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	HEAVILY THEMED EVENTS
PERMIT FORM
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This form must be returned to the Event Planning Manager no later than 2 weeks prior to the move in of the event. The Event Organiser will be advised if approval is granted.

	Contact Details

	Applicant’s Name:
	[bookmark: Text1]     


	Position:
	     


	Company:
	     


	Phone:
	     


	Email:

	     

	Date of Permit
Application:

	     


	Event Name:
	
	Event Date/s:

	

	Name of BCEC Event Planning Manager:

	
	Area of activity
e.g. Hall 1;P1-5:

	     


	Applicant’s Signature:
	

	Purpose
	

	Identify areas that are to be themed, types of theming, and products.

 

	Will fire exit door use or fire exit signage be hindered by the theming?

	[bookmark: Check1]Yes |_|
	No |_|

	Will air-conditioning vents be covered or supply of air be disrupted by the theming?

	Yes |_|
	No |_|

	Documents Required

	Attached
Yes

	Supply a scale plan of all room/area theming indicating height, breaks in drapes, location of your temporary fire exit signage to ensure alignment with building fire exits.

	|_|

	Certificate of currency of public liability insurance not less than $20 million.

	|_|

	Flame retardant documentation (if applicable).

	|_|

	BCEC will determine the requirements necessary for your permit to be issued.  The requirements indicated with a ‘Yes; must be adhered to by the applicant with all requirements adhered to. Where there are safety concerns with this activity BCEC reserves the right to cancel the permit without notice.


	Requirements

	

	Any stairs utilised without handrails are to comply with the National Construction Code and AS 1657 – All rises and goings in the same flight of stairs must be of uniform dimensions, each step must have a high visibility contrasting edge, the stair tread must be non slip. For further information see BCEC Guidelines document – Stairs.


	Carpets to be taped down. Trip hazards eliminated and flammable materials to be treated with fire retardant product and evidence of such treatment provided.


	Large or flammable table decorations to be submitted for approval




	Workplace Health & Safety (WHS) Requirements

	1. The Hirer must comply with and perform all WHS obligations under all Acts, regulations and legislation.
2. The Hirer must comply with and perform all obligations under the BCEC Guidelines - WHS Event Design & Construction for Event Organisers, Contractors & Exhibitors.
3. The Hirer is solely responsible for ensuring that any third parties engaged to carry out any works for or at the named event:
a. Comply with point 1 & 2 above
b. Are in possession of required safety documentation in relation to their event any associated activated undertaken by themselves or by third parties, including (but not limited to):
I. Risk Assessments (RA) for activities
II. Safe Work Method Statements (SWMS) for activities
III. Safety data sheets (SDS) 
IV. Current licensing; and
V. Certificate of Currency – public liability not less than $20 million


	BCEC Office Use

	BCEC Event Number:
	     
	Approved/Declined: 
	     




This activity is not approved until confirmed by the Safety Department.

Managed by ASM Global (Convex) Pty Ltd. ABN 058 298 374
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