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This Market Operations Manual is reviewed by each new Market Committee on an annual
basis, generally in the first month after appointment. The review will ensure the Market
Operations Manual remains relevant and up-to-date.
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1.0

FOREWORD

The Rotary Club of Lilydale Craft and Produce Market (Market) is a monthly market located at
Bellbird Park, Swansea Road, Lilydale. As a Rotary project, it raises money for investment in our
local, national and international community. Run by volunteer members of the Club and friends of
Rotary, it promotes community engagement and fellowship whilst providing a service to our
community.
The Rotary Club of Lilydale has a long and proud history of community events and projects in Lilydale,
and this market continues this productive relationship and outcome for supporting our community.

1.1.

History of the Market

The Market started in 2009 as the Lilydale Farmers Produce Market, a joint initiative of the Rotary
Clubs of Montrose & District, Chirnside Park and Lilydale. The goal of setting up the market was
twofold; to help support local/regional producers and at the same time raise money for Clubs’ local
and international projects.
The Lilydale Farmers Produce Market was run as a partnership between the three Clubs until the
Rotary Club of Chirnside Park handing back its charter in June 2014. Their representation had been
taken up by the enthusiastic members of the Rotaract Club of Yarra Ranges Inc. for a 16 month
period.
The partnership was dissolved in June 2016, and all of the assets and operation of the Market was
transferred to the Rotary Club of Lilydale. The Market is now being operated solely by the Rotary
Club of Lilydale Inc.
After an extensive review of the Markets operations, stallholder interest and customer feedback, the
Market was relaunched as the Rotary Club of Lilydale’s Craft and Produce Market in February 2017.

1.2.

Aim & Purpose of the Market

We aim to provide an authentic, operationally viable, safe and sustainable trading place for genuine
producers selling their produce and products to build their business & branding.
Stallholder participation in our market is welcomed and we will endeavour to maintain a vibrant, safe
& pleasant marketplace at all times.
The market serves three purposes:
●
●
●

Provides an outlet for local and regional producers to sell their products and services
Raise funds for local, national and international projects supported by Rotary
Promote Rotary as a valuable community service organisation

Our shoppers come from the local area around Lilydale and Mt Evelyn, they enjoy the atmosphere
and access to locally produced produce and products. At peak times up to 1,000 shoppers visit the
Market.

“The mission of Rotary International is to provide service to others, promote
integrity, and advance world understanding, goodwill, and peace through its
fellowship of business, professional, and community leaders.”
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2.0

ORGANISING COMMITTEE

The Market is not an ‘incorporated body and is established as a sub-committee of the Rotary Club of
Lilydale Board and operates under the general rules and regulations of Rotary International.
Governance structure of the Market committee:
Rotary Club of Lilydale Board

Board Director – Community Services

Craft and Produce Market Committee
Market Chairperson

Market
Manager

Market
Finances

Market
Logistics

2.1.

Committee member roles and responsibilities

●

Market Chairperson

Marketing

The Market Chairperson is responsible for:
●
●
●
●

Proper governance and reporting of the market committee to the Board
Maintaining oversight of the Markets operations, finances, logistics and marketing
Market performance is measured against the aim and Purpose of the Market

Market Manager
The Market Manager is responsible for:
●
●
●
●
●
●
●

Managing the operations of the Market before, during and after market day
Liaising with stallholders to manage attendance, compliance with relevant rules and
regulations, obtaining diversity in stallholders
Coordinating and managing volunteer staffing for the Market
Monitoring hazards and implementing safety practices as necessary
Managing the application of new stallholders in consultation with the Market
committee
Coordinating response to accidents or incidents in accordance with Market
emergency procedures
Ensuring Banner application are submitted to Yarra Ranges Council in a timely
manner
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●

Market Logistics
The Market Logistics manager is responsible for:
●
●
●
●
●
●
●

●

Maintaining the Markets equipment and resources at a serviceable level, replacing as
required
Managing the setting and packing up of the Market
Ensuring safety and cleanliness of the Market site before, during and at the
conclusion of each market
Coordinating the placement of directional signs promoting the market around the
community at key locations prior to and on market day
Monitoring stallholder equipment and safety equipment compliance
Conducting safety checks and monitoring hazards and risks on the market site,
reporting and actioning as required
Coordinating and managing RCL members safety and work practice briefings

Marketing
The Marketing manager is responsible for:
●
●
●
●
●

●

Maximising the exposure of the Market to the general public
Management and development of the Markets website, social media streams
including development of strategies to help promote and grow the Market
Creation of an annual calendar of events to promote variety and diversity in the
Market attendance
Monitoring stallholder and stakeholder database to communicate Market news and
information
Managing all media enquiries including preparation and management of media
releases

Market Finances
The Market Finances manager is responsible for:
●
●
●
●

2.2.

Overall financial management responsibility for Market finances
Preparation and reporting against the Market budget
Coordinating the collection of stallholder fees and security of money collected on
market day
Identifying cost-savings and initiatives to improve profitability of the Market

Meeting Schedule

Market Committee meeting is held monthly, January meeting is optional. The Chair will confirm the
date, time and location of the meeting.

2.3.

Reporting Requirements

Chairperson provides report to the Community Services Director covering:
●
●

Market day outcomes – income, stallholder and attendance numbers
Governance and/or strategic issues

The Board may request further information from Chair of the Market Committee to clarify any issues
or concerns.
The Market Committee via the Chair may rise and/or report to the Board any issues or concerns the
Board should be made aware of.
RCL Market Operations Manual
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2.4.

Records Management

Records and documents of the Market committee are kept on Google Drive. The Market Chairperson
is responsible for ensuring all relevant documents are recorded and accessible to Committee
members.
Access to Google Drive is approved by the Market Committee.
Google Gmail, Calendar and Contacts is used by the Committee to communicate between committee
members, stallholders, suppliers and other relevant stakeholders.
As a guide, the following records are required to be kept:
•
•
•
•
•

Market Committee meeting agenda and minutes
Financial records
Correspondence with stallholders
Various reports i.e. RCL Board reports, incident reports, safety inspections, etc.
Operations Manual, procedures, guidelines, checklists, etc.

The Australian Charities and Not-for-Profits Commission advises that records must be kept for seven
years, link to ACNC website. The Australian Tax Office advises that financial records are kept for five
years after the records are created.

3.0

STAKEHOLDERS

A number of key stakeholders are involved in the Market. Their interest and support is necessary for
the sustainability of the Market.
●

Rotary Club of Lilydale:
▪
▪
▪
▪

●

Yarra Ranges Council:
▪
▪
▪
▪

●

Members support and participation – volunteering to manage and run the Market
Legal authority and framework to hold the Market
Raise funds for community projects
Promote Rotary as a community service organisation

Provides approval to run an event
Approval to use Bellbird Park for the Market
Support for community events
Approves placement of Market banners on the Yarra Ranges Banner Poles

Stallholders
▪
▪

Access to shoppers to sell their products/produce
Promoting their brand and products
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4.0

VENUE DETAILS

The Market is located at Bellbird Park, Swansea Road, Lilydale – next to Lillydale Lake.
Melways Ref 38 G8

Bellbird Park

Aerial picture of Bellbird Park:

Bellbird Park is a public park managed by Yarra Ranges Council.
Contact person for Bellbird Park is; Craig Stewart, Park Manager, Yarra Ranges Council.
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5.0

MARKET PROGRAM

The Market is held on the first Sunday of the month from 9:00am – 2:00pm.
The Market committee will determine and advertise as necessary, the Market dates for each new
calendar year. Note: January market is not normally held, unless the 1st is a weekday.

5.1.

Market Schedule

●
●
●
●
●

Market Committee Meeting – the committee will determine a meeting date
Report to the Community Service Director for the Board meeting held third Tuesday per
month
Erect Market banners on the approved Yarra Ranges Banner Poles
Market set up – Saturday before the market
Market day – first Sunday of the month

6.0

BUDGET

Recurrent Market budget expenditure consists of:
●
●
●
●
●

Toilet hire
Rubbish disposal
Advertising (Facebook)
Generator hire (optional)
Consumables i.e. toilet paper, cleaning materials, etc.

Capital expenditure on equipment and Market infrastructure are not included.

7.0

SPONSORSHIP

The Market has only one sponsor:
●

The Rotary Club of Lilydale

8.0

MARKETING AND ADVERTISING

Logo for the Rotary Club of Lilydale Craft & Produce Market:
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8.1.

Social Media

Rotary Club of Lilydale Craft & Produce Market on Facebook
Facebook is used to promote the Market. Market proportion via
Facebook is scheduled in the 10-14 days before Market day.
Stallholders are encouraged to publicise the market via their own social media.

8.2.

Internet

Rotary Club of Lilydale website Rotary Club of Lilydale
The Clubs website also provides Market promotional material and details about the market - Lilydale
Craft & Produce Market
Yarra Ranges Website: Yarra Ranges Council - Events

8.3.

Printed publicity material

Brochure printed for the Market contains basic information about the market, dates, time and
location.
The Market committee will determine what other printed material is required from time to time.

8.4.

Signage and Billboards

The Market uses a number of different signs and banners to promote the event.
Yarra Ranges Council Banners Poles are used to promote the Market, details are available from
Councils web page Banner poles - promote your community event
The Market uses the following Banner Pole locations, we are able to select 6 of the below locations:
●
●
●
●

Lilydale (Maroondah Hwy,
near Victoria Rd)
Lilydale (Swansea Rd, near
Lillydale Lake)
Mooroolbark (cnr Brice Ave &
Hull Rd))
Mount Evelyn (York Road, near
inverness Rd)

An application to use the Banner Poles
is made 6 months in advance using the
Banner Pole application. Each
application is for a 1 week block.
Permits to use the Banner Poles must
be up-to-date. Check with Council via
email.
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On the day of the Market, direction signs are placed on the roads around the Lillydale Lake area.
Refer to Appendix 1 Signage Management Plan
Check with Yarra Ranges Council for local laws governing these. Attach any relevant details.

8.5.

Print media

Used as and when required, this form of media is not the preferred method used for the Market.
Local newspapers (events pages, editorial etc.) may be used however the advertising cost is not
considered viable.

8.6.

Radio

Used as and when required, this form of media is not the preferred method used for the Market.

9.0

LOGISTICS

9.1.

Suppliers

Portable toilets supplier.
Rubbish disposal.

9.2.

Waste Management

There is an arrangement with Lillydale Lake Park Management to access bins from the park depot.
The Market committee pays for the use of the bins and disposal of rubbish.

9.3.

Facilities

There are no facilities in Bellbird Park available for the Market to use i.e. toilets. Facilities must be
brought in i.e. toilets, seating, etc.
A single water tap is located near the entrance to the car park and at the end of the car park on the
walking track.

10.0 PERMITS AND INSURANCE
10.1. Insurance details
A current Certificate of Currency for the Rotary Club of Lilydale covers personal injury or property
damage.
Type of insurance coverage is – Public and Products Liability.
Refer to the Clubs current Certificate of Currency for details.

10.2. Streatrader Permit
Streatrader is the online registration tool for community groups selling food from a food stall, truck,
van or cart. The Yarra Ranges Council Planning an Event website provides a link to the Streatrader
website.
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Stallholders selling food must have a Streatrader permit.
Note: A stallholder is required to have a Streatrader Permit by Council to sell/handle food at the
Market, the Market Manager can ask that the stallholder has a Streatrader Permit but is not
obliged to see it.
Stallholders selling alcohol must have a liquor license.

10.3. Council Permit
A Yarra Ranges Council permit to operate as a market is not yet required, however this may change
in the future.

11.0 RISK MANAGEMENT
11.1. Risk Management Plan
The Event Safety & Risk Assessment (refer to Appendix 7, page 35) for the risk assessment and risk
management plan. As a result of the risk assessment process, safety checklists have been developed
to assist Market Manger and Logistics Manager conduct basic safety and hazard inspections during
the Market. Risk assessment and management is a work in progress, the Risk Management Plan will
be continually monitored and updated as required.

11.2. Occupational Health & Safety
Basic first aid kit is available in the Market committee desk adjacent to the Market entrance.
Qualified first aiders are not a requirement, but will be rostered when available.
RCL members volunteering on Market Day are briefed on safe work practices, hazard awareness,
incident and emergency procedures. The Market Logistics Manager is responsible for coordinating
and managing RCL members briefings and maintaining members records. RCL members should be
briefed at least annually and when any changes are made to safety practices.
Manual handling is a significant risk to RCL members volunteering to work at the Market. Guidelines
and procedures are provided to ensure the risk of injury is minimised.

11.3. Site Safety
Hazards exist across the Market site in Bellbird Park. The Market Committee uses site safety
guidelines for RCL members to use to ensure safe operations and practices around the site.
Site safety and stallholder safety inspections are conducted during site set up and early on Market
Day by the Market Manager and Logistics manager. Any safety breeches or concerns are addressed
to either eliminate or minimise the risk.

11.4. Emergency Management Plan
The primary purpose of the Craft & Produce Market Emergency Management Plan is to ensure that
Market Day is conducted safely and that in the event an emergency situation occurs clear guidelines
are in place for the management, response and documentation of the situation.
A risk analysis has been conducted and the likelihood of an emergency situation occurring is
considered to be low.
Appropriate response plans for identified possible emergency situations is included in Appendix 8.
RCL Market Operations Manual
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12.0 MARKET REGULATIONS
Stallholders are required to observe the following Market regulations:
●
●
●
●
●
●
●
●
●

All product prices must be clearly displayed to the consumer.
Vendors are requested to be on site from 7.00 am (gate opens at 6.30am) with vehicles
parked before the market opens at 8.00am.
Vendors are required to park in designated area adjacent to or behind their stall.
The Market Manager controls the allocation of vendor locations/sites and will be the arbiter
of any disputes.
The location of vendor locations/stalls is at the discretion of the Market Manager.
Vendors are required to have a Streetrader Certificate.
Yarra Ranges Council temporary food permit if cooking on site.
Public liability insurance.
Vendors are required to observe and follow safety precautions i.e. securing temporary
structures.

Yarra Ranges Council Health Inspectors will inspect our market from time to time unannounced.
Vendors must fully comply with all food handling regulations:
●
●
●
●
●

Hygiene
Labelling to comply with the National food standards
Water, soap, paper towel & gloves
Thermometer if you are serving hot or cold foods
Uncovered food to be protected from public handling, sneezing etc. with plastic or similar

12.1. Code of Conduct
At all times, all stallholders must deal with each other Market customers, Market committee and
volunteers in a courteous and professional manner. Abusive and/or threatening behaviour will not
be tolerated at any time or under any circumstances. Such behaviour may constitute grounds for
immediate expulsion from the Market.
In particular, stallholders are expected to support the Market, the Market Manager and Committee
in all administrative/operational matters. Should a stallholder have a grievance about any Market
related matter, they are expected to bring their grievance to the attention of the Market Manager
and/or any Market Committee member. Any wilful public disclosure of any grievance to other
parties and/or the media will not be tolerated and will constitute a breach of the regulations and
may be considered grounds for immediate expulsion.
Failure to observe Market Regulations and the guidelines in the Market Operations Manual may give
cause to initiate disciplinary action and/or the dispute resolution process by the Market Committee.

12.2. Disclaimer of Liability
Stallholders agree to indemnify the Market Committee from any damage, expense or liability arising
from any injury or damages to any person, including the general public, the stallholder or others,
occurring either in the space occupied by the stallholder or elsewhere arising out of its occupancy or
anything connected with the occupancy
The Market Committee will not be liable for any loss or damage to the property of the stallholder
due wot fire, robbery, accidents or any other cause whatsoever that may arise from use and
occupancy of their Market site.
RCL Market Operations Manual
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In summary, the conduct expected of stallholders, their agents, and attending staff will be assessed
against the Rotary 4-Way Test of the things we think, say and/or do. These are:
●
●
●
●

Is it the truth?
Is it fair to all concerned?
Will it build goodwill and better friendships
Will it be beneficial to all concerned?

13.0 MARKET OPERATIONS
13.1. Market Management
Role Descriptions
Refer to Appendix 2 for a description of each Market operations role:
●
●
●

Market Manager
Market volunteers (entrance gates, car parking, safety)
Market Finance Coordinator

Rostering - Staffing
Market Roster is sent to members up to 2 weeks before the Market to identify and allocate members
to roles. The Market Roster identifies the number of volunteers needed to operate on Market Day.
Market Chairperson and Manager to ensure sufficient volunteers are available to operate the Market
safely. Refer to appendix 3 for Market Roster Template.
Market Day Running Schedule
The Market Day Running Schedule identifies the key activities and timeline to manage the market.
The schedule includes the timing of key activities to occur, it references relevant checklists and
procedures associated with the activity.
Health and Safety
•
•
•
•
•

A safety briefing is provided to RCL members prior to working at a market. Should a new or
prospective member volunteer, they should receive a basic safety briefing before they start.
Traffic and car park marshals are briefed on the Daily Car Park Plan for each Market.
Hi-Vis safety vests must be worn when working in the car park.
All RCL volunteers should were the RCL Volunteers vests for visibility and identification.
RCL Volunteer welfare is monitored and actioned accordingly
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13.2. Stallholder Management
●
●
●

●
●
●

Stallholders will be greeted at the entrance to Bellbird Park and directed to their allocated
position.
As stallholders set up, they will be checked to ensure they are setting up within their
allocated site.
Basic safety check of the stallholders set up to ensure the marquee is anchored
appropriately, electric equipment is tagged correctly, trip hazards are not apparent,
protrusions are not hazardous to the public.
Stallholders are to park their cars in the allocated areas, either with their stall or in the RCL
members car park area.
Stallholder vehicles are not to park on designated walking pathways or impeded pedestrian
usage of the pathways.
Stallholders to be given sufficient time to ‘bump in/out’.

13.3. Market Day Set Up
The Market Day Running Schedule covers the following key set up activities:
●
●
●
●
●
●
●
●

Stallholder lots identified in readiness for stallholder’s arrival.
Carpark barrier tape to delineate the car parking area.
Market entrance marquees set up.
Signage put up around the site as required.
Toilets checked and stocked.
Communal tables and chairs set up.
Daily vehicle and carpark management plan implemented based on anticipated number of
vehicles.
Conduct basic safety check of stallholder sites.

13.4. Market Day Operations
In addition to the activities identified on the Market Day Running Schedule, the following are also
considered and actioned accordingly:
●
●
●

●
●
●

Monitor the Market Roster to ensure all essential positions are filled
Monitor stallholders and public areas for any safety issues and address immediately they
arise
Monitor Market volunteers to ensure they are performing their roles appropriately and
safely, they take breaks as necessary, looking after themselves i.e. maintaining hydration,
applying sunblock, etc.
Secure money collected from stallholders and public
Check toilets regularly for cleanliness and stock
Undertake any other actions to ensure the smooth and effective operation of the Market

13.5. Site Layout
Stallholder sites are located on the east side of the Bellbird car park. The site can be set up for a
maximum of 60 sites. This limit is based on the number of vehicles which can comfortably park in the
area in accordance with the Daily Vehicle Management Plan.
Stallholders and RCL vehicles using the pedestrian pathways must keep them clear and accessible for
pedestrian use, vehicles must not block or impeded access to the pathways.
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Access for emergency services vehicles must also be considered when setting up the car park and
vehicle access.
There are two water taps available in Bellbird Park, refer to the site plan for their location.
A master site plan (detailed) is used by the Market Manager to set up the stallholder sites and is
referenced in Appendix 4.
Refer to Appendix 4 for a detailed site plan

13.6. Traffic Management Plan
The traffic Management Plan is based on the following:
•
•
•
•
•

Maximum speed in the car park is walking pace or 5km/hr.
All traffic travels in one direction.
RCL volunteers working in the car park wear Hi-Vis safety vest.
Vehicles using pedestrian pathways travel at walking pace and stop when pedestrians are
using the pathway.
Traffic management and safety signage is erected to warn and alert both drivers and
pedestrians of vehicle movements.

A Daily Vehicle Management Plan is prepared for each market day, based on anticipated number of
vehicles expected, and is attached to the Market Day Running Schedule.
Refer to Appendix 5 for the Traffic Management and Car Parking Plan

14.0 ADVERSE WEATHER CONDITIONS
The Market will operate in varying weather conditions. The Market Committee has agreed to the
following actions during extreme weather conditions:
●

The Market Manager and Committee members will assess the predicted and current weather
conditions to determine if it is safe to continue Market operations. The decision to cancel or
close the Market is the responsibility of the Market Manager and Committee members based
on the advice, alerts and warnings issued by the Bureau of Meteorology and emergency
services. Their decision Is final and will be communicated as soon as possible to relevant
stakeholders.

●

Vendors may pack up their stall due to adverse weather conditions but may not leave unless
permission is given by the Market Manager.

●

No refunds/credits are given for the cancellation of the Market and/or reduced trading hours
on Market day due to adverse weather conditions.

●

Market Committee (and Rotary Club of Lilydale) will not be held responsible for any loss,
damage or injury whatsoever resulting from adverse weather conditions.

14.1. Heat Policy
The Market may close up to an hour early if the Market Manager in consultation with Market
Committee members determines the outside temperature exceeds 380C as advised by the Bureau of
Meteorology website for Coldstream Weather Station - Coldstream Weather Station
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14.2. Total Fire Ban
A Total Fire Ban declared by the Country Fire Authority (CFA) for the Central weather district will
cancel the Market. The Market Manager will inform Stallholders as soon as possible after the CFA
declaration.
CFA Total Fire Ban website - CFA - Total Fire Ban
Food Stallholders who sell hot food may be required to have a Schedule 14 Permit issued by the CFA
to allow the stallholder to cook and sell food using solid fuel i.e. wood fire pizza oven. Food vans
with gas cookers may have different permits to allow them to use gas equipment inside the van.

14.3. Cold and Storm Policy
The Market Manager and Market Committee members will consult and advise Vendors accordingly
when the following adverse weather conditions occur:
●
●
●

Severe weather alerts/warnings issued by the Bureau of Meteorology – BoM Victorian
Warnings Summary.
Extreme cold conditions may cause the cancellation of the Market, especially if rain and wind
conditions prevents the safe operation of the Market.
Severe storm conditions with wind strength sufficient to cause damage to temporary
structures may cause the cancellation of the Market.

15.0 DISPUTE RESOLUTION
On the occasion where this Market Operations Manual do not provide a clear definition regarding
stallholder issues or concerns, or if there is a dispute, the Rotary Club of Lilydale Market Committee
has the authority to make a determination.
Market day problems and disputes are to be resolved by the Market Manager, in consultation with
market Committee members. The Rotary Club of Lilydale President may be consulted if required.
The Market Manager will ensure compliance as follows:
1.
2.

Deliver fair warning for alleged infringements, verbally with a witness present and then it
necessary in writing.
If the dispute is not resolved, the Rotary Club of Lilydale Market Committee may recommend
suspension of the stallholder.
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In determining action in relation to any dispute of Market operations or the guidelines set out in this
Market Operation Manual, the Market Manager and committee at its absolute discretion, may
initiate the following course of action:
1.

First Breach – The stallholder will be issued with a verbal warning by the Market Manager on
behalf of the Market Committee, identifying the breach and warning that it will be recorded
on the stallholder database.

2.

Second Breach – The stallholder will be issued a formal warning in writing detailing alleged
breach with a 14 day right of reply. The Market Committee will consider the reply, and if the
stallholder is found to be in breach of the guidelines in this Market Operations Manual, then
the stallholder may be suspended from the Market for a period determined by the Market
Committee. A suspended stallholder may reapply to return to the Market, although a return
may not be guaranteed. The action will be recorded in the stallholder database.
Third Breach - The stallholder will be issued a formal warning in writing detailing alleged
breach with a 14 day right of reply. The Market Committee will consider the reply, and if the
stallholder is found to be in breach of the guidelines in this Market Operations Manual for a
third time, then the stallholder will be permanently expelled from the Market. The waring,
response and subsequent expulsion will be registered on the stallholder database.

3.

The Market Committee reserves absolute discretion to accept or reject any/all stallholder
applications or to ask stallholders to leave in the event that, in the opinion of the Market Committee,
there has been a breach/s of the guidelines in the Market Operations Manual.
Where a stallholder has been found to be not operating within the spirit of the guidelines of this
Market Operations Manual, the Market Committee reserves the absolute right to permanently expel
that stallholder from the Market.
In the event of a stallholder failing to comply with the guidelines in this Market Operations Manual,
the Market Committee may take such action as it deems appropriate to recover any loss or damages
sustained by the Market Committee as a consequence of the actions of a stallholder.
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Appendix 1
Market Day Signage Placement
Swansea Road from Hereford Road (roundabout) to Birmingham Road

Arrow Right

Arrow Left

Place signs on walking path
from the Lillydale Lake
entrance to Bellbird Park

Arrow Left
Arrow Right

Market
Site

Arrow Left

Arrow Left

Arrow Right
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Arrow Right

Two right arrows with eyelets fixed to directional signs

Arrow Left

Two left arrows – one fixed to directional signs and one with post
Travelling south along Swansea Road, place a sign on the centre median strip.

Arrow Right

One right arrow, needs stake

RCL Market Operations Manual
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Arrow Left

One left arrow, needs stake

Arrow Right

One right arrow fixed to directional sign

Sign requirements:
14 x fence posts

4 x right

RCL Market Operations Manual

7 x left
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Appendix 2
Market Management Role Descriptions
Market Manager
The Market Manager is responsible for:
●
●
●
●
●
●
●

Managing the operations of the Market before, during and after market day
Liaising with stallholders to manage attendance, compliance with relevant rules and
regulations, obtaining diversity in stallholders
Coordinating and managing volunteer staffing for the Market
Monitor hazards and implement safety practices as necessary
Manage the application of new stallholders in consultation with the Market committee
Coordinate response to accidents or incidents in accordance with Market emergency
procedures
Ensuring Banner application are submitted to Yarra Ranges Council in a timely manner

Activities undertaken by the Market Manager are:
●

●

▪

●

●

Before Market Day
●
Send out and manage roster up to 2 weeks ahead, take to meeting, email members
●
Send emails to stall holders re attendance plans and any messages
●
Organize and run meeting x 1 month (usually Mon prior to market)
●
Meeting minutes and agenda (send to committee members, Pres, PE, Community
director)
●
Facebook advertising 1 week to 10days before
Market weekend
▪
Finalise stallholders numbers and positions
▪
Attend set upon Saturday to position each stall
▪
Photographs and spread the word on Facebook
Communicate
▪
Work with new stallholder member to keep details up to date
▪
Record financial results in spreadsheets (Performance Record and stallholders details)
▪
Email/ message other committee members as required to keep them up to date
▪
Write up an agenda and minutes for each meeting (monthly)
After Market
▪
Write up a short piece for bulletin (with photos)
▪
Prepare Board Report (sent to Pres, PE, Sec, Community Director and committee
members)
▪
Update spreadsheet
▪
Update Facebook with comments, and new event
▪
Apply for council banners for 6 months time Yarra Ranges Banner Pole Application
Other
▪
Order supplies of flyers from Vistaprint
▪
Purchase water, soap, paper towel, sunscreen etc.
▪
Monitor banner permits from council
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Market Volunteers
Members and friends of the Rotary Club of Lilydale, make up the volunteer workforce for the Market.
Market volunteers are responsible for:
●
●
●
●
●
●

Supporting the Market Manager and Market Committee to run an effective, safe and
enjoyable Market
Fulfilling the duties they have been rostered to perform, and any other duties that may be
required as requested by the Market Manager and/or Market Committee members
Ensure any hazards are identified and action taken to rectify them, including reporting them
to the Market Manager and/or Market Committee members/s
Respond to and take action to address any emergency situations
Observe relevant safety practices and use provided safety equipment i.e. safety vests
Monitor personal and colleague’s health and wellbeing, maintain hydration, protection from
sun, etc.

Activities undertaken by the Market Volunteers are:
●
●
●

Before Market Day
▪
Complete the Market Roster for the time and activity to be performed
Market weekend
▪
Attend set upon Saturday to position each stall
Market Day
▪
Assist with setting up Market day equipment, signage and carpark barriers
▪
Manage the parking of cars to maximize parking spaces and traffic flow whilst
maintaining pedestrian safety around the area
▪
Welcome and collect donations from the public as they enter the Market through the
entrance/s
▪
Check the toilets regularly for cleanliness and stock
▪
Monitor conditions and report any issues to the Market Manger or Market Committee
members
▪
At end of Market Day, assist with packing up and storing away Market equipment

Market Finances Manager
The Market Finances manager is responsible for:
●
●
●
●

Overall financial management responsibility for Market finances
Preparation and reporting against the Market budget
Coordinates the collection of stallholder fees and security of money collected on market day
Identifying cost-savings and initiatives to improve profitability of the Market

Activities undertaken by the Market Finances Manager are:
●

Before Market Day
●
Prepare Market day float, ensuring there is sufficient change for the day
●
Market Day
●
Ensure the market day float is secure.
●
Collect and records stallholder fees, and donations made at the market entrances
●
Provide change to stallholders as necessary
●
After Market
Count fees collected and donations, reporting amount to the Market Manager and Committee, and
banking funds collected.
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Temporary Banner Pole Signage Coordinator
The Temporary Banner Pole Signage Coordinator is responsible for:
●

Put out the banner signs before and collect the banner signs after Market day.

Activities undertaken by the Temporary Banner Pole Signage Coordinator are:
●

●

●

●

Before Market
▪
Put out banners on the Sunday before the market
▪
Refer to the relevant Permit for locations
Putting out the Banners
▪
Pick up from storage location
▪
Drive in a clockwise direction (this will mean banners will be on your left hand side)
▪
Have copy of relevant Permit to check locations
▪
Wear safety gear
▪
Travel in pairs
▪
Use a ladder as required, secure properly to car
▪
Consider other signs (don’t tie over other people’s knots etc.)
▪
Handle banners with care, DO NOT FOLD
After Market
▪
Remove banners on the Sunday afternoon, or Monday at the latest
▪
ROLL the banners carefully, never fold them
▪
Return them and safety gear, ladders etc. to storage location
Administration
▪
Apply for council banners for 6 months time Yarra Ranges Banner Pole Application
▪
Apply for a one week block
▪
Follow up emails, check permits arrive
▪
Any issues call Yarra Ranges Council via email
▪
Keep an up to date permit folder with the banners.

The Market uses the following Banner Pole locations:
●
●
●
●

Lilydale (Maroondah Hwy,
near Victoria Rd)
Lilydale (Swansea Rd, near
Lillydale Lake)
Mooroolbark (cnr Brice Ave &
Hull Rd))
Mount Evelyn (York Road, near
inverness Rd)

An application to use the Banner Poles
is made 6 months in advance using the
Banner Pole application. Each
application is for a 1 week block.
Permits to use the Banner Poles must
be up-to-date. Check with Council via
email.
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Appendix 3
Lilydale Craft and Produce Market Roster

Lilydale Craft & Produce Market Roster - Date
Contact:

Saturday Setup:

Please print your name

8am Start Time

Sunday Morning
Set Up

8 am to 9 am

As well as the committee
6:30am to 9am

8am to 9am Set Up
Stallholder Safety
Inspections
Roadside signs

Activity

9am to 11am

11am to 1pm

Admin Tent
MAIN Entrance
GATE.
(Max/Min.3
people)

Car Park
(MIN.5 people)

2pm to 3:30pm

Sunday Pack Up
2pm to 3:30pm
as many as possible

Roadside signs
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1pm to 2pm

Appendix 4
Market Site Layout
Stallholder sites are located on the east side of the Bellbird car park. The site can be set up for a
maximum of 60 sites. This limit is based on the number of vehicles which can comfortably park in the
area in accordance with the Daily Vehicle Management Plan. The stallholders are sited with stall site
No 1 starting at the north east corner of the carpark near the main Market entrance.

Market Entrance

Vehicle
Entrance

Stallholders and RCL vehicles using the pedestrian pathways must keep them clear and accessible for
pedestrian use, vehicles must not block or impeded access to the pathways.
Access for emergency services vehicles must also be considered when setting up the car park and
vehicle access.
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Stallholder site positions.
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RCL Members and Stallholder Parking
Stallholders are to park their cars in the allocated areas, either with their stall or in the RCL members
car park area.
RCL members are required to park their car on Akarana Road or in the paddock next to the storage
container. It is preferable for RCL members to park in the paddock.
Car Park Set Up
Set up the internal parking barrier using bollards and tape to define the centre and end lines.
Align entrance end line with the
park bollards 5 from the corner
and the end bollard to the
opening.

Align end line with the park
bollards 7 from the corner.

Traders Parking

Align centre line with the marked park
bollards
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Appendix 5
Bellbird Park Traffic Management Plan

RCL members Parking
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Appendix 6
Market Day Information Sheet
Market day information sheet and Stallholder Regulations template for stallholders, provides details
about the operation of the market and the responsibilities of the stallholder.

Organised by the Rotary Club of Lilydale

Market day information sheet

Dear Stallholder
Thank you for accepting our invitation to be part of our market
You will receive an email prior to each market. Please advise if you will be
attending as soon as possible before each months’ market as we now have a
standby list, if you do not confirm, your stall allocation will be given to the
next on the list.
Stall positions are allocated and confirmed on Saturday, the day before the market.

Market times
Stall set up time from 7.00am.
Public opening time 9.00am.
Finish time 2.00pm (for safety reasons no one is to pack up or leave before 2pm).

Address:

Bellbird Park (next to Lillydale Lake)
Swansea Rd Lilydale Vic 3140

Please ensure the following:
Provided us with your contact numbers and email address
Streatrader certificate (food stalls),
Council temporary food permit (if cooking food on site)
Public Liability Insurance – no insurance means no entry
Liquor license if applicable
●
Stallholders are to ensure that appropriate tie downs are in use to ensure
temporary structures are secure and not potential OHS hazards.
Yarra Ranges Council Health Inspectors will inspect our market from time to time
unannounced. Be sure you fully comply with all regulations such as:
●
Hygiene
●
Labelling to comply with the National Food Standards
●
Water, soap, paper towel & gloves
●
Thermometer if you are serving hot or cold foods
●
Uncovered food to be protected from public handling, sneezing etc. with
plastic or similar
On market day if anyone needs help, please let one of our Rotary Volunteers know.
Cancellations: Please have the courtesy to advise if you cannot attend on the day.
●
●
●
●
●

If you have any questions please Contact via email: lilydalecraftandproducemarket@gmail.com

Your attendance at our Craft & Produce Market confirms your
acceptance of our Terms & Conditions.
These Terms & Conditions are available on our website,
www.rotarylilydale.org.au, navigate to ‘Craft & Produce Market’.
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Rotary Club of Lilydale – Craft & Produce Market - Stallholder Terms & Conditions
Background

● Vendors may pack up their stall due to adverse weather
conditions but may not leave unless permission is given by the
Market Manager.

The Lilydale Craft and Produce Market (Market) is wholly owned
by the Rotary Club of Lilydale. It is operated and managed by the
Market Committee (Committee) on behalf of the Rotary Club of
Lilydale with all profits going to support local Lilydale and regional
communities as well as those endorsed overseas by Rotary
International.

● No refunds/credits are given for the cancellation of the
Market and/or reduced trading hours on Market day due to
adverse weather conditions.
● Declaration of a Total Fire Ban by the CFA will cancel the
Market, the Market Manager will inform Stallholders as soon
as possible after the CFA declaration.

Market Regulations
These Market Terms & Conditions (T&C) have been developed by
the Committee and are applicable to all stallholders. The
Regulations are designed to ensure the operational viability,
safety and sustainability of the Market.

● The Committee (and Rotary Club of Lilydale) will not be held
responsible for any loss, damage or injury whatsoever
resulting from adverse weather conditions.

Market T&C Breaches

The T&C have evolved and are regularly reviewed as the
Committee continually strives to eliminate anomalies and
maintain currency with commercial and legislative needs.

Failure to observe the T&C may, in the opinion of het Committee,
give cause to initiate disciplinary action. Consistent breaches may
lead to suspension and/or possible expulsion from the Market.

Committee Discretion

Code of Conduct

At all times, the Committee reserves the right to exercise absolute
discretion in all matters relating to the management,
administration and operational viability of the Market affecting all
attending stallholders.

At all times, all stallholders must deal with each other Market
customers, Market committee and volunteers in a courteous and
professional manner. Abusive and/or threatening behaviour will
not be tolerated at any time or under any circumstances. Such
behaviour may constitute grounds for immediate expulsion from
the Market.

Stallholder Fees
The Committee sets the stallholder fees which are due and
payable on the day of the Market. Fees are paid in full upon
request.

In particular, stallholders are expected to support the Market, the
Market Manager and Committee in all administrative/operational
matters. Should a stallholder have a grievance about any Market
related matter, they are expected to bring their grievance to the
attention of the Market Manager and/or any Committee member.
Any wilful public disclosure of any grievance to other parties
and/or the media will not be tolerated and will constitute a
breach of the T&C and may be considered grounds for immediate
expulsion.

Fees will not be negotiated on the day. Stallholders wishing to
raise a matter about the fees are to do so by contacting the
Market Manager after the Market closes.

Stallholder Attendance
It is expected that stallholders confirming their attendance will do
so. If unable to attend contact the Market Manager by phone,
text message and/or email immediately.

Failure to observe Market T&C and the guidelines in the Market
Operations Manual may give cause to initiate disciplinary action
and/or the dispute resolution process by the Market Committee.

Operational Rules
Stallholders are to comply with the direction/s of the Market
Manager and Committee at all times. In particular:

Dispute Resolution

● Stallholders may enter the site from 7.00am, and not leave
before 2.00pm. Be aware during ‘bump in/out’ of other
stallholders and Market Committee members working to set
up.
● Stallholder vehicles must be parked in the designated areas.
● The Market Manager controls the allocation of vendor
locations/sites and will be the arbiter of any disputes.
● The location of vendor locations/stalls is at the discretion of
the Market Manager.
● Vendors are required to have a Streatrader Permit.
● Yarra Ranges Council temporary food permit if cooking on site.
● Public liability insurance – no insurance means no entry.
● Observe all relevant safety practices and procedures.
● The Market Committee will conduct basic safety compliance
checks of stallholder’s sites to ensure marquees are secure, no
electrical hazards, and other safety checks.
● At the end of the Market, stallholder site must be left clean
and tidy, and your rubbish taken with you, not left on-site.

The T&C set the basic standard applied by the Committee when
dealing with confrontations and/or disputes between the
Committee and stallholders.
Where a stallholder may have a grievance or dispute about a
Market matter, they must first raise the matter with the Market
Manager. The Market Manager has several options available to
resolve the matter:
● Investigate matter to determine the facts and likely resolution
● Consult with the Committee members present to take
immediate action if applicable
● Defer resolution to further investigate or seek advice
A stallholder in breach of these T&C may be issued a warning,
suspended or expelled from the Market by the Committee.
If a stallholder wishes to dispute the decision of the Committee,
may do so in writing within 14 days of the receiving written
notice.

Disclaimer of Liability
Stallholders agree to indemnify the Market Committee from and
damage, expense or liability arising from any injury or damages to
any person, including the general public, the stallholder or others,
occurring either in the space occupied by the stallholder or
elsewhere arising out of its occupancy or anything connected with
the occupancy

Adverse Weather Conditions
The Market will operate in varying weather conditions. During
adverse weather conditions:
● The Market Manager and Committee will assess the predicted
and current weather conditions to determine if it is safe to
continue Market operations. The decision to cancel or close
the Market is the responsibility of the Market Manager and
Committee based on the advice, alerts and warnings issued by
the Bureau of Meteorology and emergency services. Their
decision is final and will be communicated as soon as possible
to relevant stakeholders and stallholders.
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The Market Committee will not be liable for any loss or damage to
the property of the stall holder due to fire, robbery, accidents or
any other cause whatsoever that may arise from use and
occupancy of their Market site.
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Rotary Club of Lilydale
Craft & Produce Market

Stall Holder Car Parking Rules
Stall Holders are required to park their vehicles in the designated Trader Car Park. Your vehicle taking up customer car
spaces is detrimental to you as a trader and the Craft & Produce Market. The Market Manager and Rotary Volunteers
will check and direct you to move your vehicle if it is in customer car parking spaces.
Traders Parking Area 1:
Stall Holders with Stalls 1- 16 on the West Side. This area is in the car park, open from 7.00am until approx. 8.45am
when it will be closed and traders unable to move their vehicle until 2.00pm.
Note: Stall 17 - 60 located on the grassed area are permitted to park their vehicle at the rear of their stall, provided it
does not block or impeded the footpaths. Stalls 17 – 22 (south side) will have limited space available to park with their
stall, the Market Manger will advise you where to park. Between 9.00am & 2.00pm you cannot move your vehicle.
RCL members & Traders Parking Area 2
Parking available along Akarana Drive and in the paddock, park here as directed by the Market Manager and Rotary Volunteers.

Market Entrance

Vehicle
Entrance

RCL Market Operations Manual
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Appendix 7
Event Safety & Risk Assessment
The success of your event is measured in many ways and safety is one of them. As part of any good
planning process hazards should be identified and risks assessed and controlled to minimise the
potential for injury or harm. Events vary in size, nature and type, but all events require assessment,
control and monitoring of risks.
While most of us understand this, we can find it difficult to apply to a working event document, such
as Risk Registers or Risk Control Plans. Start with something simple and build on it. It will become an
invaluable tool that you can use to assess event safety – from the planning phase right through to the
overall evaluation of the event.
1.

HAZARD IDENTIFICATION

Hazard identification is the process of recognising hazards associated with an event. It is helpful to
identify risks by considering the people involved and their roles to ensure their safety at all times.
Hazard “groupings” that can assist in the identification process include:
●
●
●
●

Human – type and size of crowd expected, level of crowd participation
Technological – mechanical, utilities such as gas and electricity
Natural – the physical location and site area conditions
Environmental – weather, Environment Protection Authority controlled, ground impact etc.

2.

RISK ASSESSMENT

Risk Assessment is the process of estimating the potential effects or harm of a hazard to determine
its risk rating. By determining the level of risk, event organisers can prioritise risks to ensure
systematic elimination or minimization.
In order to determine a risk rating consider:
●
●

The consequence - what will happen, the extent of harm: and
The likelihood – chances or possibility of it occurring.

A risk assessment matrix is provided on the following page.
When conducting a risk assessment, include the people who are actually involved in undertaking the
task. Experience is as important as a fresh perspective when undertaking risk assessment.
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ESTABLISH THE CONTEXT
Purpose of the Risk Assessment

ANALYSE RISKS
Decide on the need to treat
EVALUATE RISKS
Identify existing process

MONITOR AND REVIEW
Stakeholders and Event Management

IDENTIFY RISKS
Associated with each hazard

RISK ASSESSMENT

COMMUNICATE AND CONSULT
Stakeholders and Management

IDENTIFY HAZARDS
Associated with the activities

TREAT RISKS
Introduce control measures

3.
RISK CONTROL
In order to control the risk, you need to work out the best method of handling it. Look at the
following methods, which are referred to as the “hierarchy of control”, to see if you can eliminate or
reduce the risk.
ELIMINATION

Removal of the hazard/risk or
discontinuing the process

SUBSTITUTION

Using a less hazardous process.

ENGINEERING
ISOLATION
ADMINISTRATIVE
PERSONAL PROTECTIVE
EQUIPMENT
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Changing the physical characteristics of
the risk. e.g. installing guards around
equipment
Isolating the risk/using remote controls
etc
Procedures that apply a safe system of
work
Equipment that protects the user.
*This is the least preferred method of
control
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4.

TEST OF PRACTICABILITY

When applying Risk controls, regard must be given to:
●
●
●
●

The severity of the risk or hazard
The state of knowledge about the hazard or risk and ways of removing or mitigating that risk
or hazard
The availability and sustainability of ways to remove the risk or hazard
The cost of removing or mitigating the hazard or risk

Often people pick the ‘easier” option by going straight to Administrative controls or Personal
Protective Equipment but there are often more effective ways to control the hazard.
●
●
●

5.

In many cases consultation and discussion with the people involved reveals new ideas or
better ways of handling hazards and reducing the risks of injury.
Focus on what is both realistic and practical so that risks are minimised to an acceptable
level.
It is vital to ensure that risk assessment covers the entire event – from set up (bump in) to
dismantling (bump out), not just during the event itself.
RISK ASSESSMENT MATRIX

The risk assessment matrix determines a “risk rating”, based on the likelihood and consequence of
risk.

Likelihood

A (Almost
certain)
B ( Likely)
C ( Possible)
D (Unlikely)
E (Rare)

Level of Risk Matrix
Consequence Level

1

2

3

4

5

Medium

Medium

High

Extreme

Extreme

Medium
Low
Low
Low

Medium
Medium
Low
Low

High
Medium
Medium
Medium

High
High
Medium
Medium

Extreme
High
High

High

Risk assessment tables enable event organisers to allocate risk ratings to all hazards so they can
prioritise and address them in a systematic way.
Legend
Intolerable
Extreme
Generally Intolerable
High
Region
Basic Safety LimitAs low as reasonably
Practicable or
Medium
tolerable region
Basic Safety ObjectiveBroadly Acceptable
Region

Low
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Risk should not be justified
Risk cannot be justified save in extraordinary
circumstances
Drive risks towards the broadly acceptable region
Residual risk tolerable only if further risk reduction
impracticable
Risk reduction not likely to be required as resources
are likely to be disproportionate to reduction
achieved
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6.

GENERAL OVERVIEW: THE RISK ASSESSMENT PROCESS

a.

Identify job/process

b.

Identify all the steps/processes

c.

Identify the hazards associated with the tasks/process

d.

Assess the risk associated with each identified hazard.

e.

Determine the best way of controlling the risk. Refer to the ‘hierarchy of control’ for
guidance. Use the test of practicality to determine which highest level control should be
used.

f.

Assess residual risk for each proposed control. Compare with the ‘Toleration of Risk’ table to
assess whether the Risk is acceptable or whether further measures need to be taken.

g.

The responsible manager must sign off acceptance of the risk assessment. The responsible
manager is to ensure the corrective actions are actionable. The responsible manager must
sign off that each corrective action is completed.

h.

A copy of the risk assessment must be kept on file for reference and made available if
requested.

i.

An Incident Register is an essential part of Risk Management to make future
recommendations for events.
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7.

HAZARD & RISK ASSESSMENT

Compiled by:
Event:
Reviewed by:

Hazard

Phone:
Event Date:
Position:

Risks

Existing Risk Controls

01
02
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Email:
Event Manager:
Review :Date

Risk
Rating

Toleration of
existing risk
controls

Additional Risk
treatment or action
plan

Residual
Risk
Rating

Responsible to
Monitor/supervise

8.

INCIDENT REGISTER

Date and time of
incident

Person involved, name
address and phone number

Description

Market Manager to evaluate the event taking into account the incidents on the day
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Action taken

Appendix 8
Market Emergency Management Plan
The primary purpose of the Craft &Produce market Emergency Management Plan is to ensure that
Market Day is conducted safely and that in the event an emergency situation occurs clear guidelines
are in place for the management, response and documentation of the situation.
A risk analysis has been conducted and the likelihood of an emergency situation occurring is
considered to be low.

1.0

Plan Objectives

To clearly define the process to be followed in the event of an emergency situation occurring during
a Market Day. The procedures in this plan are guidelines to be used to address any unanticipated
emergencies.

2.0

Scope

This plan relates to the following emergency scenarios including:
•
•
•
•

Medical emergency
Fire or Explosion
Hazardous material spill/gas leak
Lost child

3.0

Response Actions

The above-mentioned emergencies may require one or more of the following Reponses:
•
•
•
•

Evacuation of the area
Containment of the threat (i.e. chemical spill, gas leak)
First aid treatment and/or medical emergency response
Emergency services response

4.0

Emergency Preparations and Testing

Training requirements
All personal normally working in any of the areas identified in this plan shall be trained in the
following emergency management information:
•
•
•
•

The general information contained in this document
The key personnel and their roles and responsibilities
Emergency exit locations and paths
Assembly point locations

Exercise Drills
Will compromise of a walk through the Market Manager/Logistics who will ensure that all RCL
members attending the Market are aware of the evacuation procedure requirements.
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Emergency Plan Review
A review of the emergency plan will be undertaken immediately after an emergency or annually.

5.0

General Roles and Responsibilities

The roles and responsibilities of RCL members working at the Market are:
Emergency Team
The Emergency Team consists of the Market Committee members who review the emergency plan,
evaluate the response to an emergency and review the plan as required. Assistance with a review of
the plan can be sourced from relevant expertise by the committee to ensure the plan adequate.
Chief Warden – Market Chair/Manager
•
•
•
•

Evaluate the need for evacuation as required
Initiate evacuation if required
Contact emergency services – 000 (as required)
Account for all RCL members, customers and stallholders in liaison with area wardens and
emergency services
Evaluate, in conjunction with emergency services, it area is safe prior to re-entry
Document the emergency situation inclusive of actions taken and outcomes

•
•

Area Wardens
•
•
•

Receive directions from Chief Warden
Ensure all personnel have been alerted
Clear all areas as required

First Aiders
•
•

Collect First Aid kit and respond to medical emergency and/ assembly area
Administer first aid as required

RCL Members
•
•
•
•

Carry out takes as instructed by Chief Warden
Proceed to assembly area advising customers and stallholders to do the same
Report their presence to the Chief Warden or Area Warden at eh assembly area
Not leave the assembly area unless advised by the Chief Warden or Emergency Services

6.0

Emergency Response

Evacuation
The Chief Warden will take the following into consideration when determining if and when to
evacuate:
•
•
•

The severity of the incident
The likelihood of excavation
The incident becoming uncontrollable beyond the resources available
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Process for evaluating the need to evacuate:
•
•
•
•
•
•
•

Reason for evacuation is realised
Appropriate RCL members assess situation
Notification given to RCL members, customers and stallholders to evacuate to assembly area
RCL members to render assistance as required under direction of Chief Warden
Emergency Services notified of het emergency – dial 000
Area Wardens are to ensure the market area is evacuated including stallholder sites and
toilets
Await emergency services assessment

Designated assembly Areas:
•
•

Grassed area next to the timber gate and fence on Akarana Road
Rotary Rotunder

The following emergency procedures shall be carried out in response to the specific emergency
situation:
Fire and Explosion
•
•
•
•
•
•
•
•
•
•
•
•
•

Should you discover smoke or fire
Assess the situation and potential for evacuation
Remove anyone in the immediate vicinity if it is safe to do so
If trained – attempt to extinguish the fire with appropriate fire extinguisher
Turn off gas and electricity supply if able
Notify the Chief Warden
Chief Warden to assess the situation and commence evacuation if deemed necessary
Call 000 (emergency services)
Notify all customers and stallholders to leave the Market area calmly and proceed to the
assembly area
Identify injured persons (if present)
Area Wardens are to ensure all customers and stallholders are moved to the assembly area
Await arrival of emergency services and await further instructions
Only re-enter the area when advised by emergency services or the Chief Warden that it is
safe to do so

Location of fire extinguisher is at the Market entrance near the Market administration marquee.
Medical Emergency
•
•
•
•
•
•
•

The first RCL members on-scene shall assess the situation and if they do not have first aid
training, immediately notify the Chief Warden and/or first aid trained members
Call emergency services – call 000 and request an ambulance
Administer first aid as trained
Organise a RCL member to meet the ambulance in Akarana Road and direct them to the
location of the emergency
Remain with the injured person until emergency services have arrived
Asist emergency services personnel as required
Complete an Incident report as soon as possible after the event
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Hazardous Materials Spill – Gas Leak
Hazardous substances consist of Oils; Gas; Disinfectant/Sanitiser/Cleaning products; Fuel (vehicles).
The procedure to be carried out in case of a spill or leak is:
•
•
•
•
•
•
•

RCL members who finds such a spill, or is notified by a customer/stallholder of such a spill s
to notify the Chief Warden immediately
At the direction of the Chief Warden evacuate the area immediately if required
Identify the source and amount of realised materials and section off the area such that no
one can gain entry
If necessary – call emergency services 000
Attempt to control spill or leak by shutting off or isolating the leak/spill
Upon direction from the emergency services, or through own processes, soak up the
material using appropriate spill kits and arrange disposal appropriately
Complete an Incident report as soon as possible after the event

Lost Child:
In the event of a lost child being located, RCL members are to:
•
•
•
•
•
•

Notify the Market Manager that a child has been found
Stay with the child, attempt to calm the child if distressed and ask their name
Escort the child to the Market tent at the entrance
Only offer plain water to the child as the child may have an unknown allergies
Do not allow the child to leave the Market admin tent without satisfactory recognition of
adult/parent/sibling or Gaudian by the child
If in doubt of attempted reunion, notify Victoria Police
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Appendix 9
Manual Change Register

Date

Changed
By:

Details

25th June 2018

Richard
Selway

Updated the banner section to indicate that the council is limiting the
number of banners to 6 that can be selected at any point in time

25th July 2018

Richard
Selway

Added this document change register so that users can review the
changes made to this manual.

8 April 2019

B McCarthy

Major changes and updates to numerous sections.
New version 6.

7 November
2019

B McCarthy

Amendments made to Appendices 1, 2 6 & 7
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Intentionally left blank
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