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MARSHALS’ BRIEFING NOTES

Thank you for being a Marshal for the
Rotary Club of Ballarat

Allocated Area

Thank you for agreeing to Volunteer as a Marshall for this years Springfest Market Sunday.

You have been allocated an Area in the Lake / Gardens precinct for which you will be responsible on behalf of the Rotary Club
of Ballarat. Please exercise your own common sense and judgement on any issue which arises pertaining to the practical
and calm functioning of this Community Event. Our aim is to keep the sponsors and stallholders as satisfied as possible and
to ensure the patrons — the general public visiting the area have unhindered and free flowing access to every stall and activity.

If you have a problem which you cannot resolve yourself, please contact the Event Headquarters or the appropriate person
listed at the end of this document.

Event Headquarters
The SpringFest Event Headquarters will be located near the canons, next to Pipers by the Lake Restaurant, opposite the
Botanic Gardens in AREA E. All volunteers must sign-in before going to your rostered Area

Volunteer Car Parking
A dedicated car parking area has been provided for all Volunteers. The entrance is located in Gillies Street and located
between North Gardens Reserve & Botanic Gardens. Signs will highlight the entrance.

Public Liability Insurance

The Rotary Club of Ballarat has its own Public Liability Insurance cover, however, there is a very high excess. In order to
minimise the likelihood of accidents occurring, we ask marshals to be observant of any hazards in their areas and take
action to have them removed.

To ensure that you are covered by Rotary insurance, non-Rotary volunteers need to register at Event Headquarters next to
“Pipers” in Area “E”, by signing in on arrival, and signing out on finishing their shift.

Food Permits

Stallholders selling or giving away food or drink (including wrapped lollies) are required to have a valid food registration with
a Victorian Council. City of Ballarat Department of Health Officers will be present on the day checking that all food vendors
are complying with the highest food handling practices. A small number of stallholders will also require a limited liquor licence
for the tasting & sale of unopened alcohol.

Raffles

Stallholders have been reminded that the Rotary Club of Ballarat has exclusive rights to raffles and will sell tickets for the
Rotary Car Raffle. No other raffles or games of chance will be permitted without prior approval of the Rotary Club of Ballarat
SpringFest Executive.
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Emergencies
The response to emergencies will be coordinated by Event Headquarters who should be contacted by radio in the first
instance. For emergencies occurring in all Areas please contact Event Headquarters

First Aid.

First Aid will be provided by First Aid Training group personnel who will be located at first aid posts in Area E at Event
Headquarters, as well as roving around the Area. First Aid will be equipped with golf carts for rapid response. For incidents
requiring first aid, please contact Event Headquarters who will advise you of your most appropriate action. First Aid personnel
will be equipped with event radios.

Damage

The City of Ballarat has made it clear that all damage to the Lake precinct will have to be paid for by the Rotary Club of Ballarat.
It is important therefore that no damage is caused by stallholders (or others). Stallholders have been advised that they will
be held responsible for any damage they cause and that the Rotary Club of Ballarat will recover any cost of repairs from them.

Protecting Lake Wendouree

e Trees - No pruning, installing nails/screws or tying ropes to trees is permitted

e No ropes or other obstruction to patrons’ movements are permitted

e Restrict/minimise vehicular movements over tree root zone (under leaf canopy)

e Nothing is to be discharged into Lake Wendouree

e Fats, oils, grease, fuels etc. must be discharged into a robust container and not onto the ground

e If pollutants are discharged, contact Event Headquarters (via your portable radio) for EPA/Council services to attend

e No vehicle tyre tracks or other damage to the foreshore or grassed areas

e No digging of holes. Take note of any damage where possible, and who caused it.

e Where the stallholder is trading from a marquee or gazebo, only one vehicle or trailer per stall is permitted to park in their
designated park either behind the stall or close by. Stallholders have been issued with Springfest Parking Permit which
must be displayed on the vehicle with its registration number noted.

e No tiered seating is to be erected without Council approval.

Marshal Duties - Safety & Security

e Check your area for hazards such as obstacles, broken glass and traffic obstructions. If you cannot remedy the problem
yourself, request Event Headquarters for assistance by the Logistics Team Leader

e Ensure stallholders do not obstruct walkways or create hazards with ropes, awnings or unsecured display items

e Be alert to any safety issue. Intervene to protect stallholders and patrons or report to the Event Headquarters.

e The Emergency Coordinators shall give Thunderstorm Alerts and instruct you in the logical precautions to be taken should
there be any chance of a lightning strike.

e Lost children — prepare a description of child missing/found child, including name, hair colour, clothing, age, approx. height
and location the child was last seen. Please notify the Event Headquarters and keep the person reporting the loss of a child
with you until the child has been located.

e Remain vigilant with regards young children. Make certain that they are under adult supervision at all times.

e Boisterous or unruly behaviour causing public threat or nuisance is to be reported to the Event Headquarters. Please note
that the consumption of alcoholic beverages is not permitted in the designated Springfest Market Area.
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e A report of theft is to be relayed to the Event Headquarters for the police to attend to.

e Any injury reported to a Marshal must be recorded with the name, address, age, sex of the victim as well as the nature
and circumstances of injury using the incident report forms provided in your Marshal folder. The incident report is to be
provided to SpringFest Director at Event Headquarters to enable appropriate follow up procedures to be followed.

Supervision of Stallholders

ALL Marshalls on the first shift at 6am, are to attend a briefing at Event Headquarters, and to then be on site in their

designated areas by 6.30 am to supervise Stallholders who start setting up early. The busy period is 6.30am to 8.30 am.

e To facilitate set up, stallholders have been given specific arrival times and Entry/Exit points to enable them to be located

with the minimum of disruption. Placement in their designated area will be on a first come basis.

Please tick off stallholders on the list provided in folder as they arrive noting any non-arrivals.

e Ensure each stallholder is trading in accordance with stated intention as stated on the list of stallholders provided. Ensure

each stallholder is in their allocated area and is set up in their area as marked on ground.

e All stallholders have been advised in their registration papers that no pegging of gazebos and marquees is allowed by the
City of Ballarat in the Lake/Gardens precinct. All gazebos, etc. are to be weighted. If they have no means of weighting their
structure, they will not be permitted to set up the structure, but they may continue to trade without the gazebo/marquee.
Council have advised that water containers or sand bags can be used as weights — stall owners have been advised to
supply their own.

e Make your own rational decisions to overcome any problem encountered; use your own discretion to meet reasonable
requests by the stallholder for minor alteration of site allocation. Please record changes on stallholder lists and report to
Stallholder Co-ordinator Nicole Bartlett. In particular report details of any unlisted stallholders who have set up in the
Area you are Marshalling.

Stallholder Vehicle Parking

e Each stallholder has been issued with an official vehicle pass that will entitle them to have one vehicle or a trailer (not
both) parked immediately behind their stall. A sample of the pass is in your folder. No trailers are allowed in Wendouree
Parade area — all trailers must be located in North Gardens.

e Any vehicles not covered by an official vehicle pass will need to be parked in Gillies St on the roadway parking areas.

ATMs

ATMs will be situated in the North Gardens Precinct, and also near Event Headquarters in Area “E”. ATMs are also located in
Howitt Street shopping precinct at the NAB, CBA & ANZ banks. The Bendigo Bank also has an ATM on the corner of Ripon St
& Sturt St.

Power Supplies

e Only Food stallholders who have pre-ordered power are permitted to connect to the prearranged power supplies. These
are shown on the list of stallholders provided in your folder.

e Power will be sourced from hired generators. And our Electrician will strategically turn on power sources and arrange the
requested power for each Stallholder who has prepaid for their power supply. All supplies are expected to be functioning
between 8.30 & 9 am. Please encourage patience and understanding amongst the stallholders requiring power. ALL leads
used must have current tags stating when they were tested in the last 12 months from a licensed electrician. Marshalls
are to ensure that stallholder leads comply, before allowing them to connect to the power supply.

Rubbish:
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Wheelie Bins will be distributed to all areas and placed by the Area Sign Post. These can be moved to the most suitable
locations in your area.

To assist with rubbish management, please ensure all Council Bins and wheelie bins have liners which have been taped
at the corners to hold in place.

Systematically remove bin liners when % full and replace with new bin liners provided. Tie up the bags and place behind
stallholders or on the pathway closest to the lake foreshore where our rubbish collection team will collect them during
the day.

Later in the day well before 4 pm, please hand bin liners to the food stalls in your area and ask them to place all their
rubbish in these and leave at a designated place near an Area Sign post.

At the end of the day, please remove all bin liners from the bins and tie up. Place bags by the side of the path along with
the empty bins placed on their sides. At the end of the day, the Rubbish Team will collect both bags and bins.

Toilets

Portable toilets will be provided in addition to the permanent ones provided by the Council.

All toilets will be serviced on a regular basis during the day, but it is our responsibility to ensure that they remain in a
serviceable condition at all times.

Please report to the Event Headquarters when toilets do require servicing as soon as you become aware.

Final Clean Up

Ensure stallholders do clean up their sites before leaving taking all their rubbish.

Ensure your area is left better than it was found, at the completion of this event. If Council’s Parks & Gardens or
Environment staff need to be employed to clean up after our event, we will be paying them out of our hard-earned funds.
Part of a Marshalls duty during the day is to walk your area and collect rubbish on the ground using gloves provided. At
the end of the day a meticulous collection of any rubbish remaining in your area should be undertaken. Place the rubbish
collected in the clean up into bags, tie them firmly and place them on the pathway in your Area.

Stall Holder Pack Down (BUMP OUT — Strictly from 4.45pm)

To ensure public safety, there is to be NO traffic movement on Lake / Gardens Precinct between 9:00 am and 4:45pm.
The Market will close at 4.00pm and ALL stallholders must ceased trading by 4.15pm. No stall holder can bump out of an
area before 4.45pm. Should a stall sell out prior to the market closing, they are required to stay on site until 4.45pm.
Please ensure this is enforced in your area.

Let’s have “FUN” and make it another great day of fundraising for our
Community, and our Beneficiaries!!
Thank you!
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Event Programme Market Sunday

5.00am Road Closed - Traffic Management
6.00am Marshall briefing meeting (6.00am Marshalis only)

7.00am - 8.30am Stallholder Setup period

10.00am Open to General Public (Subject to safety officer Ok)
4.00pm Market Closes

4.15pm All stallholders must have ceased trading
4.45pm Stallholders exit, vehicle movement permitted

(Subject to Safety Officer Ok)

6.00pm Traffic Management Finished & Packup

Event Management Contacts

Event Management Nicole Bartlett 0439 632 575 NLB Creative + Events
Co-Director Safety Rob Glass 0407 860 982 R C Ballarat

Officer

Co-Director/Logistics | David Torrington 0418 518 337 R C Ballarat

Event Headquarters Barry Bennett 0422 239 900 R C Ballarat
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