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Welcome to the Koorie Night Market!

Dear Stallholder,

The Koorie Night Market is an initiative of the Darebin Aboriginal and Torres Strait
Islander Community Council (DATSICC). The project is supported by Wise
Employment, Darebin Enterprise Centre (DECL) and Darebin City Council. It will
assist Aboriginal owned and managed enterprises through a series of initiatives,
including:

= Markets at the Northcote Town Hall.

= Indigenous markets across Victoria.

= Coaching and mentoring for Indigenous business owners and managers for
both new and established businesses.

The Koorie Night Market Vision is one of a vibrant, viable and innovative enterprise
that creates opportunities for Aboriginal and Torres Strait Islander people now and
into the future.

In our vision the Koorie Night Market is a meeting place, community builder, cultural
showcase and business incubator, giving Aboriginal and Torres Strait Islander people
access to resources they need, the space to promote their culture and the
opportunity to achieve their potential.

In our vision, the Koorie Night Market will bring peoples of all nations together to build
socially inclusive communities where diversity and difference are embraced and
where Aboriginal and Torres Strait Islander cultures, heritage, scared and significant
sites are acknowledged, respected and protected.

Our vision is guided by principles of collaboration, respect and equity.

Good luck and we look forward to seeing you at the Koorie Night Market!




KOORIE NIGHT MARKET STALL HOLDER MANUAL

Who to report to if?

The following are some key people who will assist you with any questions or concerns
you may have before, during and after the Koorie Night Markets, so please do not
hesitate to contact us if you require assistance.

Eva Jo Edwards
Phone: 0419 750 399

Email: eva-jo@koorienightmarket.com.au

Address: Darebin Enterprise Centre, corner Yarralea & Wingrove Streets, Alphington

Khi-Lee Thorpe
Phone: 0419 764 251

Email: khi-lee@koorienightmarket.com.au

Address: Darebin Enterprise Centre, corner Yarralea & Wingrove Streets, Alphington

Debra Salvagno
Phone: 0422 435 517

Email: deb@koorienightmarket.com.au

Address: Darebin Enterprise Centre, corner Yarralea & Wingrove Streets, Alphington

Bob Waite
Phone: 9499 9100

Email: bob@decl.com.au

Address: Darebin Enterprise Centre, corner Yarralea & Wingrove Streets, Alphington




KOORIE NIGHT MARKET STALL HOLDER MANUAL

Market Operations for Stall Holders

The Koorie Night Market will run from specific times on selected dates depending on
where and when the markets are held. We will try to ensure that stallholders are given
sufficient notice for upcoming markets. For more information please contact one of the
Koorie Night Market Coordinators, details page 2.

ALL stalls must be set-up and ready to begin selling when the market opens at the
advertised time. Stallholders who are not ready to sell when the market begins may not
be offered a stall at other Koorie Night Markets.

1. Stall holders (including Food Vendors) are expected to operate for the duration of
the market

2. Bump In time (set-up) is two hours before the market starts, with set-up to be
completed no later than one hour BEFORE the market starts

3. Bump Out time (pack up): AFTER the market finishes (NOT BEFORE) and all stall
holders are required to pack up any equipment provided by Koorie Night
Market including tables, table cloths etc.

For example:

Markets at the Northcote Town Hall:
1. Stallholders are expected to operate between 6.00pm to 9.30pm

2. Bump In time (set-up): 3.00pm to 5.00pm (from High Street), with set-up to be
completed no later than 5pm

3. Bump Out time (pack up): From 9.30pm to 10.30pm and all stall holders are
required to pack up any equipment provided by Koorie Night Market.

PLEASE NOTE: Stallholders will be given details for each specific market at
specific venues.
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Koorie Night Market Inc will provide general stall holders with a stall site of
approximately 2mt wide x 2mt long with one trestle table and two chairs.

Koorie Night Market Inc will provide food vendors and stalls who wish to
operate outdoors with a stall site of approximately 3mt wide x 3mt long with one trestle
table and two chairs.

Stall holder adherence to the site allocation is necessary to ensure everyone has
adequate space and that all health and safety requirements are met.

If you require a larger site you will need to contact the Koorie Night Market Coordinators,
however as there is limited space available extra space may not be possible and will cost
extra.

All electrical equipment must be specified prior to the market, and be tagged and tested
by a qualified electrician; failure to comply may result in a cash fine.

Try to make the best possible use of the space by being creative with displays. It's often
not necessary to spend a lot of money to do this- using things like cardboard boxes
covered with fabric, old ladders, easels etc.

Food vendors should supply their own equipment unless previously organized with the
Koorie Night Market Coordinators. Food stall sites are approximately 3mt x 3mt.

Adherence to the site allocation is necessary to ensure everyone has adequate space
and that all health and safety requirements are met. If you require a larger site you will
need to contact the Koorie Night Market Coordinators, however as there is limited space
available extra space may not be possible.

All electrical equipment must be specified prior to the market, and be tagged and tested
by a qualified electrician; failure to comply may result in a cash fine.

PLEASE NOTE: FOOD VENDORS will need to submit a separate application form to
the local council in order to acquire a food permit. Contact the Koorie Night Market
Coordinators for more information (contact details on page 2).

All stall holders will be required to hold a Public Liability Certificate of Currency, and will
need to provide a copy of this prior to the market. If you do not have public liability
insurance the Koorie Night Market Coordinators can assist you with obtaining a suitable
and affordable policy.
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At each Koorie Night Market, extra sales are generated through the credit card facilities offered.
We anticipate this will continue so we will endeavor to provide EFTPOS services at each market.

EFTPOS and Credit Card facilities for the markets are provided by ETWA, a Melbourne based
volunteer organization. This service is provided FREE OF CHARGE (except for bank fees) to
ensure stallholder maximize sales opportunities. All stallholders will have access to this service
and the following charges will apply:

EFT Debit Card transaction (each) $1.00
EFT Credit Card transaction (each) $1.00 PLUS 2% of the total sale
Fees will be calculated and deducted from the total value of EFT sales.

Example: A stallholder sells 2 paintings at $100 each and customer pays by Visa Card
The total fees to be charged to stallholder is $3
Total to be transferred to the stallholder bank account is $93.00

CONDITIONS:

« Stallholders must register to use the service (see registration form overleaf)

* Money from EFTPOS sales will be transferred via electronic transfer to a bank account
nominated by stallholders within two working days of the market. NO CASH OR
CHEQUES WILL BE PAID AT THE MARKETS

e A copy of the terms, including a breakdown of fees, will be provided to stallholders
wanting to use the facility prior to the commencement of the market.

If a customer wishes to pay via EFTPOS, whether debit or credit card the following steps
should be taken:

1. Complete a Koorie Night market EFT Purchase voucher. The vouchers are set up
with Carbon paper so ONLY the TOP copy has to be filled in. Tear off the BOTTOM
VOUCHER (Stallholder Copy) and keep for your records.

Do not give the customer the goods at this time.

Give customer the voucher and direct them to the EFT Sales Desk which will be

located in the foyer at the Town Hall for the payment to be processed.

4. Once the transaction has been completed the customer will be given their EFTPOS
receipt, which will be stapled to their copy of the EFT Voucher as proof of purchase.
They will return to your stall to SHOW you that payment has been completed at which
time you can give them the goods. (Please note the EFT receipt is to be retained by
the CUSTOMER)

wmn

Customers - keep the top voucher that will be attached to the EFTPOS receipt.
Stallholders - keep the stallholder copy for their records.
ETWA - keep the office copy to enable calculation of stallholder EFT sales reimbursements.

ETWA will provide you with a statement that will include a breakdown of each sale, the
associated fees and the balance payable to your nominated bank account. This will be
forwarded the same day as the payment is made to your account.

If you have any queries see the staff on the EFT Payments Desk at the Market.
Remember ONLY the top copy has to be completed.
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Please complete all details

Stallholder Name:

Do you have an ABN? yes O no O

If yes, please provide your ABN here:

If no, please ensure you complete Statement by a supplier — Reason for not quoting an ABN
to an enterprise (Australian Tax Office form number NAT 3346-09.2007) Copies and
instructions will be provided by Koorie Night Market or ETWA.

Trading Name :

Address

Phone Mobile

Email

Bank account details for electronic transfer

BSB - __ Account Number

Name of Acct

Please note the reference on your bank statement for electronic transfers will be KNM/ETWA

| agree for East Timor Women Australia Inc to calculate and deduct the fees as set out in this
agreement prior to transferring the balance of EFTPOS sales to my nominated bank account.

Stallholder Signature Print Name

Date

Office use only: ABN provided O ATO Supplier form completed O
Form received: / / Form viewed by

Contact details completed:  phone O email O Bank details provided: O
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Application Process

Fill in the application form provided by Koorie Night Market Inc and be sure to provide
all relevant documentation, particularly those specified in the terms and conditions.

PLEASE NOTE: ALL stallholders are required to have Public Liability Insurance. We
have negotiated a group price that costs $70.00 per year per stall. This MUST be paid

in advance otherwise you will not be able to have a stall at Koorie Night Market
events. Please contact us for further information.

Send applications to Koorie Night Market Incorporated:
Via mail to: Koorie Night Market Inc.
PO BOX 5164
Alphington 3078
Via fax to: 03 9449 9122

Via email to: contact@koorienightmarket.com.au

Applications will be assessed by the Koorie Night Market Selection Committee and all
successful stall holders will be notified via phone or mail. All decisions by the
Selection Committee are final and no correspondence will be entered into regarding
decisions.

PLEASE NOTE: FOOD VENDORS will need to submit a separate application form to
the local council in order to acquire a food permit. Contact the Koorie Night Market
Coordinators for more information (contact details on page 2).
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Market Terms & Conditions

The following terms and conditions apply to all stallholders wishing to operate at the Koorie
Night Market at the Northcote Town Hall. Please read carefully and contact us if you need
assistance.

1. Applications shall be made by submitting the Stallholder Application Form to:

Koorie Night Market Inc.
PO BOX 5164, Alphington, VIC 3078

1.1. Koorie Night Market Inc may accept or reject any application at its absolute discretion.
1.2. Application deadlines must be strictly adhered to, so as to ensure timely stall  allocation.
1.3. Applicants will be notified by telephone and/ or in writing of the status of their application
as soon as possible.

1.4. Where required, successful stallholders must provide proof of Public Liability Insurance in
order to confirm their place at the Koorie Night Market.

1.5. Stallholders who have not provided the above documentation will not be able to trade at
the event.

2. We require all stallholders to be environmentally aware when planning their stall/s.

2.2. We reserve the right to request cessation of activities/trading of, groups or individuals
who: Provide activities or materials which are perceived as offensive or defamatory or in direct
conflict with the vision of Koorie Night Market, the City of Darebin, Council’s environmental
principles, or provides for sale good and/or services deemed inappropriate to the public.
Please note that the following items are not deemed suitable for sale at the Night Market:
Firearms or military items (including toy or replica items); silly string or pornography.

2.3. The Stallholder must only use the Stall to sell the food and products as specified on the
application form and at the cost as listed on the application form. The Stallholder must obtain
the consent of Koorie Night Market Inc. prior to varying products sold, which may be granted
or withheld at Koorie Night Market Inc. absolute discretion. Koorie Night Market Inc. may
require that unapproved items or food products be removed from the Stall immediately or the
prices to be altered to correspond with those as listed on the application form.

2.4. The Stallholder is responsible for ensuring that it conforms to any Australian standards
pertaining to their product.

2.5. The Koorie Night Markets are drug and alcohol free events. NO alcohol is to be sold.

3. We reserve the right to request cessation of activities/trading of, groups or individuals who
provide activities or materials which are perceived as offensive or defamatory or in direct
conflict with the City of Darebin and the vision of Koorie Night Market Inc.

4. Stall sites are a maximum of 1 x 2 metres wide. You will need to notify the Koorie Night
Market Team if your equipment and infrastructure will be larger than this space. Extra charges

may apply.

5. Hours of Operation and Site Access.

5.1. The Stallholder must be open for business during the times advertised to the public.

5.2. The stallholder will not be able to access the site earlier than two hours before the market
opens unless prior approval has been obtained from the Northcote Town Hall.

9
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5.3. All stalls to be set up no later than one hour before the market opens. The Koorie Night
Market Team reserves the right to reallocate sites not claimed by then.

5.4. The stallholder will be able to unload for two hours before the market opens from High
Street.

5.5. Stallholders WILL NOT be able to dismantle their stall before the advertised closing time
even if all products have been sold.

5.6. The Stallholder must not share its Stall with another person without notifying the Koorie
Night Market Team/ Town Hall.

5.7. The Stallholder is responsible for ensuring that it conforms to any Australian standards
pertaining to their product.

5.8. The Stallholder must take out a public liability insurance policy in the amount of $10
million (or any other such amount as is required by the Council) in respect of any one single
event if requested. A certificate of currency of insurance or other satisfactory evidence of
payment of the premium must be provided to the Council prior to the market.

6. Electrical cords and electrical requirements.

6.1. Stallholders must be specific in outlining electrical requirements on the application form.
6.2. Stallholders using more electrical appliances than outlined on the application form will be
required to unplug and cease use of the additional appliances.

6.3. Stallholders must provide their own electrical cords and leads.

6.4. All leads must be tagged & tested, otherwise a compulsory cash fine will be incurred on
the day and your trading may be held up until your equipment is tagged and tested by a
festival delegate and qualified electrician.

7. Rubbish Removal.
7.1 The Stallholder will be responsible for ensuring the removal of:
¢ all plant and equipment (excluding Council property);
e all food stuffs and liquid refreshments; and
e all waste and product materials.
7.2 The Stallholder must ensure that the Stall is properly staffed and maintained for the
duration of the advertised operating hours of the Market.

8. Release and Indemnity.

The Stallholder hires the site at the Stallholder’s own risk and releases the Council to the
extent permitted by law, against all liability and loss in connection with the Stall and
Equipment including where the Council terminates the hiring of the Stall for any reason
whatsoever. The Stallholder expressly indemnifies the Council against all loss and liability in
connection with the Stallholder’s hiring of the Stall including any damage caused to the Stall
or any loss, injury or death to any person in or about the Stall, except to the extent to which
the Council is negligent.

9. Liability of person signing application form.

Where a person signs the Application Form on behalf of the Stallholder, the person signing
the Application Form:

9.1 warrants that he or she is authorised to sign the Application Form on behalf of the
Stallholder; and

9.2 guarantees that the Stallholder will strictly observe and perform its obligations in these
conditions; and will pay to the Northcote Town Hall on demand any money for any loss
suffered by the Northcote Town Hall due to a breach of these conditions by the Stallholder.

| acknowledge that:
| have read and understood the Terms and Conditions relating to the operation of a Stall at

the Northcote Town Hall Koorie Night Market. Where the Stallholder is a company or
incorporated association, | am authorised by the Stallholder to complete the Application Form

10
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on the Stallholder’s behalf. | am personally responsible for ensuring that the Stallholder
complies with the Terms and Conditions and if the Stallholder breaches any of the Terms and
Conditions, Equipment and other ancillary facilities, | will be personally responsible for any
such breaches, including any damage.

Stallholder's Signature

Print Name Date

11
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The following terms and conditions apply to stallholders at the Northcote Town Hall Koorie
Night Market. Please read carefully and contact us if you need assistance.

1. Applications shall be made by submitting the Food Stall Application Form to:

Koorie Night Market Inc.
PO BOX 5164, Alphington VIC 3078

1.1. Koorie Night Market Inc may accept or reject any application at its absolute discretion.
1.2. Application deadlines must be strictly adhered to, so as to ensure timely stall allocation.
1.3. Applicants will be notified by telephone and/ or in writing of the status of their application
as soon as possible.

1.4. Successful stallholders must provide the following information to the Koorie Night Market
team prior to the market in order to confirm their place at the Koorie Night Market:

e Proof of Public Liability Insurance.

¢ Copy of Menu.

+ Have completed a Food Safety program and lodged with the Darebin Health
Department (contact the Koorie Night Market team if you would like a copy of
Victoria’s Safe Food System).

e Signed copy of these Food Vendor Terms and Conditions.

1.5. Stallholders who have not provided the above documentation will not be able to trade at
the event.

2. Conduct

2.1. We require all stallholders to be environmentally aware when planning their stall/s.

2.2. We reserve the right to request cessation of activities/trading of, groups or individuals
who: Provide activities or materials which are perceived as offensive or defamatory or in direct
conflict with the vision of Koorie Night Market, the City of Darebin, Council’s environmental
and/or services deemed inappropriate to the public. Please note that the following items are
not deemed suitable for sale at the Night Market: Firearms or military items (including toy or
replica items); silly string or pornography.

2.3. The Stallholder must only use the Stall to sell the food and products as specified on the
application form and at the cost as listed on the application form. The Stallholder must obtain
the consent of Koorie Night Market Inc. prior to varying products sold, which may be granted
or withheld at Koorie Night Market Inc. absolute discretion. Koorie Night Market Inc. may
require that unapproved items or food products be removed from the Stall immediately or the
prices to be altered to correspond with those as listed on the application form.

2.4. The Stallholder is responsible for ensuring that it conforms to any Australian standards
pertaining to their product.

2.5. The Koorie Night Markets are drug and alcohol free events. NO alcohol is to be sold.

3. Stall sites are a maximum of 3mt x 3mt. You will need to notify the Koorie Night Market
Team if your equipment and infrastructure will be larger than this space.

4. Hours of Operation and Site Access.

4.1. The Stallholder must be open for business during the times advertised to the public.

4.2. The stallholder will not be able to access the site earlier than two hours before the market
opens unless prior approval has been obtained from the Northcote Town Hall.

4.3. All stalls to be set up no later than one hour before the market opens. The Koorie Night
Market Team reserves the right to reallocate sites not claimed by then.

4.4. The stallholder will be able to unload for two hours before the market opens from High
Street.

4.5. Stallholders WILL NOT be able to dismantle their stall before the advertised closing time
even if all products have been sold.

4.6. The Stallholder must not share its Stall with another person without notifying the Koorie
Night Market Team.

12
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4.7. The Stallholder is responsible for ensuring that it conforms to any Australian standards
pertaining to their product.
4.8. The Stallholder must take out a public liability insurance policy in the amount of $10
million (or any other such amount as is required by the Council) in respect of any one single
event if requested. A certificate of currency of insurance or other satisfactory evidence of
payment of the premium must be provided to the Koorie Night Market team prior to the
market.
5. Equipment: The Northcote Town Hall will NOT provide any equipment to the food vendor.
6. Electrical cords and electrical requirements.
6.1. Stallholders must be specific in outlining electrical requirements on the application form.
6.2. Stallholders using more electrical appliances than outlined on the application form will be
required to unplug and cease use of the additional appliances.
6.3. Stallholders must provide their own electrical cords and leads.
6.4. All leads must be tagged & tested, otherwise a compulsory cash fine will be incurred on
the day and your trading may be held up until your equipment is tagged and tested by a
market delegate and qualified electrician.
7. Rubbish Removal.
7.1 The Stallholder will be responsible for ensuring the removal of:

¢ all plant and equipment (excluding Council property);

e all food stuffs and liquid refreshments; and

e all waste and product materials.
7.2 The Stallholder must ensure that the Stall is properly staffed and maintained for the
duration of the advertised operating hours of the Market.
8. Release and Indemnity.
The Stallholder hires the site at the Stallholder’s own risk and releases the Council to the
extent permitted by law, against all liability and loss in connection with the Stall and
Equipment including where the Council terminates the hiring of the Stall for any reason
whatsoever. The Stallholder expressly indemnifies the Council against all loss and liability in
connection with the Stallholder’s hiring of the Stall including any damage caused to the Stall
or any loss, injury or death to any person in or about the Stall, except to the extent to which
the Council is negligent.
9. Liability of person signhing application form.
Where a person signs the Application Form on behalf of the Stallholder, the person signing
the Application Form:
9.1 warrants that he or she is authorised to sign the Application Form on behalf of the
Stallholder; and
9.2 guarantees that the Stallholder will strictly observe and perform its obligations in these
conditions; and will pay to the Northcote Town Hall on demand any money for any loss
suffered by the Northcote Town Hall due to a breach of these conditions by the Stallholder.

| acknowledge that:

| have read and understood the Terms and Conditions relating to the operation of a Stall at
the Northcote Town Hall Koorie Night Market. Where the Stallholder is a company or
incorporated association, | am authorised by the Stallholder to complete the Application Form
on the Stallholder’s behalf. | am personally responsible for ensuring that the Stallholder
complies with the Terms and Conditions and if the Stallholder breaches any of the Terms and
Conditions, Equipment and other ancillary facilities, | will be personally responsible for any
such breaches, including any damage.

Stallholder's Signature

Print Name Date
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How did we go?

Dear Stallholder, please complete this survey after the event to enable us to review
the Koorie Night Market and improve the support we provide.

Firstly The layout of the market
Q1 On ascale of 1 to 5 where 1 being very poor and 5 being very good, how would
you rate the following at the event?

Very Poor Very Poor
1 2 3 4 5 Can't say
The general look and feel of market 0 0O 0O 0O B
The layout and spacing of stalls O o o oo Q4 []
The tidiness of the market O O O O O L]
The mix of stalls and range of products available O 0O 0O O 0O L]
The entertainment (1 00 00 00 0 L]
Food and drinks O O O O O L]
Equipment provided O O 0O O O L]
Suitability of area for your stall O O O O O []
How would you rate the market overall? O O 0O O O ]

Q2 What could be done to improve the look and feel of the market

Q3 | am now going to ask you some questions about support provided by the Koorie
Night Market Coordinator’s. On a scale of 1 to 5 where 1 being very poor and 5
being very good, how would you rate the following aspects?

Very Poor Very Poor
1 2 3 4 5 Can'tSay

The information you were provided before the market O O O O 0O []
Communications generally O 0O 0O 0O 0O O]
Organisation and assistance with set up of Market / O O 0O O 0O []
your stall?

Availability and support from Market Team O O 0O O 0O L]
Availability and support from volunteers 0 0O [0 0O 0 L]

Q4 What could Koorie Night Market Inc do to improve the support to you as a stallholder?

14



KOORIE NIGHT MARKET STALL HOLDER MANUAL

Finally to help us understand the information we have some questions about you
and the event

Q5 How often have you been a stall holder at a market?
] Neverbefore [ Regularly [ Once ortwice

Q6 What were your takings at the event?

| Less than $250 . 1$750-1000
L $250- $500 . 1$1000 or more
'] $500-$750 __|Other

Q7 Which of the following age groups do you belong in?

7] under15  [] 26-35 T 56-65 ] 86+
o 15-19 1] 3645 | 66-75
] 20-25 ] 4655 - 7685

Q11 Do you have a job other than your market stall?
L Yes, afull time job | No, I don't have any other job
L] Yes, aparttime job

Q12 Are you...
| Male
| Female

Q13 Do you have any other comments or suggestions about this event?

Thank you for your time — please give your completed survey to the Coordinators or
send to Koorie Night Market ASAP

PO Box 5164, Alphington VIC 3078
FAX: (03) 9499 9122
Email: contact@koorienightmarket.com.au
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