before an Event) 
 

The Manager will conduct appropriate meetings and communications with External Hirers prior to Events 
to allow sufficient time for planning changes. Material changes will be updated on the College website. 
 

1.3.2 Briefing Meeting (immediately before the Event) 
 

Once any planning meetings have been completed, the Manager will conduct a pre-Event briefing with 
Event Hirers to clarify and agree issues of communication, timetabling, security and emergency 
procedures. Material changes will be updated on the College website. 

1.3.3 Debriefing Meeting (after an Event) 
 

Where appropriate, a debriefing will be held with Event Hirers after an Event when information is available 
about the conduct of the Event, including attendance, incident data and feedback.  
 

As the College has a high proportion of repeat business this is a valuable tool to feed into approving and 
planning for future events. 
 

1.3.4 Consultation Log 
 



 

12 
 
6_43366_011.docx  

A record of contact with the External Hirer is to be kept on file. These details are to be used in the planning 
phase of any similar Events as well as being useful for any future Events from this source.  
 

1.4  Planning for the Event 
 

1.4.1 Site Plan 
 

Site and Facility plans are available on the College website for the Facility being used. See Appendix 1 for 
the site plan and Appendix 2 for the Facility Plans of the Performing Arts Building and the new gymnasium. 
 

1.4.2 Event Promotion & Ticketing 
 

The College will oversee any Event promotion and ticketing arrangements. The College has implemented 
a ticketing system which will be used for all ticketing. The College will communicate arrangements 
regarding the consumption of alcohol, smoking restrictions, availability of food, parking arrangements and 
reinforcing respect and courtesy for nearby neighbours. 
 

All Events will be advertised via the College website. 
 

1.4.3 Signage  
 

On the Event day, clear and appropriate signage will inform and direct persons to parking, entrance 
conditions, first aid services and toilet facilities. Signs will be strategically placed to ensure that persons 
are informed before entering the Facility in order to minimize conflict and congestion at entry and exit 
points.  
 

1.4.4 Parking 
 

At time of preparing this Event Management Plan the College has 164 parking Bays on site and will provide 
for over spill parking on its large oval as required. 
 

Communication to External Hirers and Event Participants, will explicitly advise that no parking is permitted 
in the parking bays along the northern perimeter of the College (denoted as carparks “E” and “F” in 
Appendix 3) and that the access gates from Hocking Parade will not be open. Equally, no parking is 
permitted in the parking bays along the southern perimeter of the College (denoted as carpark “D”). In 
addition, we will advise that no parking is permitted on the residential roads adjoining the College to the 
northern and eastern boundaries and that offenders could be issued with parking infringements from the 
City of Joondalup. With the exclusion of car parking in carparks “D”, “E” and “F” the available car parking 
bays, not including the parking available on the oval, is reduced to 96. 
 

For all Tier 1 and Tier 2 Events traffic directional personnel will be on site to direct vehicles to the overflow 
parking on the oval prior to an Event and to exit points once an Event finishes. 
 

1.4.5 Noise 
 

When allowing use of the Facilities, careful consideration will be given to the level of noise emanating 
from the Facilities and from persons entering and leaving the Facilities. If an External Hirer causes 
complaints to be received regarding excessive noise, the College will assess if it is a reasonable outcome 
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to not permit the External Hirer to use the Facilities in the future. We will comply with the Environmental 
Protection (Noise) Regulations 1997. 
 

Steps will be taken to minimise noise at all times and the starting and finishing times shall also be taken 
into consideration when allowing the Facilities to be used.  
 

A reminder announcement will be made at the conclusion of all Events held within buildings to ensure 
persons leave quietly and respect nearby neighbours. 
 

During all Events all external doors of the Facilities will be closed to prevent potential noise spillage.  
 

1.4.6 Information Centre and Communication 
 

The College website will contain information on the Facilities and the nature of Events being held along 
with start and finishing times. This will be available on a 24/7 basis. Immediately prior to and during an 
Event, and up to the designated pack up time for an Event, a dedicated mobile phone contact is available 
to talk to the Manager. 
 

A dedicated email address of mailto:events@sacredheart.wa.edu.au can also be used to communicate 
with the College about matters of a less urgent nature regarding Events. 
 

The College will endeavor to resolve all complaints at point of contact or shortly thereafter. Complaints 
relating to illegal parking on residential roads will be directed to the City of Joondalup Ranger service.  
Where a complaint/issue is not able to be resolved quickly, we will revert back to the complainant as soon 
as reasonably possible thereafter. 
 
As part of all school’s registration processes under the Department of Education Services a complaints 
register must be provided. The College complies with this requirement and this will be the medium 
through which complaints will be recorded and dealt with accordingly. 
 

1.4.7 Smoking 
 

The College is a smoke free venue and smoking anywhere within College premises is not permitted at any 
time. 
 

1.4.8 Food 
 

The External Hirer shall not bring any food or refreshments into the Facilities unless approved by the 
Manager. If approval is given, then food vendors will be required to meet the City of Joondalup’s health 
standards and have documentation to indicate that they meet the Food Act requirements.  

1.4.9  Entry and Exit Details 
 

Gates shall be opened allowing sufficient time for all Event Participants to enter the Facilities before an 
Event starts. 
 

The Manager will ensure that the External Hirer of a Facility receives details and maps of available parking 
areas well in advance and that these are to be communicated to Event Participants.  
 

mailto:
mailto:events@sacredheart.wa.edu.au
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These communications will highlight that Event Participants are not to queue on roadways and that there 
will be clear information upon arrival to assist Event Participants to find parking and move to a specific 
Facility. 
 

For Tier1 and Tier 2 Events where over spill parking (available on the College oval) is likely to be required 
then the College will provide traffic directional personnel to usher vehicles in a safe and orderly fashion. 
Adequate staff will be available prior to and immediately after the Event to guide traffic and provide an 
orderly flow of vehicles to the entry and exit points. 
 

Traffic flow and available parking areas are located in the Traffic Management Plan (Appendix 3). 
 

1.5  Health and Safety Issues 
 

1.5.1 Security and Risk Assessment 
 

Prior to agreeing to an External Hire Event, the College will determine the appropriateness of the Event. 
An informed assessment of all possible risks and opportunities associated with the Event must be 
undertaken by the Hirer. Through careful analysis, identification of any potential hazards (or detrimental 
consequences) that could pose a risk to anyone involved in the Event are determined. As many of the 
Events held at the College are similar in characteristic a standard template assessment checklist, as 
developed by Catholic Church Insurances, will be followed (Appendix 4). 
 

 A risk assessment of the proposed Event will indicate the type and level of risk involved. Different Events 
will have different requirements depending on the type of Event, the Facility, and the number of Event 
Participants. 
 

For College Events, the College Risk & Compliance Officer manages this process. 
 

The Manager shall consider security in relation to asset protection, crowd management and public safety. 
A professional, friendly and active approach will be undertaken to prevent confrontation and contribute 
to a positive atmosphere at the Event.  
 

Security personnel, where provided, will have efficient communication equipment and processes to 
maintain direct liaison with the Manager. 
 

1.5.2 Waste Management 
 

The Manager will consider provision of appropriate collection and disposal of waste and recycling during 
and after the Event. Planning will ensure that sufficient facilities, such as rubbish bins, recycling bins and 
mini skips, to dispose of all rubbish and recyclables are available. As the Events are held outside Normal 
School Hours it is considered that ample resources are already available onsite.  
 

1.5.3 First Aid & Emergency Medical Services 
 

The College has the provision of an emergency defibrillator located in the Foyer of the RNDM Performing 
Arts Building. This is clearly signposted. There is a complete first aid kit located at the Facilities and staff 
member(s) have been trained in first aid.  
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Persons are informed and encouraged to access the first aid services for themselves or friends. The 
Manager upon request can phone for an ambulance to attend the Facility.  
 

1.5.4 Emergency Procedures 
 

The College has developed an effective evacuation process and emergency action plan (Appendix 6) for 
use at all Facilities within the College campus. An authorised copy is available to all staff, casual workers 
and External Hirers; in the event of an emergency evacuation outside of normal College operating times 
The Manager assumes the role of Commander in Charge. 
 

Emergency lighting, alarms, along with access and egress options are in place and maintained regularly.  
 

1.6  Management of Alcohol 
 

1.6.1 License / Permit Conditions 
 

An occasional license may be issued by the Department of Racing, Gaming & Liquor for College Events as 
outlined in Section 1.2.2. Any conditions imposed on such occasional licenses will be relayed to all relevant 
staff and casual workers.  
 

1.6.2 BYO and non-BYO events 
 

The College does not allow BYO at Events. 
 

1.6.3 Responsible Service of Alcohol 
 

At College Events the responsible service of alcohol (RSA) is to be followed unfailingly by those who have 
the appropriate RSA certification as both managers and staff can be held liable for offences committed. 
 

Before serving alcohol to a person, staff are to ensure that the person is 18 years or older. If there is any 
doubt, staff must request identification. There are three forms of acceptable identification set out in the 
Liquor Control Act: a current Australian driver’s license with a photograph; a current passport; or a proof 
of age card issued by the Department of Transport.  
 

1.6.4 Alcohol Consumption Areas 
 

Under occasional license provisions, alcohol must be consumed within a defined area. The Manager will 
define the areas where alcohol will be sold and supplied as well as the area in which persons will be 
allowed to consume the alcohol.  
 

1.7  Documentation 
 

1.7.1 Required Documents and Information 
 

There are many important documents which must be kept for legal and insurance purposes. The Manager 
shall take responsibility for this and ensure the records are in good order and readily available. 
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Documents that are a prerequisites for delivery of an event are: 

• Facility Plan  

• Venue Plan  

• Traffic Management Plan 

• Risk Management Checklist 

• Schedule of potential start and finish times, days and maximum numbers. 

• Facility Emergency Evacuation Plan 

• Copies of insurance documents  
 

Copies or templates of each of these required documents are included in the appendices (with the 
exception of copies of insurance documents). These may require update and/or tailoring to meet specific 
Event requirements. 
 

1.7.2 Supporting Documents and Information 
 

Other documents may include but not be limited to: 
 

• Contracts 

• Approvals and permits 

• Licenses that have been granted and details of any conditions 

• Details of any complaint and its resolution/action 

• Correspondence, promotional material, accounts and records of meetings 
 

1.8  Event Audits 
 

Periodically, Events may be audited by the College Business Manager or their delegate to ensure they 
comply with relevant College policies and state legislations. 
 

1.9  Formal Review 
  

The College and the City of Joondalup agree to conduct a review in good faith of the functionality of this 

Plan and its workings in the provision of mutually beneficial outcomes to the community. Such a review 

is to take place in 12 months’ time from the date of City of Joondalup approval of the change of use of 

premises that allows External Hire of Facilities.  
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2. APPENDICES  
 

 

2.1  APPENDIX 1 – Site Plan  
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2.2  APPENDIX 2 – Venue Plans 
 

2.2.1  Theatre 
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2.2.2 New Gymnasium 
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2.3  APPENDIX 3 – Traffic Management Plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

21 
 
6_43366_011.docx  

2.4  APPENDIX 4 – Risk Management Checklist 
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2.5  APPENDIX 5 - Schedule of potential start and finish times, days and maximum 
numbers. 
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2.6  APPENDIX 6 – Venue Emergency Evacuation Plan 
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