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Welcome 
Thank you choosing to hold your event at Moonee Valley Racing Club (MVRC). 
 
MVRC is managed and owned by Moonee Valley Racing Club Inc. and the friendly and experienced team 
responsible for delivering events at the venue are committed to working with you to maximise the success of your 
event. 
 
To assist in this regard, you are encouraged to read the information outlined in this Event Manual. The Event 
Manual provides you with details about MVRC and the facilities and services that are available to you, along with 
key contacts. 
 
As the Event Organiser, it is your responsibility to ensure that the requirements set out in the Event Manual are 
observed and performed by yourself, all exhibitors, contractors, sub-contractors, associates and their agents.  
 
For more detailed information regarding MVRC, including operational procedures, please contact your Operations 
Coordinator. 
 
 
Note: 
Moonee Valley Racing Club reserves the right to alter the provisions stated in this Manual due to any changes to 
relevant Acts, Regulations, Australian Standards, building notices or as a result of any infringement notices served. 
 
This Event Manual has been produced as a guide only, for persons using, visiting or working at MVRC (including 
clients, performing companies and their staff and subcontractors). This Manual contains general information only 
and should not be considered a comprehensive statement on the matters covered by it. In preparing the information 
in this manual, Moonee Valley Racing Club has not taken into account your individual circumstances or needs, or 
those of your production, and you should obtain your own advice on your risk management, legal and contractual 
obligations when using, hiring, visiting or working at MVRC. Information in this Manual which refers to Legislation, 
Australian and International Standards, the Building Code of Australia and any other legal requirements is provided 
in summary form only, so you should refer to the source documents for a complete understanding of the 
requirements and to check whether there have been any changes. 
 

Definitions: 

Moonee Valley Racing Club Inc. (MVRC) – Owner and operator of MVRC 

Client – the hirer of the Venue, who has contractual responsibilities for all event activity throughout the hire period.  

Client Coordinator – a person or organisation nominated by the Client to be the primary contact for coordinating 
the logistics of the event and providing required information regarding the conduct of the event to Moonee Valley 
Racing Club Inc. 

Contractor / Sub Contractor – third party engaged by the Client or organiser to work within or set up the applicable 
Venue, including friends and family. 

Delivery supplier – a third party dropping off or delivering items for an event, but not setting up the items in the 
applicable Venue. 

Exhibitors – third party engaged by Client to participate in a promotional or display activity during the event. 

Guest -  a person who is invited to attend a particular event. 

High Profile Guest - public figures and dignitaries, for example, municipal, state or federal government 
representatives; foreign state leaders and officials; diplomatic staff and other international delegates; celebrities 
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and public figures who attract media attention and/or are associated with controversial issues and/or raise 
concerns for security. 

High Risk activities– activities which inherently contain specific risks e.g. fire twirlers, pyrotechnics, working with 
animals 

Hire Licence Period - A hire period consists of Bump In, Operational and Bump Out times.  

Organiser-  either the Client or a person authorised by the Client to act on their behalf. 

Outside areas – refer to either Members Car Park, Centre Car Park, Horse Float  Car Park, Burston Lawn, 
South Hill, North Hill and any other space as defined by MVRC. 

Performer – DJ, band, MC, Roving entrainment, dancer etc.  

Risk Assessment - The identification, evaluation and estimation of the levels of risks involved in an event and / 
or activity, their comparison against standards, and determination of an acceptable level of risk. 

Venue Management – Management staff of MVRC. 

Venues - refer to either Celebrity Room, Octagonal Room, Space Frame, the central car park, Inner Circle, 
Meeting Place, JR Bar, Jockey Bar, Members Bistro, Valley View, Dining Boxes, Deck Bar, Pavilion Bar, 
Champions Room, Champions South, Lawn Bar, Burston Lawn, North Hill, South Hill, Sunline Room, Parade 
Bar, Cox Plate Room, The Lodge, Saintly Suite, Observation Deck, Committee Room, Meeting Place, Market 
Place, The Carvery, and any other space as defined by MVRC. 
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Documentation requirements 
 
Compulsory Documentation for Client  / Organiser for events held inside Venues  
• Completed Pre-event Activities Checklist 
• Online Venue Safety Induction verification 
• Public Liability Certificate 
• WorkCover Insurance Certificate 

Compulsory Documentation for Client  / Organiser for events held in outdoor areas  

• Bump in/ out and Event Schedule 
• Event Management Plan 
• Site Plan 
• Risk Assessment 
• Online Venue Safety Induction verification 
• Public Liability Certificate 
• WorkCover Insurance Certificate 

Compulsory Contractor and High Risk Activities Documentation 

• Certificates and licenses i.e. EWP yellow cards, rigging tickets, driving licenses 
• Job Safety Analysis (JSA) / Safe Work Method Statement (SWMS) / Risk Assessment for their works 
• Work schedule 
• Public Liability Certificate 
• Online Venue Safety Induction verification 
• WorkCover Insurance Certificate 

Compulsory Performer Documentation 

• Public Liability Certificate 
• WorkCover Insurance Certificate 
• Work schedule 
• Online Venue Safety Induction verification 

Contractor / Sub - Contractor Documentation  

• Prior to opening of your event, MVRC highly recommends you have the following documentation from all 
contractors on file. MVRC may request to see copies.  
 Certificates and licenses i.e. EWP yellow cards, rigging tickets, driving licenses and test and tag 

certificates  
 JSA/ SWMS/ Risk Assessment  
 Online Venue Safety Induction verification 
 Work schedule  
 Public Liability Certificate  
 WorkCover Insurance Certificate  
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A-Z Guide  

Accommodation options (in order of proximity to MVRC) 

• Quest Moonee Valley Apartments (opposite main gate) - 4.5 star apartments 
www.questapartments.com.au  

Quest Moonee Valley Apartments is ideally located for limited accommodation 
needs. Situated directly opposite the Racecourse main gate, Quest Moonee Valley 
offers a maximum group room block of 20 apartment facilities for any one group 
booking. Couple your MVRC function and event experience, with the 4 ½ star Quest 
Moonee Valley Serviced Apartments.  

For further information, please contact Nicholas County at Quest on: Ph: (03) 8325 
9500 or ncounty@questapartments.com.au  

• The Larwill Studio – Art Series Hotel Group (4.2 kilometers) 
www.artserieshotels.com.au/larwill 

 Adjoining the Royal Children’s Hospital, Flemington Road, Parkville, The Larwill 
Studio is a short walk to Melbourne’s CBD. Inspired by the great Australian artist, 
David Larwill, the boutique hotel draws inspiration from his working studio. With 
bright, playful Larwill artworks complementing the contemporary design and 
incredible views of green parklands and the city, The Larwill Studio is the perfect 
base for work or play. 

 To receive a corporate rate for your group, please contact Priya Vachoo – Sales 
Manager at The Larwill Studio on Ph: 03 9032 9104 or 
priya_vachoo@artserieshotels.com.au 

• The Westin Melbourne (8 kilometers, within CBD) - 5 star hotel 
www.westin.com/melbourne 

With a coveted Collins Street address in Melbourne's Central Business District, we 
place you amidst designer boutiques, renowned restaurants, and the Regent 
Theatre. The Westin Melbourne offers 262 spacious guest rooms and suites. 
Facilities include a wellness centre comprising of a 20 meter lap pool, Jacuzzi tub, 
steam room, sauna, gym and massage room.  

To receive a corporate rate for your group, please contact Alexandra Vollebregt 
(Account Director) on Ph: (03) 9635 2110 or alexandra.vollebregt@westin.com  

• Mantra Tullamarine (11 kilometers) - 4.5 star apartments www.mantra.com.au  

For larger group bookings or single hotel rooms (rather than apartments), Mantra 
Tullamarine is located on the corner of Melrose and Trade Park Drives, an easy 5 
minutes from Melbourne International Airport, and only 15 minutes by car or bus to 
Moonee Valley Racing Club. The property has 272 spacious rooms consisting of 
executive, executive spa, deluxe studious, suites and a penthouse. The Team at 
Valley Events can source a quotation and coordinate all bus transfers on your 
behalf. 

http://www.questapartments.com.au/
mailto:ncounty@questapartments.com.au
mailto:priya_vachoo@artserieshotels.com.au
http://www.rydges.com/northmelbourne
http://www.mantra.com.au/
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To receive a quotation from Mantra Tullamarine, please contact Andrea Paice – 
Business Development Executive on: Ph: (03) 9093 6502 or 
andrea.paice@mantra.com.au 

• The Blackman Hotel – Art Series Hotel Group(13 kilometers) - 5 star hotel 
www.artserieshotels.com.au/blackman 

With a contemporary, boutique interior and an enviable St Kilda Road location, just 
a stones throw from Melbourne’s CBD, The Blackman Hotel will inspire Melbourne’s 
imagination. A destination perfect for business or leisure travellers, this unique 
Melbourne hotel boasts 209 guest accommodations and suites, a selection of which 
host private terraces. 

To receive a corporate rate for your group, please contact hotel reservations on Ph: 03 9039 1444 or 
reservations_blackman@artserieshotels.com.au 

 
Amusement Rides and Inflatables 
• If you are intending to have amusement rides or inflatables you will be required to provide a certificate of 

compliance for the design and then a certificate of compliance on the inspection once in position.  
 
Animals  
• MVRC do not permit any animal, in any location, where a kitchen or bar is situated. The only exemptions to 

this are Seeing Eye dogs and other impairment support animals. 
• No other animals (including fish, reptiles and insects) are permitted at MVRC, except as an approved exhibit 

or as part of an approved activity or performance legitimately requiring use of animals. In these cases a written 
risk assessment must be submitted to MVRC and if approved, animals must be restrained or in an enclosed 
pen and under supervised control at all times.  

• Clients, Exhibitors and/or Contractors proposing to exhibit or use animals must submit a Risk Assessment in 
writing for Venue Management approval no less than thirty (30) days prior to the commencement of the 
event.  

• All approved animal exhibits, activities or performances must comply with the Victorian Prevention of Cruelty 
to Animals Act 1986 and Victorian Prevention of Cruelty to Animals Regulations 2008. 

Audio Visual  
• MVRC has an in-house AV department.  
• Third party AV supplier must be sufficiently qualified, experienced and reputable, and approved by the MVRC 

to be permitted access to our venues. Third party AV suppliers require the attendance of a MVRC Technician 
on Duty (ToD). Hourly rates apply. 

Aviation Activities 
• All helicopters must obtain written approval to land or take off from MVRC. 
• For the comfort and amenity of nearby residents it is extremely important that the helicopter flight path 

approaches the racetrack from the east having travelled above the City Link freeway from the City, no service 
is to travel or hover over adjacent residential property. 

Atmospheric Effects 
• If your event includes any atmospheric effects (including but not limited to snow machines, hazers, smoke 

machines, foggers etc.) approval from Venue Management is required. 
• MVRC has the right not to permit Atmospheric Effects where they believe there is a risk to safety. 
• No pyrotechnically propelled confetti cannons are permitted. 
• Consult with Venue Management regarding isolation of fire warning systems – in the event that smoke detectors 

require isolation. 

mailto:peter.nastos@mantra.com.au
http://www.artserieshotels.com.au/blackman
mailto:reservations_blackman@artserieshotels.com.au
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• A Risk Assessment must be submitted to Venue Management which covers storage, spillage containment, use 
and removal. 

• All chemical units must be used with the manufacturer’s specified fluids only. No substitutions are permitted. 
• See also Fire Performers and Pyrotechnics. 

 
Banner and Drapes 
• Any theming, banners or draping that are planned to be suspended from a truss or the Venue’s ceiling needs 

to have prior approval by Venue Management. 
• A rigger may still need to sign off & or be present to hang some objects; this is at MVRC's discretion. See 

“Rigging” 
• Any fabric or porous material being suspended from the ceiling or existing truss lines needs to be fire retardant 

with Biofax 2000 or by an equivalent process, as per the Australian Standards 1530 part 2 & part 3 C1.10 of 
the Australian Building Code. 

• Additional fire exit signage may be required to be installed at the Client’s cost. See “Exit Signs” 

Buses / Coaches 
• To facilitate the drop off of guests via bus or coach, Venue Management must be informed a minimum of three 

(3) working days in advance. 
 
Buggy’s and Golf Carts 
• Any buggy’s / gold carts brought onsite need to be approved by Venue Management. 
• Drivers are required to abide by road rules and pedestrian safety procedures when operating onsite. 
 
Cables 
• Cables must be taped around the edge of the Venue to prevent trips and falls. 
• If this is not possible, cables need to either be flown or be covered with carpet tile, cable matting or taped with 

gaffer tape to prevent a trip hazard. 
• In high traffic areas, changes in floor level should be highlighted with high visibility or yellow/black hazard tape.  
• Australian Standard Cable trays must be used to cover electrical cables and other trip hazards in the areas 

where there are moving vehicles.  
• Cable trays must meet Australian Standards. 

Cancellation of Event 
• MVRC reserves the right to cancel any event where: 

o The Client or Client Coordinator has not provided the required insurance documentation and/or 
other risk management information (as detailed in this manual), within a reasonable period; 

o The Client Coordinator has become uncontactable or has not responded to MVRC’s requests 
for information concerning the proposed conduct of the event within a reasonable period or; 

o MVRC in its absolute discretion believes the event poses significant security, health and safety 
and/or compliance risks that the event organiser cannot rectify; 

o MVRC in its absolute discretion believes the event will adversely affect the smooth running or 
the Club’s business or good reputation. 

• Where an event is cancelled by MVRC for any of the above reasons, any payments made by the Client will be 
refunded. 

• Terms and Conditions in relation to cancellation of events by Clients are included in the contract documentation 
for the event. 

 
Car Parking 
• Complimentary car parking is available in the Members Car Park on non-race days.   
• Access to Members Car Park is via Gate 1 on McPherson Street, Moonee Ponds.   
• Should your function fall on a race day, car parking will be available in the Centre Car Park only (as the 

Members Car Park is restricted to members only on race days).  
• Access to the Centre Car Park is via Wilson Street.   
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• If guests wish to leave their cars overnight on MVRC grounds after an event, this must be organised prior 
with Venue Manager. 

 
Capacity Numbers 
• Venue Management expects the organiser to ensure that the maximum number of occupants allowed in the 

licensed area does not exceed the requirements of the Licence Agreement. 
• If Venue Management believes on reasonable grounds that the authorised capacity numbers are being 

exceeded, MVRC reserves the right to stop admittance into the licensed area until excess numbers are cleared 
and/or request the excess number of people to be removed. 

CCTV 
• The Venues are under surveillance monitoring, however, footage can only be provided to Victoria Police, upon 

request, and clients may only view footage onsite with permission from Venue Management. 

Chemicals and hazardous substances  
• Clients and/or Contractors with chemicals must comply with the legislative requirements for storage, handling 

and transportation. Legislation includes Occupational Health and Safety Act 2004, Dangerous Goods 
(Explosives) Regulations 2000, Dangerous Goods (Storage and Handling) Regulations 2000 and Occupational 
Health and Safety Regulations 2007.  

• Where possible the need for hazardous substances should be eliminated.  
• A Risk Assessment must be provided to venue management including details of how to deal with a spill of that 

chemical 
• Appropriate personal protective equipment (PPE) must be worn at all times when handling chemicals. 

Children  
Children under the age of 15 years are not permitted to enter high risk areas during bump in and bump out of 
an event - A high risk area is one where forklift operation, vehicle movement, rigging or stand building is being 
undertaken 

• Children are not permitted to remain in any vehicle unattended by an adult while the vehicle is loading / 
unloading.  

• Children are not to be left unattended or unsupervised in any areas within MVRC.  
• Persons under the age of 18 years are permitted to attend events at MVRC.  
• When alcohol is being served, persons under the age of 18 must be in the immediate presence of a 

responsible adult, such as their parent or guardian.  
• Wristbands will be provided to those events where there is a mixture or over and under 18 year olds. 
• As per Victorian legislation no person under the age of 18 are permitted to drink alcohol. 

Client Coordinator 
• The Client must nominate a Client Coordinator for the event and provide full contact details for this person. 
• The Client Coordinator must provide all information required by MVRC to ensure the smooth and safe conduct 

of the event, in a timely manner. 
• The Client Coordinator must respond to MVRC enquiries about the conduct of the event and/or requests for 

additional information, within a reasonable timeframe. 
• If the Client Coordinator will not be on site during the event, details of an event day contact should also be 

provided. 
 
Conditions of Entry  
• Please refer to the MVRC conditions or ticketing and entry on our website for full details: 

https://thevalley.com.au/mvrc/policies/conditions 
• All publicly ticketed events require a condition of entry signage, which must be approved by Venue 

Management. 
• The Client is responsible for any terms of conditions signage that are required to be displayed at the entrance 

to the event, which must be approved by Venue Management. 



Moonee Valley Racing Club Organisers and Contractors Manual.  V1.5.   Page | 8 
 
 

• Venue Management reserves the right to refuse entry and will not be responsible for any resulting loss. 

Contractor Management System 
• The Victorian Occupational Health & Safety Act 2004 holds MVRC to a duty of care, requiring all event 

organisers,(& where applicable their contractors, subcontractors, commercial exhibitors, caterers and other 
persons intending to engage in work practices within MVRC) to register with their online Contractor 
Management System. 

• It is mandatory for all event organisers to complete the Contractor Registration process before they or any other 
persons under their duty of care commence any work at MVRC. 

• The Contractor Management System allows MVRC to verify compliance documents and grant access to the 
Online Induction  

Damage  
• No banners, signs or posters may be attached / fixed to any surface within the venue without advance approval 

from Venue Management. 
• Any loss of or damage to Moonee Valley property or equipment caused by the organiser, their guests or 

contractors before, during or after the event is the financial responsibility of the organiser. 
• No painting, sawing or sanding is to be conducted within the Venue, unless pre approval has been granted by 

Venue Management. 

Deliveries and Collections 
• If your event requires items to be delivered prior to, and collected after, the event by an external 

company/courier please request the Deliveries and Collections Information Pack from Venue Management. 
• Deliveries will not be accepted without the appropriate labelling as detailed in the Deliveries and Collections 

Information Pack. 
• Venue Management takes no responsibility for any items delivered, or left at MVRC, when the Organiser is not 

present to take ownership. 

Display Vehicles  
• All fuel tanks must be full.  
• Vehicles must be free of all leaks and have an oil drip tray underneath the engine. 
• A set of keys may be required to be provided to Venue Management if the vehicle is staying inside the venue 

overnight. 
• MVRC takes no responsibility for any damage that occurs to vehicles whilst onsite. 
• It is the responsibility of the Client to provide all necessary protective equipment including plastic tracking mats 

for under tyres, drip trays for under engine and fire extinguishers. 
• Steering must not be utilised unless car is in motion to prevent carpet and floor damage. 
• LPG powered vehicles must submit a copy of the certification that the gas conversion complies with AS1425.  
• The vehicle must be placed in accordance with the event order layout, as agreed by the Client and Venue 

Management. 
• Vehicles may only be detailed / cleaned outside of the Venues.  
• Vehicles in the Venues may only be buffed. 

Drones 
• No drones are permitted to be flown, on or above, MVRC without prior Venue Management approval. 
 
Drugs and Alcohol 
• Due to OHS compliance alcoholic beverages must not be consumed during bump in or bump out. 
• Alcohol is not permitted to be consumed anywhere outside the venue rooms without Venue Management 

approval. 
• The possession, distribution or use of any illegal drug by Contractors or workers is strictly prohibited. 
• Any patrons found to found to be intoxicated or disorderly will be asked to leave the venue. 
• Please request MVRC’s Liquor House Policy for more information. 
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Electrical Compliance  
• All electrical equipment, including appliances, leads and power boards, brought to the building must be tested 

and tagged with current labels. Any equipment found without current labels must be removed from the Venue 
immediately. See “Cables”. 

• No double adaptors are permitted.  
• All electrical display lighting and non-essential electrical appliances must be turned off overnight during the hire 

period.  
• All building electrical cupboards must be kept locked and clear at all times.  

Emergency evacuation 
• Emergency procedure diagrams are located throughout MVRC. These diagrams provide floor plans of each of 

the Venues showing the locations of emergency exits and emergency equipment and assembly point. NB Plans 
are not to scale. 

• In the event of an evacuation, Venue staff will act as fire wardens to assist in the movement of patrons to the 
designated assembly points. 

• Entry into the building will not occur until permission has been given by the Chief Fire Warden under the 
direction of the MFB. 

Exhibition Displays 
• Any building or construction work must comply with Building Code of Australia, statutory regulations and be 

constructed with all relevant Australian Standards and according to the plans submitted to Venue Management. 
• The organiser/stand builder is responsible for ensuring that each stand has suitable clearance height below the 

existing ceiling, it must be half a metre from any sprinkler head, and the stand must be of the correct 
dimensions. 

• Display height – Display items and equipment must not exceed the height of the stand walls. Display stands 
over the standard height of 2.4m must be approved by MVRC no less than seven (7) working days prior to the 
hire period. These structures, at the organisers cost, may require:  
 Certification by an Engineer; and/or  
 A submission in writing or plan in PDF format 

• Structures deemed to be unstable must be modified or removed from an exhibition at the Client’s expense.  
• Electrical equipment must be tested and tagged. See “Electrical Compliance”.  
• Ceilings – Display stands incorporating a ceiling or roof covering must be approved by Venue Management. A 

floor plan detailing all features including access/egress points must be submitted to the venue for approval no 
later than thirty (30) days prior to the commencement of the hire period. The plan must detail stand number, 
event name, size of ceiling and construction material to be used. Approved applications will require the 
installation of a smoke detector/s, fire extinguisher/s and fire blanket/s.  

• Display Fabric – Materials used in stand construction and decoration must not be readily ignitable or be capable 
of emitting toxic fumes should ignition occur. Material and fabric significantly incorporated in a display (e.g. 
drapes, curtains, etc.) must be applied with an approved fire retardant. See “Theming” 

Exit Signs  
• Additional illuminated directional exit signs are required if the direct path to an exit is changed or obscured by 

walling, tiered seating, draping or exhibitions stands;  
• Additional illuminated directional signs must be a minimum size of 450 x 200mm sign with an approved 

pictogram or GREEN capital letters greater than 100mm high on a white background must  be installed in 
appropriate positions indicating direction to the existing exit:  

• Additional illuminated directional exit signs must be displayed between 2m and 2.7 metres from the floor, unless 
they are directly above the actual fire exit door. 

• To avoid items being removed by Venue Management, please remember not to: 
 Block or congest emergency exits (fully or partially). Emergency exits are denoted by green and white 

exit signage or pictographs above doors;  
 Block the access route to an emergency exit;  
 Obscure or cover emergency exit signage; and  
 Store equipment or packing materials in any fire exit door, corridor, access way or stairs.  
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Facilities for those with a physical impairment 
• MVRC has allocated parking for those with a physical impairment and with the appropriate parking permit 

displayed. 
• Guide and hearing dogs are permitted. 
• Wheelchair ramps are not automatically provided to access stages. Please inform Venue Management if ramps 

are required. 
 
Fire Performers  
• Venue Management need to approve all entertainment involving any naked flame. (Includes, but not limited to, 

fire juggling, fire stick twirling, breathing fire, fire walking, fire demonstration or other flame used for display, set 
or theatrical purpose)  

• In the submission for approval, the following documentation must be provided: 
 A detailed run down of what is involved in the act or acts.  
 Detailed light-up and extinguishing processes (by legislation there must be a 2m safe clearance distances 

from patrons)  
 Protective equipment to be used to protect MVRC’s property (i.e. carpet, dance floor).  
 A chemical Safety Data Sheet (SDS) for any flammable liquids that are brought on site.  
 A risk assessment and fire management plan  

• All flammable liquids used in the act must be contained within a non-spillage container in a designated area for 
the performance. The area where the flammable liquids are to be used must have an impervious liner covering 
two (2) square metres. 

• Adequate protection for venue surfaces that could potentially come into contact with fire performer props must 
be provided by the performer. 

• At least two suitable fire extinguishers and persons trained in their use will be required for the duration of the 
display, event or performance. The two persons shall be either a nominated person from the entertainment 
company or dedicated venue personnel at additional costs to the Client/Performer. 

• Fuel volumes brought onto site must not exceed the requirements of the performance. 

First Aid  
• The Venue Operations staff are first aid trained and can assist with any first aid requirements. 
• All teams of Contractors of two or more must have one representative that is first aid trained and have a fully 

stocked kit on site with them. 
• For any events with specific hazards and where the need further First Aid services  has been identified by 

Venue Management, , MVRC requires that these events are provided with external medical and first aid 
facilities appropriate to the nature and throughout the duration of an event at the Event Organiser’s cost.  

Floor Plans (Outdoor events and Exhibitions) 
• Venue Management can provide building floor plans detailing accurate measurements, No Build Zones and 

firefighting equipment in PDF format. 
• The Client may not alter or vary any approved floor plan without the consent in writing of Venue Management.  
• The floor plan must be strictly adhered to for the entire duration of the hire period.  
• Floor plans need to be submitted for all Hire Licensed Areas (internal and external) and include:  
 Clearly detailed venue No Build Zones  
 Highlighted fire and electrical cabinets  
 Stand dimensions, detailing measurements  
 Aisle widths, detailing measurements  
 Space Only stand plans, detailing measurements  
 Storage areas  
 Positioning of furniture/show features  
 Significant event equipment or infrastructure  

• When using an external AV and / or Production Company, a draft technical floor plan must be forwarded to 
Venue Management for approval no later than ten (10) days prior to the event, to assess for logistical concerns.  

• Floor plans must be prepared in CAD style format and submitted to the venue in PDF format.  
• A final floorplan must be submitted three (3) days prior to event bump in. 
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Food and Beverage Permits  
• If you are wishing to distribute/offer sample food or beverage you must consult with Venue Management 

in the first instance. If approved by Venue Management you must register a temporary food premises with 
the Moonee Valley City Council and provide a copy of the permit to Venue Management. 

• Please note, beverage products are considered by the Moonee Valley City Council to be food items/products 
when dealing in the context of Food Handling and Safety and the issuance of temporary food premise licences. 

• If Exhibitors wish to provide alcoholic samples they must consult with Venue Management in the first instance. 
If approved by Venue Management we will assist with any Liquor Licence requirements in consultation with the 
Victorian Commission for Gambling and Liquor Regulation (VCGLR). 

• All selling, sampling and giving away of food and beverage, including alcohol, must also be approved by Venue 
Management and a Responsible Service of Alcohol certificate submitted to Venue Management. 

• Additional provisions of RSA officers may be required at the expense of the Client. 

 
Force Majeure 
• Neither party will be liable for failing to perform its obligations under the event agreement as long as the 

failure is triggered by something beyond its reasonable control. This clause does not excuse payment of 
monies due.  

Forklift  
• Any forklifts (including manatu’s) brought onsite need to be approved by Venue Management. 
• Accredited forklift operators must be licensed to operate a forklift and produce such licence when requested by 

Venue Management.  
• Drivers are required to abide by road rules and pedestrian safety procedures when operating onsite. 
• See “Liquid Petroleum Gas (LPG)” for gas storage requirements. 
• Please request Forklift Information sheet for further details. 

Gas Appliances 
• All gas appliances at events must be certified. This includes home-made appliances and appliances that have 

never been certified. (For further advice contact Energy Safe Victoria) Uncertified appliances will NOT be 
permitted to be used. It is a breach of the Victorian Gas Safety (Gas Installation) Regulations to connect an 
LPGas cylinder to an appliance that is not certified. 

• If appliances are owned by the catering vendor, records of maintenance and inspection must be kept updated 
and available upon request.  

• If appliances are hired  it is the hirer’s responsibility to ensure that the appliances are safe to use and receive 
confirmation from hirer that they are certified appliances and the maintenance records are available if required. 

• No butane gas appliances are permitted to be used. 
• A gas safety check list must be completed, before the event starts, and passed onto Venue Management. 

General Safety 
• As MVRC has a legislative duty of care to ensure that anyone working on our site is doing so in a safe manner, 

Venue Management reserves the right to remove any persons conducting unsafe work practices. 
• Unruly or unacceptable behaviour and violent acts are strictly prohibited. 
• It is the responsibility of all persons working in the Venues to observe the requirements of the Victorian OHS 

Act 2004. 
• Contractors must take suitable precautions to protect the safety and welfare of the public. 

Hazard and Incident Reporting  
• All incidents, including injuries, illnesses, near misses, unsafe work practices, hazards, property damage and 

environmental issues must be reported through to the authorised Venue representative and/or Security as soon 
as practicable or by calling the emergency number on 03 9373 2299 

• This is in addition to any other incident reporting required by the Client or their Contractors.  
• If the incident is classified as “notifiable”, the Regulator is to be notified immediately after becoming aware that 

a notifiable incident arising out of the conduct of the business or undertaking has occurred: 
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  immediate notification of a notifiable incident to WorkSafe on 132 360; 
 written notification within 48 hours; and 
 preservation of the incident site until an inspector arrives or directs otherwise. 

• The definition of a reportable incident can be found at the Victorian Workcover Authority: 
http://www.vwa.vic.gov.au/__data/assets/pdf_file/0016/11266/IncidentNotification.pdf 

• Failure to comply with the incident notification and site preservation requirements in the Act can lead to fines 
(for each offence). 

Height Safety 
• Under Occupational Health and Safety legislation a risk of fall includes identifying all tasks that involve the 

possibility of someone falling more than two metres. Tasks may include: 
 construction, demolition, repairs or maintenance on any plant or structure; 
 work on fragile or unstable surfaces; 
 the need for equipment to gain access; 
 work on sloping or slippery surfaces; and 
 work near an edge, hole, pit or shaft. 

• You must ensure that work is carried out in such a way that eliminates or controls the risk of injury from fall. 
The following order of risk control must be followed: 
 In the first instance, work on the ground, or on a solid construction as far as reasonably practicable. 
 Only if this is not reasonably practicable, then by: 

a) providing a fall prevention device, or if this is not reasonably practicable 
b) providing a work positioning system, or 
c) if (b) or (c) are not reasonably practicable, then a fall arrest system, so far as is reasonably 

practicable. 
• In addition to the controls listed above, you must also consider and where appropriate provide: 
 Temporary work platforms and/or 
 Training in relation to the risks involved in working at the workplace and/or 
 Safe work procedures, safe sequencing of work, safe use of ladders, permit systems and appropriate 

signs. 
• Exceptions: 
The above laws do not apply in relation to the following work or activities, however a Risk Assessment must include 
full details regarding the assessment and control and supervision of these risks: 
 The performance of stunt work 
 The performance of acrobatics 
 A theatrical performance 
 A sporting or athletic activity 

High profile guests  
• Venue management must be notified of the intended attendance of high profile guests at events no less than 

seven (7) days prior to the commencement of the hire period.  
• Requests for on-site VIP car parking must be submitted to venue management in writing no less than seven 

(7) days prior to the event.  
• Venue management must be supplied with a full list of expected media outlets at events (with high profile 

guests) seventy two ( 72) hours before the event to guarantee their admission  
• See also Media. 
• Venue Management respects the privacy of guests and guarantee confidentiality in the public spectrum if they 

don’t wish to have their company name/high profile guest listed. Please inform Venue Management if this is 
required.  

Horse safety 
• Only those with Racing Victoria or MVRC all access area accreditation are permitted in horse areas. 
• Horses always have right of way over people and vehicles 
• Do not approach within striking distance of a horse and do not approach from behind 

http://www.vwa.vic.gov.au/__data/assets/pdf_file/0016/11266/IncidentNotification.pdf
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• Do not interact with any horse without the owner’s consent and supervision 
• Horse always have right of way over people and vehicles 
• When driving, keep speed to walking pace and keep a safe distance from horses  
• Avoid loud noises or threatening behaviour 
• In the event a horse becomes uncontrolled, remove yourself to a secure location. Secure any barrier you are 

able to, but not at the expense of your own personal safety 
• DO NOT attempt to recapture an uncontrolled horse under any circumstances 

Ladders  
• A ladder spotter to be in place at the bottom of the ladder, when the ladder is over 4 steps high. 
• Retain 3 points of contact whilst working from a ladder 
• Ensure no one is working below/near ladder. 
• No aluminium ladders to be used for any electrical works. 
• At no time is work to be carried out from the two top rungs or steps of any ladder, as indicated by the 

manufacturer on the side of the ladder.  
 
Lighting (strobe, UV and lasers) 
• Strobe lighting: Warning signage must be placed at the entrance alerting patrons of the use of strobe lighting. 
• Lasers: Must be used only in accordance with AS/NZS 2211 ‘Safety of Laser Products’. The Event Risk 

Assessment should include: 
 How you intend to use the lasers 
 Display in both plan and elevation the positions of laser sources, mirrors and target areas with relevant 

distances and dimensions 
 Provide Risk Assessment 
 Control measures in the event of power failure or knocking of the laser device 
 For outdoor performances, control measures to ensure no interference occurs with the installation and 

control of reflection for surrounding structures 
 For outdoor performances, control measures so lasers do not interfere with air traffic or shipping activities. 

NB - MVRC is on a flight path. 

Liquid Petroleum Gas (LPG)  
• LPG is only approved for forklift use inside and outside the Venues and for external catering purposes.  
• LPG cylinders are not to be stored within the Venues. LPG cylinders cannot be stored in external marquees 

overnight.  
• LPG cylinders are to be stored in the locked gas storage cage located near Champions Room.  
• Access to the gas storage cage is provided by Venue Management.  

Logo requests – MVRC / Moonee Valley Racing Club 
• MVRC and/or Moonee Valley Racing Club logo is not to be used unless approval is granted by Venue 

Management. 
• For any logo requests, please contact your Operations Coordinator so they can ensure the correct version of 

the logo is sent and the style guidelines are adhered to.  
• It is essential Venue Management sight any collateral (program, PowerPoint presentation, menu) before it goes 

to print to ensure the Venue is correctly referenced. 

Lost Property  
• Any lost property found at the end of an event will be held for 1 month from the conclusion of the event.  
• It is the responsible of the owner to collect the lost property item. 
• Any lost property not collected will be donated to a nominated charity, by Venue Management. 
• Any lost property of value i.e., phones, cameras, wallets etc. will be handed in to the local police station. 

Marquees 
• MVRC only permits Venue approved Marquee Suppliers. 
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• All marquees siting’s subject to Venue Management approval. 
 
Media  
• All requests for media access to MVRC must be submitted to Venue Management no less than thirty (30) days 

prior to the event for approval.  
• Requests for media access that require Venue Management approval include, but is not limited to: -  
 On site live crosses or outside broadcasts (internal or external) by media outlets  
 Media coverage of the event or event-related activity by TV, radio, press, magazine, internet; before during 

or after the hire period.  

Mobile Plant and Equipment (e.g. Forklifts, Scissor Lifts, Boom Lifts, Cranes, Generators and 
Scaffolding)  
• Diesel powered machinery is strictly prohibited inside the Venue rooms.  
• All mobile plant equipment and vehicles operated on site must be in a safe working order and meet all industry 

standards and legal requirements. .  
• A copy of the operator’s current licence must be provided to Venue Management prior to operating the 

equipment on site.  
• Licences and tickets for mobile plant equipment and vehicles include, but are not restricted to:  
 Scissor lift – Yellow Card  
 Forklift – Forklift Licence  
 Boom lift – Elevated Work Platform (EWP)  
 Crane – Crane and Dogging licence 
 Scaffolding – Rigging Licence  

• When two or more items of mobile plant equipment are operating inside the Venue rooms at the same time the 
following regulations must be followed:  
 A dedicated competent spotter/s, wearing high visibility vests must  be in place 
 No more than 10 kilometres per hour. 
 Head lights turned on at all times.  

• No mobile plant equipment, except scaffolding or electric scissor lifts, may remain inside the Venue during the 
operational stage of a hire period. Any equipment remaining inside the Venue requires prior approval from 
Venue Management.  

• All scaffolding must be stored away from public access areas during the operational period of an event.  
• All mechanically operated mobile plant equipment and vehicles are not permitted to be stored in the building 

overnight, except for the charging of electrical equipment with the prior approval of Venue Management.  
• All mechanically operated mobile plant equipment and vehicles can be stored externally at MVRC, however 

venue management accept no responsibility for it. 
• All mechanically operated mobile plant equipment and vehicles stored outside must have the LPG bottles 

removed and stored in the locked cage. 
• Mobile plant equipment is only permitted on site for the duration of the hire period.  
• No one is permitted to walk or work underneath those Contractors working in scissors lifts or booms. 

Manual tasks 
• Manual handling is a significant safety issue for the hospitality and events industry. Hazardous manual tasks 

can lead to serious musculoskeletal injuries. 
• Hazardous manual tasks include actions with high, sudden or repetitive force, and sustained or awkward 

postures. These tasks should be identified in your Event Risk Assessment. 
• For hazardous manual tasks that cannot be eliminated, mitigation measures include but are not limited to: 
 Use of mechanical lifting aids 
 Team lifting 
 Splitting the weight 
 Storage of equipment at appropriate heights 
 Wearing appropriate clothing if exposed to the environment 
 Planning the manual task 
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Noise Emissions  
• The venue is located near residential areas and is subject to noise level regulations, particularly between the 

hours of 11pm and 7am.  
• Noise emissions affecting the local community include sound from inside the Venue, outside the buildings of 

the Venue and noise generated from guests leaving the Venue.  
• Venue Management reserves the right to monitor sounds levels, at the cost to the Client, and will request sound 

levels to be turned down if monitored too high. 

Offensive or Explicit Material  
• It is your responsibility as the Event Organiser to ensure Venue Management is informed of any potentially 

offensive or explicit display material or activity.  
 
Outside Catering  
The Client may appoint a Venue accredited outside caterer. If the Client appoints an external caterer the Client is 
responsible for all associated staffing costs and additional preparation and cooking infrastructure.  
• The Client is responsible for maintaining the cleanliness of all catering and dining areas.  
• The Client is also responsible for catering-related waste management.  
• All events involving the preparation and serving of food are required to submit a Food Safety Plan/HACCP.  
• All catering operations are required to comply with relevant Moonee Valley City Council health regulations.  
• All cooking oil must be stored in sealed containers and removed from the site at the conclusion of catering 

operations. Catering fluids and liquids are not to be disposed of via:  
 Run off or storm water drains  
 On the track 
 Or any other ground surfaces  

• Any spills must be reported to your Venue Management immediately.  
• Reinstatement charges will be applied to all damage incurred due to catering operations. LPG cylinders used 

for catering operations are not to be stored in the venue overnight. LPG cylinders must be stored in the locked 
gas storage cage onsite. 

• MVRC will not accept any liability for the food produced and served via external caters and or suppliers. 
• Signage is to be displayed on tables stating who arranged, provided and catered for the event. 

Parking  
• Venue Management will designate parking areas for your guests, performers and contractors 
• Parking attendants may be required at the Clients cost. 
• Vehicles left onsite, are left at the owners own risk. 

Personal Protective Equipment 
In some circumstances, workers will be required to wear Personal Protective Equipment (PPE) with the aim of 
controlling the hazards to workers when a risk is identified. You must supply any PPE required for your workers. 
This can include:  
• Wearing protective boots/shoes to protect from foot hazards  
• Wearing hard hats to protect from head hazards  
• Wearing high visibility clothing when workers are in the vicinity of moving plant and machinery.  

Photography 
• MVRC reserves the right to photograph events held on the premises. 
• For commercial purposes, the client must seek permission from MVRC before the distribution of images.   
• MVRC may use photos taken of your event for their own commercial purposes. 

Products for Sale  
• All products sold from exhibition stands at MVRC must comply with the Australian Competition & Consumer 

Commission (ACCC), definitions and guidelines as defined by the “Competition & Consumer Act 2010”.  
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Pyrotechnics 
• Only Venue authorised Pyrotechnic companies are permitted to be used, and are subject to Venue 

Management approval: 
 Howards 
 Show Fx 

• The Event Risk Assessment should include proximity of pyrotechnics to costumes, props and sets and outline 
controls such as the use of flame retardant construction to prevent fire. 

Public Transport  
• Craigieburn line from Flinders Street Station, stops at Moonee Ponds Station - MVRC is a 10 minute walk 

down Puckle Street. 
• No. 59 tram from Flinders Station, Elizabeth Street, arrives directly at Moonee Ponds Junction, and then 

heads on to Airport West 
• No. 57 tram from Flinders Station, Elizabeth Street, goes via Flemington Racecourse and Melbourne 

Showgrounds, and then to Moonee Ponds Junction before going on to West Maribyrnong. 
• MVRC main entrance is a 200m walk from Moonee Ponds junction 
• Bus:  
• 467 from Aberfeldie (stops corner of Puckle and Holmes Road) 
• 472 from Williamstown (stops at Moonee Ponds Junction) 
• 504 from Clifton Hill Station (stops at Moonee Ponds Junction) 
• 506 from Westgarth Station, Northcote (stops corner of Alexandra Avenue and Dean Street) 
• 508 from Alphington Station, Alphington (stops corner of Mount Alexander Road and Pascoe Vale Road) 
• A taxi rank is available on Pascoe Vale Road, outside Medical One. 
• Melbourne Tullamarine Airport is only a short 15km (15-20 minute drive) from MVRC. 

Rigging  
• Any rigging at MVRC must be performed by an approved rigging company and comply with the “OH&S Act 

2004”.  
• All applications for rigging are to be signed off by a MVRC appointed structural engineer at the cost of the Event 

Organiser. Not all buildings have the ability for internal or external rigging so please speak to your Operations 
Coordinator prior to arranging any rigging. 

Safety Checks 
• MVRC will conduct random safety checks of works to ensure compliance to the Venue’s Occupational Health 

and Safety requirements. 
• Any reported unsafe work will require an immediate stop of the works and the relevant persons or organisation 

may be removed from site until the required corrective action has been taken. 

Safety Data Sheets  
• All Chemicals hazardous substances must have a Safety Data Sheets (SDS) available on site. 
• Safety Data Sheets (SDS) are documents issued by the manufacturer of a hazardous substance. An SDS 

provides detailed information on the safe handling, use and disposal of a substance and recommended first 
aid treatment, if required. They can usually be downloaded from the individual manufacturer’s website and 
should be adhered to, whenever a hazardous substance is used.  

Scaffolding / Temporary seating 
• All scaffolding used at the Venue must be assembled / disassembled and approved by a licensed rigger. 

Scaffolding will display an appropriate ’‘safe to use‟ card, signed by the licensed rigger.  
• A Scaffold Compliance Certificate must also be completed by a licensed rigger. 
• Proposals to use scaffolding must be submitted in writing to Venue Management no later than thirty (30) days 

prior to commencement of the hire period. 
• If a seating stand accommodates more than 20 persons the Client will need apply to Moonee Valley City Council 

Municipal Building Surveyor for an Occupancy Permit. 
• Additional pedestrian management/safety protection may be required at Client’s cost. 
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Security  
• MVRC is currently under contract with a security provider (SIS) and no other security company will be 

permitted to work at MVRC. 
• The provision of event security by the Venue throughout the hire license period will include, but is not limited 

to:  
 Roving security and crowd control personnel  
 Asset protection 
 Pedestrian Management 
 Traffic management 

• All functions will be assessed on its potential risk with considerations of the demographics and length of time 
alcohol is being served etc. The additional security deemed necessary by Venue Management will then be 
required to be paid for by the Client. 

Signage 
• All signage being erected at MVRC, for an event, must have Venue Management approval. 

Smoking  
• Smoking, including electronic cigarettes, are prohibited throughout the Grandstands and under covered 

areas. Venue Management will inform you of where your guests will be permitted to smoke. 

Sponsors 
• MVRC must be informed of the identity of any sponsors associated with an event it proposes to approach or 

contract to ensure there is no conflict with MVRC’s agreements with their sponsors. 

Staging and Dancefloor 
• Depending on availability, MVRC can accommodate larger stages and dance floors, however additional 

charges will apply. The location and size of your stage and/or dance floor needs should be discussed with your 
Operations Coordinator and will form part of your floor plan. 

• All stages, risers and platforms greater than 900mm in height must be fitted with a handrail and mid-rail at the 
back of the stage.  

• The front and unprotected side stage edges do not require guardrails but must be highlighted with high visibility 
white tape or bud lighting.  

• Access steps must also be fitted with a handrail, and step edging must be highlighted with a suitable contrasting 
stair tread or high visibility tape.  

• Access steps at the unprotected front edge of the stage do not require handrails but step edging needs to be 
highlighted with a suitable contrasting stair tread, high visibility tape or bud lighting.  

• All stages less than 600mm in height need not be fitted with hand rails unless location or lighting conditions 
increase the likelihood of a fall from stage.  

• All edges of the stage must be highlighted with a high visibility tape or bud lighting where the edge is not 
apparent or where general lighting levels are dimmed or extinguished when in use.  

• Access steps for these stages need not be fitted with a handrail however step edging must be highlighted with 
a suitable contrasting stair tread or high visibility tape.  

Telecommunications / Wifi 
• Free Wi-fi is available 
• Wi-fi access is subject to terms and conditions of use 
• Clients requiring use of the MVRC wi-fi network in order to facilitate presentations, streaming etc. should contact 

MVRC IT Department at least seven (7) days prior to the event, as additional safeguards can be put in place 
to ensure the required bandwidth is available 

• Two-way radios can be provided, at the Clients expense. 
• A public pay phone is available in the Celebrity Foyer on the ground floor. 

Temporary Fencing 
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• For all outdoor events, it is the responsibility of the event organiser to supply and erect fences and barriers to 
ensure safe and effective crowd management at the event. 

Theft / illegal activity 
• Moonee Valley Racing Club does not accept responsibility for the loss of portable items such as laptop 

computers, mobile phones or cameras which are left unsecured.  Please advise your Venue Management if you 
have any valuable items which should be stored under secure conditions.   

• Any theft of Venue, guest or organiser’s belongings will be referred to Victoria Police. 

Theming 
• Materials used for lining, drapes, backdrops, blinds or overhead structures, signs banners, theming, marquees, 

or similar, for displays or any part available to the public must be rendered non-flammable (as per AS/NZ 1530).  
• Combustible materials such as cardboard need to be stored in a manner that minimises fire risk. 
• The use of readily flammable material in displays, such as crepe paper, corrugated cardboard, straw or PVC 

sheet (except on floors as a protective membrane) is strictly prohibited without the prior approval of Venue 
Management. 

• Combustible materials that cannot be properly fire retarded, such as foam rubber, polystyrene, dried flowers 
and dried leaves, are not permitted to be flown, hung or rigged in the Venues. 

• Upon request, all information or documentation confirming the retardant capabilities of the materials must be 
provided to MVRC’s Risk and Compliance Manager. 

• Decorative and display fabrics such as curtains, drapes, ribbon and other cloth materials must be applied with 
a fire retardant. See “Banners and Drapes” 

• MVRC has strict fire protection requirements and as such, all naked flames must be limited and adequately 
controlled. Anyone wishing to use naked flames as part of a display, set design or theatrical performance, must 
obtain approval from Venue Management. 

• Naked flames include: candles, burning incense, gas fires, sparklers, fuel lanterns, or any other flame used for 
display, set or theatrical purposes. 

• Notwithstanding the prior approval to use naked flames, Venue Management may stop or postpone the use of 
naked flames at any time if they are not satisfied with the safety precautions.  

• Tea light candles used must be kept in a candle holder large enough to ensure that wax fallout to furniture or 
linen does not occur. Additional cost may be incurred if damages as a result of melted wax occur.  

• Where deemed necessary by Venue Management additional measures may be required to facilitate fire 
prevention and guest safety. 

Toilets and temporary infrastructure 
• For all outdoor events, it is the responsibility of the event organiser to supply and install the appropriate 

number of toilets and relevant infrastructure. 

Waste Management and Cleaning 
• Cleaning at the Venue is provided by CleanEvent only. 
• Excess material from events must be removed post event or additional charges may apply. 
• It is the outside caterer’s responsibility to ensure that all cooking oil is stored in sealed containers and removed 

from the site at the conclusion of catering operations.  
• It is the Clients and their Contractors responsibility to ensure that the disposal of all dangerous goods and 

hazardous substances is in accordance with EPA Victoria.  
• It is strictly prohibited to dispose of any waste via run off or storm water drains. 

Weapons 
• Any requests to include weapons as part of a display must be submitted in writing to the Venue Management 

for approval. 
 
Weight Loadings  
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• Certain areas do have restrictions for weight loadings. Please inform Venue Management if your event 
includes excessively large and / or heavy items. 

 


