Non-Ministry Event 
Application Form
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This form MUST BE completed for all non-ministry
events that are to be registered with SU Queensland. 

We will not automatically sponsor the event or provide public liability cover. Events must comply with the standards expected by SU Queensland.
1.
READ through this application form carefully. 

2.
CLARIFY the details of the proposed event and discuss the implications of the event
        with the school / local church community and your SU Coordinator.

3.
IDENTIFY a proposed Event Director/s - probably you, and discuss the implications
       of being an Event Director/s with your church leaders and gain their support.

4.
COMPLETE the application form and return it to your SU Coordinator.

5. The APPROVAL process will include a discussion with your SU Coordinator, resources, and the appropriate training. Please do not use SUQ’s name or logo on any advertising prior to approval being given. It is possible that SU Qld may approve the event in principle but not the proposed director/s.  We will discuss this with you and explore ways forward.  The proposed Event Director/s must be approved for the event to be approved as an SU Queensland Event.
Applying for a fundraising breakfast, lunch or dinner

· Upon approval of the event taking place an Events Kit is available from your SU Coordinator.

For registering of an SU Queensland Non-Ministry Event including:

· Fundraising events
· Promotional and marketing events
· Prayer Retreats, Conferences, etc.

· Training event

Complete the following information and send to your SU Coordinator.
 Please note that forms received only 2 weeks before an event may not be approved.
(Six months prior planning and approval is needed for a fundraising breakfast, lunch or dinner.)
EVENT DETAILS

	
	

	
	Name of proposed Event
	     
	
	Date of application
	     
	

	
	
	
	
	
	

	
	Name of person completing form
	     
	
	Contact phone no 
	     
	

	
	

	
	Details of Event
	    Complete the relevant section

	
	

	
	Proposed Date
	     
	
	Proposed Time
	     
	

	
	

	
	Details of event
	     
	

	
	

	
	Name of LCC/Group making the application
	     
	

	
	

	
	Proposed activities of event
	     
	

	
	     
	

	
	

	
	


DIRECTOR DETAILS

	
	

	
	Details of proposed Event Director #1

	
	

	
	Name
	     
	

	
	

	
	Address
	     
	

	
	

	
	Phone AH
	     
	
	Phone BH
	     
	
	Mobile
	     
	

	
	

	
	Email
	     
	

	
	

	
	

	
	Do all team members have valid CCYPCG Blue Cards? (if unsure whether Blue cards are required for the event, please contact your SU Coordinator)
	 FORMCHECKBOX 
Yes FORMCHECKBOX 
No
 FORMCHECKBOX 
 NA
	

	
	

	
	Does the proposed Director have the necessary qualifications and/or training to be running this event?
	 FORMCHECKBOX 
Yes FORMCHECKBOX 
No
	

	
	

	
	Do you require a copy of our ‘Certificate of Currency for Public Liability Insurance’?
	 FORMCHECKBOX 
Yes FORMCHECKBOX 
No
	

	
	


Please complete the following Safety Information, keep a copy for yourself and return one with this application.

Safety Information Form 

1. Expected group size

Team Members: 

Male:       Female:      

Participants:

           Male:       Female:      


2. Contacts  during the event
	Main Contact Person (Director/Leader)

Contact person: 
      

Phone number:
     
Times available: 
     
	Alternative Contact Person

Contact person:
     
Phone number: 
     
Times available:
     


 FORMCHECKBOX 
  This is an open-accessed event (eg: fundraising, promotional event) & I will keep the following team only information with me during the event. 
 FORMCHECKBOX 
 This is a closed event (eg: conference, staff prayer day) & I will keep the following information with me for all involved (participants and team members) during the event.
· Contact details (ie: name, addresss, phone numbers)

· Emergency contact details

· Medical concerns & Dietary requirements

3. Your First Aid arrangements 

 FORMCHECKBOX 
  First Aid covered by venue
 FORMCHECKBOX 
  We are required to make our own first aid arrangements

First Aid Coordinator:      


Level of training:      
4. Your Catering arrangements (if applicable)

 FORMCHECKBOX 
 Site providing catering


 FORMCHECKBOX 
  Self Catering



 FORMCHECKBOX 
 If self-catering, cooks have completed the Food Handlers Course, if applicable

(NB: some council shires require that cooks have completed the Food Handlers Course in order to cook at a campsite in their shire)

5. Location for Event:

Location Name & Address:      
          

Location Contact Numbers:      
Use the following table to list the risks at your event and prepare strategies to minimise them (attach additional pages if required for your program).

	Risks or Hazards
	Preventative Strategies

(during normal operation)
	Emergency Strategies




	Example: 
 - Burns suffered using BBQ
	- Ensure First Aid Kit & First Aid Officer available
- Ensure safe use of BBQ (ie: proper equipment, not too many people around, etc.)
	- Apply First Aid
- Contact Emergency Services, if applicable


	1.      

	     
	     


	2.      

	     
	     

	
	
	

	3.      

	     
	     


	4.      

	     
	     


	5.      

	     
	     

	
	
	


6. Emergency Phone Contacts (Dial 000 for emergency services)

	Police Station location:
	     
	Contact numbers:
	     

	Doctor's location:
	     
	Contact numbers:
	     

	  Opening hours:
	     
	After hours number:
	     

	Hospital location:
	     
	Contact numbers:
	     

	Other useful location(s):
	     
	Contact numbers:
	     


Other useful phone numbers:

Medic Alert for your state



1800 882 222

Poisons Information




131 126

Sea, Search and Rescue for your state

1800 641 792

	Event Director/Leader Agreement

	· In applying for this position, I/We affirm:

· My commitment to faithfully carry out the task;

· My willingness to work within the policies of SUQld

· My agreement with the Statement of Aims, Belief and Working Principles of SU.

Should I at any stage find that I am no longer able to assent to the above declarations, I realise I would need to discuss my position as Event Director/Leader with my SU Coordinator.

	Event Director #1 – Signature
	     
	
	Date
	     
	


	
	

	
	SU COORDINATOR ONLY

	
	SU Ministry Event approved
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  By
	     
	
	Date
	     
	

	
	

	
	Event Director/s approved
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  By
	     
	
	Date
	     
	

	
	

	
	Events kit needed?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  To be sent to: 
	     
	
	
	

	
	

	
	Public Liability Cert required?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  To be sent to: 
	     
	
	
	
	

	
	

	
	Recorded by Region
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  By
	     
	
	Date
	     
	

	

	
	Comments
	     
	
	  
	
	
	
	
	

	
	

	
	

	
	SU OFFICE USE ONLY

	
	Approved by Programs Dept
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  By
	     
	
	Date
	     
	

	
	
	
	
	
	
	
	
	
	

	
	Events Kit sent out?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  By
	     
	
	Date
	     
	

	
	
	
	
	
	
	
	
	

	
	Public Liability Cert sent?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  By
	     
	
	Date
	     
	

	
	
	
	
	
	
	
	
	
	

	
	Info given to Events Manager?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  By
	     
	
	Date
	     
	

	

	
	Info given to Donations Manager?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
No
	
	  By
	     
	
	Date
	     
	

	


Frequently Asked Questions:

Why register an event with SU Qld?
1. Support

SU Qld. employs many staff-workers who are available to assist event directors to run their event.  SU Qld can also provide practical support like marketing and promotional assistance, access to financial accounts, and other specialist assistance as required.
2. Protection

Any activity related to chaplaincy can directly or indirectly affect SUQ. For this reason we want to ensure that all events related to SUQ are in line with our policies, procedures and ethos. SU Qld has developed policies and procedures in accordance with Qld’s Child Protection Legislation that protects volunteers and the children and young people entrusted to their care.  SU Qld has also put in place emergency response procedures, various insurance covers and financial processes to comply with GST requirements.

How much does it cost?
SU Qld. charges each LCC a levy as part of the chaplaincy service’s contribution to the running costs of SU’s chaplaincy division.  In most cases there will be no additional cost for  your event.  It would only be in instances where considerable staff time is needed to be devoted to your event that an additional fee would be negotiated with you. 

Expectations in working with SUQ Ministries

What SUQ expects from Directors

· A commitment to maintaining the SU ethos and call to ‘Engage young Australians to Jesus, the Bible and the Local Church’.

· To be accountable to SU Queensland for all aspects of the event

· To adhere to SU Queensland Policies relevant to this event.

· To complete and return all necessary paperwork in a timely fashion.

What Event Directors can expect from SU

· A commitment to assistance and support as required.
· A commitment to provide support in difficult situations.

· A commitment to provide resources.

· A commitment to provide insurance and cover for the director and their team.

What does SUQ require?

SU Queensland requires that the event be run in a way that ensures the safety and care of all team members and participants.  For this reason we require that the Event Director completes the necessary Safety Information Form and submit these for approval or modification to the Regional Office.  Failure to comply with acceptable Safety Management practices will result in SU removing its endorsement of the event. 

What is SUQ’s policy in relation to alcohol and gambling?

It is SU Queensland’s policy that in our events, no money be raised through the sale of alcohol and the conducting of any activities that would be considered as gambling.  We recognize the harm that has been brought to many young people and their families by alcohol and gambling and for this reason we respectfully request that these areas not be part of the raising of funds.

For enquiries please contact your District Coordinator, Regional Office or the SU Brisbane Office. Contact details can be found at www.suqld.org.au
Privacy Statement:“SU Queensland respects your privacy in collecting personal details.  Information about our privacy policy can be found at www.suqld.org.au
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@ Scripture Union Queensland is a member of the worldwide Scripture Union International community



Page 1 of 1
Version: 2008
PAGE  


