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commitment to work health & Safety
Brisbane Convention & Exhibition Centre (BCEC) is committed to providing a healthy and safe environment for its workers, clients, organisers guests, staff, contractors, and members of the public, so far as is reasonably practicable.

BCEC will work in partnership with event organisers, for whom the work is being carried out, to ensure that event activities do not place anyone at risk of injury or illness.  This includes the provision of a safe workplace (the hired venue space) where work is to be conducted. 
EVENT ORGANISER’S PRIMARY DUTY OF CARE
The Work Health and Safety Act 2011 (WHS Act) specifies responsibilities of a Person Conducting a Business or Undertaking (PCBU). 

If you are an event or exhibition organiser (PCBU) these obligations apply to your event activities, including any work to be conducted.

As stated in 8.3 and 8.4 in Part B of your Contract you are solely responsible for the safe conduct of your event and you must comply with your obligations under the WHS Act in respect to all activities of your event.

More information on your requirements as the PCBU e.g. Event Organiser, can be found in the Work Health Safety Act 2011 and the Work Health Safety Regulations 2011

BCEC REQUIREMENT
BCEC requires that you, as the Event Organiser and PCBU:

· Acknowledge your understanding of your obligations and to identify activities within your event that may require attention by you, as the Event Organiser, to ensure your event is both safe and successful.

The acknowledgment form (below) must be completed and submitted to your Event Planning Manager preferably no later than 14 days prior to the move in date of your event. We will contact you if we require any further information.




ACKNOWLEDGEMENT
I, as the Event Organiser understand my obligations as identified under the WHS Act 2011 to provide a safe workplace for my staff, contractors, guests and members of the public. 

	Event Name
	

	Company 
	

	Event Date
	

	Rooms Utilised
	

	Estimated Attendance 
	

	Name of person making acknowledgement
	

	Position or Title
	

	Phone / Mobile
	

	Email 
	

	Signature
	

	Date of Acknowledgement Completed
	


Who is working on your event?
Please identify who is undertaking work on your event and tick the applicable box below:

☐  BCEC is providing ALL products/services for my event.
Please Note:  No further action is required.  Please email this completed Risk Acknowledgement Form to your Event Planning Manager.

☐  External contractors are providing products/services for my event.
Please complete the information on page 3-4.


Event Organisers are required to assess the risks associated with their event and to consider any and all hazardous elements of their event. 
Documented treatment options are to be outlined using the risk assessment process, and supporting documentation submitted to the BCEC for review and approval.
As part of this exercise we ask that you complete the following sections.  Our Safety Team will review the information provided and will approve the identified event activities.  We will contact you if we require any further information. 

Please Note:  It is recommended that you read the BCEC Event Safety & Design Guidelines  prior to completing the rest of this document. 

External contractors information
As the Event Organiser, it is your responsibility to ensure all contractors are provided with the 
BCEC site specific safety information and that all contractors can provide their own risk management plans, safe work method statements, appropriate licenses and insurances. 

Please Note: 
Contractors include production companies, exhibition contractors and theming contractors. 

Please list the external contractors and the specific activities they will undertake during your event. We have listed some frequent activities. Please add to this list according to your event. 

This list is not exhaustive and you are responsible for identifying any additional aspect of your event which could present a hazard. 

	Contractor 
Name
	On-Site Contact Name
	Contact
Phone 
Number
	
Specific Activity 
Undertaken


	E.g. Expert Booths

	Joe Smith
	0400 123 456
	Click the drop-down box and choose activity

	
	
	
	Choose an item.
	
	
	
	Choose an item.
	
	
	
	Choose an item.
	
	
	
	Choose an item.
	
	
	
	Other Activity – please specify: 






PERMITS
The following activities require completed permit forms to be submitted and approved by our Safety Team for the activity to be carried out on site.

In the table below, please tick which activities will be undertaken as part of your event and submit the completed Permit Form/s via email to your Event Planning Manager, together with your completed Acknowledgement preferably at least 14 days prior to your event.

	☐  Aerial Acts

	☐  Hazardous Substances (Use of)


	☐  Amusement Rides and Devices

	☐  Heavily Themed Events


	☐  Animals

	☐  High Risk Activity (scaffolding, suspension display)


	☐  Child Care Facility

	☐  Lasers


	☐  Demonstration Product or Equipment

	☐  Medical Activities, including Tattooing & Body Piercing


	☐  Drones

	☐  Naked Flames & Liquefied Petroleum Gas

	☐  Electrical Work

	☐  Pyrotechnics & Air Cannons


	☐  Excess Weight Item (over 500 Kg)
	☐  Two Storey Structures (> 2.4m)


	☐  Fire Acts (fire twirling, fire breathing)

	☐  Stage Configuration / Alteration


	☐  Foggers & Hazers

	☐  Vehicle Displays




Thank you for completing this form. We will be in touch if we require any further information.
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