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Disclaimer
This protocol is intended to provide supportive guidance to event organisers and is not intended 
to be a complete or comprehensive guide to the coordination and delivery of events in the ACT. 

Event organisers need to ensure that they source information from a variety of sources to assist 
them in the planning, delivery and implementation of their events and they may wish to seek 
professional advice as appropriate and relevant.

Purpose 
This Protocol provides guidance to event organisers planning an ‘event’ within the ACT 
and/or are seeking to pilot a COVID safe event which goes beyond those permitted by 
the Public Health Directions by applying for an exemption. 

Background
Large events, including mass gatherings, present a high risk for COVID-19 transmission 
due to the crowd density, number of participants involved, difficulties in maintaining 
safe physical distancing, contact tracing complexities, and the potential for widespread 
infection dispersion with the return of participants to their home locations. 

This Protocol provides high level public health principles that should be considered 
during event planning, to reduce the risk of transmission of COVID 19 at events, and 
to help organisers plan a safe event. This Protocol does not replace or alter existing 
approvals and safety requirements for events in the ACT.

It is also noted that each event will come with its own unique set of circumstances and 
risks, all of which may not be covered within this guidance document. 
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Public Health Emergency Directions
All Australian jurisdictions have introduced a range of public health control measures 
restricting movement and association to reduce the transmission of COVID-19. These 
measures have been successful in slowing and reversing the growth of COVID-19 cases 
in the ACT and across other jurisdictions.

The Public Health (Restricted Activities – Gatherings, Business or Undertakings) 
Emergency Direction 2020 currently generally restrict gatherings to a maximum of 100 
people or 1 person per 4 square metres of usable space (whichever is the lesser). 

The Chief Health Officer may, in writing and subject to conditions, exempt a person 
from this Direction on compassionate or other grounds that the Chief Health Officer 
considers reasonable or appropriate.

Very High Risk Environments
The Australian Health Protection Principal Committee (AHPPC) has issued a Statement 
on Very High Risk Environments1. The AHPPC statement considers the following as very 
high risk environments:

ڀ  Night clubs
ڀ  Dance venues and events
ڀ  Large unstructured outdoor events, such as:

 – Music festivals
 – Food festivals
 – Schoolies graduation festivals
 – Carnivals
 – Some community sporting events
 – Other unticketed spectator events

The AHPPC advice is that these environments should not operate in Stage 3 of 
jurisdictional recovery plans. 

Very high risk environments carry risk of COVID-19 transmission due to a range 
of factors, as outlined in the AHPPC statement, which all represent a high risk of 
transmission and starting new outbreaks: 

ڀ  Large numbers of people
ڀ  Crowding and queuing 
ڀ  People are in close proximity
ڀ  Mixing between people who do not know each other
ڀ  Loud volume speech, cheering, singing
ڀ  Activities such as dancing and singing
ڀ  Intimate physical contact such as incidental hugging and kissing
ڀ  Service of alcohol and use of illicit drugs

1.   AHPPC Statement of Very High Risk Environments, published 2 September 2020 -  
https://www.health.gov.au/news/australian-health-protection-principal-committee-ahppc- 
statement-on-very-high-risk-environments

https://www.health.gov.au/news/australian-health-protection-principal-committee-ahppc-statement-on-very-high-risk-environments
https://www.health.gov.au/news/australian-health-protection-principal-committee-ahppc-statement-on-very-high-risk-environments
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ڀ  Ventilation can be poor in indoor venues
ڀ  Increased risk of the virus being present on high touch surfaces 
ڀ  Multiple venues operating at the same time
ڀ  People visiting multiple venues on any given day or night
ڀ  People attending from, and returning to, regional and interstate areas.

Planning Your Event – Covid Safe Event Plan
Event organisers have primary responsibility for hosting a COVID safe event. 

It is critical that all event organisers in the ACT have in place a COVID Safe Event 
Plan* which identifies and seeks to minimise the risks posed by COVID-19 to your staff 
(including contractors and volunteers), business and customers/participants, and should 
be guided by this Protocol. 

The COVID Safe Event Plan must be in writing and available to be produced on request 
by compliance and enforcement officers, but only needs to be submitted for approval if 
an exemption is required.

The ACT Government does not require the use of a standard template for event 
organisers to use when developing their COVID Safe Event Plan. 

The development of a COVID Safe Event Plan is an important step in ensuring that 
event planners keep staff and the broader community safe. 

Event organisers should consult early with staff as they develop their COVID Safe Event 
Plan to ensure they are aware of their responsibilities and are able to carry them out.

The development of the COVID Safe Event Plan is the responsibility of the event 
organiser, not of the operator of the event venue, noting that event venues will have a 
COVID Safe Plan for the operation of their own business. Event organisers should also 
consult with venue owners and operators to ensure that their COVID Safe Event Plans 
are consistent with public health measures in place at the venue. 

Remember that completing a COVID Safe Event Plan does not replace your 
responsibilities under the Work Health and Safety Act 2011 (ACT). 

Core considerations 
As an absolute minimum event organisers should consider the following public health 
measures in their planning:

ڀ  Ensure density limits (one person per four square metres) can be maintained across 
the event site at all times, and that physical distancing requirements (1.5 metres) can 
be maintained where possible and as much as possible.

ڀ  Ensure measures are in place to enable staff, volunteers, businesses and participants 
to maintain good hygiene (hand washing, cough and respiratory hygiene).

ڀ  Clear messaging to stay home if unwell and get tested – both for staff and 
participants.

ڀ  Regular venue cleaning and disinfecting, particularly for high touch areas.
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ڀ  Carefully consider crowd numbers, taking into consideration restrictions posed by the 
Public Health Emergency Directions.

ڀ  Consider transport arrangements to, and from, the event to reduce crowding on public 
transport (stagger ingress and egress, or consider hire of transport charter services to 
reduce transport risks).

Risk Assessment and Management
In planning an event, organisers should undertake a thorough risk assessment and put 
in place measures to mitigate the identified risks. The risk management plan should be 
included as an annexure to the COVID Safe Event Plan.

Each individual event should have a separate risk assessment that is unique to that 
event.

The ACT encourages event organisers to source relevant risk assessment tools to assist 
them in their planning. The World Health Organisation (WHO) has developed a series of 
tools that could be adapted to assist in planning for risks.

It is also important for event planners to continue to review their risk assessments on a 
regular basis, and particularly if the situation within the ACT deteriorates and requires 
further control measures to be put in place. 

As a minimum, the risk assessment should consider:

ڀ  Identification of possible risks;
ڀ  Rating of each risk using a tool like the WHO risk assessment and mitigation checklist 
(see Attachment A for more detail and resource links);

ڀ  Actions to be taken to minimise or reduce identified risks;
ڀ  Resources which can be utilised to assist in minimising or reducing identified risks; and
ڀ  Planning for ongoing review of risks to ensure that these remain relevant.

COVID Safe Event Plan - Checklist
Attachment A provides a detailed checklist that seeks to outline the minimum 
considerations required for the COVID Safe Event plan. 

Exemptions from Public Gathering Restrictions
It is acknowledged that events are an important part of our community. They contribute 
to our culture, economy and are an important part of our community’s connectedness. 
However, we must all accept that we need to operate in a COVID safe way for the 
foreseeable future. 

It is further acknowledged that some events may only be viable with gatherings greater 
than what the Public Health Emergency Directions currently provide. For this reason, 
a formalised exemptions process has been established to consider events which fall 
outside of the current public gathering requirements. 
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Event Classes
Class A (low risk): 
These are events of 100 people (excluding workers) or less which are held either indoors 
or outdoors in accordance with the Public Health Emergency Directions.

ڀ  These events can proceed by following the event organiser’s COVID Safe Event Plan.
ڀ  There is no requirement to consult with the Office of the Chief Health Officer.
ڀ  Event organisers must ensure all other legislative and regulatory requirements  
are met.

Class B (mid-level risk): 
These are events of 101 to 500 people (excluding workers). They can be held either 
indoors or outdoors.

ڀ  These events must develop a COVID Safe Event Plan, which includes a summary of 
risks and risk mitigation measures. 

ڀ  An Exemption Application is to be submitted to Access Canberra in the first instance 
for consideration and referral to the Office of the Chief Health Officer.

ڀ  An approved exemption from the Chief Health Officer is required.

Class C (high risk): 
Events of more than 500 people (excluding workers). They can be held either indoors  
or outdoors.

ڀ  Events of more than 5,000 people will not be considered at this stage. However, where 
seated venues (ie. stadiums) have the capacity to hold numbers significantly higher 
than 5,000 people, consideration can be given to a capacity of no more than 50%. 

ڀ  Events of over 500 people, which run over multiple days, with the same attendees, are 
unlikely to be considered in view of the risks involved, and in particular where there is a 
communal camping element proposed.

ڀ  These events must develop a detailed COVID Safe Event Plan, as well as a Risk 
Management Plan.

ڀ  The Plan is to be submitted to Access Canberra for consideration by an Event 
Assessment Committee.

ڀ  An approved exemption from the Chief Health Officer is required.

*  Note: The number of people permitted within each event class above may be subject to change depending on 
the COVID-19 situation/risk. Should the situation in the ACT continue to remain the same, and the situation in sur-
rounding jurisdictions improve, these numbers may increase. Alternatively should the situation worsen, numbers 
may need to be further restricted. Event organisers are encouraged to consider scalable options for their events 
during this uncertain period.

https://www.covid19.qld.gov.au/__data/assets/pdf_file/0014/132701/covid-safe-event-checklist.pdf
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Event Assessment Committee 
An Event Assessment Committee will be established, with representation from 
the Office of the Chief Health Officer, the Chief Minister, Treasury and Economic 
Development Directorate, ACT Policing, Access Canberra and Transport Canberra 
and City Services. The Committee’s key role will be to review and assess Class C event 
proposals.

If required, the Committee will also consider seeking specialist advice from other 
Agencies.

After each meeting, the Committee Chair will provide a recommendation to the  
Chief Health Officer in relation to whether an exemption should be made for each  
Class C event considered. 

Class B events may also be considered by the Committee, if referred by the Office of  
the Chief Health Officer due to complexity.

If a Class C event is complex, this may require a lengthy assessment and discussion/
liaison process with the event organisers involved. 

Assessment of Exemption Applications
In reviewing the Exemption Applications for Class B and C events, the Office of the  
Chief Health Officer, the Chief Health Officer, and the Event Assessment Committee  
(if applicable) will consider: 

Local Situation, including surrounding areas
ڀ  Local case numbers and virus transmission in the community
ڀ  National situation, including surrounding jurisdictions
ڀ  Risk of disease importation 
ڀ  Public health restrictions in place within the ACT
ڀ  Capacity of public health authorities to contact trace

Assessment of Event, including COVID Safe Event Plan and Risk Management Plan 
ڀ  Quality of COVID Safe Event Plan and risk mitigation planning, including any innovative 
approaches to managing risks

ڀ  Characteristics of the event and venue
 – Location
 – Size
 – Duration of event
 – Indoor or outdoor
 – Crowd density and flow arrangements
 – Ventilation
 – Transport, arrival and departure arrangements (particularly for Class C)

ڀ  Interactions between participants during the event
ڀ  Activities being undertaken in the event
ڀ  Capacity of event organisers to apply prevention and control measures 
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Submitting an Application for Exemption
All applications for exemptions are required to be submitted to Access Canberra. 
Documentation required to be provided includes:

1. Exemption Cover Sheet
2. Event specific COVID Safe Event Plan
3. Risk Management Plan (for Class C events)
4. Transport Plan (if appropriate)
5. Event Layout or description of how seating allocation will be applied
6. Details regarding staffing and volunteer arrangements

Exemption applications are required to be submitted by the organisation/individual  
that is ultimately responsible for the operations of the event, including crowd control.

Exemption Applications can be submitted via the smart form on the ACT COVID-19 
website: www.covid19.act.gov.au/eventexemption

Timing for assessment of COVID Safe Event Plans
Exemption applications can be submitted via the smart form on the ACT COVID-19 
website. Event organisers who are seeking an exemption should ensure their COVID 
Safe Event Plans are submitted at least three full weeks prior to the event, and ideally  
up to two months prior. It is our strong suggestion that exemptions are obtained in 
advance of when any other approvals might be required from other regulatory bodies.

Event plans submitted during an exemption application process will not be considered  
if the event falls within two weeks of submission of a COVID Safe Event Plan.

Withdrawal of Exemptions
If an exemption is granted and there is a subsequent tightening of restrictions in the 
Public Health Directions, event organisers will be contacted by the ACT Government  
to discuss a possible reassessment of their event. 

Event planners need to be mindful of the changing situation in all jurisdictions. If 
the COVID-19 situation in the ACT worsens, the event may need to be revisited or 
postponed, even if an exemption had been previously granted.

Key Contacts:
Access Canberra Event and Business Coordination Team 
Email: ACEvents@act.gov.au.

Resources
ڀ  ACT Government’s COVID-19 website – www.covid19.act.gov.au/
ڀ  Factsheet: Organising an Event – www.covid19.act.gov.au/what-you-can-do/act-covid-
safe-event-protocol

ڀ  Safe Work Australia has a number of useful resources – www.safeworkAustralia.gov.au 
ڀ  Australian Health Protection Principal Committee (AHPPC) Statements –  
www.health.gov.au/committees-and-groups/australian-health-protection-principal-
committee-ahppc

mailto:ACEvents%40act.gov.au?subject=Exemption%20request
mailto:ACEvents%40act.gov.au?subject=
https://www.covid19.act.gov.au/
http://www.covid19.act.gov.au/what-you-can-do/act-covid-safe-event-protocol
http://www.covid19.act.gov.au/what-you-can-do/act-covid-safe-event-protocol
http://www.safeworkAustralia.gov.au
https://www.health.gov.au/committees-and-groups/australian-health-protection-principal-committee-ahppc
https://www.health.gov.au/committees-and-groups/australian-health-protection-principal-committee-ahppc
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Attachment A

Considerations for COVID Safe Event Planning
ڀ  Undertake a risk assessment and develop a risk management plan

 – The World Health Organization (WHO) has developed a tool that:
• Gives a score to each risk factor and control measure
• Calculates an overall risk score 
• Gives a defined risk category
• Helps with decisions

 – Resources are available at: 
• How to use WHO risk assessment and mitigation checklist for Mass Gatherings in 

the context of COVID-19 
• Mass Gathering risk assessment COVID-19: key considerations
• Decision tree for risk assessment for mass gatherings 

N.B. these are example resources and will need to be customised to your local setting.

ڀ  Management of Attendees
 – Is the event seated or will attendees be free to move around, noting that seated 
events present less risk? 

 – If movement is allowed, consider the flow of attendees to ensure interactions are 
minimised.

 – Is there a defined and controlled boundary for the event?
 – Ensure all physical distancing requirements can be met for the number of 
participants.

 – Ensure patrons remain seated if alcohol is served, even at a private function.
 – Will participants be entering the ACT from other jurisdictions?

ڀ  Is the event indoors or outdoors, noting that outdoor events present less risk?
 – If the event is held in a public or licensed venue, all rules relating to that venue (e.g. 
liquor licensing, occupancy) must also be followed.

ڀ  Pattern of attendance – is the event ticketed or non-ticketed?
 – If the event is not ticketed, consider how participant numbers will be monitored and 
contact details obtained.

 – Events that are ticketed, or provide for some other registration process, are preferred.

ڀ  If the event is ticketed, ticketing should be electronic and allocate specific seating 
where applicable; identify every ticket holder.

 – Ticketing systems should record contact details for each ticket holder
• Ensure contact details are held for a period 28 days, and are available to public 

health authorities to assist with contact tracing if requested.
• Link ticket information to a seating map organised by row and section.
• Remember to record the contact details of anyone present who may not be 

ticketed, such as staff and contractors.

https://www.who.int/publications/i/item/how-to-use-who-risk-assessment-and-mitigation-checklist-for-mass-gatherings-in-the-context-of-covid-19
https://www.who.int/publications/i/item/how-to-use-who-risk-assessment-and-mitigation-checklist-for-mass-gatherings-in-the-context-of-covid-19
https://www.who.int/publications/m/item/mass-gathering-risk-assessment-covid-19-key-considerations
https://www.who.int/publications/m/item/decision-tree-for-risk-assessment-for-mass-gathering
https://www.who.int/publications/m/item/decision-tree-for-risk-assessment-for-mass-gathering
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ڀ  Event organisers may also wish to consider adapting ticket Terms and Conditions so 
that they contemplate the following:

 – Monitoring location/address of ticket buyers, with the ability to rescind the right of 
entry of ticket purchasers from a designated hot spot location

 – Full refund for ticket holders if the event is cancelled
 – Full refund for ticket holders who don’t attend due to being unwell if they have a 
medical certificate

 – No right of transfer without the approval of the event organiser
 – Physical distancing and other behavioural considerations

ڀ  During the ticketing process, prospective attendees should be provided with the 
following details:

 – Recommended physical distancing and hygiene behaviour.
 – Details about controls in place to minimise the risk of transmission.
 – Advice for individuals who may be at higher risk of severe disease and warnings 
about the risk of attendance.

 – Recommendations to download and activate the COVIDSafe app.
 – Clear advice not to attend the event, or to leave the event immediately, if COVID-19 
symptoms, or any other symptoms of illness develop.

 – Consider refunding the ticket purchase price to patrons who are unwell.

ڀ  Consider the duration of the event, noting that events less than two hours in duration 
are lower in risk.

 – Look at staggering start times to avoid large queues at entry.
 – Ensure appropriate staff are in place to assist participants to queue safely.
 – Create additional exit points to allow crowds to disperse.
 – Multi-day events (with the same participants) are unlikely to be permitted due to the 
risks involved and are unlikely to be considered for an exemption.

 – Multiple sessions (with different participants attending) can be held throughout 
a day, but there must be sufficient spacing between sessions to ensure that 
participants do not come together, and to allow a thorough cleaning of the venue 
between sessions. If multiple sessions are to be held, event organisers should 
consider a lesser number of participants for each session. 

ڀ  Physical distancing strategies before, during and after the event
 – Consider the layout of the event – ensure that there is appropriate floor space and/or 
distancing of furniture to comply with physical distancing requirements.

 – Consider whether there will be a registration desk and how this will be appropriately 
managed for staff and patron safety.

 – Consider how to reduce crowding and points of congregation (for example, in the 
bathroom amenities and food and beverage service areas)

 – Consider physical distancing between groups and limiting the interaction of people 
who do not know each other. 

• If the event is seated, people who have booked together can sit together, but 
groups unknown to each other should be distanced.
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 – Ensure there are appropriate floor markers and signage as well as other controls to 
promote physical distancing requirements.

ڀ  Consider whether additional personnel are required to assist with flow of patrons and 
to ensure control of crowds.

ڀ  Personal Hygiene strategies before, during and after the event
 – Audio visual messages and signs.
 – Provision of alcohol-based hand sanitiser stations and/or hand washing facilities.
 – Adequate waste bins.

ڀ  Appropriate environmental cleaning, sanitising and hygiene protocols – for before, 
during and after the event. 

 – In particular, consider frequent cleaning of high traffic areas, including doors, chairs, 
bathrooms and toilets, hand rails and food and drink facilities.

 – Depending on the size of your event, consider whether you require designated staff 
for rolling COVID safety cleaning.

ڀ  Management plan to identify staff or guests who present with illness
 – Consider identifying a room or area where someone who is unwell (and is unable to 
leave quickly) or presents with symptoms, can be safely isolated.

 – Consider how they can be safely transferred from the event to appropriate transport.
 – Ensure staff know what to do if an event participant or staff member presents to 
them with symptoms.

ڀ  Compliance and enforcement procedures 
 – Consider whether you need to hire private security or seek a police presence.

ڀ  Catering arrangements and management of the flow of customers
 – Ensure appropriate consideration is given to preparation and service of food, in 
accordance with relevant regulations.

 – Ensure all catering staff are aware of safe food handling practices and heighten 
health and hygiene policies and procedures, such as the importance of practicing 
good hand hygiene and regular sanitation of food preparation surfaces, equipment 
and any dining areas.

 – Ensure that any contractors providing catering are registered food businesses.

ڀ  What is the likelihood of alcohol presence?
 – Ensure that all requirements contained in the Public Health Direction relating to 
service of alcohol are followed. In particular, patrons are required to remain seated.

 – All other regulatory requirements must be followed.
ڀ  Safety measures – first aid, crowd control, responding to medical emergencies, 
emergency evacuations.

ڀ  Consider entry and exit points and management of crowds
 – Advice to participants pre event around limit of bag sizes.
 – Consider what screening will take place on entry to the event to avoid congestion.
 – Ensure queues are safely managed and flow allows for physical distancing.
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ڀ  Parking and transport arrangements to and from the event – consider developing a 
transport plan

 – How will crowd movement be monitored and managed
 – Consider potential points of congestion
 – Direction signage to and from carparks
 – Consider transport arrangements to, and from, the event to reduce crowding on 
public transport (stagger ingress and egress, or consider hire of transport charter 
services to reduce transport risks).

ڀ  Consider how deliveries prior to, and during, the event might take place 
 – Ensure deliveries are contactless wherever possible with delivery drivers to remain in 
vehicles where possible and minimise physical interaction with workers.

 – Ensure drivers maintain good hand hygiene if needing to exit vehicles.
 – Use electronic paperwork wherever possible. If a signature is required, discuss 
providing a confirmation email instead, or taking a photo of goods onsite as proof of 
delivery.

 – Minimise deliveries during the event.

ڀ  Consider staff training in COVID-safe event practises
 – If private contractors or suppliers are being engaged they will need appropriate 
training and their own COVID Safety Plan.

 – Training materials are on hand and include information on respiratory hygiene,
 – Managing people who are unwell.

ڀ  Contingency planning
 – Consider what plans or actions might be taken if the situation in the ACT worsens 
(i.e. event postponement or cancellation) and restrictions are tightened in the Public 
Health Directions.

 – Consider how unexpected gatherings outside or around the venue might be 
managed.

ڀ  Identify whether any of the following approved plans are applicable to the event in 
whole or in part: 

 – COVID Safe Industry Plans for specific industries or venue types, such as community 
sporting events, live music venues and hotels.

 – COVID Safe Site-Specific Plan for the venue in which the event is being held, such as 
a stadium or convention centre.

 – COVID Safe Professional Sporting Code Plans for professional sporting events.
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