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Thank-you for hiring the Create Crate, we hope you enjoy 

activating your own popup space! 

Just a few things before you begin…. 
 

You need to read, return and sign the Create Crate Booking and Hire Form, 

the Terms and Conditions of Hire and the Safe Work Method Statement prior 

to collection of the Create Crate. You should also read through the guides and 

instructions found in the Hirer’s Pack. Please contact Golden Plains Shire on 

(03) 5220 7111 or enquiries@gplains.vic.gov.au  if you need any assistance. 

Remember to fill in your Return Form, take some photos and hand out the 

Participant Feedback Forms to people using items from the Create Crate so 

that Golden Plains Shire Council can get to know more about its residents 

throughout its widely dispersed shire. 

Don’t forget to have fun! 
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Create Crate Booking Process 

1. Contact Council to check whether the Create Crate is available for your project by calling 
(03) 5220 7111 or emailing enquiries@gplains.vic.gov.au. 

2. Complete and return the Create Crate Hire and Booking Form which can be found on the 
Golden Plains Shire Council website. Go to www.goldenplains.vic.gov.au and search for 
‘Create Crate’. Alternatively a Council officer can provide you with the Hire and Booking 
Form as part of the Create Crate Hirer’s Pack. You must agree to all Terms and Conditions 
on the form.  

3. A Council officer will contact you to confirm your booking and provide you with the Create 
Crate Hirer’s pack (if you do not have a copy already) which contains information about how 
to use the Create Crate, inventory of items, tip sheets and the Return Form you must provide 
at the end of the hire period. 

4. On the day that the nominated driver picks up the Create Crate they will need to provide:  

• Hirer’s fee ($20 for community groups, $30 for businesses and individuals) 
• Copy of nominated driver's Victorian Driver’s License  
• A completed Safe Work Method Statement for the use of the Create Crate at 

their event or pop up space. 

5. When the nominated driver returns Create Crate to Council on the agreed date, they must 
bring back the fully completed Return Form, completed Participant Forms and notify Council 
of any losses, breakages or issues with the Create Crate and/or its items.  

6. When the Create Crate is returned a Council officer will undertake an inventory check and if 
it has been returned in a satisfactory state will organise for the Hirer’s bond to be returned.  

 

 

 

 

mailto:enquiries@gplains.vic.gov.au
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Create Crate Booking and Hire Form 
 

Hirers Details  
Community group/ Organisation    

Organiser Name   

Email   

Phone number  Phone  Mobile  

Booking Details  
Address of site where Create Crate will be used:    

Date of hire  Pick up:  Return:  

Purpose of hire 

Tick all that apply   

□ Physical activity  

□ Social connection activity 

□ Other- please specify -
________________________ 

Please provide a brief description of how you intend 
on utilising the chosen space and the Create Crate 
trailer- 

Including what age groups, demographic and the 
number of people you anticipate will attend   

 

 

 

 

 

Fee  
The Create Crate Activation Trailer costs $20 for community groups and $30 for businesses and individuals to 
hire out. This cost covers general maintenance for the trailer and ensures the sustainability of the project so 
that everyone can enjoy this resource.  

 

 



 

 

 

 

 Bond  
Hire of the Create Crate Activation Trailer incurs a small bond to ensure games and equipment are looked 
after. The bond is $100. The hirer will be required to pay the bond upon the retrieval of the Create Crate and 
can be done by cash, cheque or credit card details. Credit card will only be charged if it is deemed the Create 
Crate has not been returned in the same state it was picked up. The bond will be returned upon inspection of 
the Create Crate trailer and its contents. 
 

Details of Nominated Driver  

Nominated driver must be over the age of 18, hold a current driver’s licence and have experience driving with 
a trailer. 
Name  

Address  

Telephone Number  

Drivers licence Please note: A photocopy of the nominated 
driver’s current Victorian driver’s licence will be required to be 
able to collect the trailer. 

Number  Expiry  

Terms and Conditions  

I/We agree to the following terms and conditions (Please tick and acknowledge that you have read):  

□ The trailer will be collected and returned by the nominated driver stated above  

□ The trailer will be returned in the same clean and tidy condition it was picked up in- packed up according to 
the user’s manual  

□ I/We agree to take photos of the activated space pre and post set up and provide to Council via the USB 
provided at the end of the hire period  

□ I/We understand that it is a requirement of use that any evaluation and participation feedback forms will be 
filled out and returned to Golden Plains Shire Council  

□ I/We agree that the hirer will be responsible for any damage or loss to the trailer and accepts to pay the 
replacement cost of any items damaged or lost that cannot be attributed to general wear and tear or damage 
to the trailer itself 

□ I/We agree to pay the sum of $100 if the keys are lost  



 

 

 

 

□ I/ We agree to notify Golden Plains Shire of any incidents or problems associated with using the Create 
Crate  

□ No adults, children or animals will ride in the trailer at any time 

□ I/We understand that in the event of an accident the excess payable on vehicle insurance claim is $500 
($1,000 if the driver is under 25 years of age) and agree to pay this amount in the event of a claim needing to 
be made 

□ I/We understand there are general risks involved in using this trailer including, but not limited to, towing the 
trailer, weather conditions, road conditions, hazards associated with a chosen location and potential manual 
handling risks.  I/we agree to follow all instructions as outlined in the user manual and agree to hold Council 
harmless against any acts or omissions that cause damage to persons, property or the environment by your 
actions. We will consider the safety and security of the trailer at all times.  
Name…………………………………………..Signature………………………………………….Date:  

 



 

 

 

 

Create Crate Terms and Conditions of Use 

 

Definitions  Create Crate Resource- is the name given to the trailer full of 
games, activities and place making equipment to create a popup 
space.  

 Hirer- means the individual or community group on the booking form  

 Council- means Golden Plains Shire Council    

Bookings  Bookings are made by filling out a booking form.  

 A booking is confirmed once the completed booking form, the rental 
fee and a copy of the nominated Victorian drivers licence is handed 
into the Service desk.  

 Council reserves the right to refuse or cancel any booking/s that 
does not comply with Council’s conditions of use. 

 The person completing the booking form, and whose signature 
appears on the form, is subject to these conditions of hire, and must 
be over the age of 18 years. 

Limit of Use  The Create Crate must be attached to a vehicle when standing 
inside the trailer and when removing items in and out of the 
resource. 

 Only the nominated driver is to tow the Create Crate resource.  

 Please read and follow the information that lists what items need to 
be stored in the trailer overnight.   

Requirements of 
use 

 The nominated driver is assumed to have previous experience 
driving with a trailer and will follow the trailer safety instructions.  

 No adults, children or animals will ride in the Create Crate resource 
at any time.  

 The hirer agrees to follow all safety instructions as outlined in the 
hirers pack and assumes responsibility of any detrimental outcomes 
should this not be done. 



 

 

 

 

Nominated 
driver 

 The nominated driver must be over the age of 18.  

 If the nominated driver is under 25 years of age they accept and 
understand that their Insurance levy increases from $500 to $1000. 

 The nominated driver is the only person allowed to tow the trailer.  

 The nominated driver must read through the trailer towing tips in the 
hirers pack and have a suitable vehicle to tow the Create Crate.  

 The nominated driver must present a copy of their valid Victorian 
drivers licence. 

Cancelation of 
booking- By 
hirer 

 Notification of changes to the booking, include the cancellation of a 
booking, must be made with a minimum of 2 days’ notice. 

Cancelation of 
Booking-  

By Council 

Council may cancel a booking with a minimum of two weeks’ notice if:   

 Scheduled repairs are required  

Council may cancel a booking with minimal notice: 

 In the event of an emergency i.e.: natural disaster  

 Council becomes aware that the use of the Create Crate resource is 
objectionable 

 The Create Crate poses significant safety concerns to the public. 

Fees and 
charges 

 The Create Crate incurs a $20 fee for individuals and $30 for 
community groups and businesses to hire out. This cost covers 
general maintenance for the trailer and ensures the sustainability of 
the project so that everyone can enjoy this resource. 

 A $100 bond will be received before the hire of the Create Crate. 
This will ensure that the Create Crate is well looked after. This can 
either be deposited in cash, or credit card details can be taken and 
stored confidentially until the resource has been returned and 
inspected by a council staff member.  

 A $100 fee will be charged if the Create Crate keys are lost, 
damaged or stolen.  

 The hirer agrees to communicate any damages or loss to council 
staff and understands that they may be required to pay the cost of 
any damage to the trailer itself or the replacement cost of any items 



 

 

 

 

within the trailer that are damaged, lost or stolen that cannot be 
attributed to general wear and tear. 

Child 
protection 
requirements 

 It is a requirement of hiring the Create Crate that you consider if your 
volunteers or staff require a valid Working with Children’s Check to 
deliver your project. This may be required if the hirer is providing a 
space for anyone under the age of 18 years old.  

 Go to-www.workingwithchildren.vic.gov.au to the ‘who needs a 
check’ tab to see if this applies to you. 

Cleaning  The hirer of the Create Crate resource will be responsible for 
keeping everything tidy and clean inside of the trailer. There will be a 
‘packing up’ procedure to follow inside the hirers pack.  

 The hirer will dispose of any rubbish that accumulates as a result of 
people attending the popup space.                

First Aid 
Supplies 

 There is a First Aid box located in the trailer- look at layout document 
in hirers pack to locate. 

 Please advise Council if any of the First Aid supplies are depleted.  

Furniture and 
Equipment 

 The hirer is responsible for setting up and packing down any 
equipment or furniture used in the pop up space.  

 The hirer will safely remove items from the trailer using the trolley 
supplied and will take care and follow instructions on correct lifting 
techniques.  

 The hirer is responsible for all other all arrangements and costs in 
relation to any additional equipment or supplies that they may need 
to source for any additional activities. More information can be found 
in the ‘Creating Spaces’ kit available on Council’s website. 

Popup space/ 
Create Crate 
management 
and security 

 The hirer must agree to lock the Create Crate resource overnight 
and pack away any equipment or furniture which may be stolen or 
vandalised.  

 The hirer must fit the tow ball lock to the trailer whenever unattended 
and wherever possible ensure the security of the Create Crate. 

 Ideally the Create Crate resource will be set up in a line of site where 
it can be viewed from a distance to reduce opportunities for theft or 
vandalism. 

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


 

 

 

 

Noise  It is expected that wherever the popup space may be that the 
surrounding businesses, residents and other space users are 
respected. The hirer is responsible for the preservation of good order 
prior to, during and following the use of space. 

Evaluation/ 
Feedback 
Forms 

 The hirer agrees to complete all evaluation/ feedback forms that are 
given to enable council to effectively monitor the reach of the Create 
Crate resource in the community. 

 The hirer agrees to take photos of the popup space pre and post set 
up and send them to council via email enquiries@gplains.vic.gov.au 
or load them to the USB provided 

Insurance  The Create Crate will be insured under Council’s Motor Vehicle 
Policy, including third-party public liability. This does not extend to 
cover the activities of the event or project that the Create Crate is 
being used for.  

 The hirer will pay the $500 excess in the event of an accident. This 
increases to $1000 if the driver is under the age of 25. 

 The hirer is responsible for ensuring that appropriate insurances are 
in place for their project or event. You can visit 
https://www.goldenplains.vic.gov.au/news/planning-event for more 
information.  

Unlawful 
activity 

 No unlawful activity shall be conducted within a project or event 
space using the Create Crate.  

 The Create Crate cannot be used for any activity that discriminates 
against any other individual or group of individuals. 

Risk 
management 

 The hirer agrees to carry out instruction or direction given by Council 
with regard to complying with Workplace Health and Safety 
legislation. 

 Council takes no responsibility for any of the hirer’s personal 
property. 

 Any vehicle driven or parked next to the Create Crate resource is 
entirely at the owners risk and no responsibility is accepted by 
Council for any theft or damage thereto. 

 The hirer will conduct their own risk assessment of the chosen 
location prior to set up and consider such issues (but not limited to) 

mailto:enquiries@gplains.vic.gov.au
https://www.goldenplains.vic.gov.au/news/planning-event


 

 

 

 

trees, proximity to roads and water bodies, weather conditions, 
stability and flatness of the ground and manual handling tasks  

 The Hirer will be required to complete the Safe Work Method 
Statement Form included in the Hirers Pack prior to hire of the 
Create Crate. 

 If any incident occurs during the duration of hire of the Create Crate 
Resource, the hirer must fully complete and submit the Incident 
Report Form provided in the Hirer’s Pack to Council within 24 hours 
of the incident. 

 

Office Use Only 

 

Hire Approved by Golden Plains Shire Authorised Officer on: 

Name : Signature : Position : 

 

Privacy- The Golden Plains Shire considers that the responsible handling of personal information 
is a key aspect of democratic governance, and is strongly committed to protecting an individual’s 
right to privacy. Council will comply with the information Privacy Principles as set out in the 
Privacy and Data Protection Act 2014. Council has in place a standard operating procedure that 
sets out the requirements for the management and handling of personal information.  If you have 
any queries regarding this Privacy Statement, please contact the privacy officer on (03) 5220 
7111 



 

 

 

 

Return Form 

 
Please fill out and return this form along with as many of the participant evaluation forms as 
possible and the Create Crate resource on the agreed upon return date. Please let us know if 
you need more participant evaluation forms printed off for you. 
 

Booking Details 
 

Booking Title/Name 

Please name your Community 
Group and/or Organisers name  

 

Purpose of Hire 

Tick all that apply 

Physical activity opportunity 

Social opportunity 

Other (specify) 
__________________________________ 

Address of activation site:   

Dates of activation using the 
Create Crate 

 

 

Please note any conditions that 
may have influenced 
conditions on the day (e.g. 
traffic works, other events, 
adverse weather) 

 

 

Activities Delivered 

Please identify the types of 
activities that took place in 
activating your space 

Tick all that apply 

 Sport games (e.g. basketball, cricket) 

 Active recreation (hula hoops, skipping, races) 

 Circus activities (e.g. juggling) 

 Giant board games 

 Socialising 



 

 

 

 

 Cultural celebrations 

 Promote local issues 

 Linking individuals with networks such as 
community organisations, volunteers or facilities 

 Other (please 
specify)____________________________________ 

Please list which equipment 
was most useful to activate 
your space 

 

Please list any equipment you 
felt was not appropriate for this 
resource 

 

Please list any equipment or 
materials that require 
maintenance or repairs 

 

 

Participation Data 

Estimated Number of Total 
Participants at your event or 
activities 

Note - Event organisers should use 
their own methods for recording the 
total numbers of people who 
participate in their events (e.g. 
registrations online, on the day, head 
counts of people entering the space).  

 

 

 

Estimated Proportion of Males 
and Females 

You can estimate the split using 
your own judgement. Total should 
add to 100%.  

 

Males     ________ % 

                                             

Females  ________%                                                 

Estimated Age of Participants Children (0-12yrs)         ________% 



 

 

 

 

You can estimate the split using 
your own judgement. Total should 
add to 100%.  

 

Teenagers (13-17yrs)   ________%                

Adults (18-65yrs)          ________%            

Seniors (Over 65yrs)    ________%                        

 

Rate Your Experience 

How would you rate your 
overall experience of using the 
Create Crate to activate your 
space? 

 

 Very Good 

 Good 

 Neither Good or Bad 

 Bad 

 Very Bad 

Would you like to use the 
Create Crate  again? 

 Yes     No 

Would you recommend the 
Create Crate to others 

 Yes    No 

Did anyone express interest in 
joining your club, organisation, 
or group after participating? 

 Yes    No    Not applicable 

Other comments 

 

 

 

 

Key Observations 

What worked well about your 
booking?  

(E.g. booking procedure, 
activities organised, quality of 
equipment available etc.) 

 

 



 

 

 

 

 

What didn’t work well during 
your event?  

(E.g. booking procedure, 
activities organised, quality of 
equipment available etc.) 

 

What recommendations would 
you make for future bookings 
based on your experience of 
using the Create Crate 
resource? 

 

 

Please let us know if you would 
like to be interviewed for a 
case study, so you can share 
your experience and we can 
encourage more people to use 
this fantastic resource! 

 

 

 

 

 

 

 

 



 

 

 

 

Participant Feedback Form 

Thank you for your participation in an event which is using the Create Crate. We invite you to 
participate in a survey so that Golden Plains Shire Council can make continual improvements to 
community-led initiatives and projects. For children under the age of 12 years we suggest that a 
parent or guardian complete the form on their behalf. Therefore responses should relate to your 
child’s experience and their demographics (age, physical activity etc.). Thank-you for taking the 
time to complete this survey.  

Part A: Your Experience 

Why did you decide to come to the Create Crate space?  

Tick all that apply. 

 To be physically active     To spend time with family and friends     To meet new people 

 Other, please specify: -
_____________________________________________________________________ 

 

Did any family members attend with you today? 

 

 No, just me                       Yes.  If yes, how many? ___________ 

How frequently did you use this space before today? 

Consider space as the physical location of where the activities were held. 

 

 Once a week or more      Once a month      A few times a year              Once a year          
 Did not use 

Did you enjoy using the Create Crate space and activities?           Yes             No 

As a result of attending the space and activities today, I feel that I:   

Tick all that apply. 

 Developed new social connections      Enhanced existing social connections       

 Was more physically active                  Did not benefit from these activities   

 Benefited in other ways : please explain- ______________________________________ 



 

 

 

 

 

As a result of this community initiative today, do you feel your physical activity 
participation will increase in the next month?  E.g. I plan to start or re-engage in physical 
activities. 

 Strongly agree   Agree    Neither agree nor disagree  Disagree   Strongly disagree 

 

What did you like MOST 
about the space and 
activities? 

 

 

 

 

 

 

 

What did you like LEAST 
about the space and 
activities? 

 

 

 

 

 

 

 

What would you like to 
happen in the space in the 
future? 

 

 

 

 

 

 

 

 

Part B: A few questions about you…. 

Are you?      

 Male       

 Female 

What is your age?    

 0-12 yrs.                   13-17 yrs.    

  18 – 65 yrs.             Over 65 yrs. 

What is your 
postcode?  

 



 

 

 

 

 Other 

 

            
___________ 

In general, how physically active would you say you are? 

Not at all       A bit       Fairly       Very       Extremely  

 

Are you currently a member of any formal organised community groups (e.g. sport, 
social groups, arts etc.)? 

 Yes                       No 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 



 

 

 

 

 
 
 

Incident Report Form 
 

This form must be completed and returned to Golden Plains Shire Council within 24 hours of 
personal injury or incident occurring. 

 

Property Address  

Contact Person  

      

Incident Type 

(please circle) 

Property Financial Public Liability OH&S
 Other (specify) 

Date of Incident  Claim number  

Reported to police YES       /       NO Police officer’s name  

Date reported  Member number  

Time reported  Station number  



 

 

 

 

Summary of Incident- 

 

 

 

 

 

 

 

 

The Golden Plains Shire considers that the responsible handling of personal information is a key aspect of democratic 
governance, and is strongly committed to protecting an individual’s right to privacy. Council will comply with the Information 
Privacy Principles as set out in the Information Privacy Act, 2000. Council has in place a standard operating procedure that sets 
out the requirements for the management and handling of personal information.     

 

 
 
 
 
 
 
 
 



 

 

 

 

Create Crate Inventory 
  

If you notice something is missing please record under 'actual' tab and submit this form when returning the Create 
Crate. Some items are consumable and it is expected they will be used over time.  

Item Quantity Actual Quantity                Additional Notes 

Soft Items     
 

Soft Foam Frisbees 3  
 

Flat Throwing Bean Bags Set of 4 4   

Soft Foam Balls 3   

Balls      

Skill Ball Orange  2  
 

Skill Ball Pink 2   

Skill Ball Green 2   

Colour Ball Set 1   

School Soccer Ball Sz3 1   

Soccer Ball Sz4 1   

Rubber Netball Sz4 1   

Rugby League Ball Mod 1   

AFL Ball Sz3 1   

Play equipment      

Rhythm Ribbon Sets 2   

Hopscotch mat 1   

Mixed hula hoops kit with carry bag  1   

Hula Hoops 8   

Water Noodle 6   

Skipping Rope 2.7m Red Handles 2   

Skipping Rope 4.5m Yellow Handles 2   

Circus Equipment      

Juggling balls 17   

Juggling plate and stick 3   

Juggling clubs 9   

Juggling rings  9   

Juggling diabolo 3   



 

 

 

 

Hand balloon pump 1  
 

Games     
 

Cricket bats 2  
 

Cricket stumps 2   

Cricket balls  4   

Nylon cricket carry bag 1   
Croquet set game 1   
Bocce – Lawn bowls game 1   
Jumping bag set (sack races) 1   
Rippa Tag Belt Set  1   

Giant Games     
 

Ripple Parachute 1   
Giant Jenga Game 1   

Giant Naughts and Crosses Game 1   
Giant Egg and spoon race set (6 person) 2   
Giant Connect Four game 1   
Giant inflatable soccer goals and balls 1   

Packets of Giant Flash Cards 2   

Furniture     

White Plastic Stools 4   

Coloured wooden stools 4   

Blue & White Deck Chairs 4   

Small outdoor cushions 6   
Synthetic turf  3 rolls   

Gazebo with lift up wall 1   

Fold up trestle tables  1   

Blankets - polar fleece 12   

Decorations      

Australian Flags 2   

Flag bunting 4   

Chalkboard sign 1   

Miscellaneous      

Plastic Watering cans 5   
Poly Drum Bag Black / Red / Navy 1   
Carry Net - Medium 1   



 

 

 

 

Red cones  6   

Plastic field marker set  1   

Plastic field marker set of 50 1   
Square Dolphin Battery Operated lights 4   
Clip on Spot Light 2   
Yellow extension lead 1   

Hand Ball Pump 2   

WD40 2   

Consumables    
 

Blowing bubbles  50   
Glow Sticks  150   
Chalk Tub    
Chalk paint  3 cans    
White board markers  3   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

 

 

 

               Items that need to be put back into the Create Crate overnight 

As some of the resources and equipment in the Create Crate are more valuable than 

others, may be difficult for Council to replace or have a bigger risk of being stolen we 

ask that you store and lock these items in the trailer overnight. 

 

Juggling Equipment (stored in one 
of the black tubs)  

 

Giant Connect Four 

 

 

Giant Jenga 

 

 

Giant Egg and Spoon Race set 

 

 

Giant Naughts and Crosses 

 

 

Giant Inflatable Soccer Goals 

 



 

 

 

 

                                             How to: Safely attach and tow a trailer 

 

 

 

 

 

 

           On road tips 

 Allow for the trailers tendency to cut in on corners and curves. Avoid sudden lane changes or 
changes of directions 

 Allow longer distances for braking, overtaking and joining a traffic stream.  With a trailer attached 
there is a lot of extra weight therefore it will take longer to slow down. Give yourself plenty of space 
behind other vehicles so there is more room for breaking.  

 Reversing with a trailer attached can be quite difficult to manoeuvre. When reversing, it is advisable 
to have someone outside the vehicle giving directions. If you have to move backwards, do so slowly. 
To make steering easier put your hand on the bottom of the steering wheel and move it in the 
direction you want the trailer to go.  

 Use a lower gear when travelling downhill to increase vehicle control and reduce strain on 
brakes  

Step 1- Drive the vehicle in front of the Create Crate trailer 
and line it up so they can be attached  

Step 2- Raise your trailer tongue ball socket or coupler to a 
height to clear the ball 

Step 3- Lower the tongue coupler socket onto the trailer 
hitch ball until the full weight of the trailer is on the ball 

Step 5- Close the coupler clamp securing the ball in the 
coupler and lock using the hitch pin 

Step 6- Run the safety chains under the tongue so they cross one another. This keeps the trailer 
tongue from hitting the ground if it accidentally comes loose from the hitch whilst moving  

Step 7- Unlock the trailer wheel and wind the trailer wheel up so that it is no longer on the ground 
and is fixed to the trailer  

Step 8- Plug in the electrical connections for the trailer lights on to the vehicle to tow the vehicle  

Step 9- Check to make sure the hitch ball and coupler are firmly attached.  

Step 10- Pull the vehicle forward a few feet and check that both the indicator lights and the brake 
lights are working 



 

 

 

 

 Unnecessary steering wheel movement should be avoided because of sway or snaking of the 
vehicle and trailer may result. If sway occurs the trailer brakes should be applied gently if they 
can be operated separately from the towing vehicle, otherwise a steady speed or slight 
acceleration should be maintained if possible, until the sway ceases  

 Remember towing will have the following effect on your vehicle: 

a. Decreased acceleration and braking performance  

b. Reduced vehicle control and manoeuvrability  

c. Increased fuel consumption  

                    

           How to disconnect the trailer 

1. The vehicle and trailer need to be parked on a level surface; it will become harder to disconnect 
the trailer if on uneven ground.  

2. Put the vehicle in park, turn off the motor and set the parking brake 

3. Place blocks under the trailer to keep it from rolling during the unhitching process. Place them 
in front and behind tyres. 

4. Disconnect the safety chains from the hitch structure and disconnect the wires for the trailer 
lighting.  

5. Loosen the coupler by pushing down on the latch (C) whilst turning the hand wheel (D) counter 
clockwise. As you loosen the hand wheel, the ball clamp will drop. Stop and give the trailer a 
push towards your vehicle. Then you are ready to lift the trailer using the handle on the tongue. 
If the coupler doesn’t release from the hitch ball, loosen the hand wheel some more, give the 
trailer a push and try again until you are able to release the coupler from the hitch ball.  

                                     

6. Unscrew the wheel from the trailer and lower it back down 
to the ground so the trailer is stable. Lock the wheel into 
place and lower the block under the front axis of the 
trailer.  

 

 



 

 

 

 

How to: Pack up and layout of the Create Crate 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

1. First put deck chairs and 
folding Chairs at the back of 
the trailer  

 

2. Now bring in the whiteboard 
followed by the two trestle 
tables  

 

3. Place the Gazebo to the right 
of the trestle table 

 

 

 

4. Place the croquet set, 
cricket set    and rolls of 
synthetic turf in front of 
gazebo and pack in the 
black boxes, placing the two 
biggest boxes on the bottom  

5. Place the red ball bag in 
the back of the trailer on 
top of the chairs 

6. Place the blanket box on 
the top right box and the 
mesh ball bag on the left 
and push it back on top of 
the other bag. Carefully 
move the Jenga in front of 
the turf.  



 

 

 

 

 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
      

 

Note- Please remember that the Create Crate resource is for 
everybody, so please leave it in the same condition you received it 
in for the next community group or individual.  

7. Place the stools on top of the gazebo 
and put the blue crate on top of the left 
black box, the hula hoop bag in front 
of the boxes and stack the crates on 
top of the Jenga. Lastly place the 
trolley in front of the hula hoop bag. If 
included, place the giant connect 4 in 
the trailer last.  



 

 

 

 

 

How to: Use the items in the Create Crate 

There are many wonderful games and activities that can be played using the equipment in 

the Create Crate resource. Below is a list of some of the ways that the items can be used. 

Try these games and come up with your own to activate your space today! 

 

Item Use  

Frisbees 
 

Find a partner and see how many times you can toss the Frisbee to 
each other in 2 minutes/ race with others 
Find a tree with several branches throw or place the included hula 
hoops on the trees branches and try to throw the Frisbees through the 
hoops. Play against others.   
Frisbee Baseball- Form two teams and create a pitch by setting up 
cones and mark out stations to run too. Have one batting team and 
one fielding team. The batting team throws the Frisbee and runs to the 
first base. If the opposing team catches the Frisbee the player is out.  
Ultimate Frisbee- Split players into two teams of seven. Mark out pitch. 
Inflate the soccer goals. Like soccer the aim is to try to get the Frisbee 
into the goal. Toss the disc to a teammate to move it up in the field but 
you must stop once you catch the disk. 
 

Bean Bags 
and soft foam 
balls 

Play target and toss games. Practice motor skills and long distance 
throwing. Set up cones, markers or hula hoops and see if you can get 
the beanbags into the targets. Set each one further away or in more 
difficult spots to make it harder. 
 

Rhythm 
ribbons 

Enables children to practice various locomotor skills and to provide 
children with the opportunity to experiment with movement to music.   
 

Hopscotch 
mat  

Can be played solo or with many people. Use the beanbags to throw 
onto the hopscotch mat and then hop your way to the beanbag to 
retrieve it.   
 

Mixed hula 
hoops 

Different sized hula hoops to practice hula-ing on different parts of the 
body. The larger hoops around the mid body and the smaller ones 
around the limbs.  



 

 

 

 

 

Pool noodle Use it as a balancing beam and practice walking along it without falling 
over. 
 

Skipping 
rope 

Play solo or in a group or 3 or more. Hold on to both ends of the rope 
and skip!  
Snake in the grass- a game where one person crouches down and 
holds the rope, spinning it around along the ground. The other players 
jump over it as the rope gets faster and faster. 
Using the large skipping rope one player stand at each end holding 
and spinning the rope whilst others jump through it. To make it harder 
the two people holding the skipping rope can hold an additional 
skipping rope in the opposite hand and alternate the pace of the ropes 
whilst players see how long they can jump in the middle, jumping out 
and letting others in or see how many people can jump inside the 
ropes at once. 
 

Blowing 
bubbles/Glow 
sticks 

Blow and chase the bubbles to enjoy! Wear and play with glow sticks. 
Please monitor the use of these items with young children.   

Various balls  Use to practise ball skills from soccer, rugby, AFL, netball and other 
small ball games.  
 

Juggling 
Equipment  

Great for mastering hand eye coordination. Start off using the 
beanbags, soft balls or juggling balls then once you are confident try 
the juggling clubs, juggling rings or the juggling plate and stick!  
 

Cricket  Cricket is a bat and ball game involving two teams. One team bats, 
running when the batsman hits the ball to score and the other team 
bowls and fields the ball, attempting to catch the batsman out. Set the 
stumps up behind the batsman and behind the bowler. When the 
batsman takes a hit, they need to run to the other stump and back 
without a fielder bowling them out. 
 

Jumping bag 
set 

Set markers up to make a field. Each person picks their coloured bag 
and steps into it at the starting line. When the race begins the 
contestants jump to the finish line. Perhaps play as part of multi-player, 
game where different stations are set up and two or more team’s race 
against each other. The team all have different game stations and as 



 

 

 

 

soon as the game is played the participant has to run and tag the next 
player to complete their part of the race.  An example of this could be 
combining the jumping bag set, egg and spoon race, a throwing game, 
juggling, skipping and the list goes on! 
 

Rippa tag set Encourages evasion and defending skills for sport. They are excellent 
for running and chasing games.  
Touch rugby is a non-contact team sport. Set up markers to create a 
rectangle field. Each player needs to wear a belt with two velcro tags 
attached. When a player has the rugby ball the opposite team tries to 
catch the player by pulling one of their velcro tags instead of tackling 
them. Try to win points by getting the rugby ball in the goal.  
 

Croquet Can be played by 2 or 4 players. The aim of the game is to hit your two 
balls through the course of 6 hoops in the correct sequence in each 
direction and finish by hitting them against the centre peg. The side 
which completes the course first with both balls wins.  

Bocce A maximum of 4 people can play at a time. Choose your set of bocce 
balls. Then choose who will throw the little Jack ball (which will indicate 
where you will aim the bocce balls). Line up from a distance and one 
at a time throw one of your bocce balls towards the Jack ball. The goal 
is to get your balls closest to the Jack Ball. Repeat once. The closest 
wins!  
 

Ripple 
parachute 

A giant parachute that requires cooperation and coordination to make 
ripples to roll a light weight ball into the built in pockets or just flick the 
ball into the air. A two player game.  
 

Giant Jenga A game of physical skill. First build the Jenga tower up by lining 4 
blocks one way and then the other until all pieces are stacked. Then 
take it in turns to take out a piece of the Jenga tower. The players 
cannot take a block from the first three stories. Once the player has 
removed their piece, they place it on top of the tower. The aim is to 
build the tower up without it collapsing.  
 

Giant 
Connect 4 

A two player game for people who enjoy playing and learning tactical 
skills! Consisting of a board that has a stand up grid of slots and 
pieces. Each opponent puts a piece into the slot with the aim to 
connect 4 pieces in a row, whilst inhibiting the other player from 
connecting four in a row!   



 

 

 

 

 

Giant 
noughts and 
crosses 

A two player game where you place your X or O on the board and try 
to get three in a row to win, whilst stopping the other player from doing 
the same.  
 

Giant egg 
and spoon 
race 

Set up the markers so that there is a starting line and a finishing line. 
Balance a ‘egg’ in the spoon and race against others.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

Giant 
inflatable 
soccer goals 
and balls 

Play a novelty sized game of soccer! Try using other balls with the 
goals or use the goals as a target for beanbag and soft ball throwing.  
 
 

Gazebo Set up when shade and cover is required. Follow set up instructions on 
item. First find an appropriate place for assembly- so that it is clear of 
trees, branches etc. choose firm ground to prevent ground becoming 
muddy. Spread the gazebo out flat in desire location and organise the 
poles accordingly.  
 

Trestle table  Be careful and mindful when removing the table from the trailer. Then 
lay it on the ground on its longest end and open up the tables legs. 
With the help of another person pull the table up on to its legs and 
move into desired place.  
  

Did you come up with any exciting games you think 
others might like? Let us know so others can have 

as much fun as you did! When you return the Create 
Crate fill out the evaluation form and list any games 

or activities you think are missing! 



Safe Work Method Statement 

This form must be submitted prior to Create Crate being hired. 

 

Activity 
List the tasks 
required to 
perform the 
activity in the 
sequence they 
are carried out 

Hazards 
Against each task list 
the hazards that could 
cause injury when the 
task is performed 

Risk - 
Likelihood 

Risk - 
Consequences 

Risk – 
Inheren
t Risk 
Rating 

Risk Control Measures 
List the control measures 
required to eliminate or minimize 
the risk of injury arising from the 
identified hazard 

Who is Responsible 
Write the name of the 
person responsible to 
implement the control 
measure identified 

Trailer safety 
and transport    

Car accident occurring 
when transporting  
trailer to and from space 
popup location   

D 4 Medium Appropriate transport vehicle to tow 
trailer. The nominated driver must 
have experience operating a 
vehicle with a trailer. Council staff 
will take a photocopy of the 
nominated drivers licence for our 
records when the Create Crate is 
picked up.  

Nominated driver on 
Create Crate Booking 
Form 

Trailer safety 
and transport    

Tyre damaged whilst 
driving to/ at location  

D 2 Low Drive carefully. Change tyre with 
spare in trailer and notify council 

Nominated driver on 
Create Crate Booking 
Form 

Please fill in the below Safe Work Method Statement that will outline the risks and hazards associated with using the Create Crate. 
We have pre-populated some of the common risks. Please cross out activities and hazards which are not applicable to your project 

and add any other identified hazards before signing off to say you will undertake the identified Risk Control Measures.  

Name:  Date:  SWMS No: 

Office use only 

 

Project/Event Name:  Overall Risk Rating:  

Related Documents: 
(if any)  

 



 

 

 

 

Trailer safety 
and transport    

Car accident caused by 
trailer driver  

D 5 High It is required that the Nominated 
Driver must be over the age of 18, 
hold a current driver’s licence and 
have experience driving with a 
trailer. Council staff will check that 
the Nominated Driver meets these 
requirements prior to releasing the 
Create Crate. The Nominated 
Driver should read the information 
within the Hirer’s pack about how to 
safety attach and operate vehicle 
with trailer attached.  
Drive safely and responsibly whilst 
towing trailer. 

Nominated driver on 
Create Crate Booking 
Form 

Trailer safety 
and transport    

Lost trailer keys- 
(will incur a cost to 
replace)  

D 1 Low Contact Council to obtain another 
set  

Nominated driver on 
Create Crate Booking 
Form 

Create Crate 
location for 
activity/event 

Uneven ground- slips, 
trips or falls where 
space is activated  

C 2 Medium Appropriate site assessment- 
choose site with least amount of 
risks/ hazards. Add additional 
identified hazards to the Safe Work 
Method Statement.  

Hirer of Create Crate 

Create Crate 
location for 
activity/event 

Proximity of trees and 
water to popup sight- 
extreme weather 
causing sight disruption/ 
injury 

C 2 Medium As above.  Hirer of Create Crate 

Create Crate 
location for 
activity/event 

Injury as a result of 
weather conditions- rain, 
wind, cold & heat  

D 2 Low As above. Pay attention to any 
extreme weather conditions and 
use common sense when using the 
space. Consider cancelling 
event/activity if there is extreme 
weather.  

Hirer of Create Crate 



 

 

 

 

Create Crate 
location for 
activity/event 

Utilisation of 
inappropriate site to set 
up the Create Crate 

D 3 Medium Ensure that the chosen site does 
not pose any safety hazards for 
users including being well away 
from traffic etc. Advisory signage 
indicating purpose of site. 

Hirer of Create Crate 

Set up/ Pack up 
of Space 

Opening heavy  trailer 
ramp and causing an 
injury on the ramp 
dismount 

C 2 Medium Lowering trailer ramp safely and 
slowly- preferably with two people  

Hirer of Create Crate 

Set up/ Pack up 
of Space 

Injury occurring due to 
trailer moving with 
person inside  
 

C 2 Medium Keep trailer attached to vehicle 
whilst unpacking trailer or standing 
inside trailer and/or put down safety 
stand at rear of trailer. 

Hirer of Create Crate 

Set up/ Pack up 
of Space 

Injury caused by slipping 
on ramp entering trailer   

C 2 Medium Non-slip tape on ramp. In extreme 
weather conditions proceed with 
extra caution.   

Hirer of Create Crate 

Set up/ Pack up 
of Space 

Personal injury caused 
by bumping head on top 
of trailer whilst 
unpacking items  

D 2 Low Only 1 person in trailer at a time. 
Reflector tape on roof 

Hirer of Create Crate 

Set up/ Pack up 
of Space 

Injury caused by 
removing Items in and 
out of the trailer  

C 2 Medium Take items out of trailer sensibly 
and safely using appropriate lifting 
technique and equipment provided.  
Follow hirers pack instructions  to 
pack up items safely 

Hirer of Create Crate 

Set up/ Pack up 
of Space 

Injury caused by 
inappropriate set up of 
equipment 

D 1 Low Follow instructions on equipment/ in 
hirers pack/ Set up equipment 
safely and properly with adequate 
space around activities. 

Hirer of Create Crate 

Patron safety 
when using   
Create Crate 
items 

Patron injury as a result 
of participating in 
activities  

D 2 Low First aid box located inside trailer Hirer of Create Crate 



 

 

 

 

Patron safety 
when using   
Create Crate 
items 

Astro Turf overheating 
and burning patrons’ 
feet  

E 2 Low Appropriate signage/ and 
monitoring of popup space. Small 
children should be supervised by 
parent/ guardian   

Hirer of Create Crate/ 
patrons  

Patron safety 
when using   
Create Crate 
items 

Furniture breaking- 
Durability of Plastic 
chairs, stools, deck 
chairs and other seating  

D 2 Low Take care of furniture- notify council 
of any concerns/ damage.  
Council to conduct pre & post 
condition report of items  

Hirer of Create Crate 
 
 
Council officers 

Security of the 
Create Crate 

Misuse of space by 
patrons causing injury or 
vandalism  

C 1 Low Popup space instructions/ rules to 
be displayed. Expensive items put 
back into locked trailer overnight. 
Location of popup space in well-lit 
area with a good line of sight 

Patrons  

Security of the 
Create Crate 

Theft of items left out of 
Create Crate when not 
attended.  

C 1 Low Expensive items put back into 
locked trailer overnight (as per the 
info sheet in the Hirer’s Pack). 
Location of Create Crate in well-lit 
area with a good line of sight. Notify 
Council of any items that are 
missing at the end of the Hiring 
period using the Create Crate 
Inventory found in the Hirer’s Pack.  

Hirer of Create Crate 

Security of the 
Create Crate 

Theft of the Create 
Crate Trailer and all its 
contents.  

C 1 Low Location of Create Crate in well-lit 
area with a good line of sight. 
Always put tow ball lock on trailer 
when unattended. Store Create 
Crate in a secure location 
whenever possible. If theft of the 
Create Crate does occur please 
contact Council immediately on 
5220 7111.  

Hirer of Create Crate 



 

 

 

 

  
 
 
 
 
 
 

     

  
 
 
 
 
 
 
 
 
 

     

  
 
 
 
 
 
 
 

     

  
 
 
 
 
 
 

     

 



 

 

 

 

Report New 
Hazards 

Notify Council staff of any identified hazards which may affect future hirer’s of the Create Crate.  

Report Incidents Complete Create Crate Incident Report form and notify Council within 24 hours. The Incident Report Form can be found on Council’s 
website www.goldenplains.vic.gov.au , and search ‘Create Crate’ or contact Council on (03) 5220 7111.  

  

As the registered Hirer of the Create Crate, I agree to ensure that the appropriate Risk Control Measures identified in this Safe Work 
Method Statement are implemented and that should any incidents which cause personal injury occur, a Create Crate Incident 
Report Form will be submitted to Council within 24 hours. I will also notify Council of any other issues which were identified and 
may affect other hirers of the Create Crate in the future.  

Name:                  

                                           

Signature:                                                       Date: 

 

 

 

 

 

 

 

 

 

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


 

 

 

 

Table 1: Likelihood Ratings         Table 2: Risk Consequence Descriptors  
  

Likelihood   Category   Description 

Almost certain A The event is expected to occur in most 
circumstances. Greater than 75% chance 
of occurring 

Likely B The event will probably occur in most 
circumstances. 50% to 75% chance of 
occurring 

Possible C The event will occur at some time. 25% to 
49% chance of occurring 

Unlikely D The event could occur at some time. Less 
than 25% chance of occurring 

Rare E May occur in exceptional circumstances 

 

Table 3: Risk Matrix 

 

Very High = requires immediate action 

High = requires additional research or some 
immediate action 

Medium = issue that is likely to benefit from 
adaptation measure 

Low = Can be dealt with as and when they happen

Consequence Category Description 

Catastrophic 5 Fatality 

Major 4 Injury or illness resulting in 
permanent impairment 

Moderate 3 Injuries or illness requiring hospital 
admission 

Minor 2 Injury or illness requiring medical 
treatment 

Negligible 1 Minor injuries or discomfort 

 Consequence 

 Likelihood 1 2 3 4 5 

A Medium Medium High Very High Very High 

B Medium Medium High High Very High 

C Low Medium Medium High High 

D Low Low Medium Medium High 

E Low Low Medium Medium Medium 



 

How to: Safe Lifting 


