EVENT
APPLICATIONS

How to Register the
Application for the Event




User account & partner account

Users need to register a: I'L_':l'l

e User Account — allow user to access ;"f —| ™

Portal / .
 Partner Account — allow user to " (REGISTER mj/%% "
register applications \ R\I‘ V \

' _ fl

e/




STEP 1:

https://westerncape.collaboratoronline.com/default.aspex



https://westerncape.collaboratoronline.com/default.aspex

STEP 2:

|Emai| address I

| Password I

Sign In | SeIeCt ”Sign In”

Forgot password? Create account




STEP 3: “Collap "™ "™ e

. . s WESTERN CAPE
When signed into the Western LT

° Environmental The Portal enable users with registered accounts to create and submit applications on
Cape Portal, click on Event g, ”
° ° EventApplications
Applications on the left hand — P —
side e ecount Aecount
Site Contents = a

you submit is accurate and correct. Do not

ve information about an individual) unless




STEP 4:

Register Application for Event

Click on Company/Partner/Individual
you registered.

Click on “Action” button.

Select “Register Application to Host an
Event”

Complete Application to Host an Event

Company
Action Objectraf Events Company = Cell Number E-mail Address Applicant Name
i v T i v

555555 Test Company 000 E-mail Address Applicant Name

Action o

G Register Application to Host an Events

B52005, ¥y e evn

878505, Test Company e oo

=T | ADMIN
- Drakenstein Municipality
Municipal Area = _|
Extension Cormpany
Exte |s?asu5
On Premises Company
Reference

Extension Ewvent
Application Referance |6829I]5

EVENT INFCRMATION |

Task will open
Complete all mandatory fields

| Event Name * I | -]
o= il .
. | SportfAction
| Event Address I ConcertMusic Festival
. | Charity Fundraise/Run/Valk
[Erino I | Political
| Type of Event * I v Fete/School Carnival etc.

Weddings/Birthdays, etc.

Market

Launch/Exhibition

Corporate/Private Party

Might Market'Switch on of Fesfive Lights

Religious Festival/Events
CulturalMinstrel Events
Ceremonial Event’/Annual ritual
Festival

Other - Specify

Pyrotechnics

Aerobatics




STEP &4

(continued).

Provide description & dates
applicable to event.

Event size is determined by
Number of Participants &
Spectators.

Section under Notifications —
who needs to get notifications
back from Municipality

Brief Description of the
Event Histary and Event *

‘ Recuming Event Reference ‘!
|'es
|Da‘bﬁo‘mepnsedEvalt" ||ND | ol

|Tlneufevent5‘tart* | [ e
Tmeceventsiopr [ [ ][ e
‘Sel-q:" | [ I:l:l:lHH:mm
|5trikEDm|n'|" | 4 I:l:l:lHH:mm
Mumber of Participants. “:l

{Per Event) *

Nurmber of Spectatars (Fer “:I

Event) *

|Size of Event |Small

| NOTIFICATIONS |

| MNotification E-mail =
Maotification Telephone Mo |:|
Motification Postal Address I:l

Applicable Checklist 0o
Template *

Application Date Submitted |2m 9-04-23

| APPLICANTICOMPANY INFORMATICH |

Campany [ Organisation
Name *

||Test Company |

Person making the
application (If not Event
Organiser) *

|Applicant Name |

|Gon1pm15rCeIINo"

(ooo |

Applicant Designation

Designation *
|Gon'||:l€u'r§,r Email No * |E-mail Address |
| Company Telephane No* 000 |
|Gon'||:l€u'r§,r FaxNo [000 |
|5mt, Officer = [Becurity Officer

| Safety Offcer Cell* [000 |

Maotification of outcome to I:I
be sent to: Mame *




Moise Structures Catering Ground Disturbance Facilities Emergencies Services Air Crafts  Signage

STEP 4 ———

t. d Fuenl Jecurs along 8 route
(Con inue )' |Hx:-a|:|GIu::ﬁuEFbequirB::|" |
bdarshalls at Road

ik
MB. Depending on the
extent of the Road

Closures andfor Traffic
impact, a detailed

 Under each tab complete e

required.

applicable fields. Er—— "

Start Time * |:|-"' | | HHmm
 TRAFFIC Tab Screenshot F— ,\EEHHW

|S‘tsrt'u'erua" I |

e Screenshots of each tab on v " |
next slide [Rece OvecorCelin |

|HaDEDiE|:tnr5' I |

Includes a
CELEBRATORY
procession‘manch (ofther
than in terms of the
Gatherings Act) This may
be replaced/supplemented
by route map (graphic road
map, Google Map etc)
clearly depicting
startfinish, route,
directions, marshalling and
refreshment points, et




ST E P ll- (continued) : *  Complete all tabs & hit “Submit” once completed

Moise Structures Catering Ground Disturbance Facilities Emergencies Services Air Crafis  Signage

Ewent in or near a
residential Arsg =

Ewent {indoorfoutdoor) =

Sound Checks =

Amplified Sound/PaA
system *

iew Important Motes *
Structures Applicable

Ground Disturbance

| Ground Disturbance *

(—

Facilities

| Toilet Facilities =

(—

[ Air Crafes |
|Airca'aﬂb::beused“ |

|Uatding.l‘CateﬁngJFmd Sialls *

(—

|hhmbet of Food Stalls =

]

|LF"G&5U5£|.QE‘

—~

| MOTE: A maximum of one Skg cylinder per vendsr

Does the premizes where the event is to be held have a
valid liguor license =

| Alcohol Sales/Consumption =

[

| Aleohol SalefConsumption Hours Froon: =

I

| Alcohal Sale/Consumption Hours Ta: =

— T

The granting of an Event Permit by the Knysna
Municipality does not authorize the sele/consumption of
alechal. A separate application must be made to the
Liguor Licensing Tribunal of the Westermn Cape Liquar
Autharity wenswols.gov.za

| Pubdic Lisbdity Insurance =

-

Emergency Medical Services (Aftach
R b —

Provision of Municipal Services may be charged as per
applicable tarnifi's

|Elet:h'icity 5

|'I.I'|Fa13er‘

|'u\E£|5he Removal *

If event is held inside a wenwe (not on the public streets),
has provision been mads {nof with the venue owner) for
the cleaning inside the venus *

If ewvent is held on open public property, has provision
been made for waste collection and cleaning services *

| Mame of cleaning service *

| Other Municipsl Services Required:

(—
[
—~

|Nsmeuf€leuring Sarvice Provider *

|Tlneb'5rnhen cleaning will be completed sfter event = | Ml I:l:l:lHH:m

Appointed Secunty Company Detsils =

| Evacuation Plan = |
_—

—

| Fire Clearance Approval

| Joint Operations Centra

Munisipaliteit + U-Masipala » Municipality

ONERSTRAND

w

|Subni1||53ve||ﬂlns&|

Signage

|Elarmerstn be displayed *

|Fusher5tnl:edi5ph‘y'ed -

‘Where will signage be placed?

Otther Display Areas (Social Media, On Route) *

Level of Authority *

binding method of communication =

| accept communicetion by email as a legally valid and




STEP 5 :

Event Applications

U p I oa d S u p po rt Doc u m e nts Mjm Objectref Event Name  EventVenue  Event Type Date of Event  Start Time End Time Status

required for Registered Event

Outstanding Supporting Documents
° O nce a p p I i Cat i on h as be en Action  Chedklist Irem Code = Chedklist Item Name Checldist Item Description Sequence
Action » | Contingency plan Contingency plan 110
completed — task close & : . .
@ Add Document Erneirgezlc',' E;racuatlun F'Elian 7 . I:IE!'|1EIr5|ner:j{:g.r E;acuatlnn F::Ilan ? . 140
. . isplayed and announced regularly  displayed and announced regularly at
application appear on home page St the event the svent
i5 Latter of registerad owner of Letter of registered owner of property 150
. . . . . property
[ J
Depending on details in application, i
certain Supporting Documents must 17 Details of Gas installation Details of Gas installation 170
is Certificates of Acceptability are Certificates of Acceptability ars 180
be U p I Oa d ed . required for food stalls required for food stalls
24 FORM E7.5 (Signage) The banner FORM E7.5 (Signage) The banner and 240
. . . and or poster proposals or poster propeszals
[ J
H Igh I Ight Ch ec kl ISt Ite m N a m e & 25 Request letter (Saction 30 Outdoor  Request letter {Section 30 Outdoor 250
" ” advertising by-law] adwertizing by-law)
Se | eCt Ad d Docu m e nts 26 Receipt of fzes paid to: Vote Recaipt of fees paid to! Vota number 260
number 10724075436 10724075436
29 Receipt of Payment Recsipt of Payment 250
5 Size Plan Site Plan &l
7 Letter of Consent [Residence) Letter of Consent (Residence) 70
8 Letter of Consent [Owner/Body Letter of Consent [(Owner/Body a0
Corporate) Corporate)
Munisipaliteit « U-Masipala = Municipality el All surreunding residents form All surrounding residents form 30
ONERSTRAND

w




|A|:-|:|Iieaﬁm Murmber |443553

STEP n |cheddist|temcude |11
5 (continued) m

Contingency plan

Checidist ltem Name

| Document Date * | 2019-04-23 v

|U|:|l::-al:ladEI:.l |ADMIN
. Status Uploaded
e Task New Support Document will | |
Open Fie Browse... EJ
e When “Browse” button is selected — [ Submit | [ Save | [ Close |
Windows Browser Folder will open R
* Applicant can search computer, CoorEm e
where documents have been stored _ < Folders :
=¥ Network . Desktop
ﬁ Documen t:
F|Iename:| v| All Files (*.%) ~

cance'

Munisipaliteit + U-Masipala » Municipality

ONERSTRAND
0 4




STEP 6:

Submit Application

* One applicant has attached all

Outstanding Supporting
Documents — click on “Submit

Application”

Event Applications

Action  Objectref Ewent Name Ewvent Venue Event Type Date of Event Start Time End Time Status
458656 Testing Testing Sport/Action Test 201%-01-22 00:00 2015%-01-22 00:00 Created
Action X
@ submit the Application
.o
Stage Action New Stage

Checked

Submit the Application

Submitted




