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[bookmark: _Toc182915336]About this optional template
[bookmark: _Toc116909653][bookmark: _Toc117073090][bookmark: _Toc118360994]The template below indicates a suggested Special Entertainment Precincts Communications Plan and sample templates to support the community and stakeholder engagement activities which are required to be undertaken as part of establishing, operating, and monitoring a SEP. 
This template can be adapted to suit your council’s specific needs. Items noted [like this] should be inserted or edited as appropriate. 

[bookmark: _Toc182915337]Disclaimer
This publication is provided as general information only. The State of NSW, including the Office of the 24-Hour Economy Commissioner, does not guarantee the accuracy, reliability, currency, or completeness of the information contained in it. Interested parties should make their own independent inquiries and obtain their own independent professional, technical or expert advice. The information in this document should not be relied on as the basis for doing or failing to do something. 

The State of NSW, including the Office of the 24-Hour Economy Commissioner, does not accept any responsibility or liability for any damage, loss, or expense (including without limitation for negligence) incurred as a result of relying on information in this publication, to the extent permitted by law. 
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[bookmark: _Toc182915338]Communications Plan
The purpose of this communications is to function as a guide for communications and engagement teams within Council to guide the process of establishing a SEP. This sample communications plan is only a guide and is not intended to be exhaustive. It should be adapted to suit your council and community.
Consider how best to reach different demographic groups including multicultural communities, First Nations people, young people, seniors, and people with disabilities. 

	Step
	Purpose
	Communication channels
	Audience
	Key Messages 
	Templates supplied

	Preparing a SEP


	Council officers commence early consultation with community, business, venues, precinct working group and government agencies.

Outcomes:
Educate on what a SEP is 
Gauge interest in establishing a SEP
Acknowledge competing uses and come to a shared understanding of what (if any) trade-off is acceptable 
Test appetite for sound increases
Obtain feedback on precinct boundaries 
	Letters 

Website information page

Survey

Discussion paper

Meetings with venues, community, and business groups


	All businesses located or residents living in and around the proposed precinct, as well as regular visitors to the proposed precinct. 

Consider the area of notification depending on community needs and requirements of a council Community Participation Plan (which may prescribe an area). This could be:
Within postcode
Within 1km radius
Entire LGA.


	Messaging:
Council is considering a SEP because:
Later trading hours
More favourable noise conditions
It provides greater certainty to businesses and residents
Enliven the nightlife and access to services in your area
These are some of the possible outcomes of a SEP and what it means for your area (may be included in a discussion paper)
We are seeking your feedback on the location, sound, and noise provisions, and if a SEP should go ahead

Inclusions:
In letter
SEP overview and benefits 
QR code to website page
Website information 
Proposed boundary map
Discussion paper 
FAQs and fact sheets for different stakeholders: businesses, residents etc.
How to give feedback – survey, workshop details
Links to find more information (e.g Office of the 24-Hour Economy Commissioner website.)

	Letter (Template 1)

Survey to residents and visitors (Template 2)

Survey to businesses (Template 3)



	Establishing a trial (12-18 months recommended)

	Council officers formalise communication materials.
 
Council officers undertake targeted pre-trial community consultation.

After Gateway Determination, council officers publicly exhibit Planning Proposal (map of precinct), DCP, Precinct Management Plan, notify community of the public exhibition and invite submissions and provide briefings.

Outcomes:
· Undertake targeted community consultation
· Inform community that trial is being established
· Share community feedback
· Undertake public exhibition and receive submissions on key documentation (Planning Proposal, DCP Amendment and precinct management plan)

	Letters 

Website information page

Survey/s
 
Emails/letters to community and business groups

Email / electronic direct mail (eDM)

Social media 

Information session –in-person (including pop-ups) and online

In-person focus groups with employees / business owners

In-person public surveying in precinct in day and night (to target businesses and capture visitors)

Flyers/posters sharing a QR code for a survey for example, in community spaces and businesses

	All businesses, venues, property-owners, and residents in and surrounding proposed SEP

Letters should be addressed to the occupiers of premises to ensure that all residents (including renters), not just property owners are notified
	Messaging:
Council has started the process to implement a SEP trial in your area
We have undertaken community consultation and are planning to implement a SEP in <location>.
This is what we heard from the initial community consultation: <summary>
We are now seeking your feedback to help inform how the SEP should be managed through public exhibition of these enabling documents: (DCP, planning proposal, precinct management plan)
What happens next: The planning proposal does not have a sunset clause so if we decide to proceed with the SEP after the trial, we do not have to do anything to make it permanent. If we decide to remove it, it will be a 5-week process for the NSW Government to do so. 

Inclusions:
Proposed documentation: Planning Proposal and LEP Amendment, DCP Amendment, precinct management plan
FAQs and fact sheet for key stakeholder groups 
Precinct map 
Feedback instruments: survey, submissions
How to give feedback / where to make enquiries 
Proposed complaint mechanism for licensed and unlicensed sound (as prepared in Step 2.6)
Good Neighbour Guidance
Contact details
Monthly meetings
Door knocking
Complaint handling procedure 
Links to find more information (e.g. Office of the 24-Hour Economy Commissioner website)
 
	Letter (Template 04)




	Establishing a trial (12-18 months recommended)

	Council officers notify of the SEP on planning certificates and council website.

Council officers advise how to provide ongoing feedback

Outcomes:
· Inform that the SEP trial has been established
· Publish results from community consultation
· Provide opportunity for community to provide ongoing feedback
· Make it easy to find information about a SEP – including documentation, events, how to provide feedback etc


	Letters 

Website information page

Survey 

eDM

Social media

Media release/media interviews
 
Notation on planning certificate and on council website 
 
Emails/letters to community and business groups

Posters on owned outdoor assets (e.g. street bins) within a SEP 

	All businesses, venues, property-owners, and residents in and surrounding proposed SEP

	Messaging:
Following community consultation <outline community feedback>, council is establishing a trial of a SEP in <location>
This will provide benefits including <outline local benefits>
The trial will be for a period of <insert period for the trial> months, commence on <insert date>
We will formally evaluate the trial after a period of <insert period> months and at this time determine if the SEP should be removed, or kept and be made permanent
We will regularly seek your feedback as the SEP trial progresses
Inclusions:
FAQs
Outcomes of community consultation
Link to approved documentation: LEP, DCP, precinct management plan 
How to give feedback / where to make enquiries 
Events/activities 
Council proposals (e.g. planning or parking reviews, cleaning)
Timeline for the SEP (from trial, community consultation to determine if the trial is to be made permanent)

	Letter (Template 05)

Post-trial survey 
(Template 06)


	Operating and monitoring the SEP 



	Council officers continue to update community about a SEP and notify on planning certificates and council website. 

Council officers undertake regular engagement with community, venues, business, and relevant government agencies and establish a regular forum with community groups to discuss any impacts on amenity 

Outcomes:
· Advise that the SEP has been made permanent
· Provide ongoing information about the SEP
	Letters 

Website information page 

eDM

Social media

Media release/media interviews
 
Notation on planning certificate and council website
 
Emails/letters to community and business groups

	All businesses, venues, property-owners, and residents in and surrounding proposed SEP

	Messaging:
· Following community consultation <outline community feedback> about our <X-month> SEP trial, council has decided to make the SEP permanent
These are the benefits of the SEP and what it means for our local area: <outline>. 
· We will continue to regularly seek your feedback about the SEP <outline how this will happen e.g. regular forums>
Inclusions:
FAQs and fact sheets for key stakeholder groups 
Outcomes of community consultation
Link to approved documentation: LEP, DCP, precinct management plan 
How to give feedback / where to make enquiries 
Complaint mechanism for sound from licensed and unlicensed premises (as prepared in Step 2.6)
Events/activities 
Council proposals (e.g. planning or parking reviews, cleaning)
	Inner West Council website example

	Suspending a SEP


	Council notifies residents, businesses, venues, and the community in and surrounding the SEP of the suspension.

Outcomes:
· Advise that the SEP has been suspended, why it has been suspended, the conditions for reinstatement and timeline. 
	Letters 

Website information page 

Emails/letters to community and business groups


	All businesses, venues, property-owners, and residents in and surrounding proposed SEP

	Messaging:
Council has decided to suspend the SEP because thresholds set out in the precinct management plan have been exceeded
The intentions of the SEP were to improve the vibrancy of nightlife in our area, but we have encountered <these issues>
We are working to resolve these issues through <outline measures>
Next steps:
We will work to address these issues 
The SEP will only be reinstated if <outline conditions> are met
If the issues are not resolved within <insert period>, we will consider revoking the SEP permanently

Inclusions:
Reasons why the SEP has been suspended
Conditions for reinstatement of the SEP DCP trading and sound provisions
Timeline of the suspension
What the Council is doing to address the issues that led to the suspension
If the suspension of the SEP was the subject of an inquiry (Step 6.1) then the Commissioner’s recommendations should be included.
Link to documentation e.g. Council Report
How to give feedback / where to make enquiries 
	

	Suspending a SEP


	Council publishes a notice of an intention to reinstate the DCP provisions, reports to Council, reinstates the DCP and publishes a notice. 

Outcomes:
· Under section 16 of the EP&A Regulation council officers publish a notice of an intention to amend the DCP on its website at least 14 days before reinstating the SEP DCP provisions. 
· The notice must include the intention to reinstate the provisions, and the reasons for the reinstatement. 
· The reinstatement of a DCP undertakes effect on the day on which a notice of the repeal is published on the council’s website.

	Letters 

Website information page 

Emails/letters to community and business groups

	All businesses, venues, property-owners, and residents in and surrounding proposed SEP

	Messaging:
Intention to reinstate
The SEP was suspended on <date> because of <issues>
The council and community has worked on <issues> by doing <actions>
<Conditions> have been met, and the council is satisfied that the SEP can be reinstated
This will come into effect on <date>
This will mean <trading conditions> are in place
Reinstatement
The SEP has been reinstated from today
Issues, remedial actions, and conditions have been met (include information as per above)

Inclusions:
Firstly, an intention to reinstate the SEP must be published on the council website 14 days prior to the SEP DCP provisions being reinstated
Secondly, a notice that the SEP reinstatement has been put into effect must be published on the day that the DCP provisions take effect. 
Reasons why the SEP will be reinstated – what conditions have been met
Actions taken to address the issues in the precinct
How to give feedback / where to make enquiries
Timeline of the SEP process and steps undertaken
Links to documentation: DCP, LEP, precinct management plan, Council reports
	

	Revoking a SEP


	Council officers notify residents, businesses, venues, and the community in a SEP of the proposal to revoke. 

Council officers publish a notification of revocation.

Outcomes:
· Community is made aware of the SEP revocation including the reasons for it.

	Letters 

Website information page 

Emails/letters to community and business groups

Remove notation on planning certificates and council website

	All businesses, venues, property-owners, and residents in and surrounding proposed SEP

	Messaging:
Intention to revoke:
Council has decided to revoke the SEP because conditions set out in the precinct management plan have been exceeded
The intentions of the SEP were to improve the vibrancy of nightlife in our area, but we have encountered <these issues>
We are working with the State Government and partners to remove the SEP and anticipate it will be removed by <date>
Council continues to support businesses to activate nighttime activity
Revocation:
The SEP has been revoked from today
Council continues to support businesses to activate nighttime activity 
Inclusions:
Firstly, an intention to revoke the SEP must be published on the council website 
Secondly, a notice that the SEP revocation has been put into effect must be published on the day that the DCP provisions take effect 
Reasons why the SEP has been revoked 
Links to documentation: DCP, LEP
How to give feedback / where to make enquiries 
Timeline of the SEP process (from trial, community consultation etc)
	




[bookmark: _Toc182915339]Template 1 – Letter of notification of a SEP proposal

The purpose of this letter is to inform community and businesses about the SEP proposal and invite feedback about the proposal. 
This sample letter can be adapted to suit your council and community. Items noted [like this] should be inserted or edited as appropriate. 

Dear community member [or resident, business-owner], 
I am writing to advise that the council is seeking to create a Special Entertainment Precinct (SEP) in [relevant precinct area and suburb] and is inviting community feedback about this proposal.
Special Entertainment Precincts (SEPs) are defined areas where trading hours and sound conditions encourage live performance and later trading businesses and support safe, diverse, and vibrant going out districts. SEPs can benefit local venues and businesses, as well as residents and visitors who can enjoy the upside of improved town centre or high street amenity. 
This SEP proposal links to [describe the source for the strategic direction for your council to set up a SEP to provide context for resident / business e.g.: Night-time Economy Strategy / Economic Development Strategy /Community Strategic Plan]. To read more about this strategy, please go to [council website page link]
Have your say
You can provide your feedback about the SEP proposal by [add options from own council engagement plan such as completing an online survey or attending an information session].
Please visit our website [insert website link or QR code] to find more information including [Discussion Paper, Frequently Asked Questions, Map]
Your input is important and will help inform if a SEP trial should be established in [relevant precinct area and suburb], and how it would be managed to ensure a safe and vibrant area.
Thank you for your interest and we look forward to hearing from you. 

Yours sincerely,
CEO / council contact officer 

Optional attachments with this letter: Map of the proposed SEP, Frequently Asked Questions






[bookmark: _Toc182915340]Template 2 – Survey for community and visitors
The purpose of the survey is to understand community sentiment about a proposed Special Entertainment Precinct. 
These sample questions can be adapted to suit your council and community. 
Items noted [like this] should be inserted or edited as appropriate.


Special Entertainment Precinct
Survey for community
Thank you for taking the time to provide feedback about the proposal for a Special Entertainment Precinct (SEP) in [location/suburb/street/precinct name].
Your insights will help inform if a SEP trial should be established, and how it would be managed to ensure a safe and vibrant area.
Special Entertainment Precincts (SEPs) are defined areas where trading hours and sound conditions encourage live performance and later trading businesses and support safe, diverse, and vibrant going out districts. SEPs can benefit local venues and businesses, as well as residents and visitors who can enjoy the upside of improved town centre or high street amenity. 
Find out more about SEPs at [council website link]. It is recommended that you read the information materials [refer to discussion paper, fact sheets or other information] prior to completing this survey. 
This survey will take approximately ten [update depending on number of questions] minutes to complete.

Special Entertainment Precinct (SEP)
Do you support a SEP trial in [add location/suburb/street/precinct name].
	Yes
	Neutral 
	No
	Unsure/need more information 
 
[If yes] What are your reason/s for supporting a SEP trial? (Select all that apply)
[Council may add additional options that relate to the local area]
	To meet the demand for services and entertainment later in the evening
To increase availability and diversity of services and entertainment later in the evening 
To improve live music and performance offerings later in the evening
To protect existing cultural, creative, and social institutions and businesses 
To promote a safer and more accessible going-out district 
To give greater certainty to businesses, residents and developers about trading hours and sound based on shared expectations and goals for the precinct 
To boost local economy, attract investment, and increase employment
To increase patronage and pedestrian activity
To improve tourism and regional economic outcomes 
To enhance brand visibility and recognition of the local area
To improve community inclusion
To enhance community identity 
Other (please specify):

[If no, neutral, or unsure] Please provide reason/s for your answer (Optional)
	[Free text fill]

Do you support the proposed boundary of the SEP? (Optional)
	Yes
	Neutral 
	No
	Unsure/need more information 

Please provide reason/s for your answer (Optional)
	[Free text fill]

About you
Which statement best describes you?
	I am a resident within the proposed SEP (you can find a proposed map here [link])
	I am a resident outside the proposed SEP but within [the area/suburb]
	I am a visitor to the precinct from outside [the LGA]
I work in the proposed SEP 

What is your age? (Optional)
	Under 18
18–29
30–39
40–59
60 or over

[Council may consider asking question/s to capture demographic information such as if the respondent identifies as Aboriginal and/or Torres Strait Islander, culturally and/or linguistically diverse, living with a disability, LGBTQIA+, as well as asking about gender]


About the precinct
How often do you usually visit [precinct name] at night (i.e. after 6pm)? (If you live in the precinct, this question refers to time spent outside your home)
Frequently: more than twice per week
Less frequently: once per week
Occasionally: once per month
Rarely: once a year or less
Never: I only visit during the day

What time in the evening do you usually visit in [precinct name]? [adjust times that apply to the area] (Select all that apply)
6pm – 8pm 
8pm – 10pm
10pm – 12am
12am – 2am
2am – 4am
4am – 6am 
 
Approximately how long do you stay in this area per visit?
30 minutes 
1 to 2 hours
4 hours or more 
It varies

What are your main reasons for spending time in [precinct name]? (Multiple selections allowed)
Seeing live music 
Seeing other live entertainment that is not music (e.g. theatre show, comedy)
Eating at a restaurant, café, or other venue
Drinking at a bar, hotel, or other venue 
Going for a dance
Browsing shops 
Purchasing goods from a shop 
Engaging a service (e.g. hairdresser, banking, mail) 
Using community facilities or services (e.g. library)
Using public open space
Going to work 
Passing through the area on the way to another location
Physical recreation (e.g. gymnasium, dance class)
Other
[insert others as relevant to your precinct]

How do you usually travel to and from the area? 
	
	Never
	Rarely
	Sometimes
	Frequently

	Walk 
	
	
	
	

	Cycle/scooter 
	
	
	
	

	Bus
	
	
	
	

	Train 
	
	
	
	

	Car: driver 
	
	
	
	

	Car: passenger 
	
	
	
	

	Rideshare/taxi
	
	
	
	

	Other
	
	
	
	



How would you rate the following features in relation to the [precinct name]? 
	
	Very satisfied
	Satisfied
	Neutral
	Unsatisfied
	Very unsatisfied

	Public transport frequency 
	
	
	
	
	

	Feeling safe
	
	
	
	
	

	Quality of public space 
	
	
	
	
	

	Number and type of night-time activities 
	
	
	
	
	

	Cost of activities or value for money
	
	
	
	
	

	Availability of family entertainment
	
	
	
	
	



What is the best thing about [precinct name] and what makes it special or unique?
[Free fill text]
[OR multiple ticket options list – insert locally relevant options – e.g. number of bars, cultural events, library, public square]

What would encourage you to visit [precinct name] more at night? 
[Free fill text]
[OR multiple ticket options list – insert locally relevant options – e.g. more live music, better availability of transport, later food offering]


Further consultation 
Would you like to be kept up to date on the Special Entertainment Precinct at [precinct name]?
	Yes
	No

[if yes to the above] Please provide the following information:
	Name: [free text fill]
	Email address: [free text fill]


















[bookmark: _Toc182915341]Template 3 – Survey for businesses/organisations
The purpose of the survey is to understand business, venue, and organisation sentiment about a proposed Special Entertainment Precinct. 
These sample questions can be adapted to suit your council and community. Items noted [like this] should be inserted or edited as appropriate.


Special Entertainment Precinct 
Survey for businesses/organisations
Thank you for taking the time to provide feedback about the proposal for a Special Entertainment Precinct (SEP) in [precinct name].
Your insights will help us to determine if a Special Entertainment Precinct trial should be established, and how it would be managed. 
Find out more about Special Entertainment Precincts [council website link]. It is recommended you read the information materials [refer to discussion paper, fact sheets or other information] [prior to completing this survey. 
This survey will take approximately 10 minutes [edit depending on the number of questions] to complete.

Special Entertainment Precinct (SEP)
Do you support the creation of a SEP trial in [precinct/street/suburb name]? 
	Yes
	Neutral
	No
	Unsure/need more information [with comment box]

 Please provide reason/s for your answer	
[Free text fill]

If there were a SEP in [precinct/street/suburb name], how likely would your business or organisation take advantage of later opening hours? Select one.
	Very likely
	Likely
	Neutral / unsure
	Unlikely
	Not likely at all

If there were a SEP in [precinct name], how likely would your business or organisation consider hosting live entertainment?
	Very likely
	Likely
	Neutral / unsure
	Unlikely
	Not likely at all

About your business or organisation 
What is the name of your business or organisation?
	[Free text fill]

What is the address of your business or organisation?
[Free text fill]

How long have you operated your business organisation in [precinct name]?
Less than 12 months
1 to 3 years
4 to 10 years
10 years or more 

What type of business or organisation do you operate? (If many of the below apply, please select the most relevant type)
Small bar (maximum 120 patrons or less)
Bar (over 120 patron capacity)
Brewery or distillery 
Pub / hotel
Club (e.g. RSL)
Nightclub
Entertainment venue (e.g. theatre, concert hall)
Cultural venue (e.g. library, town hall)
Community service
Place of religious worship
Restaurant 
Fast/takeaway food 
Café
Hotel or other accommodation
Retail – general 
Retail – convenience and tobacconist
Retail – supermarket and food
Physical recreation (e.g. gymnasium)
Utility and personal services (e.g. laundromat, hair salon) 
Other (please specify)

Does your business or organisation serve alcohol?
	Yes 
	No

Does your business or organisation have outdoor trading? (e.g. footpath dining, beer garden)
	Yes
No

What are the current trading hours for your business or organisation?
	Monday [insert]
	Tuesday [insert]
	Wednesday [insert]
	Thursday [insert]
	Friday [insert]
	Saturday [insert]
	Sunday [insert]

What are your busiest times of trade/operation?
	[Free text fill]

[if open at night] What are your busiest evenings of trade/operation?
	[Free text fill]

Does your business or organisation want to open later or more nights during the week? 
	Yes – later
	Yes – more nights during the week
	Yes – both later and more nights during the week
	No 
	Unsure/need more information

[if yes to the above] What would assist your business or organisation to extend its operating hours?
	[Free text fill]

Does your business or organisation currently host live music or live entertainment performances?
	Yes 
	No

[if yes to the above] How often does your business host live music or live entertainment performances?
	More than 2 times per week
	Less than 2 times per week
	1-3 times per month
	Less than once per month	

Does your business want to hold more live music or entertainment performances? (multiple selections allowed)
	Yes – more often
	Yes – later hours 
	Yes – with different sound conditions
	No
	Unsure/need more information

[if yes to the above] What would assist your business or organisation to hold more live music or entertainment performances?
	[Free text fill]

About the precinct 
How activated and vibrant would you describe the night-time activity in [precinct name] on a scale of 1 – 5 (where 1 is least and 5 is most)?
1	2 	3 	4 	5

How would you rate the following features in relation to the [precinct name]? 
	
	Very satisfied
	Satisfied
	Neutral
	Unsatisfied
	Very unsatisfied

	Public transport frequency 
	
	
	
	
	

	Feeling safe
	
	
	
	
	

	Quality of public space 
	
	
	
	
	

	Number and type of night-time activities 
	
	
	
	
	

	Cost of activities or value for money
	
	
	
	
	

	Availability of family entertainment
	
	
	
	
	



Do you have any further comments about the night-time activities or the current night-time operations of your business?
	[Free text fill]

Further consultation
Would you be interested to participate in more consultation about a Special Entertainment Precinct in [precinct area]?
	Yes
	No

[if yes to the above] Please provide the following information: 
	Name [free text fill]
	Email address [free text fill]
	Phone number [free text fill]

Are you a member of any business collaboration groups? Please tick all that apply. 
	Business Chamber/ Business Association 
	Liquor Accord
	Tourism organisation
	Uptown Precinct
	Community Improvement District
	[council to insert as relevant to precinct]
	Other (please specify)


[bookmark: _Toc182915342]Template 4 – Letter notification for DCP, planning proposal and precinct management plan
The purpose of this letter is to inform the community about the intention to implement a SEP trial and invite feedback on the Planning Proposal and Local Environment Plan (LEP) amendment, optional Development Control Plan (DCP) amendment, and the precinct management plan. 
This letter is issued after a Gateway Determination has been obtained from Department of Planning, Housing and Infrastructure (DPHI).
This sample letter can be adapted to suit your council and community. Items noted [like this] should be inserted or edited as appropriate.  

Dear community member [or resident, business-owner], 
I am writing to advise that the council has started the process to implement a Special Entertainment Precinct (SEP) [insert period] month trial in [location, suburb, street] commencing on [date].
We invited community feedback about the proposal for a SEP between [date] and [date] and received community and business support to establish a SEP trial. We heard from the community [insert summary of community feedback]. You can find more information about the outcomes of the community consultation at this website page [insert link].

Have your say
Council is now seeking your feedback on the proposed documents that will govern how the SEP is operated, including:
Planning Proposal and Local Environment Plan (LEP) amendment
Development Control Plan (DCP) amendment (optional)
Precinct management plan.
You can provide your feedback and view copies of these draft documents at this website page [insert link or add QR code]. 
Your input is important and will help inform how a SEP would be managed to ensure a safe and vibrant area.

What is a SEP?
Special Entertainment Precincts (SEPs) are defined areas where trading hours and sound conditions encourage live performance and later trading businesses and support safe, diverse, and vibrant going out districts. SEPs can benefit local venues and businesses, as well as residents and visitors who can enjoy the upside of improved town centre or high street amenity. 
The provisions of the SEP trial include:
Sound from entertainment activity and trading hours are regulated through a precinct management plan that has considered community interests. 
[Insert other relevant details of the SEP trial (i.e. trading hours)]


Please visit our website [insert website link or QR code] to find more information including [Discussion Paper, Frequently Asked Questions, Map] 

Thank you for your interest and we look forward to hearing from you. 

Yours sincerely,
CEO / council contact officer 

Optional attachments with this letter: Map of the proposed SEP, Frequently Asked Questions



[bookmark: _Toc182915343]

Template 5 – Letter for the commencement of a SEP trial
The purpose of this letter is to inform the community about the commencement of the SEP trial and invite their ongoing feedback. 
This sample letter can be adapted to suit your council and community. 
Items noted [like this] should be inserted or edited as appropriate.


Dear community member [or resident, business-owner], 
I am pleased to advise that the [precinct name] Special Entertainment Precinct trial has now commenced. The trial will be for [X] months from [insert commencement date] until [insert trial end date] and supports night-time vibrancy by setting sound and trading hour conditions for venues and businesses within the SEP. 
The purpose of the trial of the SEP in [location] is to create a safe, diverse, and accessible entertainment precinct and signal the area as suitable for night-time activity, while balancing the needs of local residents.
The provisions of the SEP trial include:
Sound from entertainment activity and trading hours are regulated through a precinct management plan that has considered community interests. To view a copy of the plan, visit the webpage here [link or refer to QR code]
[Insert other relevant details of the SEP trial (i.e. trading hours)]
The decision to establish the SEP trial follows consultation with residents, businesses and visitors over the last few months.  This feedback has helped to shape the council’s precinct management plan for the SEP. You can read more about the outcomes of the community consultation through the report available on the webpage here [insert website link]. Thank you to those who participated in the consultation. 
A precinct working group/internal council working group [edit as appropriate to your council’s management structure for the SEP and include information about who is managing the SEP] will manage the SEP trial. While the trial is active, council is eager to receive your ongoing feedback and you can provide this to council by [insert how feedback can be provided]. There will also be a formal review process after [insert period] months to evaluate the trial and determine if the SEP should be made permanent. 
 
More information
Visit our website by scanning the QR code or visiting [URL] to find more information about:
SEP including a map, Frequently Asked Questions
Community Consultation Report
Precinct Management Plan and how the SEP is managed 
Events/activities  
How to provide feedback about the SEP 

For more information, please contact [insert details]

Thank you for your interest and supporting our local night-time economy. 

Yours sincerely,
CEO / council contact officer 























[bookmark: _Toc182915344]

Template 6 – Survey after trial
The purpose of this survey is to seek feedback from the community and businesses about the outcomes of the SEP trial. 
These sample questions can be adapted to suit your council and community. 
Items noted [like this] should be inserted or edited as appropriate.


Special Entertainment Precinct Trial
Survey for community and businesses
Thank you for taking the time to provide feedback about the [precinct name] Special Entertainment Precinct (SEP) trial that was held from [insert dates]. 
Your insights will help us to evaluate the [precinct name] SEP, determine if it should be made permanent and make changes to ensure it is managed in the best way possible. 
Find out more about Special Entertainment Precincts [council website link]. 
This survey will take approximately 10 [update depending on number of questions] minutes to complete.

Special Entertainment Precincts 
Do you support making the [precinct name] SEP permanent?
	Yes
	Neutral
	No
	Unsure/need more information [with comment box]
 
Please provide reason/s for your answer	
[Free text fill]

About you 
What statement best describes you? [select all that apply]
I am a resident within the precinct (you can find a proposed map here [link])
I am a resident within [the area/suburb]
I am a visitor to the precinct from outside [the LGA]
I am a business operating within the precinct 
I am a business operating near the precinct
I work in a business within the precinct
I work in a business near the precinct

About your business or organisation 
[if selected business above]

What is the name of your business or organisation?
	[Free text fill]

What is the address of your business or organisation?
[Free text fill]

How long have you operated your business or organisation in the [precinct name]?
Less than 12 months
1 to 3 years
4 to 10 years
10 years or more 

What type of business or organisation do you operate? (If many of the below apply, please select the most relevant type)
Small bar (maximum 120 patrons or less)
Bar (over 120 patron capacity)
Brewery or distillery 
Pub / hotel
Club (e.g. RSL)
Nightclub
Entertainment venue (e.g. theatre, concert hall)
Cultural venue (e.g. library, town hall)
Community service
Place of religious worship
Restaurant 
Fast/takeaway food 
Café
Hotel or other accommodation
Retail – general 
Retail – convenience and tobacconist
Retail – supermarket and food
Physical recreation (e.g. gymnasium)
Utility and personal services (e.g. laundromat, hair salon) 
Other (please specify)


Does your business or organisation serve alcohol?
	Yes 
	No

Does your business or organisation have outdoor trading? (e.g. footpath dining, beer garden)
	Yes
No

During the SEP trial, council allowed businesses to trade for an additional [insert time]. Did your business take advantage of these extended trading hours?
Yes 
No – Please explain why [free text fill]

Prior to the SEP trial (before [date]), did your business host live music or live entertainment performances? 
Yes 
No 

During the SEP trial did your business host live music or live entertainment performances? 
Yes
No – Please explain why [free text fill]

[if yes to the above] How often did your business host live music or live entertainment performances during the SEP trial?
	More than 2 times per week
	Less than 2 times per week
	1-3 times per month
	Less than once per month	

During the SEP trial [insert dates], did you notice an increase in patronage at your business?
Major increase: 50-100% or more
Significant increase: 25-50%
Moderate increase: 10-25% 
Some increase: 1-10%
Not at all
Reduction


Please provide more information about any increase in patronage during the SEP trial. For example, you may wish to describe the busiest evening of trade.
	[Free text fill]

How activated and vibrant would you describe the night-time activity in [precinct name] during the SEP trial on a scale of 1 – 5 (where 1 is least and 5 is most)?
1 	2 	3 	4 	5

Do you have any further comments about the [precinct name] SEP?
	[Free text fill]

About you [if selected resident/visitor above]
What suburb do you live in? (Optional) 
	[free text or provide a list of suburbs as a drop-down]

What is your age? (Optional)
	Under 18
18–29
30–39
40–59
60 or over

[Council may consider asking question/s to capture demographic information such as if the respondent identifies as Aboriginal and/or Torres Strait Islander, culturally and/or linguistically diverse, living with a disability, LGBTQIA+, as well as asking about gender]

Did you visit the [precinct name] during the SEP trial? 
Yes 
No – Thanks for your input [Survey close]

During the SEP trial [insert dates], did you visit the area more frequently? In a scale between 1 and 4, provide your rating below. 
1 – Not at all 
2 – Some increase; half or less than half
3 – Increased by double 
4 – Increased by more than double 
 

During the SEP trial, did you spend more time on each occasion that you visited the area? On a scale between 1 and 4, provide your rating below. 
1 – Not at all 
2 – Some increase; half or less than half
3 – Increased by double 
4 – Increased by more than double 

What were your reasons for spending time in [precinct name] during the SEP trial? (Multiple selections allowed) [insert others as relevant to the precinct]
Seeing live music 
Seeing other live entertainment that is not music (e.g. theatre show, comedy)
Eating at a restaurant, café, or other venue
Drinking at a bar, hotel, or other venue 
Going for a dance
Browsing shops 
Purchasing goods from a shop 
Engaging a service (e.g. hairdresser, banking, mail) 
Using community facilities or services (e.g. library)
Using public open space
Going to work 
Passing through the area on the way to another location
Physical recreation (e.g. gymnasium, dance class)
Other

How would you rate the following features in relation to [precinct name]? 
	
	Very satisfied
	Satisfied
	Neutral
	Unsatisfied
	Very unsatisfied

	Public transport frequency 
	
	
	
	
	

	Feeling safe
	
	
	
	
	

	Quality of public space 
	
	
	
	
	

	Maintenance/cleanliness of the area
	
	
	
	
	

	Number and type of night-time activities 
	
	
	
	
	

	Cost of activities or value for money
	
	
	
	
	

	Availability of family entertainment
	
	
	
	
	



Further consultation 
Would you like to be kept up to date about the Special Entertainment Precinct in [precinct area]
	Yes
	No

[if yes to the above, and resident/visitor] 
Please provide the following information:
	Name: [free text fill]
	Email address: [free text fill]

[if yes to the above, and business/organisation] 
Please provide the following information:
Name [free text fill]
Email address [free text fill]
Phone number [free text fill]
Are you a member of any business collaboration groups?
	Business Chamber / Business Association 
	Liquor Accord
	Tourism Organisation 
	Uptown Precinct
	Community Improvement District
	[council to insert as relevant to precinct]
	Other (please specify)
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