A World of Locations

A Filming Guide to Melbourne 

ACKNOWLEDGING MELBOURNE’S TRADITIONAL LAND OWNERS

Womin jeka

(Welcome to Melbourne)

The City of Melbourne respectfully acknowledges that we are meeting on the traditional land of the Kulin Nation. This special place is now known by its European name of Melbourne. For the Wurundjeri, Boonerwrung, Taungurong, Djajawurrung and the Wathaurung which make up the Kulin Nation, Melbourne has always been an important meeting place and location for events of social, educational, sporting and cultural significance.

- City of Melbourne’s acknowledgement, City of Melbourne Indigenous Framework 2007-2010

The City of Melbourne acknowledges that Indigenous Australians were the first people of this land and they have striven to retain their culture and identity through the period of non-Indigenous settlement, for more than two centuries.

LORD MAYOR INTRODUCTION 

Melbourne is known in Australia and around the world as a cultural capital and film-friendly city. 

This reputation has been cultivated over many years as a result of Melbourne’s great lifestyle, film-friendly policies, world-class studios, experienced crews, diverse locations and outstanding production services. It’s a reputation the City of Melbourne, in collaboration with Film Victoria, will continue to cultivate. Melbourne is a vibrant, attractive and culturally diverse city that welcomes people in the creative industries who wish to use it as a backdrop for their production. In turn, production has a positive impact on the city economically, culturally and socially. The City of Melbourne plays an essential role in facilitating production. Most recently, the city has hosted several well known international film and television productions, including Knowing, The Pacific, Don’t Be Afraid Of The Dark and The Killer Elite, as well as notable local series such as Underbelly, Offspring, Rush, The Slap and City Homicide. This guide outlines the benefits of filming in Melbourne, our commitment to supporting film and television production and includes a step-by-step process for filming within the city’s boundaries. We hope you find it useful and look forward to welcoming you to our city for your production. 

Robert Doyle 

Lord Mayor  

FILM-MAKER’S CHECKLIST

Make a decision 

•
Decide on filming activity location, date and times.

Determine whether a film permit is required

•
Low Impact (or) Film Permit – if you answer YES to one or more of the statements below then a film permit is required.

Will your filming activity:

•
have more than six people inclusive of all crew and talent and/or;

•
have equipment/infrastructure/props greater than 1 x camera, 1 x tripod and hand held lighting or sound recording equipment and/or; be likely to interrupt the normal flow of traffic, pedestrian or cycle movements

YES  - A film permit is required (refer to Section 6.5, page 9)

NO - Low Impact Filming (refer to Section 6.4, page 9)

DISCLAIMER 

While every effort has been made to ensure the accuracy of the information in this guide at the time of its publication, the information is subject to change at any time and its accuracy is not guaranteed. The City of Melbourne accepts no liability or responsibility arising from the use or reliance on the information or data contained in the guide. 

City of Melbourne 2011, Produced by The City of Melbourne, www.melbourne.vic.gov.au  
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03 - PARTNERSHIP WITH FILM VICTORIA

As the State Government funding agency that provides strategic leadership and assistance to the film, television and digital media industries of Victoria, Film Victoria plays a critical role in attracting national and international productions to Melbourne. 

Film Victoria works closely with the film and television industry, local councils and authorities to position Melbourne as a world-class production destination. 

The agency is renowned for its film commission services, which includes outstanding location and production services and competitive financial incentives. 

Of equal importance is Film Victoria’s positive, proactive relationship with local councils to ensure our sophisticated, cosmopolitan city maintains its film-friendly reputation. 

Film Victoria works in partnership with the City of Melbourne to facilitate national and international production that benefits the production, the screen industry and the city. www.film.vic.gov.au  

04 - BENEFITS OF FILMING IN THE CITY OF MELBOURNE

Melbourne is well known around the world as a film friendly city, offering a diversity of locations, from bustling streetscapes featuring a variety of architectural styles, cafes and restaurants, to beautiful lush parklands, waterways and harbours. 

The city is also home to the world class Docklands Studios Melbourne, featuring the very latest in filmmaking technology. These state-of-the-art studios include five purpose-built sound-stages with adjacent make-up and dressing rooms, production offices and holding bays. Melbourne is a wonderfully exciting and vibrant city and the City of Melbourne team is here to help make your next filming activity a success. 

Strategic Planning and Logistics Filming Coordinators 

The City of Melbourne has dedicated Strategic Planning and Logistics Filming Coordinators, responsible for ensuring that the experience of filming in Melbourne is trouble-free, that any permits required are processed efficiently and city-users are provided with as much vital information as possible before the production begins. This resource can act as the facilitator between local city stakeholders and the production companies ensuring that all concerned are well informed and any impact is minimal. 

Our Filming Coordinators are available to participate in pre-production consultancy in order to better understand the process and requirements of the filming company. This process is advantageous to all parties, providing a key information exchange and range of contacts. 

We aim to ensure that the city is welcoming and responsive to film crews, providing them with ideal shooting conditions, whilst ensuring that film crews do not overly disrupt life for local residents and stakeholders. 

05 - CITY OF MELBOURNE’S COMMITMENT

The City of Melbourne is committed to supporting a vibrant, thriving and professional film and television industry, whilst ensuring that a balance is maintained with the needs of our local city stakeholders. 

Playing host to many notable feature films, documentaries, television series and television commercials over the years, means that our team can provide advice and expertise on how to maximise your time in Melbourne, including providing information where specialised filming requirements may need to be accommodated. We are proud to continue to facilitate a growing number of productions who choose Melbourne over other locations. 

The benefits that filming bring to the city are abundant. Productions not only assist in promoting our city across Australia and in overseas markets, but also deliver a significant investment in local products and services. This is achieved via the production of sets, costumes, sourcing lighting, food, make-up and the numerous jobs generated by each production. 

The City of Melbourne’s objective is to make your shoot in Melbourne as straightforward and obstacle-free as possible. 

06 - PLANNING YOUR SHOOT IN MELBOURNE - A STEP BY STEP PROCESS

It is crucial that sufficient time is allowed for planning your film shoot. Familiarising yourself with the practicalities of filming, as well as determining in advance what additional support you might need will save time in the long term. 

Early interaction and engagement will aid in streamlining production.  

06.1 - PRE PRODUCTION

Where appropriate, arrange a face-to-face consultation with Events Melbourne staff to discuss the production and identify potential issues or protocols that may need to be observed. In our experience strong relationships achieve better outcomes. Staff may be able to assist with location options, traffic management and constituent consultation advice and assistance with permit applications. 

06.2 - WHY A FILMING PERMIT IS REQUIRED

To conduct filming (including photography) within the City of Melbourne environs, a permit for use of public space is required. This ensures your activity is conducted in accordance with the Melbourne City Council’s Activities Local Law 2009 and that any disruption is minimal and parties that may be impacted may be appropriately notified. 

06.3 - DO I NEED A FILM PERMIT?

You need to apply for a Film Permit if; 

•
your filming activity has over six people (inclusive of all production crew and talent) on set and/or 

•
your filming activity has equipment/infrastructure/ props totalling more than one camera, one tripod and hand-held lighting or sound recording equipment and/or 

•
your filming activity is likely to interrupt the normal flow of traffic or pedestrian/cycling access. 

If your filming activity does not fall within the above criteria it is likely that your production will fit within our Low-Impact Filming Guidelines. 

06.4 - LOW-IMPACT FILMING

City of Melbourne does not issue a permit for low-impact filming. However, it is a requirement that when filming in the City of Melbourne all filming activities be covered by Public Liability Insurance, including Low-Impact Filming. Therefore, it is a requirement to notify us of the location, day and time of filming to avoid potential clashes with other activities scheduled. A copy of your Public Liability Insurance policy must be provided to City of Melbourne with cover relating to filming set at a minimum of A$10 million. 

Low-Impact guidelines* 

•
Although a permit is not required, proof of insurance is required, in the form of a Certificate of Currency.

•
A filming activity of six people or less (inclusive of all production crew and talent). 

•
Infrastructure/equipment/props of no more than one camera and one tripod and hand-held sound recording or lighting equipment – if you have lighting or sheltering equipment on stands, camera tracking devices, vehicles, sizable props or a generator, you will need to apply online for your permit application to be assessed.

•
 Public safety must be maintained at all times with public pathways/footpaths/cycling paths and roads clear of obstruction. A minimum of 2.5 metres is required on footpaths for pedestrian thoroughfare at all times.

•
No disruption must be caused to the city’s stakeholders (traders, residents and businesses), motorists or other events in the vicinity of the filming activities.

•
Filming equipment must not be hard up against or attached to any City of Melbourne street furniture, infrastructure or assets (including trees, shrubbery and garden beds).

•
No vehicle access is permitted in parks and gardens or past any street bollards without a permit. 

*Note – In order to qualify for Low Impact filming you must meet all the stipulated guidelines. 

To determine Low Impact Filming Status please contact the Filming Coordinators; filming@melbourne.vic.gov.au 

06.5 - HOW TO APPLY FOR A FILM PERMIT

Filming applications can be lodged online via the Enterprise Melbourne website. 

www.melbourne.vic.gov.au/enterprisemelbourne 

 Please note that when making an application online, all relevant documentation must be submitted in order to ensure quick processing. Delays in providing supplementary documentation will result in a delay in processing your application. 

06.6 - WHEN TO APPLY FOR A FILM PERMIT

An application for filming that does not have any impact on the flow of traffic or significant pedestrian impact must be submitted to the City of Melbourne, five business days prior to the intended date of filming. 

Applications that do require traffic management planning or significant pedestrian management must be submitted with seven business days notice. This ensures sufficient time to notify any residents, businesses or public authorities in the immediate vicinity and ultimately streamlines the communication process. 

We understand that sometimes a schedule may need to be changed due to unforeseen circumstances, necessitating submission of an application in under five business days. Whilst no guarantee can be given, we will look to accommodate extraordinary requests where possible, however such processing will only proceed where all necessary documentation is submitted together and there is no impact on traffic or pedestrian movements.

Processing of applications is more efficiently executed if all relevant information is submitted together. This takes into consideration all stakeholders, particularly in terms of providing fair and equitable accessibility to public space. 

There are some highly sensitive stakeholder areas within the City of Melbourne. Additional turnaround times may be required to facilitate filming within these locations. Please contact the City of Melbourne Filming Coordinators for more details. 

It is also important to consider the impact of the weather on your filming activity and put into place contingency plans to account for any unforeseen circumstances that may occur. Please speak to your Strategic Planning and Logistics Filming Coordinator if you would like to discuss the possibility of putting a weather-hold day in as part of your application. 

06.7 - COMPULSORY FILM PERMIT APPLICATION REQUIREMENTS

When lodging a filming application, supporting documentation can be easily uploaded as part of the submission, which limits processing delays. Alternatively, documentation may be sent to the relevant Filming Coordinator via email. 

A filming application must provide the City of Melbourne with the following compulsory information: 

a)
PUBLIC LIABILITY INSURANCE 

All filming applicants are required to provide evidence of public liability insurance cover that comprehensively covers their legal liabilities in relation to their filming activities. Where the specific filming activity is not listed the Certificate of Currency must incorporate the City of Melbourne as an ‘interested party’ and the amount of cover for filming must not be less than A$10 million.

b)
FILMING SCHEDULE/RUNNING SHEET

A filming schedule sets out the filming times and locations in chronological order, including bump-in and bump-out times. Please refer to Section 21.1 of the appendix for an example.

c)
DESCRIPTION OF YOUR FILMING ACTIVITY 

A description outlining what is being filmed on the day, i.e. What will take place? What will the talent be doing? Are specialised vehicles going to be used?

d)
KEY CREW LIST AND CONTACT DETAILS 

A complete list detailing key crew and their contact details including mobile phone numbers if crew members are on set. Please refer to Section 21.2 of the appendix for an example.

e)
DETAILED INFRASTRUCTURE, EQUIPMENT AND MAJOR PROPS LIST 

A list detailing what equipment will be on site on the day of filming, i.e. track and dolly, trolleys, camera, lights, reflector boards, marquees and any major props proposed. Please refer to Section 21.3 of the appendix for an example. 

f)
SITE PLAN/MUD MAP 

A site plan/mud map should provide details of the exact location of the filming activity, as well as what equipment, infrastructure and major props will be used and where they will be placed on site. This may be hand written where filming is designated low impact, provided it is legible and identifies all major assets in the area of filming and infrastructure that is proposed to be used on the day. For example, a site plan would typically include: track and dolly; camera location, lights, pedestrian access, toilets, signage, vehicles, security; electrical cables; power outlets; litter disposal and waste management. Please refer to Section 21.4 of the appendix for an example.

g)
UNIT BASE/ESSENTIAL VEHICLE MUD MAP 

A unit base/essential vehicle mud map should indicate where your unit base is located, including all marquees, vehicles and other infrastructure. Film applicants must comply with council parking regulations. For more information on reserved parking permits please refer to Section 11 of this guide. For an example of a unit base/essential vehicles mud map please refer to Section 21.5 of the appendix.

h)
TRAFFIC AND PEDESTRIAN MANAGEMENT PLANS (IF APPLICABLE) 

If filming or photography activity is likely to interrupt the normal flow of traffic or pedestrian/ cycling access, including being stopped, held or diverted, applicants are required to provide a traffic and/or pedestrian management plan from an accredited traffic management company. The traffic and/or pedestrian management plan should outline the objectives and strategies for managing the proposed road closures, hold and releases, public transport diversions and/or handling pedestrian traffic (in accordance with Australian Standards AS 1742.3 (2009). Key stakeholders with respect to traffic management planning are; 

•
Department of Transport (can assist in contacting tram, bus and rail network operators) 

•
VicRoads 

•
Victoria Police

•
Victorian Taxi Association 

•
Victorian Taxi Directorate 

•
City of Melbourne

i)
RISK MANAGEMENT PLAN 

All filming or photographic activity in the City of Melbourne requires a risk management plan (in accordance with the Australian/New Zealand Standard AS/NZS 4360:2004) to be completed. The plan must include identification and measurement of the risks associated with filming, together with the proposed management of those risks, for example, location of any safety lights, road closures, barricades, diversion signs, safety personnel, police and variable message signs. The name and qualifications of the on-location safety officer should also be included. Please refer to Section 21.6 and 21.7 of the appendix for an example.

j)
COMMUNICATION STRATEGY WITH STAKEHOLDERS 

In order to minimise any impact on surrounding stakeholders, communication is required. Clear communication will be highly beneficial when filming actually commences. 

A draft stakeholder letter, when required, must include contact details of the location and/or production manager in the event stakeholders have questions on the day or require arrangements to be made for access. Please refer to Section 21.8 of the appendix for an example. 

Once the wording of the letter has been approved by the City of Melbourne team, the applicant should confirm when the letter drop will take place and what streets will be included. Council may suggest additional streets if considered necessary. For all lane or road closures, a letterbox drop must take place at least five working days prior to the scheduled filming. 

Applicants must also notify the Victoria Police Film and Television Office of any filming activity that may be of interest to the Victoria Police. This includes, but is not limited to:

•
filming that requires use of firearms, imitation firearms or special effects

•
high speed vehicles on open roadways

•
applications that involve a traffic management plan. 

For further information visit www.police.vic.gov.au or call (03) 9247 5599. 

k)
WASTE MANAGEMENT PLAN 

Details of your waste management plan, including how rubbish generated by the filming activity will be properly disposed of. Failure to provide essential documentation will delay processing of an application.

l)
HEALTH SERVICES PERMIT 

All filming activity that includes catering is required to submit a Statement of Trade and also a copy of the Caterers Victorian Food Act Registration. Any filming activity that involves catering to the general public is required to comply with the requirements of Health Services. Guidelines may be obtained by contacting the City of Melbourne Health Services branch on (03) 9658 8823 or follow the link below. www.melbourne.vic.gov.au/enterprisemelbourne 

**Reserved Parking Permits** 

Please visit the City of Melbourne website - melbourne.vic.gov.au/permits/parking to reserve parking for your activity. Please note five full working days are required to process requests. Applications are processed through the City of Melbourne permits department. 

**Location Manager** 

Please note that the Location Manager (or film applicant) must be onsite at all times, to manage the location and ensure the site, whether on private or council property, abides by the conditions of the permit or location agreement. 

07 - FEES AND CHARGES

www.melbourne.vic.gov.au/enterprisemelbourne 

Please refer to the City of Melbourne website for up to date information on fees and charges. 

08 - FILMING IN MELBOURNE’S PARKS AND GARDENS 

Under the Crown Land (Reserves) Act 1978, the City of Melbourne manages a number of the parks and gardens located in the municipality. These public spaces are environmentally sensitive and as such need to be protected where possible.  

The erection of structures (i.e. pop-ups, marquees, etc) is prohibited in the following locations;

•
Carlton Gardens

•
Fitzroy Gardens 

•
Kings Domain Gardens 

•
Parliament Gardens (Spring Street) 

•
Queen Victoria Gardens 

•
Speakers Corner at Birrarung Marr 

Structures are permitted in other parks, in accordance with City of Melbourne park guidelines. 

Protocols applicable to the erection of structures are as follows:

•
Where permission is given, structures are to be placed not less than 4.5 metres from any tree or shrub or near a tree canopy, or within 2.5 metres of garden beds.

•
Structures, where permitted, must be weighted, not pegged.

•
When using water-weighted structures, water weights must be pre-filled and cannot be emptied onto the grass. Under no circumstances should items such as rope, string, signage or balloons be tied, stapled or attached to any tree limbs or park infrastructure.

•
Damage to trees, shrubs, lawns, flower beds or park infrastructure arising from the event or activity remains the responsibility of the filming applicant and restitution will be sought.

•
Vehicles are not permitted to enter City of Melbourne Parks and Gardens without prior written approval. 

Where filming takes place in a park, an application for installation of a unit base will be considered on a case by case basis. 

Fountain operation times may be adjusted upon request, if prior approval has been given by Park Services. If required changes to fountain operating times fall outside normal business hours then a fee may be payable to Council’s open-space service provider to facilitate this service. Adequate notice is required and your Filming Coordinator will be able to assist with advice on this function. 

Fees apply to filming in parks and gardens – refer to the section on Fees and Charges, Section 7 of this guide. 

09 - FILMING IN AND AROUND MELBOURNE’S LANEWAYS AND ROADS 

The Strategic Planning and Logistics Filming Coordinators receive many requests to conduct film activities on the City of Melbourne’s roads, laneways, footpaths and in public open spaces.  

Under the Activities Local Law 2009, 5.5, it states that; unless in accordance with a permit, a person must not in or on a road or any other public place prescribed by Council; 

(a) conduct any special event; 

(b) conduct any filming where the film is for a commercial purpose, public exhibition or as part of a course conducted by a tertiary institution. 

Therefore, it is a requirement of the City of Melbourne to issue a Film Permit for this type of activity. It is also important for film applicants to consider the following when filming in and around roads, laneways, footpaths and in public open spaces. 

9.1 Traffic and Public Transport Management 

Traffic and Public Transport Management planning includes determining how to ensure that all traffic, inclusive of public transport, is considered and how any impact can be minimised. Key stakeholders with regards to traffic management planning are; 

Department of Transport 

If your filming activity is likely to have an impact on public transport, an Event Notification form is required to be submitted to the Department of Transport under Part VI, Division 10 of the Transport Act 1983. Impact means any delay, replacement, deviation or cancellation of a public transport service. Failure to notify the department could result in costs being sought by the department. 

Filming activities may also need to comply with Work Safety Legislation for No Go Zones. 

Web 

www.worksafe.vic.gov.au  

Yarra Trams - (03) 9610 3394 

Metro Trains - (03) 9619 2977 

Web 

www.transport.vic.gov.au/eventnotification 

Email

event.notification@transport.vic.gov.au 

Phone 

(03) 9655 3333 

VICROADS 

VicRoads (“Roads Corporation”) manages Victoria’s main roads and freeways (excluding tollways). These roads are referred to as arterial roads. Local councils and other agencies (such as Parks Victoria) are responsible for managing local roads (non arterial roads). Please note that a permit is required from VicRoads under the following circumstances; 

•
Filming on arterial roads in Victoria as this is considered a ‘non-road activity’.

•
Where Specialist Filming Vehicles are being utilised on both arterial and non-arterial roads. For more information please refer to point 10 of this guide.

•
If a modified vehicle is being utilised on both arterial and non-arterial roads. This includes; camera mounts, rigging, dressed vehicles (i.e. police car, left hand drive, number plates being changed). For more information please refer to point 10 of this guide.

•
When talent/artists are under direction, while driving a vehicle. 

VicRoads will generally support filming activities on the road network, provided road infrastructure is not damaged, impacts on traffic flow and road safety are minimal and the filming can be safely managed. 

If your filming activity includes any of the above elements, please ensure contact is made with the VicRoads Regional Services Office to discuss filming requirements and an application form. 

Time Frame 

Minimum seven business days notice, however depending on complexity of the requirements, up to sixteen weeks may be required. 

Web 

www.vicroads.vic.gov.au 

Email 

www.vicroads.vic.gov.au 

Phone 

(03) 9854 2724 

THE FILM AND TELEVISION OFFICE – VICTORIA POLICE 

The Film and Television Office is responsible for the liaison between the film and television industry and Victoria Police. The primary purpose of the Office is to protect the interests and reputation of Victoria Police by working in partnership with the industry. Initial contact with the Film and Television Office will be made via your Strategic Planning and Logistics Filming Coordinator, however if your filming requires Police resources it is up to the film company to liaise directly. 

Police resources may include:

•
police traffic management and on-screen Appearances

•
‘Generic’ police uniform and equipment hire

•
Filming Notifications – for use of firearms, weapons and special effects, or scenes which may create public concern and where private traffic management will be utilised

•
generic (mock) police related scenes, including police characters and vehicles

•
research assistance. 

Time Frame 

Victoria Police ESTA Filming Notification Form is required to be submitted two business days prior to filming taking place. 

Seven business days notice is required for applications for Specialist Filming Vehicles that require Police escort or supervision. 

Five business days notice is required for applications including Police Traffic Management that do not require Police escort. 

Web 

www.police.vic.gov.au 

Email 

film.tv@police.vic.gov.au 

Phone 

(03) 9247 5599 

09.2 - ROAD CLOSURES AND BLOCK AND HOLDS 

For all road closures and/or hold and releases, the City of Melbourne will require the submission of an accredited Traffic Management Plan. Your Strategic Planning and Logistics Filming Coordinator will circulate your Traffic Management Plans to the appropriate parties. 

010 - SPECIALIST FILMING VEHICLES – LOW LOADER / TRACKING VEHICLES INCLUDING CAMERA MOUNTS AND RIGGING SHOTS 

‘Tracking’ and/or ‘low loader’ vehicles, designated as Special Filming Vehicles (SFV), when used on roads are considered a high risk activity and have conditions imposed on their operation by VicRoads. These conditions form part of the registration under which these vehicles operate. One of the conditions requires that Victoria Police authorise and control all traffic management when an SFV operates on a road. I

VicRoads must also authorise the use of vehicle ‘camera mounts’ and/or ‘rigging shots’ as this effects the standards of registration. In some cases VicRoads may require Victoria Police to control all traffic management with vehicles containing ‘camera mounts’ and/or ‘rigging shots’. (Refer to glossary for definitions of terms). 

For this type of filming activity VicRoads must be provided with detail of the proposed camera mount or rig and may also require a Traffic Management Plan for assessment, which must be completed by an authorised traffic management company. Where Victoria Police are to be deployed, they will prepare a Traffic Management Operations Order, which is sent to the relevant road authority, i.e. VicRoads, Councils, to enable a ‘Film Permit’ for this type of activity to be issued to the production company. 

The Activities Local Law 2009, 5.5, states that; Unless in accordance with a permit, a person must not in or on a road or any other public place prescribed by Council: 

(a) conduct any special event 

(b) conduct any filming where the film is for a commercial purpose, public exhibition or as part of a course conducted by a tertiary institution. 

It is a requirement of the City of Melbourne that a Film Permit be issued with special conditions for this type of activity, when operating in a contained or non-contained site. 

A ‘contained site’ in this situation refers to a road or section of a road that has been closed off to ordinary traffic for the purpose of a filming activity. i.e. Road Closure. 

A ‘non-contained site’ in this situation refers to a specialist filming vehicle that travels along a defined route where filming will take place within the general flow of traffic. This could include a hold and release scenario.

Applying for a Film Permit where a Specialist Filming Vehicle is required: 

Step 1: Applicants should contact VicRoads to ensure the appropriate vehicle registration is in place. For more information visit www.vicroads.vic.gov.au

Step 2: Visit the City of Melbourne filming website and apply for a film permit. This will require you to complete an application form and provide supporting documentation. Please note seven business days notice is required.  

Step 3: When lodging a filming application where a Specialist Filming Vehicle is involved, the applicant must provide the City of Melbourne with the compulsory application requirements detailed in point 6.6 (page 9) of this guide as well as the following additional documentation: 

1. Vehicle Details

•
A description outlining the type of vehicle and its proposed use

•
Vehicle registration number/licence 

2. Victoria Police Documents

•
A copy of the Victoria Police Traffic Management Operations Order (TMOO). 

•
A copy of the ESTA Filming Notification Form. 

•
A copy of the Confirmation of Police Resources Document. 

Please note Victoria Police require a minimum of seven business days notice. For more information please go to www.police.vic.gov.au

Where Victoria Police involvement is not required, it is still a requirement that all filming activities in the City of Melbourne be covered by public liability insurance, including all Specialist Filming Vehicle shoots. Therefore, it is a requirement to notify Council of the location, day and time of filming to avoid potential clashes with other activities scheduled. A copy of your Public Liability Insurance cover must be provided to City of Melbourne with the amount of cover for filming not less than A$10 Million.

011 - RESERVED PARKING REQUESTS

Generally, vehicles form part of filming requirements, for example, wardrobe and make-up vans, equipment transporters, lighting trucks, catering vans, etc. 

Arrangements can be made to accommodate these vehicles under a Reserved Parking Permit. 

These reserved parking permits are issued by the Parking and Traffic Branch’s Permits and Approvals Team and are additional to the filming permit application. Filming companies will need to conduct a parking bay audit around the proposed site in order to submit the following required information:

•
The total number of spaces required*

•
Specific date and time of filming

•
Street details – i.e. Collins Street, between Russell and Swanston, North side

•
Mud map indicating where parking is required with the number of spaces clearly shown. Please refer to appendix point 21.5. 

*Please note parking is provided only for essential vehicles. 

Time Frame 

Five business days before filming commences is required to process parking requests. 

Web 

www.melbourne.vic.gov.au/ParkingTransportandRoads 

Email 

permits@melbourne.vic.gov.au 

Phone 

(03) 9658 9658 

Once a booking has been approved you will be provided with a written confirmation, which must be displayed in the vehicles according to the permit’s terms and conditions. 

There is a fee applicable to reserved parking, which will vary according to the number of spaces and days the parking is required. Payment of fees must be received no later than 12 noon on the working day before the permit is required. No guarantee is given that applications received under the nominated period can be accommodated, although every effort will be made to do so. 

Other useful information:

•
Reserved parking is designated “Reserved” by the use of specific City of Melbourne signage placed over any existing signs. Witches hats and bollards are not provided by the City of Melbourne.

•
The booking of Reserved Parking does not guarantee the parking space(s) will be available on the day as other vehicles may park illegally in the reserved area. These vehicles cannot be towed.

•
Reserved parking can only be provided in areas where parking restrictions already exist and Reserved Parking generally is only provided in Green signed areas.

•
Bus, Taxi, Truck, Loading Zones and Disabled parking areas generally cannot be reserved.*

•
Stakeholder Notification is required 

*Applicants wishing to reserve these areas should call the Permits and Approvals Team on (03) 9658 9658 to discuss options. 

012 - UNIT BASES

A Film Unit Base is the term used when referring to the hub of a film production while filming on location. 

A unit base will generally consist of; portable pop-up marquees, tables, chairs, bins, trolleys, tea and coffee facilities, food warmers and hand washing facilities. This is the designated case and crew catering area where they gather for meals. The other part of a unit base consists of vehicles (unit truck/van, makeup/wardrobe/greenroom buses and catering truck) which ideally need to be positioned close by to the communal area of the unit base. Please note that the City of Melbourne does not allow vehicles to park within the parks and therefore all vehicles need to be parked legally, in parking bays close by to the park. 

Each application for a unit base will be individually assessed in accordance with the Unit Base guidelines and restrictions. These guidelines and restrictions are based on the Local Activities Law and the Crown Land (Reserves) Act 1978. For more information please refer to the website for applicable fees and fact sheet. 

013 - WORKING WITH PUBLIC AUTHORITIES

When completing the application form, the following public authorities may be automatically notified of the filming activity prior to it taking place:

•
Victoria Police

•
VicRoads

•
Yarra Trams

•
National Bus Company

•
Victorian Taxi Association

•
Department of Transport

•
Parks Victoria

•
Metro Trains 

For more information on these authorities visit the “Useful Links” section of the Filming website or refer to Section 21 - Useful Contacts. 

014 - Filming at significant and sensitive sites

City of Melbourne does not issue permits for some sites designated as “significant”.

Direct contact with the appropriate authorities would be required for the following: 

•
Federation Square

•
Yarra River/Banks of River

•
Melbourne Museum

•
State Library of Victoria

•
The Royal Botanic Gardens

•
Melbourne Cricket Ground

•
Yarra Park

•
CityLink (including Bolte Bridge) Roads

•
VicRoads

•
Metro Trains for major city train stations including Flinders Street, Flagstaff, Melbourne Central, Parliament stations and inner suburban metro stations

•
Southern Cross Station

•
The Shrine of Remembrance

•
Melbourne Town Hall 

The Block Arcade and Royal Arcade, as well as some of the smaller laneways in the City of Melbourne, are privately managed and do not fall under City of Melbourne’s jurisdiction, however your Filming Coordinator may be able to facilitate contact with the appropriate contact.  

14.2 Sensitive Sites 

There are also a number of sensitive sites within the City of Melbourne, including; 

•
Hosier Lane

•
Rutledge Lane

•
Bourke Street Mall

•
Centre Place

Filming applicants wishing to conduct their filming activities in any of these locations must contact a Filming Coordinator to discuss the special requirements and process involved. 

015 - HEALTH SERVICES

The City of Melbourne provides a variety of health services to residents, business and visitors and is committed to continually improving the standard and quality of environmental and public health within the municipality.  

Health Services are responsible for:

•
identifying and monitoring public health issues

•
monitoring and inspecting businesses to ensure compliance with the Food Act 1984 and the Public Health and Wellbeing Act 2008

•
handling food related complaints

•
providing advice for food businesses

•
managing noise and odour issues to protect residential amenity

•
research and delivery of health promotion programs and strategies 

015.1 - NOISE AND SOUND MANAGEMENT 

Managing noise levels is an important part of the City of Melbourne’s commitment to providing a liveable, supportive environment for all. Applicants need to be considerate of the amenity of the surrounding area. Sounds from vehicles, filming activities, generators, cast and crew can cause noise disturbance. Filming activities using public open spaces must comply with the Environment Protection Authority (EPA) and the Activities Local Law 2009, which regulates all noise affecting public places. 

Any noise emanating from a filming activity must not exceed 72dB when measured three meters from the sound source and all amplified sounds must cease by 10pm unless written approval from the City of Melbourne has been obtained. 

For more information please refer to the EPA Guidelines www.epa.vic.gov.au

015.2 - CATERING 

A key responsibility of City of Melbourne’s Health Services Department is to monitor and inspect businesses to ensure compliance with the Food Act 1984 and the Public Health and Wellbeing Act 2008 Legislation. As such, catering companies which form part of a film crew are subject to these same conditions and are required to submit:

•
a Statement of Trade and also

•
a copy of your Victorian Food Act Registration. 

Phone 

(03) 9658 8831 or (03) 9658 8815 

016 - FAILURE TO COMPLY

Every effort is made to accommodate filming companies, however from time to time productions do not comply with the City’s requirements as articulated in the filming permit. Occasionally this leads to public complaints, all of which are duly investigated.  

In the event that a company does not comply, a range of actions may be pursued: 

•
Cancellation of any approval that has been issued for the day in question or, in extreme cases, any future permits.

•
Instruction to cease all activities immediately and removal of all personnel and equipment from the site.

•
Forfeit of any and all fees paid to the City of Melbourne to offset any losses or damages incurred. 

•
Additional fees may be incurred to offset any losses, damages or reinstatement costs.

•
Restriction on the use of that particular location for further filming and/or still photography activities.

•
Compliance with any additional requests. 

Any requirement arising from a breach of permit will be communicated to the applicant in the form of a written warning. Only two warnings will be issued; a third consecutive breach by the production company will require that company to justify their case with respect to any future applications. 

Production companies that experience any difficulties when on site may contact the City of Melbourne – Events Melbourne, Strategic Planning and Logistics team on (03) 9658 8008 and request assistance 

017 - CROSS PROMOTIONAL OPPORTUNITIES

017.1 - CITY OF MELBOURNE ACKNOWLEDGMENT 

The City of Melbourne is supportive of filming and photographic activity within the municipality and requests acknowledgement in the end credits or as mutually agreed. 

The acknowledgment should read “Filmed in the City of Melbourne” or “Thanks to the City of Melbourne”. 

017.2 - JOINT PROMOTIONAL OPPORTUNITIES 

Where feasible, the City of Melbourne looks to secure joint promotional opportunities to ensure mutually beneficial objectives and outcomes. These may include set visits for Council or special dignitaries, media opportunities with visiting celebrities or attendance at private functions. 

Any such cross-promotional opportunities will be canvassed well in advance of filming commencement to ensure smooth execution and accommodation within filming schedules. 

Please contact the Strategic Planning and Logistic Filming Coordinators on (03) 9658 8008 to explore these opportunities.

018 - LOCATION MANAGER

Appointment of an experienced film location manager is strongly advised as this person will be the key liaison between the production company and the City of Melbourne staff.

Understanding the local environment and processes will be an advantage throughout the production. 

The location manager must be onsite at all times to manage the location and ensure the site, whether on private or council property, abides by the conditions of the permit or location agreement. 

For information regarding personnel with experience filming in Melbourne, please contact Film Victoria.

019 - VISA INFORMATION 

There are other agencies within Australia and Victoria that have their own requirements in relation to filming activities. It is the filming applicant’s responsibility to ensure that they comply with these requirements. 

1. Film Victoria 

www.film.vic.gov.au  

2. Ausfilm 

www.ausfilm.com.au  

Ausfilm comprises Australia’s Federal, State and Territory Governments and approximately 30 private-sector companies. 

Ausfilm provides the international film community with direct access to Australia’s screen incentives, talent and facilities and has produced a fact sheet on Entertainment Visas that can be sourced on the Ausfilm website at: Department of Immigration and Citizenship 

3. Department of Immigration and Citizenship 

www.immi.gov.au  

Non-residents seeking to enter Australia to work in any capacity on a screen production will be required to obtain the relevant entertainment visa prior to entering the country. Information about entertainment visas can be obtained from the Department of Immigration and Citizenship. 

020 - SAFETY 

The key concerns for the screen industry in Victoria in terms of Occupational Health and Safety are to secure the safety of employees, any other individuals present at the workplace and the general public whilst achieving occupational health and safety compliance under the law.  

It is incumbent upon all screen production personnel to follow the direction of the Safety Supervisor, to read and understand the contents and required actions of the production Safety Report and to take responsibility for individual and collective safety. 

Safety concerns can also be addressed by an awareness of the objectives and principles of the Occupational Health and Safety Act (see below) and through the implementation of a system for Health and Safety Management. Film Victoria has created a free online resource for the screen industry in Victoria. 

www.ohs.film.gov.au  

Objectives 

The objectives of Occupational Health and Safety Act 2004 are: 

•
to secure the health, safety and welfare of employees and other persons at work

•
to eliminate, at the source, risks to the health, safety and welfare of employees and other persons at work

•
to ensure that the health and safety of members of the public is not placed at risk by the conduct of employers and self-employed persons

•
to provide for the involvement of employees, employers and organisations representing those persons, in the formulation and implementation of health, safety and welfare standards. 

Principles 

The principles of health and safety protection under the Occupational Health and Safety Act 2004 are: 

•
The importance of health and safety requires that employees, other persons at work and members of the public be given the highest level of protection against risks to their health and safety that is reasonably practicable in the circumstances.

•
Persons who control or manage matters that give rise or may give rise to risks to health or safety are responsible for eliminating or reducing those risks so far as is reasonably practicable.

•
Employers and self-employed persons should be proactive, and take all reasonably practicable measures, to ensure health and safety at workplaces and in the conduct of undertakings. 

•
Employers and employees should exchange information and ideas about risks to health and safety and measures that can be taken to eliminate or reduce those risks. 

•
Employees are entitled, and should be encouraged, to be represented in relation to health and safety issues. 

021 - GLOSSARY

Bump-in refers to the process of setting up a location before filming commences. This may include; setting up infrastructure, equipment and camera positions, props and scenery. 

Bump-out refers to the process of packing up a location after filming has been completed. This may include; breaking down the infrastructure, equipment, props and scenery. 

Camera Mounts/Rigs refers to a camera or another piece of equipment being safely and securely attached internally or externally to a vehicle. Please refer to image of an external camera mount. 

Certificate of Currency is documentary evidence that an insurance contract is issued by an insurer, outlining the insurance policy details, dates of policy and the interested parties. 

Director is responsible for the overall creative vision of the screen production including the selection of locations, the performance of actors, and in collaboration with the Producer, the Production Designer and the Director of Photography, supervises all creative elements of the production. 

Enterprise Melbourne is the City of Melbourne website which provides a single point of entry for information relating to business and economic activity for Melbourne businesses. 

Essential Vehicles vehicles that are required to be positioned as close to the filming location as possible and generally include grips truck, electrics truck, standby props truck, sound van, generator van, safety and nurse vehicles. 

Filming in this guide refers to the recording of images, including, but not limited to film, video, digital or electronically for the purpose of exhibition and/ or broadcast (television, cinema, internet, etc) and includes photography and photo shoots. 

Film-maker/Film applicant is the person/company responsible for the overall management of the filming activity and will be the key contact for Events Melbourne. 

Film Permit is the document that the filming applicant is issued upon successful submission and review of all filming activity plans and documentation. The film permit authorises the filming applicant to conduct their filming activity in accordance with the terms and conditions outlined in the permit. This ensures that filming activity conducted is in accordance with the safety and amenity regulations of the council. (refer to Section 6.4, page 9) Filming that does not require a film permit includes:

•
Wedding photography or video recordings;

•
Photography or video recordings of other private celebrations (i.e. Birthday parties, Christmas parties) for the purpose of making a record of the celebration;

•
Filming that is classified as Low Impact Filming (refer to Section 6.4, page 9) 

Filming Schedule/Running Sheet is a comprehensive list which details the timing, sequence and location of filming activity in chronological order so that the filmmaker, Events Melbourne and other stakeholders know what is happening and when. A good running sheet includes a timeline of the filming activity, bump in and out details and scenes being filmed. 

Gaffer Is responsible for providing the lighting to the set and the power source, whether this is a generator or on-site power. They also hold responsibility for the safety of electric power and lighting for the cast, crew and general public. 

Grip Is responsible for all the equipment that supports the camera from a simple tripod to dollies, cranes and tracking vehicles. 

Hazard anything that has the potential to cause damage to life, health or property and applies to substances, work methods or machines and any other factors in the work environment. 

Key Crew refers to the most important people with authority to make decisions. 

Location is the area of production, whether it relates to parking, traffic control, crew facilities, the filming set or unit base site.      

Location Manger/Supervising Location Manager Location Supervisors are retained on large productions where several Location Managers may be employed. Many productions employ one Location Manager who may be assisted by a Location Coordinator or Location Scout. The Supervising Location Manager or Location Manager will generally be engaged during the very early pre-production period to collaborate with the Director, Production Designer, 1st Assistant Director and Producer in sourcing all locations. This position will manage the locations and site budgets and is the point of communication between the production company and location providers, local government, police, the community and any other interested authorities, organisations or individuals. The Location Manager should manage any concerns or queries that arise on location. 

Location Manager/Scout This role is somewhat similar to the supervisor, however they will not usually manage the production budget nor consult directly with the Director and Production Designer. Principally the Location Manager/Scout will focus on sourcing locations, manage consultation with councils and stakeholders and may assist with the location deals, managing the logistics, mapping, public relations/ publicity and movement orders. 

Location Coordinator The Location Coordinator will be stationed at the production office and coordinate all the team, together with their paperwork and permitting requirements, working closely with the Location Supervisor. 

Low Impact Filming is a filming activity that has minimal filming equipment, personnel and likely to have minimal or no impact on city stakeholders (residents, businesses, traders, motorists). Please refer to section 6.4 on page 9 for more details. 

Low Loader is a specialist filming vehicle used to safely transport a vehicle containing talent while moving on open roads. 

On Set Location Manager is dedicated person, onsite at all times, to manage the location and ensure the site, whether on private or council property, abides by the conditions of the permit or location agreement. 

Pre-Production is the planning stage of a film’s production cycle, once the project has been financed but before actual shooting commences. This can include script editing, budgeting, set design, location scouting and casting. 

Production is the general process of putting a film together and also refers to the middle stage of production (preceded by Pre Production and followed by Post Production). The production stage is when principal photography occurs (the actual shooting). 

Post Production is the final stage in a film’s production once principal photography concludes. This stage typically includes editing, sound and visual effects, musical scoring, sound mixing, dubbing, etc. 

Producer Is the key person in charge of the entire production. The producer selects the script, raises the finance, appoints the cast and key personnel and has oversight of both creative and administrative aspects of the production. The producer is also responsible for ensuring all relevant insurances and Occupational Health and Safety measures are in place. The term Producer can be extended to include all organisations or individuals responsible for the production of student projects, low budget or no budget short films or videos, still shoots, video clips, corporate videos, television commercials, television dramas or feature films. 

Production Manager is responsible for keeping track of the budget, approving schedules and call sheets, and crew management. With location filming, the production manager may become involved in more complex issues of approval, oversight and insurances. 

Production Designer is responsible for the overall look of feature film or television production. The Production Designer collaborates with the Director, Location Manager, Director of Photography, Art Director, Costume Designer, Make-up and Hair Stylists to establish the specific visual and aesthetic elements of the production. Risk the probability and consequences of occurrence of injury or illness. 

Risk depends on such factors as the nature of the hazard, the degree of exposure, the potential consequences and individual characteristics such as susceptibility to hazardous substances. 

Risk Assessment means the process of evaluating the probability and consequences of injury or illness arising from exposure to an identified hazard and for the purposes of this document includes hazard identification and risk control initiatives. 

Runner undertakes whatever basic tasks are required to ensure the smooth running of the production process. General responsibilities include transporting rushes, scripts and hire equipment, taking messages, looking after guests, and getting everything in place for shoots. 

Rigging Shots includes setting, hanging or attaching any additional features, equipment or scaffolding to a vehicle in order to capture a particular camera position. 

1st Assistant Director works with the Director to manage the day to day operations on set during filming. The 1st AD prepares the shooting schedule and plans each shooting day to make the most efficient use of the locations and production resources. 

Site Plan (Mud Map) is a snapshot of the location, which identifies all aspects of the filming activity including; equipment, infrastructure, camera position/s, pedestrian and or traffic control, generators, amenities, etc. The site plan should also reference streets, laneways and other distinguishable land marks.  

Strategic Planning and Logistics Coordinator is part of the filming coordination team within Events Melbourne who manages permitting of all external events (not owned by City of Melbourne) including filming and promotion applications. 

Safety Supervisor/Officer is responsible for the safety of the film crew and any other individual who may come in contact with the film crew or filming activities. The Safety Supervisor ensures the implementation of recommendations contained in the production Safety Report and/or the production Safety Plan. 

Specialist Filming Vehicles includes tracking, low loader vehicles or vehicles with camera mounts and/or rigging shots that require a special registration from VicRoads to be allowed to drive on open roads. 

Stakeholders refers to a person, resident, business or group with an interest in any happenings taking place in the vicinity of where their residence or business is situated. 

Tracking Vehicle is a specialist filming vehicle designed specifically for film crew to be transported safely while filming a moving vehicle on open roads. Tracking Vehicles can also have rigs and cranes attached to them like in the image below. 

Unit Base is the term used when referring to the hub of a film production while filming on location. The Unit Base will generally consist of Unit truck/Van, makeup/ wardrobe/greenroom buses, catering truck and runner vehicles. This is where the cast and crew gather for meals and the onset production office is managed.  
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022 - APPENDICES

In the Appendices to this guide, you will find;

022.1 Filming Schedule / Running Sheet 

022.2 Contact list 

022.3 Infrastructure, Equipment and Major Props List

022.4 Site Plan

022.5 Unit Base/Essential Vehicles Mud Map

022.6 Risk Management Checklist

022.7 Risk Management Plan

022.8 Sample Stakeholder Notification Letter 

022.9 Film-makers Checklist 

22.1 Example Filming Schedule / Running Sheet 

Filming Schedule / Running Sheet; sets the timing, sequence and location of your filming activity in chronological order so that film companies, Events Melbourne and other stakeholders know what is happening and when. A useful running sheet includes a timeline of the filming activity bump in, scenes being filmed and bump out details. 

FILMING SCHEDULE 

Filming Activity: 
Date: 
Time: 

Scene
Internal/External
Scheduled Time
Scene Location
Actual Location
Action



0700 – 0730

Grey Street
Bump In

13/34
External
0730 – 1030
Exterior Hospital
Grey Street
Exterior dialogue scene where character is leaving hospital and bumps into friend. Conversation takes place. 

12/36
External
1030 - 1430
Exterior Hospital
Grey Street
Exterior cut away of characters going their separate ways

12/37
Internal
1430 - 2000
Hospital
Mercy Hospital
Internal dialogue scene set in hospital room with patient in bed. 



2000 - 2030


Bump Out

Scene; refers to scene number marked within the script

Internal/External refers to whether the filming is taking place in an Interior location or exterior location

Scheduled Time; refers to the times that certain scenes will be filmed

Scene/Location; refers to the scene location according to the script

Actual Location; refers to the actual location within the City of Melbourne where the scene is being filmed 

Action; refers to what will be happening in the scene being filmed

22.2 Example Contact List

Contact List; outlining key contacts for the filming activity;

CONTACT LIST 

Filming Activity: 

Date: 

Time: 

Name
Title/Position
Business Phone
Mobile


Producer




Location Manager




On Set Location Manager




Traffic Management Officer




Safety Officer




Victoria Police Personnel 



Please note a contact list must include the full name of the person, their position and their contact number for on the day of filming. 

22.3 Example Infrastructure, Equipment and Major Props List 

Infrastructure, Equipment and Major Props List; must detail all infrastructure, equipment and major props on location, which will then be detailed in the film permit. Anything not listed is not approved and, if used, will mean a breach of permit conditions. 

INFRASTRUCTURE, EQUIPMENT and MAJOR PROPS LIST 

Filming Activity: 


Date: 


Time: 

Department


Equipment 

Camera - Camera, lens, tripods, trolleys

Sound - Boom, Microphones, Sound cart

Lighting - Light, cables

Grips - Dolly, tracks, stands, rigging equip

Generator - Generator, cables

Unit - Tea/coffee cart, chairs, rubbish bins, pop up tent

Art - List all major Props – couch, light, etc

Safety - Cable mats, witches hats, safety mat, signs

Vehicles - 3x trucks, 2x  cars, 1x mock-up police car

Other


22.4 Example Site Plan / Mud Map

A Site Plan / Mud Map; identifies the location and all aspects of the filming activity, including; equipment, infrastructure, major props, camera position/s, pedestrian and or traffic control/movement, generators, amenities, etc. 

SITE PLAN / MUD MAP

Filming Activity: 
Date:
Time:

Location: 

22.5 Example Unit Base/Essential Vehicles Mud Map

Unit Base/Essential Vehicles Mud Map; clearly identifies where the essential vehicles and unit base will be located. In the below example it shows where the essential vehicles will be located and what they are. 

UNIT BASE / ESSENTIAL VEHICLES MUD MAP 

Filming Activity: 
Date:
Time:

Details: 

UNIT BASE (all day) 

19 x 1P Spaces north side Harcourt St, Nth Melb between Flemington Rd and Courtney St from 0500 till 2000 Thursday 20th January 2011. (note…School Holiday period) 

ESSENTIALS Loc#1 and 2: 

16 x 2P Spaces south side Victoria St, Nth Melb between Hawke St and Lt Curzon St from 0500 till 1800 Thursday 20th January 2011. (Ticket Machine AV 45 ) 

2 x 1P Spaces west side Errol St, Nth Melbourne between Errol Pl and Queensberry St directly in front of Shops no: 39 and 41, from 0500 till 1800, Thursday 20th January 2011 

ESSENTIALS Loc#3: 

15 x 3P Spaces south side Dudley St, West Melb between King St and Peel St from 0500 till 1900 Thursday 20th January 2011.(Ticket Machine MWT 467) 

22.6 Example Risk Management Checklist

A Risk Management Checklist is used to identify and manage risks associated with the filming activity. Please use the below example as a guide only, as each production will have its own unique requirements. 

RISK MANAGEMENT CHECKLIST 

Filming Activity: 
Date:
Time:

No
Description
OK
NOT OK
N/A
Details

1
Barriers in place – safety fences





2
Catering checklists





3
Confined spaces





4
Disabled Access and facilities





5
Drinking water





6
Electrics – i.e. lighting, stands





7
Elevated work platforms, i.e. scissor lift





8
Emergency access





9
Emergency exits unlocked/clear





10
Emergency services briefed





11
Exit signage





12
Extension leads, cables, plugs





13
Flammable storage





14
Fire Brigade briefed





15
Firearms, Replicas and weapons





16
Fire extinguishers in position





17
Gas bottles secured





18
Hot surfaces out of public reach





19
Housekeeping





20
Ladders





21
Manual Handling 





22
Participants/marshals briefed





23
Noise





24
Pedestrian access





25
Performers trained





26
Powered and non-powered lifting devices – i.e. crane




27
Police briefed





28
Radio (2 way) function





29
Roads and walkway condition





30
Safety Officers





31
Scaffolding – i.e. sets





32
Sharp and protruding objects





33
Steps and handrails condition





34
Special Effects – i.e. smoke machines, explosions





35
Specialist filming Vehicles





36
Special Rigs 





37
Sufficient number of toilets 





38
Tents/marquees secured





39
Toilets functioning





40
Trees and branches





41
Tripping hazards/electrical cords, cables, ropes, etc





42
Umbrellas secured





43
Vehicles removed from site





44
Wardens





45
Warning signage





46
Weather and wind conditions





47
Work involving Heights





Safety concerns transferred to sign off sheet and handed to site safety officer

Inspected by______________________________
Date______________________

22.7 Example Risk Management Plan

A Risk Management Plan; is used to identify and manage risks associated with  filming activity. From your risk management checklist you will be able to determine the level of risk and what measures have been put in place to mitigate that risk arising from possible incidents from happening. 

1.
Identify all foreseeable risks (as per risk management checklist)

2.
Describe their physical consequence should risk occur (i.e. Injury, Financial   

Loss, etc)

3.
Review current strategies (controls) for eliminating this risk. Current strategies 

are what is currently in place in your work strategies to mitigate certain risks

4.
Assess the risk (likelihood, consequence and rating)

5.
Accept or reject risk Accept (A) if satisfied with the current control to 

manage risk. Reject (R) if you would like to implement further controls to better manage risk

6.
If rejected, assess further controls

7.
Re-assess the risk based on new control measures (likelihood, consequence 

and rating)

8.
Assign strategies to relevant and appropriate persons

Use the following risk matrix to identify and rate any foreseeable risks, then complete the risk management – Refer to PDF file.

Risk Matrix – Refer to PDF file.

Below is an example of how two risks identified in the risk management checklist have been rated and what controls are in place to stop any potential incident. This needs to be done for all identified risks;

Risk Management Table – Refer to PDF file.

22.8 Example Sample Stakeholder Notification Letter

Stakeholder Notification Letter; is used to inform stakeholders (businesses, residents, public transport authorities, etc) in the vicinity of where your filming activity is taking place about what you are doing and where.   The purpose is to minimise any impact and allow stakeholders to make contact if they have any questions or need arrangements to be made for access. 

PRODUCTION COMPANY NAME/LETTER HEAD 

DATE

RE: ‘NOTIFICATION OF FILMING’

Dear Resident/Tenant,

This letter is to inform you that (INSERT PRODUCTION COMPANY) will be filming scenes for a (SELECT APPROPRIATE ONE - TELEVISION COMMERCIAL / TELEVISION SERIES / FEATURE FILM / STUDENT FILM) at locations in this area. Please see details below. 

FILMING DETAILS

DAY / DATE

START TIME to FINISH TIME

INSERT BRIEF DESCRIPTION OF FILMING

LIST STREETS/PARK/LOCATIONS AFFECTED and HOW THEY WILL BE AFFECTED

To facilitate the filming, the production has obtained permission from the City of Melbourne to park some equipment vehicles on the following streets. 

LIST BLOCKS WHERE PARKING IS BEING HELD

This will mean a reduction in the available parking between DAY/TIME to DAY/TIME in the area. 

We appreciate the support of the public in our use of locations in and around Melbourne and will make every effort to minimise our impact on your neighbourhood. Noise will be kept to a minimum at all times. 

An application for filming permit has been lodged with the City of Melbourne and we will conduct our activities in accordance with the rules and regulations of the Council.

We thank you in advance for your understanding and cooperation on this matter.

Should you have any queries or require more information please don’t hesitate to contact our onsite location manager/production manager, NAME on MOBILE NUMBER or the City of Melbourne filming coordinators on 9658 8008. 

Kind Regards, 

LOCATION DEPARTMENT

PHONE NUMBER

ADDRESS

FAX NUMBER

EMAIL

22.9 Film-Makers Checklist

CITY OF MELBOURNE EVENTS MELBOURNE - FILMMAKERS CHECKLIST

The following is a guide for filmmakers to use to ensure that they have all the correct documentation for their film permit application.

1. Film Details Overview

•
Filming activity title/production name

•
Filming activity date and times (includes bump in/bump out)

•
Filming activity location/s

•
Filming activity organiser’s details 

•
Filming activity description

•
Number of crew/cast 

2. Film Documents Required

•
Public Liability Insurance

•
Running Schedule

•
Number of crew/cast 

•
Infrastructure, Equipment and props list

•
Site Plan/Mud Map

•
Pedestrian Management Plan (where applicable)

•
Traffic Management Plan (where applicable)

•
Risk Management Plan

•
Communication Plan / Stakeholder Notification Letter

•
Reserved Parking – (Via Permits Department)

•
Unit Base and Essential Vehicles Mud Map

•
Waste Management Plan

•
Health Services – Catering approval 

•
Film Permit

23. Useful Contacts

Film Victoria
03 9660 3200

contact@film.vic.gov.au 

http://film.vic.gov.au 

Parks Victoria
03 8627 4699


http://www.parkweb.vic.gov.au 

Victoria Police – Film and TV Office


03 9247 5599

film.tv@police.vic.gov.au

http://www.police.vic.gov.au/content.asp?Document_ID=793  

Citi Power


1300 301 101

info@citipower.com.au 

www.powercor.com.au   

Citywide Parkcare

www.citywide.com.au  

VicRoads


03 9854 1994


www.vicroads.vic.gov.au  

Department of Transport


03 9655 3333

event.notification@doi.vic.gov.au 

www.doi.vic.gov.au/eventnotification  

City of Melbourne Permits Team


(03) 9658 9658

permits@melbourne.vic.gov.au 

http://www.melbourne.vic.gov.au/ParkingTransportandRoads/Parking/ParkingPermits/Pages/Parkingpermits.aspx  

Citylink



www.citylink.com.au   

Federation Square


03 9655 1900


www.fedsquare.com 

Yarra Trams


03 9619 3200


www.yarratrams.com.au  

Victorian Taxi Association


(03) 9676 2635

admin@victaxi.com.au 

www.victaxi.com.au  

National Bus Company


03 9488 2100


www.venturabus.com.au 

Metro Trains


03 9610 7022


www.metrotrains.com.au 

Screen Australia 


03 8682 1900


http://www.screenaustralia.gov.au/ 

City of Melbourne Strategic Planning & Logistics Team


03 9658 8008


www.melbourne.vic.gov.au

