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Welcome by the Mayor

Dear Committee Member

On behalf of Council, I would like to take this opportunity to thank you for offering your time to serve as a member of one of Council’s Section 355 committees and to help support your community. 

Edward River Council has a network of volunteers who give their time, expertise and energy to provide and develop community resources and to provide community support to groups and individuals.

Council is pleased to present these S355 Committee Guidelines to assist committee members in carrying out their various duties and demonstrates Council’s commitment to providing the important information framework to assist committees in their management role. 

These guidelines provide you with an introduction to your role as a member of one of Edward River Council’s under Section 355(b) of the Local Government Act 1993.

I trust that these guidelines will be of benefit to committees and will be reflected in the ongoing management of Council’s facilities. However, if you have any suggestions for additional information that you would like to see in these guidelines, please let us know as we hope it will be a great resource for assisting you in your committee roles.

Thank you for your continuing efforts on behalf of the community.


Cr Peta Betts

MAYOR



Contacting the Council

These guidelines and supporting resources are available on the Edward River Council’s website www.edwardriver.nsw.gov.au . 

Any questions relating to the operation of your s355 Committee should be directed to the Council’s Senior Governance Advisor. Whilst the Councils website also contains contact number for various Council Departments and staff who can assist you with all other aspects of operation of your s355 Committee, any, and all requests should include a copy to the Senior Governance Advisor.
























Section 1: Functions and Delegations


Introduction

Edward River Council (Council) recognises the important part volunteers and community groups play in providing and managing Council facilities or services. These S355 Committee Guidelines (Guidelines) have been developed to assist the Section 355(b) Committees of the Council (S355
Committee).

There are a number of S355 Committees which are constituted under the powers provided by the
Local Government Act 1993 No 30 [NSW] (Act), and this document refers to these Committees.

Upon formal approval of a Section 355(b) committee of the Council by Council, its members are required to adopt and adhere to the conditions set out in this document. Adherence will ensure Committee members are aware of their responsibilities to comply with legislation and they are adequately covered by insurance.

All S355 Committees act on behalf of Council and all decisions made according to these guidelines are as if they were made by the Council.

Due to the varied functions that each S355 Committee carries out, across many different areas and assets, separate delegation and terms of reference documents will be developed between the Council and each individual S355 Committee. These documents will outline in detail the implicit roles and duties of each S355 Committee.

The benefit of the S355 Committee arrangement is that once appointed, Section 355 Committees are effectively a volunteer extension of Council. As a result, S355 Committees can access Council’s professional staff and advisers and can take advantage of Council’s purchasing and accounting services for support and advice where required and possible. S355 Committees may also be protected by Council’s insurance arrangements in certain circumstances

S355 Committees are required to be representative of the local community or interest groups of the facility or function, which the Committee manages. Whilst no particular qualifications are necessary, a positive commitment to the activities of the S355 committee and a willingness to be actively involved in committee issues is essential, as is basic knowledge of meeting procedures and Council’s code of conduct.

Edward River Council provides advice and direction on matters associated with these Committees and members can seek Council’s assistance in this crucial role at any time. These guidelines have been formally adopted by the Council and thus form the basic requirements and directions for S355
Committees and committee members to observe.

S355 Committees can have different responsibilities and for this reason some clauses of these
Guidelines will not necessarily apply or be relevant to each S355 Committee. These Guidelines have been prepared to:-
· Provide a comprehensive guide on the management responsibilities, functions and operations of community facilities;
· Provide good practices and operational issues for the S355 Committee; and
· Clarify Council’s and the Committee members’ role in this partnership. 
S355 Committee members have a right:    
· To work in a healthy and safe environment;
· To be adequately covered by insurance.
· To be provided with sufficient training and support to undertake their role.



Purpose

These guidelines provide guidance to Councils S355 Committees on their operation processes. It sets out the management responsibilities, the basic requirements for the functions and operations of community facilities and programs and clarifies Council’s role in this partnership.

Each S355 Committee will also have its own Terms of Reference (ToR) that will be approved by
Council. The Council approved ToR can include items such as:

· relevant references or guiding plans (Master Plans, Council Asset Plans etc)
· key definitions
· current membership
· composition including skills, experience or interests of members
· quorum numbers and meeting notice periods
· meeting dates
· location and frequency
· key contacts
· reporting requirements
· requirements for Annual General Meetings (AGM)
· requirements for nomination and election of new office bearers
· decision making process and voting methods

Our S355 facilities are central to the purpose of the Committee. Making the facility readily accessible to the community, whilst at the same time, raising funds for its maintenance and future improvements are some of the main objectives of the Committee.


Delegations of Functions

The means of establishing a committee as a Council S355 Committee is a legal document, called an Instrument of Delegation (Delegation), that is formally approved by Council. This guideline document will be the basis of the operation of the delegation. Council and the S355 Committee have the opportunity to reassess their needs and requirements on a regular basis, and this Instrument of Delegation shall be reviewed each Council term, or more frequently as required.

Why Does Council Have Section 355 Management Committees?

The S355 Committees provide a mechanism by which interested persons can have an active role in the provision/management of Council facilities or services. This provides a two-fold benefit by giving protection to the S355 Committee operating under the banner of Council, and by providing Council with assistance in the carrying out of its functions.

As the S355 Committee are acting on behalf of Council, it is important to uphold the principles of equity, accessibility and inclusivity, and providing for the whole community.

Research shows that community involvement in managing community facilities provides better outcomes for locals whilst engaging and including local people, both new and existing residents, and providing an opportunity to participate in local community life.


How are Section 355 Management Committees Established?

Committees are established under Section 355(b) of the Act, with delegations from Council under the provision of Section 377, of the Act. Section 355 allows others to exercise a function of Council and Section 377 allows Council to delegate functions of Council. These terms refer to the Section of the Act in which the authority for such a Committee to be formed is identified.





Section 2: S355 Committee Responsibilities


Responsibility

The S355 Committee will be responsible for activities as determined when the Committee is established. Terms of Reference for each facility are adopted by Council at the beginning of each term, with a term duration of up to 4 years.

It is the role of a Council appointed S355 Committee to act as a consulting, liaison, advisory, promoting and coordinating group for the management and development of the facility, for the benefit of the community.


Limitation of Powers

There are limits to the powers Councils are allowed to delegate to Committees under Section 355 of the Act. Those which cannot be delegated to S355 Committees include:

· employing staff
· the making of a charge;
· the fixing of a fee;
· the borrowing of money;
· the allocation of money for expenditure on other Council works, services or operations;
· the acceptance of tenders which are required under the Act to be invited by Council;
· a decision to contribute money or otherwise grant financial assistance to persons;
· the making of an application, or the giving of a notice, to the Governor or Minister;
· this power of delegation;
· any function under this or any other Act that is expressly required to be exercised by resolution of Council.

The S355 Committee may not make decisions concerning the following:

a)  Fixing of charges or fees (the S355 Committee may submit recommendations for approval
by Council in relation to the fixing of charges and fees for use of the facility under its control), including a policy for exemption from fees and charges.
b)  Borrowing of monies.
c)   The sale, lease, sub-lease or surrender of land and or other property vested in its care under the provisions of the Act.
d)  The acceptance of tenders which are required to be called by Council. (The S355 Committee may invite and accept quotations for minor works, goods and services covered within the scope of its authority or as agreed with Council).
e)  The payment or making of a gift (other than a token gift), to its members. This includes the payment of allowances or travelling expenses incurred whilst attending Committee meetings.
f)    The payment of monies outside the scope of the Committee’s function.
g) 	The carrying out of works on or to the facility including alterations, reconstruction or construction without the prior consent of Council (does not include minor maintenance works).
h)  Unreasonably withholding consent for the letting of the facility to an organisation which
agrees to comply with and adhere to the rules adopted for use of the facility, providing an acceptable letting period is available.
i)    Vote monies for expenditure on the works, services or operations of Council j)    Employment of staff at the Council or for the S355 Committee.

The exercise by the S355 Committee of its power and functions will be subject to such limitations and conditions as may from time to time be imposed by law, specified by resolution of the Council or in writing by the General Manager to the S355 Committee. 


The S355 Committee will observe the Rules and Regulations made by the Council, in relation to the facility/function under its management and control. S355 committee members/volunteers have no authority to direct a Council staff member to undertake or complete any task.

If at any time the S355 Committee is deemed to be functioning outside the limits of its powers, all powers may be revoked by written notice to the S355 Committee signed by the General Manager or their representative.


Code of Conduct Obligations

Edward River Council has adopted a Code of Conduct that is applicable to elected Councillors, employed staff and S355 Committee members. All Committee Members are responsible for complying with Council’s Code of Conduct.

This Code of Conduct sets out the principles to ensure the business of Council is carried out in an efficient, honest and impartial way.

There are also General Conduct obligations contained within the Code which are enforceable standards of conduct. The area of the Code of Conduct which will most likely affect Committee members is in respect to conflict of interests. A conflict of interest exists where a reasonable and informed person would perceive that you could be influenced by a private interest when carrying out your public duty.

As S355 Committees are operating on behalf of Council, it is important for S355 Committees to be aware of and abide by this Code of Conduct.

When appointed as a community member on a S355 Committee you will receive a copy of Council’s Code of Conduct to ensure, when carrying out your duties as a S355 Committee member, to comply with the Code of Conduct. Note the failure to comply with the Code of Conduct could result in your removal from the Committee.


Obligations of S355 Committee Members

The S355 Committees need to be aware that accountability is required to Council, user groups and the general community. Committees are required to:

a)  Hold an Annual General Meeting (AGM) to elect office bearers. (Refer to clause 5 Annual
General Meeting)
b)  Note that Councillors will hold ordinary voting rights.
c)   Provide reports, minutes and annual financial statements to Council as required. d)  Ensure that affected persons are aware of the S355 Committee meeting details
e)  Provide a written activity summary to the Council on the operation of the facility on a quarterly   
      calendar basis and a detailed report on an annual basis.This shall be deemed to be the 
      annual report. (The report must be sent to Council by no later than 30 November of each 
      year. Please see Templates for the Annual Report Template.)
f)    Resolve conflicts where these occur in the requirements of the community using the facility. g)  Liaise with the Council and its staff to ensure continuing co-operation and co-ordination of
the facility.
h)  Ensure compliance with all Acts, regulations other legal requirements concerning safety at the facility.
i)    Not commit, or permit to be committed, any act which will render the operation of any of the
Council’s insurance policies invalid.
j)    Publicise and promote interest in the facility.
k)   Ensure that the facility is kept in a clean condition at all times and is used in a reasonable and lawful manner by organisations or individuals.
l)    Promptly report to the Council any breakage, damage or mechanical hazard which appears likely to give rise to a risk management issue or any abnormal damage.
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m) The S355 Committee must submit a current list of all S355 Committee members including the address, email address and phone numbers to Council following nominations of the S355 Committee and key roles within 7 days of any changes being made.
n)  To hold office and be a S355 Committee member, all S355 Committee members must be formally appointed by Council before being able to vote or take part in the meetings of the S355 Committee.
o)  All S355 Committee records are required to be kept according to State Records Act, 1998
and Council Policies and Procedures. Minutes of meetings must be forwarded to Council and to all S355 Committee members within seven      days from the date of the meeting.
p)  The S355 Committee must demonstrate democratic decision making and respect for all
S355 Committee members.
q)  S355 Committees who have delegations for the day to day operations of a Council facility /activity are to ensure such is properly covered by insurance, by notifying Council of any changes; for example the purchase of new equipment or in considering new activities.
r)   Meeting all responsibilities concerning Risk and Work Health and Safety (WH&S) in
consultation with Council.
s)   Where a dispute or disagreement over a matter under consideration occurs within a S355
Committee, a resolution of the majority of the S355 Committee will determine the outcome. Where this is not possible, the Chairperson will have the casting vote. On such matters, the S355 Committee should use formal meeting procedures and put a recommendation forward to vote on. This is either accepted and becomes a resolution, for Council to ultimately consider if it is outside of the Committee delegations, or defeated in which case the status quo remains, or a new resolution is carried successfully.

For more information refer to Councils Code of Meeting Practice.

See Templates – Annual Report Template































Section 3: Appointment of Members

Council aims to appoint S355 Committees which are representative of the local community or interest groups for the function and tasks which the S355 Committee manages.

Representation of Community Organisation

S355 Committee membership is made up of interested community members. Some S355 committees may include the community organisations which use the facility, keeping in mind potential conflict of interest matters (refer to Section 5 Dealing with Conflict of Interest).

Where there is a dispute on representation of a community organisation and who from the organisation should be involved in the S355 Committee, a final determination will be made by Council.

Appointment

To hold office and be responsible for the management of a Council facility, all community S355
Committee members will be assessed against a set of criteria and appointed by Council. The selection criteria are:
a)  Have established ties to the Edward River community, and
b)  Experience (professional, amateur, volunteer) working in either; venue management, event management, conference organising, music promotion, theatre production, design, marketing, or related technical areas such as accounting, managing people or business, community services or groups or fundraising.

Council must also appoint new members before they are able to vote and take part in meetings of the S355 Committee. The Council may dissolve a S355 Committee at any time.

The term of office for S355 Committees will be the same term as the current Council, with the addition of an extra three months after the General Election of Councillors, unless otherwise resolved by Council.

Nominations for Committees are formally submitted in writing to Council for appointment. Refer to New Membership Procedure for the procedure when a vacancy occurs.

A “Volunteer Registration Form” is required to be completed by appointed Committee Members. Check this is required for ERC and develop one if not one already.

See Template – S355 Committee Nomination Form

S355 Committee Membership

The size of a S355 Committees will vary but will provide for equitable representation of all user groups as well as community interest. As a general rule S355 Committees will comprise of between 5 and 15 members representative of the local community, appointed by resolution of the Council. Each S355 committee will state the actual number in their Terms of Reference unless otherwise decided by Council.

Council reserves the right to appoint up to two Councillors to each S355 Committee. The total number of members includes office bearer committee members and Councillor members that are appointed by Council. It may be possible for more people to be appointed to the committee subject to a resolution from Council. A member of the S355 committee shall be eligible for re-appointment at the expiration of his or her period of office.

For a well working committee there needs to be a commitment to the activities of the S355 Committee and a willingness to be actively involved is essential. S355 Committees work best when the workload is shared amongst committee members and there is evident goodwill and cooperation amongst members.

S355 Committee members are expected to have access to a computer and able to use email as the major form of communication.

An application for S355 Committee membership must be completed. Nominations for positions on the S355 committee are advertised by the Council.

See Template – S355 Committee Nomination Form

Dissolution of a S355 Committee
The Council by resolution can dissolve a S355 Committee at any time:- a)  To carry out the control of the facility itself.
b)  If the S355 Committee is not complying with the roles and responsibilities of the Committee.

In the event of membership dropping to less than 5 persons, in this respect Council may:

a)  Assist the S355 Committee to re-establish its numbers;
b)  Dissolve the S355 Committee and take over the responsibilities, consideration will need to be given to the long term viability of the facility or function.

All assets and funds of the S355 Committee will, after payment of all expenses and liabilities, be handed over to Council.

The Secretary or Treasurer must forward all records (minutes, correspondence, financial records) to the Council immediately following a dissolution.

Vacation of Office

The office of a member on the S355 Committee will become vacant in any one of the following circumstances.

(a) S355 Committee is dissolved by Council
(b) A member resigns from office by notification in writing to the S355 Committee
(c) A member is absent without leave from 3 consecutive meetings of the S355 Committee
(d) Council passes a resolution to remove the person from the S355 Committee
(e) Council may remove a person from the S355 Committee due to a breach of Councils code of conduct
(f) Member is convicted of a criminal offence under the Crimes Act 1900
(g) Member is prohibited from managing a corporation under Corporations law
(h) If the member becomes bankrupt, applies to take the benefit of any law for the relief of bankrupt or insolvent debtors, compounds with his or her creditors or make an assignment of his or her remuneration for their benefit;
(i) If the member becomes a mentally incapacitated person;
(j) If the member resigns membership by notice in writing to the Council;
(k) While serving a sentence (whether or not by way of periodic detention) for a felony or other offence, except a sentence imposed for a failure to pay a fine;
(l) Upon the death of a member;
(m) Or may be removed If the member ceases to be a member of the organisation which he/she represents (representatives of organisations will be given preference);

New Membership Procedure

When a position on a S355 Committee becomes vacant or the S355 Committee determines it requires further members, the S355 Committee may request Council to advertise for a further member(s), to assist the Committee in a particular position.

a)  Unless a S355 Committee member is urgently required it would be usual practice to advertise the vacancy.
b)  Advertisements for Committee members can be placed at the direction of the Committee or
Council.
c)   Determination of the appointment of new members will be in accordance with Section 3
Appointment.
Section 4: Roles and Responsibility of the S355 Committee

S355 Committee members hold various positions within the S355 Committee and undertake a variety of roles and responsibilities. S355 Committees consist of office bearers and other Committee members. The S355 Committee elects the office bearers at its first meeting and thereafter at each Annual General Meeting. Office bearers are elected for a twelve-month period. Particulars of all appointments must be notified in writing to Council as soon as possible after appointment is made, eg: committee position, name, address, contact number and the user group represented (if any).

S355 Committee members need to have a certain degree of commitment to their role as S355 Committee members. One of the advantages of S355 Committees is that the workload can be shared between the different Committee members. The roles listed below are only some of the committee’s work, other tasks include marketing and promotion, and engaging with the local community. It is important each member understands this role and what is expected from the community.

Each S355 committee requires a:

· Chair
· Secretary, and
· Treasurer.

Larger committees may also need a deputy Chair, assistant secretary and assistant treasurer and can elect other office bearers if they wish to do so. Smaller committees may combine the role of the secretary and treasurer into one position. It is good practice for the roles of Chair and Treasurer to be held by different S355 Committee members from an audit viewpoint. Many committees choose to elect a bookings officer to handle all of the bookings for the facility that they manage. Office bearers are re-appointed each year at the S355 committee’s Annual General Meeting.

Office Bearers

Office bearers do not have greater decision-making powers than other S355 Committee members, other than the chairperson who has a casting vote in the event of a tied vote. Whilst office bearers usually have defined roles, each Committee member plays an important part in the functioning of the S355 Committee.

Office bearers must have access to a computer, have basic computer skills and be able to use email as a major form of communication.

Chairperson

The Chairperson is the principal leader and has overall responsibility for the committee’s administration. The main responsibilities of the Chairperson are: 

(a) Act as official representative of the committee
(b) Act on behalf of the S355 Committee in an emergency or urgent situation
(c) chairing meetings of the S355 committee
(d) being well informed of all committee activities
(e) being aware of the future directions and plans of members
(f) having a good working knowledge of the delegation, guidelines and Code of Meeting Practice
(g) managing S355 committee meetings
(h) managing the Annual General Meeting
(i) being a supportive leader of all S355 committee members ensuring that planning and budgeting is carried out in accordance with the wishes of the members
(j) managing discussion and avoiding members dominating and/or excluding others. Specifically, during meetings, the Chair is responsible for ensuring:
· meetings are correctly convened in accordance with the Code of Meeting Practice
· a quorum is present for all decisions
· meeting decisions are properly minuted
· maintaining order, and
· The meeting is conducted while keeping the discussion focused on the business of the meeting and to clarify points and ensure that everyone understands the decisions being considered.

The Chair may vote on any motion considered by the meeting and in the case of a tied vote, the Chair has a casting vote. This means that the Chair gets a second vote and does not need to vote the same way they voted initially.

If the Chair is absent from any meeting, the Deputy Chair (if one has been appointed) will fill the role for that meeting. Should both the Chair and Deputy Chair be absent from any meeting the Committee may temporarily appoint another of its members to act as the Chair. Appointment of the acting chair must be undertaken by voting with the mover, seconder and outcome of the decision being recorded in the minutes.

In the instance where the Chairperson resigns and where no one is willing or able to Chair the meeting, the Mayor is by default the Chair of the S355 Committee. The Mayor may delegate to another Councillor, staff or Committee member this role until a new Chair is appointed.

Secretary

The secretary is the chief administration officer of the committee. This person provides the coordinating link between members, the S355 committee and outside agencies.

The main responsibilities are:

(a) arranging the meetings and preparing the Agenda at least 7 days prior to the date of the meeting.
(b) keeping Committee members properly informed by sending them notices of meetings, copies of agendas, correspondence, reports, etc. as required.
(c) receiving all incoming correspondence, if required, bring it to the attention of the S355 Committee and/or where necessary writing and dispatching all outwards correspondence required by the S355 Committee. A report listing all incoming and outgoing correspondence, along with progress reports on any works being done, should be presented to S355 Committee meetings.
(d) taking and recording minutes of all meetings and distributing copies to Committee members.
(e) preparing minutes and other associated documents, distributing copies to committee members and providing a copy of the minutes to Council.
(f) liaising with the Chair between meetings so the business of the S355 Committee is attended to and, in consultation with the Chair, to call special meetings as required.
(g) carrying out follow-up action which arises from the business of meetings.
(h) organising and delegating tasks.
(i) maintaining all S355 committee records.

Treasurer

All accounting functions shall conform to the requirements of Australian Accounting Standards and the Act. The Treasurer is responsible for establishing an effective financial system for the financial planning of the S355 Committee and to maintain the following:

(a) A record of income and expenditure and to manage the accounts to electronically track accounts either in specialised software or in excel spreadsheets, pay accounts electronically, manage internet banking and the like
(b) Report Expenditure and keep accurate documentation
(c) Report Income and keep accurate documentation
(d) Report on Cashflow
(e) Prepare monthly bank account reconciliations and providing necessary paperwork to Council for reimbursements
(f) Quarterly GST Reporting and Annual Reporting to Council
(g) Banking money received as soon as practicable
(h) Paying accounts as authorised by the Committee
(i) Keeping records
(j) Liaise regularly with the Bookings Officer
(k) Handle the movement of money within the Committee and its accounts

Bookings Officer

The bookings officer is the primary contact with those wishing to hire facilities and undertakes the following tasks:

(a) Handle the bookings for the activities associated with the facility, including keeping accurate records of bookings; (Note: A record of the history of bookings is essential for an insurance claim to be made by casual or regular hirers of the facility.)
(b) Liaise with the cleaner/s of the facility to suit bookings schedule.
(c) Authorise and recommend to the Treasurer the release of bonds.
(d) Must be able to accept email bookings and respond accordingly.
(e) Organise venue briefings for hirers and inspections. (This task may be allocated to or shared with other committee members to assist the Bookings Officer)
(f) Keep the online booking calendar updated.
(g) Work with other committee members on promotion of the facility, including any websites and social media activities.

Maintenance Officer

The maintenance officer is the primary contact with Council’s infrastructure team and in addition to scheduled inspections with Council staff:


(a) Regularly assesses the facility for any maintenance that may be required.
(b) Liaise with the cleaner/s of the facility to assess any maintenance that may be required.
(c) Obtain S355 committee approval for routine maintenance to be undertaken and the associated expenditure (have these items noted in the S355 committee minutes)
(d) Obtain quotes, liaise with contractors and ensure any invoices are checked against the quality of the final job completion before providing to the treasurer to pay.
(e) Where possible, meet contractors on-site prior to work commencing. If necessary, complete a site induction for all contractors, at least annually.
(f) Ensure professional contractors are used to undertake any works at the facility.
(g) Ensure any Work Health and Safety or other hazards are dealt with to ensure the safety of all visitors to the site.

For questions and support, liaise with Council’s Property Maintenance Coordinator and Risk Officer.

All S355 Committee Members

A S355 Committee member may fill more than 1 role (maximum 2 roles). The responsibilities of 1 position may be shared between two S355 Committee members if desirable where an Office Bearer requests any general S355 Committee members for assistance with the role as needed.

The S355 Committee may outsource some of the more ‘workload heavy’ positions, such as the Bookings Officer or bookkeeping or part of the position, if funds permit and approved by Council. (See also Section 7 honorarium payments to a S355 Committee members for more information.)

All Committee members have a responsibility to attend and participate in S355 Committee meetings
(Attendance at meetings and participation is vital to the effectiveness of the Committee). Being respectful of all other members of committee by:
· Being well prepared and on time for meetings
· Allowing others to speak and listening to others ideas and opinions
· Providing input in a non-judgmental manner and respectful manner
· Supporting the office bearers in conducting the meeting by adhering to the agenda and meeting processes, moving and/or seconding any motions as appropriate
· Taking on extra duties and tasks as needed (for example attendance at events, assisting in the Annual General Meeting, attending any relevant training).




Volunteers (non-committee members)

Non-committee member volunteers may, from time to time, come forward to assist with events or functions or other activities in relation to the S355 Committee’s work.

Council’s Policy on Volunteering with Council and the associated Guidelines and Procedures for the
Engagement of Volunteers have been developed using best practice in volunteer management.

Some volunteer roles require more preparation than others. For example, a volunteer working with the S355 committee to help deliver a function or event, may be different to undertaking a longer-term project (over a few months for example) on behalf of the S355 Committee.

The latter example will require more preparation for the volunteer role, such as a project plan and training. In all cases, it is advisable to develop a clear job description and provide a basic induction for any volunteer roles. You may need to proactively recruit volunteers for larger projects/events and perhaps provide further training for the activity they will be undertaking.

All volunteers need to complete Volunteer Agreement (Volunteer Appointment Registration Form). Volunteers should have their names noted in the S355 Committee minutes and the application paperwork filed in a safe place. Whilst working under the care and control of Council (ie the S355
Committee of Council), volunteers are protected against public liability claims:

A “Volunteer Registration Form” is required to be completed by a non-committee volunteer.

See Template – Volunteer Agreement


Sub Committees

The S355 Committee may appoint working groups to report back to the S355 Committee. 

These ‘sub-Committees’ can be made up of non-committee members, have no legal standing and must recommend back to the S355 Committee for ratification.

Members of Sub-Committees must be duly noted in S355 Committee meeting minutes and will be covered in accordance with this policy.

































Section 5: Meeting Procedures


Annual General Meeting

An Annual General Meeting (AGM) should be held each calendar or financial year (usually October/November or July/August respectively) to elect / re-elect office bearers, to connect with the users of the facility and the general community. The AGM date must be set at an Ordinary Meeting and publicly advertised by the S355 Committee at least fourteen (14) days prior to the meeting date.

The AGM will report on the activities of the S355 Committee for the year and to develop proposals for development and maintenance of the facility/activity for the following twelve (12) month period. This provides an opportunity for the S355 committee to let users know what is happening with the facility, obtain feedback and also to execute the committee’s responsibility to be accountable to the general community about the running of the facility.

At the AGM, Office Bearers of the S355 Committee stand down and their positions are declared vacant. A Council staff member or a Councillor appointed at the meeting, takes the chair and calls for nominations for the positions of office bearers.

The business of the Annual General Meeting will:

1.   receive the annual report
2.   receive a report on the programme of activities proposed for the following year
3.   receive and adopt the annual financial statement, and
4.   elect office bearers to the positions of Chairperson, Secretary, Treasurer and other positions determined by the S355 Committee as being necessary for the efficient functioning of the committee.
5.   confirmation of fees and charges for the coming year
6.   setting of ordinary meeting dates for the coming year
7.   development/review of the facility improvement plan
8.   emergency management plan review
9.   review of seasonal user agreements (if applicable)
10. contents inventory

See Template - Annual General Meeting Advertising Template; Annual General Meeting Agenda


Procedures for Election of Office bearers

Nominations can be accepted in two ways:

· in writing, duly seconded, and signed by nominee, prior to the AGM; or
· verbally from the floor to the Council staff member or Councillor running the AGM.

If two or more persons are nominated for a single position a vote must be taken. Persons nominated for election are entitled to vote for themselves. If a tied ballot occurs, the name of each candidate is written on a separate, identical piece of paper, and drawn ‘from the hat’ by the Council staff member or Councillor running the process. The first name drawn is elected to the Office.

The office bearers hold office for a period of twelve months or until their successors have been appointed.

Members should be residents of the Edward River Council Local Government Area (LGA), however in certain circumstances it may be permissible to appoint members from outside the LGA. (where specialist skills are required). If not already appointed by Council, before taking office the incumbent should complete the procedures outline in Section 3 Appointment of Members.

A list of duly elected office bearers must be recorded together with the names of nominators and seconders. Minutes of the AGM with the list of duly elected Office Bearers must be sent to Council for (approval where necessary) Council’s information and records within 5 working days.


General Meetings

Meetings are to be conducted in accordance with the Councils Code of Meeting Practice.

The Section 355 Committee should meet on a regular basis to discuss relevant business and make decisions affecting the facility. The S355 Committee must hold a minimum of four general meetings in addition to the AGM per year (which may coincide with a quarterly meeting).

S355 Committee members should work together to schedule meetings at a mutually convenient time for all. Ideally, meetings are held at the facility, however if scheduling suitable meeting times becomes difficult due to bookings, they may be held in another public space, such as a café, park, etc. Meetings should not be held on private property.

The secretary must give reasonable notice of all meetings by distributing a notice of the meeting (being the Agenda) to all members at least seven clear days prior to the meeting in accordance with Code of Meeting Practice.

Councillors and staff at their discretion or by invitation may attend meetings of a Section 355 Committee to enable them to gauge the areas of concern of the community and assist in prioritising any proposals for improvement, growth and development plans of the area of responsibility of the Committee.

Quorum

A quorum will normally consist of members equal to the number half the Committee plus one. Should a quorum of members not be in attendance 30 minutes after the starting time, the meeting will be adjourned and rescheduled to a fixed time set by the Chairperson.

All meetings will be conducted in accordance with Edward River Councils Code of Meeting Practice.


Agenda

Prior to any meeting a notice of meeting, typically including the agenda is prepared.

This is a document that states the date, time and place of the meeting and sets out the business to be dealt with at the meeting. Usually the secretary, in consultation with the chairperson, prepares the agenda, but all S355 Committee members can nominate items of business to be included on the meeting agenda.

S355 Committees are required to use the Ordinary Meeting Agenda template.

Committee members should receive the agenda, including any reports to be considered at the meeting, and minutes from the last meeting at least 48 hours, and preferably one week, before the meeting.

Once the agenda has been sent to Committee members, the order of business for that meeting, or the addition or deletion of items from the order of business, may only be altered by resolution of the S355 committee.

Each item of business is discussed in the order in which it appears on the agenda. Allow adequate time for discussion on important issues. Ensure relevant information on the matter under discussion is available at the meeting.

See Template – Ordinary Meeting Agenda Template

Inward and outward correspondence

A list of significant correspondence received (Inwards) is presented at the S355 Committee meeting by the Secretary. This action is to inform members of new issues that may have arisen and to report on letters received in response to matters raised at previous meetings. A list of significant correspondence sent out (Outwards) is provided to inform the members of the action taken on their behalf.

Correspondence will be filed for future reference. (Section 11 Filing and Records Management.)

The S355 Committee is not permitted to forward official correspondence to government officials or government departments including the Governor-General, Prime Minister, Premier or government ministers. All official correspondence must be signed by the General Manager or their representative. This includes signing applications and acceptances in relation to grant funding.


Minutes of Meeting

Keeping of Minutes

Minutes must be kept of the proceedings at all meetings. After confirmation of the minutes, they must be signed by the Chairperson of the meeting at which they are confirmed. It is the responsibility of the Chairperson and the Secretary to ensure Minutes are accurate and to sign the minutes as being a true and accurate record. The original signed copies of all minutes are to be provided to Council at or immediately following the Annual General Meeting each year.

The S355 committee must record in the minutes of each meeting:

· the date, time and place of each meeting
· the names of those present and the names of those who tendered an apology
· the arrival and departure times of members, including any temporary departures during the course of the meeting
· all declarations of an interest or conflict of interest of a S355 Committee member
· every motion and amendment moved, including the mover and seconder of any motion or amendment
· the outcome of every motion put to the vote
· any other matter that the Chair thinks should be recorded to clarify the intention of the meeting or reading of the minutes.

Confirmation of Minutes

The minutes of the committee meetings must be:

· circulated to each S355 Committee member
· presented to the next meeting for confirmation (the motion endorsing the minutes of a previous meeting should only be moved and seconded by members who actually attended that meeting)
· signed by the Chair after confirmation.

The Secretary must keep a minute book that will be passed on to the incoming secretary at the end of the Secretary’s term. In the longer term, the minute books must be stored and archived in accordance with the State Records Act 1998 at Council.

A copy of all minutes of meetings are required to be provided to Council within 14 days of the meeting and the confirmed at the next committee meeting. Signed copies of all minutes are to be provided to Council at the Annual General Meeting.

Council will not act on Minutes recommendation/motions alone, a request for information/action etc. by Council must also be put in writing from the S355 Committee.

The S355 Committee is required to be aware of the importance of minutes because of their legal status and their liabilities to subpoena in court cases. Minutes of each meeting are provided to the general public via Council’s website in the interests of transparency and accountability.

Records of Council S355 Committees should be kept for at least 5 years. (Refer Section 11 Filing and records management)

See Template – Ordinary Meeting Minute Template



Voting

All members of each Committee have voting rights on the Committee, except for any co-opted members.

Normally accepted meeting procedures include the recording of the motion wording, the names of the mover and seconder of the motion and whether the motion was carried or lost. This information must be included in the Minutes of the meeting.

A motion before a meeting of the S355 Committee is to be determined as follows:

· A quorum must be present at the meeting.
· Each member appointed to the S355 Committee is entitled to one vote and must vote.
· Voting must be by a show of hands.
· The Chair calls first for those in favour of a motion and then for those opposed to a motion, and then declares the result to the meeting.
· The motion is determined by the majority of the votes (more than half).
· If it is a tied vote the Chairperson has the casting vote and where this happens, this should be recorded in the Minutes.

Conflict of Interest

A Conflict of Interest may be defined as an interest that a S355 Committee person has in a matter, as a member or employee of a company or other body, because of a reasonable likelihood or expectation of gain or loss (Financial or non-financial) to the person, or another person with whom the person is associated. Such other person includes the spouse or de-facto partner or relative of the S355 Committee person.



Dealing with a Conflict of Interest

If a potential conflict arises, it should be declared as soon as possible and must be recorded in the
Minutes of the Meeting where such conflict is declared.

The potential actions that should be taken in relation to a conflict of interest include:

a)  remove the source of the conflict, by relinquishing or divesting the interest that creates the conflict;
b)  have no involvement in the matter, by leaving the meeting and not taking part in any debate or voting on the issue. This should be recorded in the minutes.
c)   As a last resort it may be necessary for a Committee member to resign from the Committee where the nature of the conflict is so pervasive that the above actions are not appropriate methods of handling the conflict. Advice should be sought before taking this course of action.
Further advice can be obtained by contacting Council's Governance Officer. Council’s Code of Conduct can be accessed on Council’s website.


Referring Decisions to Council

Any decision of the S355 Committee which the Committee does not have delegated power to implement cannot be implemented until approved by the Council.

In the event of any unresolved dispute arising, the matter must be submitted to the Council in writing and any decision made thereon by the Council shall be final.







Section 6: Sustainability and Planning for the future


Future Planning

Planning enables any organisation or committee the best chance to grow and remain successful through the identification of key drivers and potential disablers. There are many useful tools for analysing the future needs of the facility to keep it viable for the community into the future. 

Doing this as a group or engaging someone to facilitate this, in close consultation with Council, will help the S355 committee identify the things they hope to maintain and improve as well as any risks they need to mitigate.

An analysis should conclude with a 3–5-year action plan detailing actions, responsibilities, timelines and approximate cost.

This plan will help Council to consider this, and plan for expenditure and improvements whilst enabling the S355 Committee to remain focussed on its priorities.

Funding

S355 Committees may require ongoing support to carry out their functions. Whilst some support is allocated in Council budgets according to community priorities and needs, there is often the opportunity to attract new streams of funding through various grants.

Most grants are made available through Commonwealth/state government or via sporting, tourism, recreation, environment, historical, social organisations and associations.

Grant Applications

All grant applications before being considered must be first discussed with a Council staff member, and ultimately signed by the General Manager or relevant Director prior to application.

When preparing your application, you will usually be required to submit evidence of a need and the proposed benefits. This information should link back to the S355 Committees 3–5 year strategic plan or the Facility Improvement Plan. Masterplans also need to be considered where they exist for facilities. Major departures from these need to be consulted publicly and endorsed by Council.

Please liaise with Council’s Community Services and Economic Development unit for more information and assistants in relation to applying for Grants.


























Section 7: Financial Management


Finances

The S355 Committee must ensure the effective financial control of the Committee, including the submission of an annual budget to Council for consideration and approval each year.

The S355 Committee must ensure that all accounting functions of the S355 Committee conform to the requirements of Australian Accounting Standards, the Local Government Act 1993 No 30 and relevant regulations. 

The Secretary/Treasurer of the S355 Committee must present an operating statement and statements of financial position at the conclusion of each financial year for presentation to the Annual General Meeting of the S355 Committee.

The S355 Committee may enter into contracts, leases or rental agreements on behalf of the Council associated with the management of the Facility with the consent of Council and subject to any requirements of the Act and Instrument of Delegation. Specific contracts must not exceed the value set out in the Instrument of Delegation without Council consent.

Subject to the consent of the Council, the S355 Committee has the power, on behalf of the Council, to raise funds, solicit and receive donations and secure government grants, in accordance with the objectives of the S355 Committee, policies of Council and the budget.

The S355 Committee has the power, on behalf of the Council, to hold or sponsor functions, stalls and other fundraising means, within the constraints of the budget, to enhance the objectives of the S355 Committee.

The S355 Committee may pay, from funds received, the cost of minor maintenance, electricity, water charges or gas used, honorariums, petty cash and secretarial expenses as the S355 Committee budgets and determines.

All monies received by the S355 Committee must be paid promptly into the Committees nominated bank account. Money must only be able to be drawn from that account on the signature of any two of the following office bearers:

· Chairperson
· Secretary
· Treasurer or
· any other authorised Committee member.

A report which reflects the current financial position of the S355 committee must be presented to each meeting of the committee and provided to Council as part of the minutes of that meeting.

The S355 Committee must forward to the Council an annual report including an annual statement of accounts for audit purposes bearing the auditor’s certificates. The Chairperson of the S355 Committee is responsible for ensuring that the report is lodged with the Council by 30 November each year.

Control

The General Manager has the authority to direct S355 Committees to process their financial records through the Council’s financial system if he/she is of the opinion that this is a most appropriate method of recording those financial transactions.

Accounting

Council requires the following conditions to be met by all S355 Committees who wish to maintain their own bank account. Council will allow S355 Committees to keep their own bank accounts but only if they comply with the requirements of these guidelines as follows:


(a) A Bank Account must be opened at any branch of a recognised financial institution within the Edward River Council Local Government Area. The account will be in the name of the Edward River Council S355 Committee with at least 2 Committee members signatures.
(b) Account details are to be provided to the Edward River Finance Department.
(c) All monies received by the S355 Committee must be banked within 24 hours of receipt or as soon as practicable.
(d) The S355 Committee is authorised to draw on its account for such sums as it may require in the performance of delegated function but under no circumstances will the account be overdrawn.
(e) Information on income and expenditure must be kept electronically. An excel spreadsheet or suitable accounting software should be used.
(f) Receipting: Preferably, payments are accepted via direct deposit into the Committee’s bank account. Where cash or cheque are received, receipts, in the name of the S355 Committee, will be issued for charges and other monies received and duplicates of receipts will be retained for audit.
(g) Purchasing: Payment should be made by EFT (electronic funds transfer) or, only when necessary, can be made by cheque. 
(h) In every case evidence of the need for the payment is to be documented. A tax Invoice is required to be obtained and attached to payment records. A credit card receipt is not a Tax Invoice. (Ensure receipts say ‘Tax Invoice’ and clearly show any GST charged. Where a Tax Invoice is not supplied a “Statement by a supplier” (on an approved ATO Form) must be supplied with the account for payment. Note the ‘Statement by supplier’ will only be required once per year for each supplier that does not have an ABN.) 
(i) The S355 Committee may authorise its Chairperson, Secretary or Treasurer and one other person to sign on its behalf on the basis that two signatures are required for each payment. 
(j) All records and books will be made available for inspection whenever required by any inspector of local government accounts, Council’s auditor or an authorised officer of Council.
(k) A financial report summarising the income and expenditure and including a bank reconciliation be reported (where available), to each ordinary meeting of the S355 Committee.
(l) An annual report of the financial affairs must be provided to Council. This report should include the Cashbook and bank reconciliations. All supporting documentation including bank statements, the deposit book and receipt books, and copies of all tax invoices that support payments made. This information should be submitted to Council by the third week of July each year.
(m) The S355 Committee will be entitled to spend all monies raised in the management of the facilities under their control. These monies can only be expended strictly in accordance with conditions prescribed in these guidelines, by the Council, and their delegations, and only upon the facility/function of the Council for which the S355 Committee has been constituted.


Out of Pocket Expenses

A S355 Committee member cannot incur out-of-pocket expenses without prior approval by the S355
Committee. This approval and a monetary limit are required to be recorded in the meeting minutes.

Tax Invoices for these out-of-pocket expenses eg fuel, stationery, telephone, are required to be presented to the Treasurer (after committee approval) before reimbursement is made.




Honorarium Payments to S355 Committee Members

Payments to Committee Members are generally not anticipated.

If the Committee requests this, it will only be considered by means of a Council resolution where appropriate justification exists. 

Approval by Council’s Finance Manager is required prior to implementation to ensure the income generated from the facility is sufficient to sustain these costs within the overall facilities management and maintenance budget.

If approved by Council, S355 Committees may then vote to pay an honorarium (allowance) to S355 Committee members or agents for duties undertaken in their role on the committee as follows:

1. Up to $100 (excl. GST) maximum per quarter for Booking Officers or other roles determined by the S355 Committee (eg Maintenance Officer, Volunteer co-ordinator).
2.  Up to $50 (excl. GST) maximum per month for other Administration positions such as treasurer, secretary, etc.

These payments must firstly be recommended by the S355 Committee and recorded in their Meeting Minutes.

Regular cleaning of facilities and venues should be contracted out to professional cleaners (refer to Section 11 Cleaning). 

If a S355 Committee Member is involved in ad hoc cleaning (for example, when a hirer has not adhered to their conditions of hire), and where the committee has resolved, a payment of $20 (excl. GST) per hour may be paid, provided Work Health and Safety procedures are in place and the maximum hours are agreed to by the S355 Committee and recorded in the Committee Minutes. 

S355 Committee members or agents receiving payments should note that:
a) The positions are not permanent and can be ceased by the S355 Committee or Council at any time;
b)  Payments are performance based and positions will be reviewed by the S355 Committee as
required with the assistance of Council;
c)   Payments requested outside of the above will require approval of Council.

GST

There is no requirement for a S355 Committee to obtain an ABN or to register for the GST.

S355 Committees are part of the Edward River Council. Therefore, it is Council’s responsibility to ensure that GST on income derived by the S355 Committees, and input tax credits on acquisitions made by the S355 Committees, are properly recorded and included in the Council’s Business Activity Statement. The S355 Committee is undertaking activities under the banner of Council, with Council having delegated the appropriate authority under Section 355 and 377 of the Act.

Council as an entity is required by law to have an Australian Business Number (ABN) and be registered for GST. This requirement means that this also applies to the finances relating to the S355 Committees as they are carrying on a function on behalf of Council.

In this regard it is requested that S355 Committees:

a) Utilise the Australian Business Number of Edward River Council. This number being                     ABN 90 407 359 958, and showing this number on receipts and invoices issued.
b)  Apply GST to fees and charges for use of the facility where appropriate in accordance with Council’s adopted fees and charges.
c)   Provide Council with a summary of revenue and expenditure at the end of each quarter during the financial year and the amount of GST collected on revenue and the amount of GST that can be claimed as input tax credits on expenditure.


d)  At the end of each quarter during the financial year if the GST amount collected on revenue exceeds GST input tax credits on expenditure then remit the difference to Council.
e)  At the end of each quarter during the financial year, if the GST amount collected on revenue is less than GST input tax credits on expenditure then Council will reimburse the S355 Committee the difference. Council will then include the quarterly summary from the S355 Committee in its Business Activity Statements lodged with the Australian Taxation Office. 
f)   Financial records that relate to the GST calculations are to be kept for at least 7 years so these need to be passed in full to Council at the end of each year.

Purchasing

The S355 Committee is not authorised to Purchase goods and services or enter into a contract or procure works exceeding the amount set out in their Instrument of Delegation. The benefit to the S355 Committee is to utilise the purchasing power of Council to reduce costs. S355 Committees are also not authorised to make any alterations or additions to any buildings or grounds that are part of the facilities managed by the S355 Committee.

Where purchases are made that involve a significant amount of GST, Council can make the full payment of the Tax Invoice and the Committee reimburses the Council the invoiced amount less the GST, as Council can claim back the GST Input Credit.

When S355 Committees wish to incur expenditure above their delegated limit and/or make any alterations or additions to any buildings, they must obtain approval from Council. This would be at the discretion of the nominated Council officer, either by way of a letter from the General Manager, who can authorise under his delegated authority, or by resolution of the Council.

A project or purchase, regardless of the cost, may require a Permit (Planning, Building or Environmental Health). This is particularly important where there is a perceived risk. Please contact Council for further information.




























Section 8: Fraud and Corruption


Fraudulent or corrupt behaviour

Fraudulent or corrupt behaviour is unacceptable, may constitute a criminal offence and the individual may be prosecuted.

Suspected fraud or corruption should be reported by a S355 Committee member to one of the following; the Director Corporate Services, General Manager or the Mayor. 

All members need to familiarise themselves with Councils Fraud and Corruption Policy and Public Interest Disclosure policy which offers protection against reprisals for anyone performing official functions of council and making a disclosure against another public official.

A member of the public can also report suspect fraud or corruption behaviour of a S355 committee member directly to Council.




























Section 9: Risk Management/Insurance


Risk Management

Council has an Enterprise Risk Management Policy and Enterprise Risk Management Framework that will help the S355 Committee identify hazards within your facility and help deal with and prevent further risk and injury to user groups, spectators and the general community.

Council encourages S355 committees and clubs to be proactive in their approach to risk management rather than reactive.

Strong communication channels are also needed to be in place between individual clubs and the facility’s Committee. Safety and Injury Prevention will be at its strongest if all user groups are working towards providing a safe environment. An Incident/Near Miss/Hazard Reporting Form must be used in the identification and reporting of potential or existing hazards. The following flow chart examines how the Hazard Reporting Forms deal with potential risks.
[image: ]

Councils Enterprise Risk Management Policy can be found on the Council’s Website.

See Forms – Incident/Near Miss/Hazard Reporting Form
Property Insurance

Council facilities are covered for risks such as fire, theft and malicious damage. S355 Committees should be aware of the excess applicable to this policy which is currently $5,000.



Liability Insurance Coverage

Members of a S355 Committee appointed under the Act are covered under Council’s insurance program for the following:

· Public Liability and Professional Indemnity Insurance cover for S355 Committee members and committee appointed volunteers The activities of officially constituted and properly authorised Council S355 Committee members while performing their management role.
· Personal Accident Insurance cover for S355 Committee members and Committee appointed volunteers.
· Public Liability Insurance for uninsured private hirers of Council owned or controlled buildings.
· Events under the control of the S355 Committee occurring on land or buildings owned or controlled by Council or a delegated S355 Committee.
· Registered volunteers organised and acting under the direct control of Council or a Council established S355 Committee.

This coverage is subject to the proviso that the member(s) was/were acting in accordance with the
Instrument of Delegation, S355 committee guidelines, Terms of Reference and Councils Policies. The following ARE NOT covered by Council’s public liability insurance:
· The activities or events under the control of independent bodies, such as sporting bodies who occupy Council owned or controlled land or buildings; and
· The activities of private entities, independent community or service groups, Committees not established by Council, sporting bodies and any other groups using the Reserves and facilities. These groups must carry THEIR OWN public liability insurance.
· Volunteers and members of working bees conducted by sporting clubs or other users.

In the event of an incident involving a S355 Committee that could result in an insurance claim, the usual investigations will be conducted. Whether or not Council’s insurer accepts liability will depend on the outcome of the investigation and the specific circumstances surrounding the incident.

Council’s insurers are entitled to enforce the conditions that apply to Council’s insurance policies and there is NO GUARANTEE that any claim will be supported if there has been any breach of any of the policy conditions.

Where a claim is under Council’s current excess amount the S355 committee will be responsible for the cost of repairs. However, if the damage is structural the cost will be covered by Council.


Casual and Regular Hirers’ Insurance Liability

A Casual and Regular Hirers’ Policy ($20 million) exists in order to cover persons using Council facilities on a non-permanent and not-for-profit basis, e.g. weddings, birthday celebrations or the like are covered under Council’s Casual Hirer’s insurance Policy.

For a Casual or Regular Hirer the claims excess is $2,000 for each and every claim, payable by
Council.
A record by the S355 Committee of the history of bookings is essential for a claim to be made. Note: Fundraising for an individual, a charity or community organisation or group will be covered
under Council’s Casual Hirer’s Policy if the hirer:

a)  Is not a sporting group, club, association, corporation or incorporated body;
b)  Is not a sole trader or registered business;
c)   Is not making a personal financial gain from the activity;
d)  Is not a commercial activity;
e)  Is not a large (eg the halls capacity) evening event where alcohol will be sold or BYO. f)    Provides the S355 Committee a signed statement from the hirer and beneficiary that
identifies the hirer and the intended beneficiary will be receiving all proceeds from the activity.
g)  Acknowledges that they are responsible for the claims excess, being $2,000, as applicable, for each and every claim under the policy arising from their event within Council premises.


Other Hirers’ Insurance Liability

Persons or groups, not defined in Section 9 Casual and Regular Hirers Insurance Liability must have and provide the S355 Committee with proof of their Public Liability insurance policy in the sum of not less than $20 million if they fit into one of the following categories:

a)  Creates an income or profit from the activity eg. yoga, art, Pilates classes charging a fee for service, workshops by charging door entry, participation fee, prepaid fee.
b)  Makes a personal financial gain from the activity.
c)   Is a sole trader or registered business. d)  Corporation or Incorporated bodies.
e)  Sporting body, club or associations of any kind.

It is the S355 Committee’s responsibility to ensure that users of the facility that meet any of the above categories have adequate Public Liability insurance.

If there are situations not identified above where a hirer of the facility does not have its own Public Liability Insurance and there is uncertainty as to whether the hirer meets the “Casual or Regular Hirer” or “Other Hirer Guidelines” it may be referred to Council to check with its insurers.

See Forms – Public Liability Insurance Checklist



Personal Injury

S355 Committee members are covered when injured whilst undertaking duties relating to their role in the Committee.








Section 10: Incident and Complaints


Incidents

In the event of an incident please report the details to the Manager People and Customer Service within 2 working days of the date of the incident. The S355 Committee first and foremost MUST NOT admit any liability.

An Incident Notification Report Form is provided and must be completed and submitted to the Manager People and Customer Service whenever an incident occurs which involves any of the following:

· Damage to Vehicles & Registered Plant (includes members of the public vehicles)
· Damage to Property & Unregistered Plant (Includes members of the public property)
· Personal Injury to Members of the Public.

Please note that where an injury occurs to a S355 Committee Member or registered volunteer while undertaking their duties the Incident/Near Miss/Hazard Reporting Form is to be used.

All incidents need to be handled sensitively and as soon as possible after they occur. No one can anticipate whether an incident will develop into litigation so all incidents should be managed in a professional manner.
Any incident occurring on Council owned or managed property involving either personal injury or property damage must be reported to Council using the Incident/Near Miss/Hazard Reporting Form. The use of a standard form ensures all the necessary information is gathered, in a logical fashion and a record of the investigation is maintained.

All claims reported to the Council will be considered on a “Without Prejudice” basis. While the Council sympathises with anyone suffering an injury or sustaining a loss, the acceptance of a completed claim form by the Council in no way infers negligence on the part of the Council or binds the Council to provide compensation.

Before the Council is obliged to pay compensation for any injury, loss or damage suffered, it must be established that the injury, loss or damage was caused through negligence on part of the Council, or employees or agents of the Council.

The proof required to establish negligence can be onerous and quite often, you will be better served seeking compensation through your own household, motor vehicle or medical insurance if you have it as, in most cases, proof of negligence will be not required.

If you require any further information regarding insurance please do not hesitate to contact Council’s
Manager People and Customer Service.

See Forms – Incident Notification Report Form

See Forms - Incident/Near Miss/Hazard Form



Dispute Resolution

In the event of any dispute involving any matter relating to the functions of the S355 committee or any member of a user group of the facility, all parties must make reasonable attempts to promptly resolve the dispute between the parties. In the event that the parties fail to resolve a dispute either party shall notify Council. Council reserves the right to manage or resolve the dispute in any reasonable manner.

Notwithstanding the existence of a dispute, all parties shall continue to perform their duties in accordance with the Instrument of Delegation and the S355 Committees Guidelines.






Public Complaints

At some stage, a S355 Committee may receive a complaint from a member of the public about something it did or didn’t do. Most of these complaints will be resolved fairly easily and to everyone’s satisfaction.

Remember that the complaint, decision, actions of the S355 Committee in response and whether the person was satisfied with the outcome should be recorded.

For problems that prove tougher to resolve, the S355 Committee should contact the Council’s Governance Officer. S355 Committees need to be aware that sometimes members of the public may take their concerns to Council, their Member of Parliament or the Ombudsman if they feel that a S355
Committee has not dealt with them adequately.

If a member of the public or a group disagree with a resolution of the S355 committee, these parties must refer their grievances to the Council in writing for consideration. Where such notice in writing is referred to Council, Council will request a report on the issue from the S355 Committee. Upon receipt of the report, Council officers will endeavour to liaise and mediate the matter with the parties.

Council Officers may choose to involve a third-party mediator for a resolution in any matter involving the S355 committee. If there is no resolution, the matter(s) will be referred to Council for resolution. 

Upon Council adopting a resolution, the details of Council’s deliberations will be advised to the S355
Committee and the individual citizen or group of citizens who referred or involved in the matter to
Council.

Legal Issues

From a legal perspective it is important for S355 Committees of Council to be aware that they are in fact acting on Council’s behalf. Legally, the S355 Committee is ‘Council’ and an action, which the S355 Committee undertakes is Council’s responsibility.

S355 Committees sometimes believe they are responsible in their own right and that their actions are independent of Council. This is not the situation. Council delegated its authority to the S355 Committee to act on Council’s behalf and Council can withdraw this delegation if it deemed it to be necessary.




























Section 11: Facility Management

Hiring a facility is central to the purpose of the S355 Committee. Making the facility readily accessible to the community, whilst at the same time, raising funds for its maintenance and future improvements are some of the main objectives of the S355 Committee.

Conditions of Hire

There are a variety of people/organisations that are able to utilise the facility. Use of the facility may be either on a seasonal or a casual basis. Everyone that uses the facility must complete a Booking Information and Hire Agreement. They must also have Public Liability Insurance

A letter of contract must be sent out to the hirer once they have returned the booking application to confirm details. Hirers that do not have public liability insurance are not able to use the facility unless they are a casual hirer.

See Forms – Booking Information and Application Package Form

See Forms - Hire Agreement Casual Users

See Forms – Hire Agreement Regular Users

Casual Users

When using Council’s facilities casual hirers are covered under the Council’s Insurance Policy. A casual hirer is a user that hires the facility on a one off occasion, for example a private family function. Sporting clubs, incorporated bodies or associations of any kind are excluded and must by law have their own insurance. The completed casual hirer’s agreement must be forwarded to Council for approval prior to use of the facility is allowed.

See Forms – Booking Information and Application Package Form

See Forms – Hire Agreement Casula Users

Regular Users

All user groups who have facilities located on or at the facility must complete a Regular User Agreement.

Each user group MUST hold their own public liability and contents insurance and a current Certificate of Currency that is valid for the term of the agreement must be attached to the agreement.

Once the initial agreement has been completed and submitted to Council, user groups must further provide Public Liability and Contents Insurance Certificates of Currency annually.

See Forms – Booking Information and Application Package Form

See Forms – Hire Agreement Regular Users

Fees and Chargers

The schedule of fees and charges is set by Council, taking into consideration the recommendations of the S355 Committee and the operating requirements of the facility.

Only Council has the power under the Act to set fees and charges. S355 Committees are to review their fees annually and make recommendations to the Council. The S355 Committee will be contacted by Council each year prior to the adoption of the Budget with regard to the fees applicable for the following financial year. The timeline for reviewing Fees and Charges and notifying Council is generally as follows:






	November
	S355 Committee is contacted to review fees and charges for the following financial year

	End January
	S355 Committee recommendations are due to Council

	February
	Fees and Charges are considered by Council’s Finance Department

	April
	Recommended Fees and Charges are considered by Council

	May
	Fees and Charges are publicly exhibited for 28 days

	June
	Final Fees and Charges are adopted by Council, ready for start of new financial year




Figures submitted should show the GST inclusive amount. Once the Council has adopted the fees and charges, a list will be supplied to each S355 Committee.

The S355 Committee is not able to provide subsidies or waive hire fees. Requests concerning fee reduction must be referred to Council.

The S355 Committee may use the facility free of charge if fundraising for the facility. Note this is not applicable to a third party hirer even if they are fundraising for the facility.

Bonds

As a safeguard against possible damage, the S355 Committee can hold a bond for the facility or equipment, or to cover the need for additional cleaning, where appropriate.

Hirers should be advised that this will be refunded if conditions of hire are adhered to. Abnormal costs associated with the hire of the facility will be deducted from the bond including GST. This may include extra removal of garbage, extra cleaning, repair of damage etc.

Keys and Security

S355 Committees are encouraged to manage keys and access to the facility in an efficient manner. This may include installing a key safe for key collection and returns. If a key safe is used, the combination should be changed regularly for security purposes (eg at least monthly). S355 Committees are encouraged to include key bonds/deposits in their fees and charges. Hirers should not be issued with keys of their own.

A complete change of locks may be required if there are too many outstanding or lost keys distributed throughout the community. The S355 Committee should manage keys with the utmost security in mind. Key deposits or bonds collected may help fund a change of locks from time to time. Some halls and venues hire a security contractor to patrol the venue at key times throughout the week.

Cleaning

The S355 Committee has the responsibility for the overall cleanliness of the facility under its control. The S355 Committee is responsible for the employment of the cleaner and this should be contracted out to a professional cleaner with the appropriate public liability insurance, an ABN and workers compensation insurance (if they employ people) or personal accident insurance (if a sole trader).

Note: If a S355 Committee Member is involved in ad hoc cleaning (for example, when a hirer has not adhered to their conditions of hire), payment to this S355 Committee Member must be in accordance with Section 7 honorarium Payments to S355 Committee members.

Correspondence

Correspondence from the S355 Committee is effectively correspondence from the Council, as the S355 Committee acts on Council’s behalf. Hence stringent conditions are required to ensure appropriate use of Council’s name and logo (refer to 11 Use of Council Logo).



Letterhead

If there is an occasion when the Council letterhead needs to be used by the S355 Committee, the letter must be approved and signed by the Council’s General Manager (or delegate).

The use of separately designed letterhead is limited to those Council S355 Committees and areas of activities which:-

1.   may have a benefit in being identified in a slightly different way to normal Council activities and where a separate image or presentation may be appropriate, and
2.   may be strongly community based.

The letterhead design must be approved by Council and indicate that the function is a S355 Committee of the Edward River Council.



Purpose of Correspondence

Correspondence using Council logo and name, is limited to the activities of each specific authorised functional area of the S355 committee and specifically limited to:

a)  provision and seeking of information
b)  extension of invitation
c)   expressions of thank you
d)  seeking of sponsorship (after approval of General Manager)
e)  general correspondence not committing the Council or making public comment.

The signing of correspondence is limited to the Mayor, General Manger, a member of staff duly authorised by the General Manager, or a chairperson of the S355 Committee duly authorised by Council.

Copies of correspondence from the S355 Committee under Council’s letterhead must be placed in
Council’s filing system within 1 business day of the letter being sent.

Use of Council Logo

S355 Committees are encouraged to use Council logo (subject to conditions).

· Use of Council logo MUST be approved prior to use.
· Contact Council to obtain the appropriate file format, size and colour of the logo suitable for the use.
· Use of the logo is outlined in Council’s Logo Style Guide which has been developed to ensure that Council’s corporate identity is used correctly. The logo is Council’s signature.


Filing and Records Management

Council follows the protocol of record keeping as set by the State Records Authority of NSW. The following records are required to be kept by the relevant person on the S355 committee as per the table below. Council keep a range of records generated from S355 committee business and operations.

If the person keeping the records resigns from the S355 committee, the relevant records that are required to be kept for a greater time period than the person’s term on the S355 committee, should be passed to the new person on the committee fulfilling that role, or be returned to Council.






	Type of Record
	How Long to Retain
	Whom to Retain

	Records relating to where the S355
Committee considers operational matters or matters relating to administrative or non-core functions of the organisation, including S355 committees operating under delegated authority from the organisation. Records include:
· agenda and minutes
· advice and briefing papers
· submissions and reports
· recommendations and resolutions
· correspondence arising from business discussed or resolutions passed.
	Retain minimum of 5 years after action completed, then destroy
	Secretary

	For S355 committees where revenue and expenditure are managing by Council: Records relating to handling money and managing the organisation's finances which are not the primary record of the organisation's financial transactions
	Retain minimum of 2 years after end of financial year in which record was
created, then destroy
	Treasurer

	For S355 committee where revenue and expenditure is managed by the committee
(with BAS provided to Council):
Records documenting the organisation's financial transactions which are the primary
record of transaction. Includes revenue,
expenditure, debt recovery, deposits, investments, revenue from levies, banking and rates.
	Retain minimum of 7 years after end of
financial year in which record was
created, then destroy
	Treasurer

	Records relating to the hire of the organisation's facilities and buildings for
sporting and other community purposes and events.
Records include:
· bookings and cancellations
· applications for the usage and hire of properties, parks and facilities
· fees, terms and conditions of use
· copies of indemnity and insurance certificates of hirers
· administrative records such as listings of vacancies.
	Retain minimum of 2 years after action
completed, then destroy
	Bookings Officer

	Records relating to routine maintenance of property, not involving structural changes.
Includes cleaning, painting, grounds
maintenance, electrical and air-conditioning maintenance, minor modifications for disabled
access, pest control etc. 
Excludes maintenance/service contracts. Records include requests and arrangements for services and records relating to works carried out.
	Retain minimum of 2 years after action
completed, then
destroy
	Maintenance
Officer








Further information on the standards expected with it comes to filing and distribution of S355 committee correspondence, please see Councils Records Management Policy which can be found on Councils website.


Clerical Support

It is not the normal practice of Council to provide clerical support to S355 Committees.  A S355
Committee may however apply for support and Council will make a determination on whether assistance will be forthcoming.

In general terms, clerical support will only be offered if a Council employee is a member of the S355
Committee and the assistance is an extension of the employee’s duties.

If support is offered, the level of assistance will be subject to negotiation between the S355 Committee and Council and strict duties established. Council supports the principle that a S355 Committee should be self-reliant and provide its own office bearers.


Marketing and Promotion

Hiring a facility is central to the purpose of the S355 Committee. Making the facility readily accessible to the community whilst, at the same time, raising funds for its maintenance and future improvements are some of the main objectives of the S355 Committee.

Marketing and promotion of the facility is necessary to maintain a level of awareness amongst the community for many reasons:

· To keep the facility top of mind for residents. This reminds people of its availability as a venue and will assist in encouraging locals to get involved in some way towards using the facility or volunteering in some capacity.
· Helps engender a sense of community ownership and pride in the venue.
· To encourage the facility’s use with the aim of increasing revenue to maintain and improve the hall’s features.
· To promote the facility as a Council asset delivering benefits to the local community as a critical focal point.

Some ideas for marketing and promotion from existing committee members are provided to stimulate discussion for your facility:

1.   Develop a vision for the facility – where would you like to be in five years time?
2.   How would you like to engage with your local community?
3.   What are the target groups for your venue to increase revenue to pay for hall upkeep?
4.   Have an easy to use website with online bookings and calendar.
5.   Advertise in local newsletters, etc. (Council’s e-newsletter is available to use)
6.   Develop flyers for local noticeboards to place in local businesses
7.   Have community open days and allow users to showcase their activity
8.   Provide a community function or event
9.   Have regular themed social functions
10. Use social media avenues

Council would like to work with S355 committees further on marketing and promoting venues, so please contact Council with your ideas, or for assistance. Whilst Council does not have a separate budget specifically for marketing for these facilities, there are economies of scale in working together to promote the facility throughout the Local Government Area.







Media

S355 Committee members are not permitted to speak to the media on any Council matters in their capacity as a S355 Committee member. All such requests received must be referred to the General Manager or their representative.

Social Media

Council’s Social Media Policy and Social Media Procedures apply to S355 Committee members.
The General Manager, or their delegate, must approve all Edward River Council official social media sites and official use of social media.

The Social Media Procedures outline how social media needs to be used transparently, responsibly and with respect. Social media posts need to be relevant, accurate and timely.

Facility Improvement Plan

A Facility Improvement Plan (FIP) outlines the S355 Committee’s aspirations for the use and development of the facility. The FIP should include longer term goals as well as short term goals.

Having longer term goals may assist to enable funding requirements to be incorporated into Council budget processes. S355 Committees should constantly seek to identify and review potential improvements of the facility.

The FIP will detail what the S355 Committee intends to do to develop the facility:

· What are we trying to achieve?
· How will we achieve it?, and
· How will we know if we are achieving our objectives?

Council officers will work with the S355 Committee to assist in developing the FIP.

S355 Committees must not carry out or authorise capital works, extensions, additions or materially alter the building or surround without prior approval from Council. Irrespective of whether the facility is on Council or Crown land, proposed capital upgrades of assets must be referred to, and approved by Council. Permits, where required, must also be obtained by the S355 committee, through Council’s Environmental Services Team.

Funding sources for works could include:

· Council contributions
· In kind contributions (labour and/or materials)
· Direct fundraising
· Financial contributions from hire fees; and/or
· Grants and contributions from external sources

Where a Capital Works proposal requires funding from sources other than Council the application for funding should be prepared by the user group and/or S355 Committee and submitted by the committee.


Identifying and Prioritising Works to be Undertaken

As part of the FIP, S355 Committees can undertake the process of identifying and prioritising works to be undertaken at their facility.

Council will consider, evaluate and prioritise all requests for projects received from S355 Committees. A detailed document must be provided to the Council of the specifics of the project including costs. Those selected will then be referred for consideration for inclusion in Council’s future budget(s).


Section 12: Maintaining the Facility


Repairs and Minor Maintenance

Each S355 Committee has the responsibility for ensuring that the facility under its control is maintained in a state of reasonable repair and does not present hazards to its users. This may entail regular maintenance (eg. cleaning, replacement of consumables – paper towelling, etc., mowing and watering) and periodic maintenance (eg repairing, replacement of worn or broken items).

Minor maintenance/cleaning is defined as non-structural maintenance (including minor repairs) or cleaning of existing works/structures/buildings.

Minor is a sensible and practical repair on a like for like basis for the continuance of preservation, protection, repair to and upkeep, day to day maintenance. Priority should always be given to statutory and other health and safety requirements and any work relating to emergencies such as major electrical failures; floods; fire damage and the like.

Small scale improvement work is defined as work of a non-routine nature that is considered to not be reactive maintenance. Council staff will inspect the facilities from time to time but the S355
Committee is expected to keep Council informed on any substantial repair or upgrading work required on the facility under their control.

Repair work not able to be repaired by the S355 Committee’s own finances and/or over $1,000 in value must be referred to the Council and will be considered with reference to other priorities of Council depending on the availability of funds and the urgency of the works.

Works considered necessary or desirable but beyond the means or over the delegation of the S355
Committee should be referred to Council in writing so that early consideration might be given to their inclusion in a Works Program or the annual Budget.

An Annual Building Inspection and Management Report is requested by Council from the S355
Committee by the end of December each year and must be returned within 7 days of the inspection being completed.

If the inspections are undertaken in the prescribed manner, insurance premiums can be reduced because Council’s level of exposure to risks is minimised.

A template has been designed to assist you with this inspection.

See Template - Annual Building Inspection and Management Report Template

Use of Contractors

Whilst S355 Committees are not authorised to engage contractors, it may be necessary for the S355 committee to obtain a list of preferred suppliers to be provided to enable urgent works to be undertaken (eg. Broken water pipe, gas leak etc.). In all cases the relevant contact staff member at Council must be advised prior to the remedial action taking place.

All contractors that are working on behalf of the hirer of the facility in any capacity will provide the hirer a copy of their current public liability policy (minimum cover $20 million) prior to engaging in any activity in the facility. It is the responsibility of the hirer to ensure that a copy of the policy is attached to the application.

Purchasing of Goods and Services

Council has provided Committees with the delegation to approve financial transactions to the value of $5,000.

Under the Act, Council can assist S355 Committees by purchasing goods to be used in association with the S355 Committee approved function. The benefit to the S355 Committee is that the item would be free of GST and utilise the purchasing power of Council to reduce costs.

The S355 Committee must ensure that suppliers of goods and services, including cleaning and minor maintenance works, are carried out by licensed contractors who must:

· Provide a copy of the public liability insurance and workers compensation Policy (if not a sole trader) ($20 million cover) to the S355 Committee;
· Show compliance with WH&S standards and regulations.
· Comply with the Building Code of Australia and relevant Australian Standards.
·  Have an ABN.

All contractors undertaking work at a Council workplace must be inducted to the site and have provided Council with their Work Health and Safety plans and Safe Work Methods Statements.

Note that different maintenance tasks may require professional licences/accreditation such as working at heights, operating machinery (including chainsaw), working in confined spaces, etc. If you are unsure, please check with Council with regards to Work, Health and Safety requirements.

Tasks which possibly do not require professional licensing or accreditation include:

· cleaning
· mowing
· gardening

Most other tasks will probably require some form of accreditation or licence. Please note that all contractors require the correct public liability insurance and an ABN. If a contractor does not hold an ABN, for example a Sole Trader, an Australian Taxation Office form “Statement by a Supplier” is to be completed and held with Council.

See Templates – Emergency Contacts - Visitor Register

Quotations

Council’s Procurement Policy set out the rules governing purchasing and the process around obtaining quotes. All purchases must be undertaken in accordance with these guidelines, irrespective of whether the purchase is within the Committee’s authorised financial delegation. The quotation rules are set out below but a complete copy of Council’s Procurement Policy can be found on the Council’s Website.

For purchasing of goods and services:

	Value of Purchase inc. GST
	Procurement Method

	Less than $1,000 
	Verbal quote or Purchase Card

	More than $1,000 and less than $5,000
	1 Written Quote

	More than $5,000 and less than or equal to $25,000
	
2 Written Quotes

	More than $25,000 and less than or equal to $50,000
	
3 Written Quotes

	More than $50,000 and less than
$150,000
	
Request for Quotation

	Equal to or more than $150,000
	Public Tender



The quotations must be recorded in the minutes of a meeting and the successful quotation recommended by the S355 Committee prior to approval by Council.


S355 Committees can only authorise works up to the value of their delegated limit (eg. $5,000). Any works outside of this delegation must be procured in accordance with these guidelines and a recommendation referred to Council for final decision.

Major Maintenance, Improvements and Services

Generally, Council will be responsible for major maintenance, improvements and services as follows:

· Health and Safety Requirements;
· Accessibility and Inclusion;
· Compliance matters;
· Asset Protection (Asset management plan eg re-roofing, external painting, structural inspections etc.);
· Security
· Regular fire equipment inspection

Other major maintenance such as building extensions and major alterations required to the facility must be made by a Budget Submission from the S355 committee (noted in committee minutes) and received by Council by 31 December of each year. This will then be considered by Council and where possible will be included in a following financial year’s budget.

The annual maintenance and upgrade program run by Council will include a number of community buildings each year. The program is generally based on the results of building condition assessments and audits and consultation with S355 committees.

The relevant section 355 Committees for facilities where works are planned will be notified after the adoption of each annual budget and the works will need to be programmed into the facility calendar.



Committees Responsibilities

From the income generated by the facility, the S355 Committee is generally responsible, unless otherwise agreed to by Council, for the costs of such items, but not limited to, such works and services as follows:

· Cleaning
· Internal painting (under 2.4m high)
· Plumbing maintenance (only by licensed plumbers)
· Electrical maintenance (only by licensed electricians)
· Minor repairs, such as broken windows and fittings
· Hygiene Services
· Electricity
· Gas
· Installation of new internal fittings, such as cupboards
· Excess water
· Provision and maintenance of furniture and equipment
· Insurance premiums adjusted per facility (Council pay this, but its allocated as a S355 committee expense)
· Testing and tagging electrical equipment
· Checking the condition of the building
 (
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Section 13: Work Health Safety for Volunteers


Council’s Responsibilities

In NSW, Councils are governed by the Work Health and Safety Act 2011 and must meet certain requirements to ensure a safe and healthy workplace. Under the Act, volunteers and organisations who engage volunteers have responsibilities that were not previously in place and penalties apply for non-compliance with the Act.

Council requires volunteers to be registered, inducted and appropriately trained for the work that they do on behalf of the community.

Council has a responsibility, so far as is reasonably practicable, protect the health and safety of all workers, including volunteer works. Council does this by providing as reasonably practical: -

· Safe work premises
· Safe plant and substances
· Safe work procedures
· Protective equipment
· Information, instruction, training and supervision, and
· Adequate facilities.

Volunteers may carry out a wide range of work in a variety of environments and the level of care will depend on the circumstances of that work. Council makes assessments of the hazards and risks volunteers are likely to encounter and take reasonably practicable steps to eliminate or mitigate potential risks.

Volunteers (workers) Responsibility

Under the Act, a worker is described as an employee, contractor, volunteer, apprentice, outworker, trainee, visitor and work experience person in a workplace. Volunteers have the same duties as ‘workers’ at the workplace, being:

· To take reasonable care for your own health and safety,
· To take reasonable care that your conduct and acts does not adversely affect the health and safety of others
· To comply with any reasonable instruction that is given to you by Council, and
· To cooperate with any reasonable policy or procedure relating to health and safety at the workplace.

To enable council to meet our requirements under the act, all volunteers must complete a council induction.

A “Volunteer Registration Form” is required to be completed. 

Induction and Training

The Work Health and Safety Act 2011 requires Council to ensure that volunteers have the skills and training necessary to carry out their activities without risk of harm to themselves or others. Council will provide access to relevant training, including safe work practices and emergency procedures, to increase understanding of workplace hazards and strategies to avoid injury.

Volunteers will attend induction training to inform them of the work health and safety requirements that apply to them whilst they are on Council premises or carrying out Council activities.



Working with Children Permits, Qualifications and other Licences

Members of Council S355 Committees should ensure that where work is being carried out that requires specific licences, permits or qualifications that these are current.

Any S355 Committee member or volunteer who as part of their S355 Committee activities, is primarily involved in direct contact with children where that contact is not directly supervised, are required to undergo a Working with Children Check.

Any activity requiring use of vehicles or plant and equipment will also require appropriate licences to be in place for the member or volunteer engaged to drive.

Copies of permits, qualifications or licences should be kept on record for any projects or tasks.

Managing Risks at Community facilities, including managing Contractors

All volunteers involved in work at Council workplaces and completing work activities, must be inducted to the site, project or activity prior to the initial commencement of work. Therefore, all work must be approved by Council. Each S355 Committee is asked to select a ‘Maintenance Officer’ (refer Section 4 Maintenance Officer) as the primary contact for works in the community facility.

S355 Committee volunteers have delegated authority from Council to undertake minor repairs and maintenance. Minor repairs can be carried out without explicit permission from Council provided these minor repairs do not involve activities that are listed under the heading below – Section 13 Activities Not to be Undertaken by Volunteers.

All contractors undertaking work at a Council workplace must be inducted to the site and have provided Council with their Work Health and Safety plans and Safe Work Methods Statements.

In order to meet this requirement, S355 Committee volunteers must only use contractors to do work on Council-managed facilities who have been contracted through Council’s procurement process.

Activities Not to be Undertaken by Volunteers

The following are some, but not limited to the listed activities, that are not permitted be undertaken by volunteers:-

· Any work where asbestos is present or potentially present.
· Chemical handling
· Confined space entry
· Excavation, penetration or trenching
· Use of electrical tools other than battery operated hand tools
· Use of ‘plant’ and machinery – any equipment beyond hand tools, e.g. chainsaws, ride on mowers, bob cat
· Work on electrical equipment
· Work at heights/ ladders
· Tree branch removal
· Burn offs, and
· Unapproved clearing

Section 14: Relevant Document Information

Members of S355 Committees are bound by all Laws, Legislation, Regulations and Policies as employees of Edward River Council. Additional Policies that S355 Committees could find as a useful resource are located on the Edward River Council website.

Relevant Legislation

Local Government Act 1993 No 30 [NSW] Local Government (General) Regulation 2021
State Records Act 1998

Work Health and Safety Act 2011

Relevant Policies

Policies and Codes - Edward River (nsw.gov.au)

Code of Conduct

Code of Meeting Practice

Enterprise Risk Management Policy

Records Management Policy

Procurement Policy

Relevant Procedures

Social Media Procedure






































Section 15: Templates


[bookmark: _MON_1705243171]15-1 Annual General Meeting Advertising 

[bookmark: _MON_1705243237]15-2 Template Annual General Meeting Report 

[bookmark: _MON_1705243248]15-3 Template Annual General Meeting Agenda 

[bookmark: _MON_1705243258]15-4 Template Annual General Meeting Minutes Template 
15-5 Annual Report Template


15-6 Emergency Contacts

Emergencies and Disasters - Edward River (nsw.gov.au)


[bookmark: _MON_1705243317]15-7 Ordinary Meeting Agenda Template 

[bookmark: _MON_1705243336]15-8 Ordinary Meeting Minutes Template 

[bookmark: _MON_1705243345]15-9 Visitor Register Template
(If reading this electronically, Double click on Word document icon for document to open)

Section 16: Forms

16-1 Annual Building Inspection and Management Report Form



16-2 Booking Information and Application Package Form



16-3 Facility Booking Register




[bookmark: _MON_1705244493]16-4 Hire Agreement Casual Users 

[bookmark: _MON_1705244502]16-5 Hire Agreement Regular Users 

[bookmark: _MON_1705244510]16-6 Incident/Near Miss/Hazard Form 

[bookmark: _MON_1705244519]16-7 Incident Notification Report Form 

[bookmark: _MON_1705244531]16-8 Public Liability Insurance Checklist 

[bookmark: _MON_1705244565]16-9 S355 Committee Nomination Form
(If reading this electronically, Double click on Word document icon for document to open)
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15-1 Annual  General Meeting Advertising Template.docx


15-1 Annual General Meeting Advertising Template.docx
ANNUAL GENERAL MEETING

<Name of Facility>

Section 355 Committee of Council



You are cordially invited to attend…… (are you having a function/ open day/ facility tour/ guest speaker at or before the meeting?)… details. [It’s a good idea to invite all the facility users at a minimum, perhaps even some general public from the local area, to the Annual General Meeting.] 

An Annual General Meeting to review the year and nominate the Executive positions to the <Name of Committee> Section 355 Committee of Council for the term of one (1) year is to be held at the <place> on <day and date> at <time>. 

Please RSVP for catering purposes to the contact person below. 

Enquiries: <Contact Name> <phone/ email>
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___________________S355 COMMITTEE OF COUNCIL



FOR THE PERIOD FROM   01/07/_____TO  30/06/_____



		INTRODUCTION



		

This is where the you would describe your facility and information on the management of the facility.





		ACHIEVEMENTS



		

Describe what achievements/improvements have been made at the facility for the past 12 months, this could include exceeding expected hiring’s for the year, construction of an asset, smooth change over period, excellent volunteer work etc.





		FUTURE VISION



		

Describe where the S355 committee believes the future of the facility lies and what could possibly be done to achieve this.





		FINANCIAL REPORTS



		

Attach all financial statements and reports. 





		CONCLUSION



		

Describe the facilities position after 12 months and how things will progress in the future.
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________________________ 	Section 355 Committee

To:	Section 355 Committee members	



Acting Chairperson __________________________



A Section 355 Committee Meeting Annual General Meeting will be held as follows:

		VENUE

		



		DATE

		



		TIME

		COMMENCE:	 







1. Welcome



1. Present





1. Apologies 





1. Disclosure of Conflicts of Interest

NB - Disclosure in meetings must also be made immediately before the matter is considered and the member/s disclosing the interest must refrain from voting and absent themselves from the discussion regarding that item of business.



1. Confirmation of minutes of previous AGM 

NB – Minutes to be signed by Chair upon confirmation



1. Reading of Annual reports from the Chairperson / Treasurer (if available)

The Chairperson declares all positions 



1. Election of Office Bearers and Acceptance of nominations from committee members for the positions of:

• Chairperson  • Secretary  • Treasurer  • Booking’s officer

(NB. The appointed chairperson now Chairs the meeting)



1. Adoption of Annual Report



1. Adoption of Audited Annual Financial Statement



1. Confirm Fees and Charges for Coming Year



1. Set Meeting Dates for Coming Year



1. Facility Improvement Plan



1. Emergency Management Plan Update



1. User Agreements – Seasonal, Regular and Casual



1. Certificates of Currency / Public Liability for User Groups



1. Building Maintenance Assessment Checklist



1. Contents Inventory



1. Meeting closed at: __________________________________



Annual General Meeting Agenda Guidance Notes



Present

Record those committee members and members of the public in attendance.  

Please ensure that a quorum is present which is 50 per cent plus one of committee members.  If 30 minutes after the scheduled starting time of a meeting, a quorum has not been obtained, or at any time during the meeting if a quorum cannot be maintenance, the acting chair/chair will decide to: adjourn or close the meeting and refer any unfinished business to a subsequent meeting, or continue to conduct the scheduled meeting but refer all decisions and motions to a subsequent meeting when a quorum is present for reconsideration and/or ratification.



Apologies

Record any apologies.  Apologies should be moved and seconded.



Disclosure of Conflicts of Interest

Disclosure in meetings must also be made immediately before the matter is considered and the member/s disclosing the interest must refrain from voting and absent themselves from the discussion regarding that item of business. Member/s are also required to complete a Disclosure of Conflict of Interest Form at the time of disclosure and return that form to the <Insert position title>.



Confirmation of Minutes of Previous AGM

A copy of the Minutes from the previous year’s Annual General Meeting should be provided at the meeting and once adopted signed by the incoming Chair of this meeting. A signed copy of the Minutes needs to be submitted to Council. Confirmation of Minutes should be moved and seconded.



Election of Office Bearers

This is the section of the meeting where the Committee elects Office Bearers until the next AGM (or until the end of the current term of the committee, whichever comes first). Each position should be appointed individually with a mover and seconder for each nomination. The nominee must then confirm whether they are willing to accept the position. Only existing committee members appointed by resolution of Council are able to be appointed as an office bearer.

If there is only one nominee and they accept the position, the meeting chair can declare the nominee as elected. If there is more than one nomination, a vote must be taken to determine which nominee is elected to the position. 



Adoption of Annual Report

An Annual Report on the operation of the facility is to be prepared by the Chairperson for presentation at the AGM.  Adoption of the Annual Report should be moved and seconded.  Once adopted at the meeting it needs to be signed by the incoming Chairperson and submitted to Council.



Adoption of Audited Annual Financial Statement

The Financial Statement for the previous financial year needs to be prepared by the Treasurer and reviewed by an independent qualified auditor prior to adoption at the Annual General Meeting. Committees are responsible for coordinating auditing by a qualified independent auditor.  Once adopted at the AGM the audited financial statement needs to be submitted to Council. Adoption of the Audited Annual Financial Statement should be moved and seconded



Confirm Fees and Charges for Coming Year

This is an opportunity to review and record the fees and charges currently in place for your facilities. Consideration should be given to ensuring the fees continue to offset any expenses such as utility charges, hall cleaning, etc.  Please note that the fees as recorded in the Minutes may be required by the committee’s financial auditor to ensure fees are being charged appropriately.  The Fees and Charges for the Coming Year should be moved and seconded. It should be noted that that if a fee rise is approved at this meeting, that is does not necessarily mean Council will approve the fee rise as part of its annual budget process. 



Set Meeting Dates for Coming Year

Each committee is required to conduct at least four General Meetings each year and one AGM.  At the AGM you are required to set the dates for your General Meetings over the coming twelve months. These will then be listed on Council’s website. Although these dates may subsequently be changed from time to time, please ensure that notification is given to your Council contact so that the website can be amended. If additional meetings need to be called, the Committee is able to call a special meeting in accordance with the guidelines provided in the Section 355 Committee Guidelines. 



Facility Improvement Plan

A Facility Improvement Plan outlines the Committee’s aspirations for the use and development of the facility. This plan should be developed to include short and long term goals to assist with budgeting and preparation for funding opportunities. Section 355 Committees regularly review the Facility Improvement Plan to ensure it remains current.  The Facility Improvement Plan should be moved and seconded.



Emergency Management Plan Update

The aim of the Emergency Management Plan is to enable the optimum coordinated response of all occupants to any given emergency point, in the shortest possible time to minimise the loss of life and/or injury to persons and to minimize the damage to property. A laminated A3 size copy of Emergency Evacuation Plan is required to be displayed at the facility. The purpose of this item on the AGM agenda is to confirm that this document is displayed and the information contained on the document is still correct.  If the document is not displayed or the information is out of date the Committee should note this in the Minutes and advise Council who will produce or amend the document.



User Agreements – Seasonal, Regular and Casual

The Committee should check that it is completing the appropriate user agreement for ALL hires of the facilities for which it is responsible as follows:

· Regular Use – Booking Form and Hire Agreement – to be used for regular or reoccurring hire bookings 

· Casual Use – Booking Form and Hire Agreement – to be used for one off hire events or activities 

At this time the Committee should confirm that any existing or past Regular Use Agreements have been reviewed, are on the appropriate agreement template and are signed as appropriate.



Certificates of Currency – Public Liability

The Committee must confirm that they have current copies of all public liability insurance documents for user groups that are required to provide their own insurance coverage. This includes all organisations, incorporated bodies and clubs that are required to have their own insurance as part of their organisation/business registration. This evidence of cover should be provided with the user agreement.  If regular or casual hirers are using Council’s Community Liability Pack Insurance (public liability), the Committee must check that they are eligible and this must be indicated on the hire agreement.



Building Maintenance Assessment Checklist

The Building Maintenance Checklist should be completed prior to the AGM for formal noting during the meeting.  The form must then be submitted to Council and included with the Minutes of the Meeting.



Contents Inventory 

It is the responsibility of the Section 355 Committee to insure its contents. Completion of the contents inventory assists with ensuring that any contents belonging to the Committee is covered under the committee’s insurance policies. 



Any item kept at the facility that belongs to user groups or other people should `not’ be included on the contents inventory. User groups who keep their own equipment at the facility should be reminded that it is their responsibility to ensure that they have their own contents insurance in place to cover loss of such items.

Annual General Meeting Agenda Template		edwardriver.nsw.gov.au

image1.jpeg

I\ Ed
@y e







image9.emf
15-4 Annual  General Meeting Minutes Template.docx


15-4 Annual General Meeting Minutes Template.docx
[bookmark: _Toc207703972][bookmark: _Toc210467524][bookmark: _Toc210467986][bookmark: _Toc210469241][bookmark: _Toc210469414][bookmark: _Toc214852964][image: ]Annual General Meeting Minutes









_________________________Section 355 Committee



		VENUE

		



		DATE

		



		TIME

		COMMENCE:	 

		CONCLUDE:	







1. Welcome



1. Present



1. Apologies 



1. Disclosure of Conflicts of Interest



1. Confirmation of minutes of previous AGM 

NB – Minutes to be signed by Chair upon confirmation



1. Reading of Annual reports from the Chairperson / Treasurer (if available)



1. Election of Office Bearers and Acceptance of nominations from committee members for the positions of:

• Chairperson  • Secretary  • Treasurer  • Bookings officer



1. Adoption of Annual Report



1. Adoption of Audited Annual Financial Statement



1. Confirm Fees and Charges for Coming Year



1. Set Meeting Dates for Coming Year



1. Facility Improvement Plan



1. Emergency Management Plan Update



1. User Agreements – Seasonal, Regular and Casual



1. Certificates of Currency / Public Liability for User Groups



1. Building Maintenance Assessment Checklist



1. Contents Inventory
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__________________________________S355 COMMITTEE OF COUNCIL



FOR THE MEETING TO BE HELD     _____/______/20___



		INTRODUCTION



		

Topic and outline





		BACKGROUND



		

Describe what initiated the need for report





		DISCUSSION



		

Describe the options available to the S355 committee and what could possibly be done to achieve this.





		FINANCIAL IMPLICATIONS



		

Attach any relevant quotes or current budget details and expected impacts if applicable





		RECOMMENDATION



		

Outline the best option – in your opinion - for the issue to be resolved
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_________________Section 355 Committee of Council Meeting



		VENUE

		



		DATE

		



		TIME

		COMMENCE:	 







Apologies to: ____      ___ (Name of Secretary)___ ___________

Email Address:_________________________________________



1. Welcome



1. Present



1. Apologies 



1. Disclosure of Conflicts of Interest

NB - Disclosure in meetings must also be made immediately before the matter is considered and the member/s disclosing interest must refrain from voting and absent themselves from the discussion regarding that item of business.



1. Confirmation of minutes of previous meeting

NB – Minutes to be signed by Chair upon confirmation



5. Financial Report



6. Reports (Chair/Secretary/Treasurer/Bookings Officer)



7. Facility Improvement Plan Update/Review



8. General Business – Items to Be Discussed



9. Date of Next Meeting



10. Closure of Meeting




General Meeting Agenda Guidance Notes



Present

Record those committee members and members of the public in attendance.  

Please ensure that a quorum is present which is 50 per cent plus one of committee members.  If 30 minutes after the scheduled starting tie of a meeting, a quorum has not been obtained, or at any time during the meeting if a quorum cannot be maintenance, the chair will decide to: adjourn or close the meeting and refer any unfinished business to a subsequent meeting, or continue to conduct the scheduled meeting but refer all decisions and motions to a subsequent meeting when a quorum is present for reconsideration and/or ratification.



Apologies

Record any apologies.  Apologies should be moved and seconded.



Disclosure Of Conflicts Of Interest

Disclosure in meetings must also be made immediately before the matter is considered and the member/s disclosing the interest must refrain from voting and absent themselves from the discussion regarding that item of business. Member/s are also required to complete a Disclosure of Conflict of Interest Form at the time of disclosure and return that form to the Committees Liaison Officer. 

Confirmation Of Minutes Of Previous Meeting

A copy of the Minutes from the last Ordinary Meeting of the Committee should be provided at the meeting.  Confirmation of Minutes should be moved and seconded. Once the motion has been passed a hard copy must be signed by the Chair of this meeting.  A signed copy of the Minutes needs also to be submitted to Council.  



Financial Report

The Treasurer should present a financial report for the period since the last Ordinary Meeting of the Committee and this meeting.  This report should include income and expenses for that period and balance sheet and should be moved and seconded by the Committee. 



Reports (Chair/Secretary/Treasurer/Bookings Officer)

This is an opportunity for officer bearers to provide updates to the Committee in relation to relevant maters.  



Facility Improvement Plan Update/Review

The Committee’s Facility Improvement Plan is adopted at each AGM and should be regularly reviewed to ensure it remains current.  Committees should record any updates or progress in relation to the delivery of those items included on their Facility Improvement Plan.



General Business – Items to be Discussed

This is an opportunity for additional items to be listed on the Agenda, or raised by the committee, for discussion by the Committee. 



Date of Next Meeting

Confirmation of the next meeting date.



Closure of Meeting

Record the time that meeting finished.
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_________________Section 355 Committee Meeting



		VENUE

		



		DATE

		



		TIME

		COMMENCE:	 

		CONCLUDE:	









1. Welcome



1. Present



1. Apologies 



1. Disclosure of Conflicts of Interest



1. Confirmation of minutes of previous meeting

NB – Minutes to be signed by Chair upon confirmation



5. Financial Report



6. Reports (Chair/Secretary/Treasurer/Bookings Officer)



7. Facility Improvement Plan Update/Review



8. General Business – Items To Be Discussed



9. Date of Next Meeting



10. Closure of Meeting




General Meeting Agenda Guidance Notes



Present

Record those committee members and members of the public in attendance.  

Please ensure that a quorum is present which is 50 per cent plus one of committee members.  If 30 minutes after the scheduled starting tie of a meeting, a quorum has not been obtained, or at any time during the meeting if a quorum cannot be maintenance, the chair will decide to: adjourn or close the meeting and refer any unfinished business to a subsequent meeting, or continue to conduct the scheduled meeting but refer all decisions and motions to a subsequent meeting when a quorum is present for reconsideration and/or ratification.



Apologies

Record any apologies.  Apologies should be moved and seconded.



Disclosure Of Conflicts Of Interest

Disclosure in meetings must also be made immediately before the matter is considered and the member/s disclosing the direct or indirect interest must refrain from voting and absent themselves from the discussion regarding that item of business. Member/s are also required to complete a Disclosure of Conflict of Interest Form at the time of disclosure and return that form to the Committees Liaison Officer. 

Confirmation Of Minutes Of Previous Meeting

A copy of the Minutes from the last Ordinary Meeting of the Committee should be provided at the meeting.  Confirmation of Minutes should be moved and seconded.. Once the motion has been passed a hard copy must be signed by the Chair of this meeting.  A signed copy of the Minutes needs also to be submitted to Council.  



Financial Report

The Treasurer should present a financial report for the period since the last Ordinary Meeting of the Committee and this meeting.  This report should include income and expenses for that period and balance sheet and should be moved and seconded by the Committee. 

NB - Expenditure committals over $100 should be confirmed by the committee by moving and seconding a motion.



Reports (Chair/Secretary/Treasurer/Bookings Officer)

This is an opportunity for officer bearers to provide updates to the Committee in relation to relevant maters.  



Facility Improvement Plan Update/Review

The Committee’s Facility Improvement Plan is adopted at each AGM and should be regularly reviewed to ensure it remains current.  Committees should record any updates or progress in relation to the delivery of those items included on their Facility Improvement Plan.



General Business – Items to be Discussed

This is an opportunity for additional items to be listed on the Agenda, or raised by the committee, for discussion by the Committee. 



Date of Next Meeting

Confirmation of the next meeting date.



Closure of Meeting

Record the time that meeting finished.
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_____________________<FACILITY NAME>_______________________

VOLUNTEER COMMITTEE MEMBER / HIRER / VISITOR 
SIGN IN / OFF REGISTER



		DATE

		TIME IN/OUT

		ACTIVITY

		NAME (PLEASE PRINT)

		CONTACT DETAILS



		

		_____ AM/PM (in)
_____ AM/PM (out)

		

		

		



		

		_____ AM/PM (in)
_____ AM/PM (out)

		

		

		



		

		_____ AM/PM (in)
_____ AM/PM (out)

		

		

		



		

		_____ AM/PM (in)
_____ AM/PM (out)

		

		

		



		

		_____ AM/PM (in)
_____ AM/PM (out)

		

		

		



		

		_____ AM/PM (in)
_____ AM/PM (out)

		

		

		



		

		_____ AM/PM (in)
_____ AM/PM (out)
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Annual Inspection and Management Report





NOTE: This report should be completed by a committee member(s) at least annually, six monthly is even better.



		Please return the form to:

The General Manager, Edward River Council

		Contact us:



		

Mail 
PO Box 270 
Deniliquin NSW 2710

		

Personal Delivery 

55 Napier Street

Deniliquin

		

Phone: 03 5898 3000

Fax: 03 5898 3029

Email: council@edwardriver.nsw.gov.au 







		NAME OF FACILITY:

		



		REPORT COMPLETED BY:

		



		CONTACT NUMBER:

		



		DATE:

		







		ELECTRICAL, PLUMBING AND GAS



		1.1 Are there any exposed electrical wires?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.2 Have all electrical appliances and cords been tested and tagged? (This is required every twelve months)

		|_|	N/A

		|_|  No

		|_|  Yes



		1.3 Have the electrical circuits tripped during normal activities in the last twelve months?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.4 Are all lights and powerpoints in good working order?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.5 Are gas pipes and gas appliances working and in good condition?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.6 Are gas cylinders contained within a cage?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.7 Are there any plumbing leaks?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.8 Do any of the taps leak? 

		|_|	N/A

		|_|  No

		|_|  Yes



		1.9 Are there any broken basins, sinks or toilet bowls?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.10 Is there any evidence of leaking gutters, roofs and downpipes?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.11 Does the septic tank require pumping out?

		|_|	N/A

		|_|  No

		|_|  Yes



		BUILDING INTERIOR



		1.12 Can you see any signs of rot in internal timber beams, windows, walls or floor?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.13 Are internal walls intact and in good condition?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.14 Is any glazing cracked or broken?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.15 Are storage areas clean, tidy and are things stored safety?

		|_|	N/A

		|_|  No

		|_|  Yes



		EMERGENCY EQUIPMENT



		1.16 Is an emergency evacuation plan displayed inside the building?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.17 Are all exits kept clear?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.18 Is the fire fighting equipment (fire blankets, fire extinguishers, fire hydrants, hose reels) accessible?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.19 Does all fire fighting equipment have current inspection tags? (Expiry date must be in the future)

		|_|	N/A

		|_|  No

		|_|  Yes



		1.20 Is the first aid box accessible and stocked? (Please complete written record of first aid stock dates)

		|_|	N/A

		|_|  No

		|_|  Yes



		1.21 Is the WH&S Policy displayed?

		|_|	N/A

		|_|  No

		|_|  Yes



		

BUILDING SECURITY



		1.22 If an alarm or security system is fitted, does the system work?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.23 Is equipment stored inside the building visible from the outside?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.24 Do all fitted locks (doors / windows) work properly?

		|_|	N/A

		|_|  No

		|_|  Yes



		1.25 Is there a procedure that ensures doors and windows are secured after the facility is used?

		|_|	N/A

		|_|  No

		|_|  Yes



		2 WASTE MANAGEMENT



		2.1 If bins are provided in the toilets, is there a procedure that ensures they are emptied regularly?

2.2 Is the kitchen waste disposed of correctly?

		|_|	N/A



|_|	N/A

		|_|  No



|_|  No

		|_|  Yes



|_|  Yes



		3 USER SAFETY



		3.1 Are there clearly marked routes for pedestrian access?

		|_|	N/A

		|_|  No

		|_|  Yes



		3.2 Are pedestrian routes separated from vehicle routes?

		|_|	N/A

		|_|  No

		|_|  Yes



		3.3 Are car parking areas well marked and in good condition?

		|_|	N/A

		|_|  No

		|_|  Yes



		3.4 Are pathways and external paved areas in good condition?

		|_|	N/A

		|_|  No

		|_|  Yes



		3.5 Is there a procedure in place to ensure aisles and access are clear of obstruction?

		|_|	N/A

		|_|  No

		|_|  Yes



		3.6 Do steps and ramps have hand rails?

		

		

		



		3.7 Are areas where users might fall more than two metres?

		|_|	N/A

		|_|  No

		|_|  Yes



		3.7.1 Is there a rail protecting users from falling in these areas?

		|_|	N/A

		|_|  No

		|_|  Yes



		4 FIRE PROTECTION



		4.1 Are dangerous goods stored inside any buildings on the site?

		|_|	N/A

		|_|  No

		|_|  Yes



		4.2 Are buildings clear of overhanging vegetation, overgrown shrubs and uncut grass?

		|_|	N/A

		|_|  No

		|_|  Yes



		4.3 If rubbish bins are kept outside, are they clear of the buildings eaves?

		|_|	N/A

		|_|  No

		|_|  Yes












The following pages outline the additional information Council requires where there are ticks boxes in the far-right hand column on pages 1 and 2.



		1. ELECTRICAL, PLUMBING AND GAS



		5.1 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.2 

		Advise when electrician will test and tag electrical equipment. 



		5.3 

		Provide details of occasions when the circuits have tripped, reasons identified for the problem and proposed rectification works including timeframe. 



		5.4 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.5 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.6 

		Council recommends that where gas bottles are stored outside the bottles are placed inside cages to minimise fire and vandalism risk.  If gas bottles are not stored in cages, provide details of safety measures that are in place.



		5.7 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.8 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.9 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.10 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.11 

		Advise when septic tank will be pumped out.



		ELECTRICAL, PLUMBING AND GAS



		5.12 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.13 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.14 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.15 

		Provide a description of the problem and proposed rectification works including timeframe.



		EMERGENCY EQUIPMENT



		5.16 

		Council recommends that an emergency evacuation plan be displayed in all Council owned buildings.  If you need help creating a plan, contact Council’s Risk Management Officer. 



		5.17 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.18 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.19 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.20 

		The first aid box needs checking regularly for items past the expiry date (need replacement) and to ensure it is fully stocked. Most first aid kits include a record tool to record when re-stockings are completed.



		5.21 

		If Council’s Work, Health and Safety Policy is not displayed, please contact Council for a copy.



		BUILDING SECURITY



		5.22 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.23 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.24 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.25 

		Develop a process for checking the building is secured after use.



		WASTE MANAGEMENT



		5.26 

		Develop a process for ensuring bins in toilets are emptied regularly.



		5.27 

		Develop a process for ensuring kitchen waste is disposed of correctly, preferably in an environmentally responsible way.



		USER SAFETY



		5.28 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.29 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.30 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.31 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.32 

		Provide a description of the problem and proposed process for ensuring aisles and access is clear of obstructions.



		5.33 

		Not all steps and ramps require hand rails.  If there are steps and ramps without hand rails, contact Council’s Municipal Building Surveyor who will clarify whether hand rails are required.



		5.34 

		If there are drops that are not protected by rails, contact Council’s Engineer who will clarify whether a rail is required.



		FIRE PROTECTION



		5.35 

		Provide details of the dangerous goods stored, including confirmation that storage complies with the Dangerous Goods Act.



		5.36 

		Provide a description of the problem and proposed rectification works including timeframe.



		5.37 

		Council requires that bins are not stored under eaves as this is a fire risk if bins are set alight.
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This Community Facility is managed by Edward River Council.



BOOKING INFORMATION 



This information is provided for potential Hirer’s of the above facility. Further information can be found on Council’s website https://www.edwardriver.nsw.gov.au/



BOOKINGS



BOOKING PROCESS:



1. Most facilities have an online calendar where you can view availability (see Council’s website 

   www.edwardriver.nsw.gov.au/)

2. Read this information and hire conditions.

3. Complete the Application Form, Public Liability Checklist and Risk Assessment. Provide

the completed forms, along with any other required paperwork, to the booking officer for the facility.

4. The booking officer will confirm the availability of the facility for the booking.

5. The booking will be confirmed when a signed hire agreement and payment is received.



Please consider:

· time required to set up, tidy and clean the hall when choosing your hire period as entry will not be permitted prior to start time or finish time specified in the Agreement.

· Bookings will only be accepted for teenage and 21st birthday celebrations are considered high risk (refer to Special Events below).


FEES AND CHARGES



The current fees and charges for this facility can be found on Council’s website.



Council sets the fees and charges are reviewed each financial year and this includes a public exhibition period to provide an opportunity for the public to make submissions. Note the committee does not have the authority to waive or reduce fees for hire of this facility.



Community rate 

· Not-for-profit incorporated community organisation and a certificate of incorporation to be provided;

· A community group that is not incorporated and does not generate any income for the group or any 
	individual; 

· Registered as an income tax exempt charity (ITEC) with the ATO and evidence to be provided; OR

· If fund-raising on behalf of a charity - with all funds raised to be provided to the charity - a letter of 
	support from the registered charity to be provided.

 

Commercial rate - Any activity that generates income from the use of Council owned or managed land that is assessed as not meeting the definition of Community Rate.

 

Standard rate - Any activity that does not generate income from the use of Council owned or managed land that is assessed as not meeting the definition of Community Rage.



Private Hire - A genuine private function that is not open to members of the public.



CANCELLATIONS: The hirer must notify Council (via the Booking Officer) in writing of changes to hours or use of the hall a minimum of two weeks prior to changes taking effect. Fees are charged at the discretion of the committee.



· Cancellations with less than 2 weeks notice but more than 7 full days notice forfeit 50% of the total fee

· Cancellations with less than 7 days notice, the total fee is forfeited



BOND: For some functions, a security bond is held until a post-event inspection and released when the hire agreement has been fully adhered to. The key bond will be retained if key is not returned immediately after hire session.



HIRERS


REGULAR HIRERS: Payment is to be made one month in advance throughout the regular hire period. The booking officer is to be notified of any proposed changes in writing and will notify the hirer if the changes can be accommodated. 



Regular hirers please note:



· A review and negotiation of the Hire Agreement will occur annually or more frequently.

· Council review fees and charges annually and these may change during the period of hire.

· A current/valid Public Liability Insurance Certificate will be required for the term of the hire agreement.

· Bookings will be accepted and confirmed based on equity of facility use. The same hours or hire cannot be guaranteed from hire agreement to hire agreement. 

· Approval may only be given to any one hirer up to a maximum of 15 hours per week. Afternoon and evening activities will be managed by restricting afternoon activities to a maximum of 3 nights a week past the hour of 6.30pm.



CASUAL/ SPECIAL EVENTS HIRERS: Special conditions may be imposed for some events including, but not limited to additional security, event safety plans and providing information about alcohol use and ages of participants. Special event applicants must complete a Risk Assessment and put in place risk controls satisfactory to Council. These types of high risk events must not be openly advertised without prior, written consent from Council. This includes advertising via the internet including social media and forums. A special event payment (including the bond) is due one month prior to the event. 



ADDITIONAL INFORMATION REQUIRED FOR BOOKINGS



ALCOHOL: For service of alcohol, a liquor license may be required. If serving BYO alcohol at the event/function a person in authority for the event must have a RSA Certificate or Card and a copy of the certificate is to be provided to the Bookings Officer.



VOLUNTARY BREATH TESTING: Voluntary breath testing can be provided where your venue or event is likely to involve the consumption of alcohol and driving. Venue and event coordinators seeking to provide voluntary breath testing are encouraged to obtain current details of providers that offer this service in the Edward River.



MUSIC LICENCES: If the booking is for an activity that is open to the general public (ie a class or a dinner event open to the public), a license for the playing of music may be required. 



PUBLIC LIABILITY INSURANCE: Checklist “A” or “B” must be completed & returned:

“A”	Checklist for Casual and Regular Hirers: A $20million Policy exists in order to cover the hirer using Council facilities.  See definitions of “Casual” and “Regular” hirers. Regular Hirers are required to provide a copy of their current Public Liability Policy prior to use of the hall.

“B”	Checklist for Any other Hirers: Public Liability Insurance cover is required in the sum of not less than $20million.



OTHER PERMITS AND LICENSES: Hirer’s are expected to comply with any relevant laws regarding their intended use of the premises for activities. 



KEYS and ACCESS: Keys are held in security boxes at the Hall entrance. Upon payment of fees the hirer will be informed of the key codes in order to gain entry to the hired rooms. Keys must be returned prior to departing the property. A key bond ($50 per day) will be retained if the key is not returned immediately after hire.



PAYMENT DETAILS: All payments are to be made by direct debit into the following account. Cheques will not be accepted. <HALL BANK ACCOUNT DETAILS> Reference: Hirer’s Name and Invoice No.



BOOKING OFFICER: 
Contact details: <Add contact details>
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NOTE: This is an application and does not constitute a booking until approved in writing and a Hire Agreement completed and signed.



		FACILITY DETAILS



		Name of Facility

		     



		Areas Required (Please tick):



		Main Hall

		|_|  No |_|  Yes

		Supper Room

		|_|  No |_|  Yes



		Meeting Room

		|_|  No |_|  Yes

		Kitchen

		|_|  No |_|  Yes



		Bar

		|_|  No |_|  Yes

		Oval/Sports Field

		|_|  No |_|  Yes



		Tennis Courts

		|_|  No |_|  Yes

		Netball Courts

		|_|  No |_|  Yes



		Lights- Oval/Courts

		|_|  No |_|  Yes

		Other

		     



		Purpose of Booking (Please give details):



		     



		     







		[bookmark: _Hlk73613951]HIRER DETAILS



		Date

		[bookmark: Text19]     



		Contact Name

		     



		Organisation (if applicable)

		     



		Address

		     



		Home Phone

		     

		Business Phone

		     



		Mobile Phone

		     

		Facsimile (if available)

		     



		Email

		     



		Hirer’s photo identification attached?

		|_|  No    |_|  Yes



		Is your organisation or group not for profit?

		|_|  No    |_|  Yes



		Does your organisation or group have Public Liability Insurance

of at least $20 million?



		|_|  No    |_|  Yes



		If “YES”, please attach copy Certificate of Currency. Is this attached?  

		|_|  No    |_|  Yes



		If “NO”, would you like to use Edward River Councils Hirers Public Liability Insurance for the duration of your hire of the facility?



		|_|  No    |_|  Yes



		If `YES’, please refer to this Agreements Terms and Conditions to confirm eligibility.



		|_|  No    |_|  Yes












		HIRE DETAILS



		Event/Function/ Activity Name

		     



		Details / Description (Please include type of event, is there entertainment/music, will alcohol be available?)



		     



		Space or Room wanted

		     



		Will an entry fee be charged/tickets be sold for the event

		 |_|  Yes       |_|  No       |_|  N/ A



		Is a temporary structure to be erected at the facility? (ie. Marquee or similar structure)

		|_|  Yes        |_|  No 



		If “Yes” please attach details including size, type and a sketched plan of proposed placement – is this information attached?

		|_|  Yes        |_|  N/ A



		Number of participants

		No. adults:      

		No. children (17 and Under):      



		Note: for safety reasons all facilities have a set maximum number of people allowed in the facility. The hirer must not under any circumstances allow this maximum number to be exceeded.



		Are any licenses or approvals required 

		

|_| Alcohol sale 
     (license & RSA)



		|_| Alcohol BYO (RSA)

		|_| Music in public

		|_| Security



		Frequency

		[bookmark: Check20]Once only |_|

		[bookmark: Check21]Weekly |_|

		[bookmark: Check22]Fortnightly |_|

		[bookmark: Check23]Monthly |_|



		For regular bookings: day of week/ fortnight/ month. Please outline the hours sought.

		     



		Date(s) Required*

		From

		[bookmark: Text27]     

		To

		[bookmark: Text28]     



		Time Required (for non-regular events)*

		[bookmark: Text29]     



		The equipment listed is requested for use in relation to this booking

		|_| Chairs ______

|_| Tables ______

|_| _____________

		|_| _______________

|_| ________________

|_| ________________



		Risk Assessment 

A completed Risk Assessment is attached.

		|_|  Yes        |_|  No 



		Bank Account details 
(for bond refund)

		Account name:

Bank:

		BSB:

Account number:







		COST FOR HIRE



		Hire Facility Cost

		     



		Casual Hires Public Liability Insurance Cost Option (if required)

		     



		TOTAL COST OF HIRE OF FACILITY

		     



		Hire Bond Amount (if required)

		     



		Key Bond Amount (if required)

		     



		The above hire costs must be paid in full by no later than

		Click or tap to enter a date.
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This checklist is to be used for hirers of Council managed halls and venues to determine whether a hirer is required to hold public liability insurance for the hire activity.

Please select either Box A or Box B below.



		

□A

		Where the hirer is NOT required to hold public liability insurance:

A person or group (but not a sporting body, club, association, corporation or incorporated body) who hires a council facility for non-commercial or non-profit making purposes does not require public liability insurance.  


That hirer can fundraise for an individual, a charity or community organisation or group which:  

(i) is not a sporting group, club, association, corporation or incorporated body; 

(ii) is not a sole trader or registered business; 

(iii) is not making a personal financial gain from the activity; 

(iv) is not a commercial activity; 

(v) hires’ a council facility less frequently than once per calendar month or 12 times per calendar year (casual hirer) OR more frequently than once per calendar month or 12 times per calendar year (regular hirer).



but not where the hire:  

(vi) Creates an income or profit - e.g. Yoga, art, Pilates classes charging a fee for service, workshops charging door entry, participation fee, prepaid fee.  

(vii) Is a large (in terms of hall’s capacity) evening event where alcohol will be sold or BYO.

If the above conditions are satisfied, the hirer must provide a signed declaration identifying the hirer and beneficiary, and stating that all proceeds from the activity will go to that beneficiary. 

If the above conditions are satisfied, tick box A and complete only Table A.   



		

□B

		

Where the hirer IS required to provide evidence of public liability insurance.

a) Creates an income or profit from the activity e.g. Yoga, art, Pilates classes charging a fee for service, workshops by charging door entry, participation fee, prepaid fee.

b) Makes a personal financial gain from the activity.

c) Is a sole trader or registered business.

d) Corporation or Incorporated bodies.

e) Sporting body, Club or association of any kind. 

If one or more of the above conditions are not satisfied, tick box B and complete Tables A and B.  You will then need to provide a Certificate of Currency for your Public Liability Insurance that has at least $20 million coverage and notes Edward River Council as an interested party.  







Note:  

If the Section 355 Committee managing the facility is not satisfied the person, group or organisation meets the criteria above for Box A, the information will be provided to Edward River Council’s Insurers for determination of the matter.



Privacy Statement:  Any personal information you have supplied to, or is collected by Edward River Council will only be stored and processed by the Council for lawful purposes directly related to the functions and activities of the Council.  Any personal information will only be disclosed to a third party for the purposes of performing a lawful function or activity and for no other purposes.



		

I, ___________________________________________, the undersigned agree to ensure that all individuals, members and groups using the facility as a result of this booking will comply with the attached Terms and Conditions pursuant to this Agreement and instructions of the Committee of Management.  In addition, I confirm that all rules and regulations in regards to Liquor Licences laws and food security will be adhered too.





		Signed:

		



		Date:  

		Click or tap to enter a date.



		Please return form to:

		XXX Section 355 Committee 	              

Address 1				Telephone: (03) ???? ????

Address 2
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In signing the Hire Agreement, the Hirer acknowledges a risk assessment has been completed for the intended use of the facility and has taken reasonable care to manage the risks identified. The template below is provided for the convenience of Hirer’s.



		Name of event:

		     



		Event locality:

		     



		Date(s) of event:

		     



		Date risk assessment completed:

		     



		Person responsible at the event:

		     



		Person completing risk assessment:

		     



		Site Assessment should be prepared onsite and recorded on the day.







		Guidance on completing this risk assessment:  The below is to be used as a generic assessment, different hazards may be identifiable for varying events.  Identify the hazard and associated risk involved.  Outline the controls to be actioned for managing the risk.  A “Yes or No” answer is ok for the “Applicable?  Circle Y/N” column.  Within the “Action will be taken?  Circle Y/N” further information is required in the subsequent column.  The further information may relate to the examples given in the controls column, however the information needs to be detailed.  Please see example below.      







EXAMPLE:



		Ref No.

		Hazard 

		Risk 

		Applicable? 

Circle Y/N

(If no skip to next)

		Controls 

– actions needed to manage the risk

		Action will be taken? Circle Y/N

		If you circled no please provide reason and/or details of alternative control(s) in place

If you circled yes please provide specific details of controls taken



		1

		Faulty or incorrect use/installation of Electrical Equipment

		· Electric shock and burn injuries

· Electrocution

		Y 



		· All electrical leads and appliances to have current certifications and testing tags

· All electrical leads to be off the ground and not exposed to water

		Y



Y

		- Electrical leads tested and tagged annually and currency certificate on file.

- Electrical leads will remain off the ground, secured and away from water.

















TO COMPLETE:



		Ref No.

		Hazard 

		Risk 

		Applicable? 

Circle Y/N

(If no skip to next)

		Controls 

– actions needed to manage the risk

		Action will be taken? Circle Y/N

		If you circled no please provide reason and/or details of alternative control(s) in place

If you circled yes please provide specific details of controls taken



		1

		Faulty or incorrect use/installation of Electrical Equipment

		· Electric shock and burn injuries

· Electrocution

		Y \ N 



		· All electrical leads and appliances to have current certifications and testing tags

· All electrical leads to be off the ground and not exposed to water

		Y / N



Y / N

		



		2

		Faulty or incorrect use/installation of gas cylinders, cooking facilities

		· Fire or gas explosion causing burn injuries

		Y \ N 



		· All gas cylinders to have current inspection stamp

· Fire fighting equipment to be readily accessible

· Cooking facilities to be located away from flammable materials

		Y / N




Y / N


Y / N

		



		3

		Hazardous substances used for cleaning, construction.

		· Skin contact may cause irritation or dermatitis

· Vapours or fumes may cause headaches and/or respiratory problems

· Long term exposure may lead to chronic (ongoing) health effects

		

Y \ N 



		· Use the least hazardous product for each job.

· Ensure good ventilation.

· Make sure safety information is on label and Material Safety Data Sheet (MSDS) is provided.

· Provide appropriate personal protective equipment (PPE) – this could include rubber gloves, eye protection, face mask.

· Read chemical safety information and follow recommended practices

		Y / N

Y / N



Y / N



Y / N



Y / N

		



		4

		Incorrect Manual Handling (bending, reaching, stretching, pulling, lifting)

		· Musculoskeletal disorders including sprains and strains

		Y \ N 





		· Assess risk and ensure correct manual handling procedures are used when moving equipment

· Use trolleys or team lifts where required

· Provide training in correct manual handling techniques

· Seek help if you think a task may present manual handling risk

		Y / N




Y / N


Y / N



Y / N


		



		5

		Trip Hazards

		· Trip or falls may cause broken bones, sprains and straints

		Y \ N 



		· Inspect venue and/or open spaces to ensure trip hazards are identified and removed

· Where cords are required along the floor and/or ground, ensure they are covered or taped securely

· Suitable trained first aid officer on-site for any medical emergency

		Y / N



Y / N







Y / N

		



		6

		Playing sports and use of sporting equipment

		· Physical injuries to players and spectators such as broken bones, cuts, bruises, strains and sprains

		Y \ N 





		· Avoid equipment or games spaces when in use 

· Follow correct manual handling procedures 

· First Aid Officer on site during play

· Access to first aid kit

		Y / N




Y / N
Y / N

Y / N

		



		7

		Poor lighting

		· Trips/falls if lighting inadequate

· Eye strains, irritation, fatigue

		Y \ N 

		· Report any concerns about lighting

		Y / N

		



		8

		Incorrect storage, handling and/or preparation of food

		· A person/people may contract food poisoning

		Y \ N 

		· Caterers must comply with Australian National Food standards and health regulations



		Y / N

		



		9

		Poor crowd control

		· Anti-social behaviour could result in personal injury and/or property damage

		

Y \ N 





		· Event with a large number of participants and/or finishing after 11pm require security guards for crowd control

· Please refer to the capacity certificate for the space you are hiring and ensure crowd numbers do not exceed allowable capacity

· Police to be informed of large events

· Requirement for security, restriction on participant numbers and/or sale of alcohol may be required at the venue committees discretion

		Y / N





Y / N



Y / N

		



		10

		Excessive noise levels

		· Could result in hearing problems, tension/stress on participants and/or surrounding residents and businesses

		

Y \ N 





		· Reduce noise levels when calibrated noise monitor in hall exceeds required noise levels (check specific venue requirements)

· Generally amplified music must cease before midnight on Friday & Saturday nights, or before 11pm (check venue requirements)

		Y / N







Y / N

		



		11

		Lack of appropriate traffic management

		· Property damage or personal injury due to a traffic accident

		Y / N

		· Participants to abide by all traffic rules and park in designated car parks.

· All necessary approvals in place where road closures and/or additional parking are required 

		Y / N



Y / N

		



		12

		Temporary structures

		· Property damage or personal injury due to failure of temporary structures

		Y/N

		· Temporary structures appropriately installed by qualified and/or experienced persons

		Y / N

		



		13

		Rubbish and waste

		· Property damage, personal injury or health risk due to excess rubbish and waste generated by the event

		Y/N

		· Appropriate waste receptacles provided to cope with anticipated waste generated by the event

· Post-event clean up team organised to ensure all rubbish/waste is removed from the Council venue/land 

		Y / N



Y / N

		



		14

		Bad weather

		· Property damage or personal injury due to poor weather conditions

		Y/N

		· Event coordinator to monitor weather conditions

· Weather contingency plan in place including ability to cancel event and communicate this to potential attendees 

		Y / N



Y / N

		



		15

		Other

		· Please list







		Y \ N 

		Please specify controls to be implemented:
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				Bookings Template



				Name of Facility:



				Month:

																				Drop down answers

		Booking Date		Booking by (contact name)		Contact phone		Contact email		Event- Function Name		Regular hire/ one off		Date from		Date to		Day/time 		Alcohol licence		RSA certificates		Security		Public liability CofC received		Public liability checklist completed		Risk assessment		Invoice number		Date Paid































































































































&"-,Bold"&26Community Facility Bookings Template	




Sheet2

		Regular hire		Yes

		One off		No
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<Facility Name>







Before you sign this agreement:

· Council is pleased you want to use one of its community facilities for your event. 

· Before you can use the facility, you need to sign this agreement. It contains the conditions for you hiring the facility.

· It’s important you read this document carefully, because once you sign it, you’ll have entered a legally binding agreement with Council. Even if you don’t read the terms but sign this agreement, it will be enforceable. 

· If you don’t understand part of the agreement, please contact the committees booking officer. We’ll be happy to talk with you about the contents of the agreement. 



1. [bookmark: _Toc286914941][bookmark: _Toc296590527][bookmark: _Toc296590732][bookmark: _Toc296593889][bookmark: _Toc296932871][bookmark: _Toc296932957][bookmark: _Toc297014784][bookmark: _Toc296590539][bookmark: _Toc296590744][bookmark: _Toc296593901][bookmark: _Toc296932883][bookmark: _Toc296932969][bookmark: _Toc297014796][bookmark: _Toc461442014][bookmark: _Toc415570147]DEFINITIONS

There are some words in this agreement which have a particular meaning. They are listed below:

Council means Edward River Council. 

Booking Officer means the person delegated by Council to manage facilities bookings.

Claim means any demand, remedy, suit, injury, damage, loss, cost, liability, action, proceeding, right of action and claim for compensation (including the costs and expenses of defending or settling any action, proceeding, claim or demand).

Facility means the XXXl Facility (ADDRESS).

Hire fees means, the amount in Appendix 1, payable by the Hirer (into the committee’s bank account).

Hirer means the person or organisation described in Appendix 1.

Permitted Use means the use described in Appendix 1.

1. [bookmark: _Toc461442015][bookmark: _Toc415570149]RIGHT TO USE FACILITY

1. In exchange for the Hirer paying the Hire Fees to the committee, the Hirer has the right to occupy the facility for the Permitted Use, as described in this Agreement. 

1. The Hirer’s right to occupy the Facility is limited to the dates and times in Appendix 1 (Facility Occupation Times).

1. The Hire Fees are payable whether or not the Hirer actually occupies the Facility during the Facility Occupation Times.

1. If the Hirer wishes to change their Facility Occupation Times, they must provide the Committee’s Booking Officer with no less than 21 days’ notice (Variation – see 2.5). 

1. The Committee’s Booking Officer will make a decision to accept or reject a Variation, and provide notice to the Hirer of its decision, within 7 days of the Hirer’s request.

1. The Hirer acknowledges that nothing in this Agreement guarantees that they will be provided a future agreement on the same or similar terms.

1. USE OF Facility

2. [bookmark: _Toc370809021][bookmark: _Toc368400435][bookmark: _Toc368396339]The Hirer must use the Facility only for the Permitted Use. 

2. The Hirer acknowledges a risk assessment has been completed for the Permitted Use and has taken reasonable care to manage the risks identified.

2. The Hirer acknowledges that the parts of its application are terms of the Agreement.

2. The Hirer acknowledges:

that the days and times for occupying the Facility include set up and pack down of the Permitted Use, and

that the Hirer cannot occupy the Facility outside these times. 

2. In carrying out the Permitted Use, the Hirer must keep and maintain the Facility tidy and in good repair. 

2. The Hirer must ensure that the floors, walls, ceilings or other parts of the Facility are not cut, marked, scratched, defaced, drilled or damaged. 

2. Smoking or lighting of any fire is not permitted in the Facility.  

2. The Hirer must notify the Booking Officer of any damage caused while occupying the Facility and make good as outlined in clause 3.13.

2. The Hirer acknowledges that they are responsible for their attendees and any damage to the Facility caused by the Hirer’s invitees are deemed as being caused by the Hirer. 

2. If the Permitted Purpose includes children using the Facility, the Hirer must provide adult supervision of any children.

2. The Hirer must not allow the Facility to be occupied by more than the maximum number of people allowed in the Facility under its Occupancy Assessment. 

2. At the end of this Agreement, the Hirer will ensure that all persons have left the premises and lights and electrical appliances are switched off, doors and windows are shut, and the Facility is secured.

2. The Hirer agrees to pay the bond. The Hirer agrees that Council may use the bond to recover any costs to restore the Facility to the state it was in prior to the Hirer occupying the Facility. 

2. Where no claim is made on the bond, the bond will be returned within 14 days of the Hirer’s use of the Facility ending.

2. The Hirer is responsible for complying with any law regarding the Permitted Use being carried out in the Facility. 

2. Subject to the Booking Officer’s approval, the Hirer may place structures listed in Appendix 1 in the Facility. Council will not unreasonably withhold its consent regarding the placing of structures.

2. Upon the expiration or termination of this Agreement, the Hirer will, at its cost:

0. remove any structures it has placed in the Facility; and

0. reinstate the Facility to the condition it was in at the start of the Agreement.

2. If the Hirer fails to remove any structures under clause 3.17 the Committee may deal with the structures as it sees fit.

2. Where the committee deals with the structures under clause 3.18, no compensation will be payable by the committee to the Hirer.

1. TERMINATION

3. [bookmark: _Toc461442025]The Committee may terminate this Agreement immediately by notice to the Hirer if:

0. The Hirer uses the Facility for a use other than the Permitted Use;

0. The Hirer fails in a material way to carry out the Permitted Use in accordance with this Agreement;

0. In Council’s reasonable opinion, there is or is likely to be a real safety risk if the Hirer continues to occupy the Facility; or

0. The Hirer breaches any law (e.g., regarding alcohol consumption, the playing of amplified music, provision of public toilets and for disability access) regulating the Hirer’s use of the Facility.

1. INDEMNITY, RELEASE AND INSURANCE

4. The Hirer uses the Facility at its own risk. 

4. The Hirer indemnifies Council against all Claims for any loss, damage, injury or death, arising out of or in connection with:

0. Loss or damage to property or injury or death to any person caused by the Hirer;

1. A breach of this Agreement by the Hirer; or

1. The Hirer’s use or occupation of the Facility.

4. The Hirer releases Council from all Claims for any damage, loss, injury or death occurring in respect of their use of the Facility, except to the extent that they are caused by Council’s negligence.

4. The Hirer must take and maintain a public liability policy in respect of Facility use for an amount no less than $20,000,000 (or any other amount that Council may reasonably require) that:

0. Covers death or injury to any person and damage to property of any person sustained when that person enters or uses the Facility in connection with the Hirer’s occupation;

0. Includes coverage for Council as an interested party for its interest in the Facility; and

0. Covers events during the policy’s currency, regardless of when claims are made.

4. The Hirer must upon the written request of Council provide a certificate of currency or other relevant evidence that the policies of insurance required by this clause are in effect.  

4. The Hirer must ensure that all contractors engaged in connection with this Agreement are either:

0. covered by the insurances that the Hirer is required to maintain under this Agreement; or

0. effect and maintain policies of insurance of the same types and for the same amounts.

BOOKING OFFICERS – IF THE HIRER MEETS THE PUBLIC LIABILITY CHECKLIST B AND NEEDS TO PROVIDE INSURANCE, AGREEMENTS NEED TO INCLUDE CLAUSES 5.4 + 5.5 + 5.6. IF THE HIRER MEETS THE PUBLIC LIABILITY CHECKLIST A, THESE CLAUSES CAN BE DELETED FROM THE AGREEMENT (Please also delete this paragraph).

1. GENERAL

5. Nothing in this Agreement limits the statutory rights and powers of Council.

5. If the Hirer has a complaint about any matter relating to this Agreement, the process for resolving the matter is as follows:

1. The Hirer will give written notice to the Booking Officer outlining the complaint; 

1. Within 14 days of receiving the notice, the Booking Officer will meet with the Hirer to try and resolve the dispute;

1. If the Hirer remains aggrieved, then the matter will be referred to a Council officer to meet with the Hirer to try and resolve the dispute (with the meeting to take place within 14 days of the last discussion between the Booking Officer and Hirer); 

1. If the Hirer remains aggrieved, either party can take further steps as desired in an effort to solve the dispute.



EXECUTED AS AN AGREEMENT



		Executed on behalf of Edward River Council on                                 2019 by  



		





Signature







		Executed by [the Hirer] on                                                                   2019



		





Signature                                                                                                               












[bookmark: Exec]APPENDIX 1

		HIRER PROMISES ABOUT PERMITTED USE



		Hirer 
(full name of person or organisation)

		



		Hirer’s address 
(for invoice)

		



		Hirer’s contact details

		Phone:

Email:



		Hirer’s bank account details (for bond refund)

		Account name:
Bank:
BSB:
Account number:



		Use Details 

		XXXXXXXX



		Space Hired

		XXXXXXX



		Dates and Times

		XXXXXXXX



		Hire Fees (including bond)

		XXXXXXXXXX



		Cancellations and Changes

		The hirer must notify the booking officer in writing of proposed changes to hours or use of the Facility a minimum of two weeks prior to changes taking effect. The booking officer will notify the hirer if the changes can be accommodated.

· If the hirer cancels with less than 2 weeks notice but more than 7 full days notice 50% of the total fee is forfeited

· If the hirer cancels with less than 7 days notice, the total fee is forfeited



		Temporary Structures or equipment

		Description: XYZ





		Amplified Sound 

		Description of sound: XX 



		

		All sound amplification equipment must be kept to the absolute minimum. Electrically amplified music or public address systems are not permitted to emit ‘offensive noise’.

Amplified sound will not be played after 10.00pm Sunday to Thursday, or after 11.00pm Friday and Saturday nights. Please respect the Facility’s’ neighbours and close windows and doors for loud activities such as drumming, shouting, singing, etc.



		Alcohol Service

		RSA and/or appropriate liquor licence details; details of security service for event



		Keys



		Keys are to be collected and returned to the key safe as instructed by the Booking Officer.

Facility will be locked at the end of each use.  

If the keys or lock is damaged or lost Council will seek reimbursement from the Hirer. 



		Attachments

		As per clause 3 attachments of the Application Form, Public Liability Checklist and Risk Assessment form part of this agreement as representations made by the Hirer.



		Occupancy Assessment

		As per clause 3.11 the Facility’s Occupancy Assessment sets out the capacity of spaces in the Facility and is attached.
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<Facility Name>









Before you sign this agreement:

· We are pleased you want to use one of its community Facility’s on a regular basis. 

· Before you can use the Facility, you need to sign this agreement. It contains the conditions for you hiring the Facility.

· It’s important you read all of the information contained in the Agreement, because once you sign it, you’ll have entered a legally binding agreement with Council. Even if you don’t read the terms but sign this agreement, it will be enforceable. 

· If you don’t understand part of the agreement, please contact the Bookings Officer. We’ll be happy to talk with you about the Agreement. 



1. [bookmark: _Toc286914941][bookmark: _Toc296590527][bookmark: _Toc296590732][bookmark: _Toc296593889][bookmark: _Toc296932871][bookmark: _Toc296932957][bookmark: _Toc297014784][bookmark: _Toc296590539][bookmark: _Toc296590744][bookmark: _Toc296593901][bookmark: _Toc296932883][bookmark: _Toc296932969][bookmark: _Toc297014796][bookmark: _Toc461442014][bookmark: _Toc415570147]DEFINITIONS

There are some words in this agreement which have a particular meaning. They are listed below:

Council means Edward River Council. 

Booking Officer means the person delegated by Council to manage Facility bookings.

Claim means any demand, remedy, suit, injury, damage, loss, cost, liability, action, proceeding, right of action and claim for compensation (including the costs and expenses of defending or settling any action, proceeding, claim or demand).

Facility means the XXXl Facility (ADDRESS).

Hire fees means, the amount in Appendix 1, payable by the Hirer (into the Facility’s bank account) on the first day of each calendar month, one month prior to the Hire period.

Hirer means the person or organisation described in Appendix 1.

Permitted Use means the use described in Appendix 1.

1. [bookmark: _Toc461442015][bookmark: _Toc415570149]RIGHT TO USE FACILITY

1. In exchange for the Hirer paying the Hire Fees to Council one month in advance, the Hirer has the right to occupy the Facility for the Permitted Use, as described in this Agreement. 

1. The Hirer’s right to occupy the Facility is limited to the dates and times in Appendix 1 

1. The Hire Fees are payable whether or not the Hirer actually occupies the Facility during the Facility Occupation Times.

1. If the Hirer wishes to change their Facility Occupation Times, they must provide the Booking Officer with no less than 21 days’ notice (Variation – see 2.5). 

1. The Committee will make a decision to accept or reject a Variation, and provide notice to the Hirer of its decision, within 7 days of the Hirer’s request.

1. If Council agrees to a Variation, the Facility Occupation Times will be amended and will take effect the first time the Hirer occupies the Facility after Council’s decision.

1. This Agreement doesn’t allow the Hirer to occupy the Facility to the exclusion of everyone else. The Hirer’s right under this Agreement are only contractual. 

1. The Hirer acknowledges that the Facility is a public asset which is used by many community members. Where Council, acting in good faith, needs to alter the times the Hirer occupies the Facility, the Hirer agrees that Council can do this, provided the Booking Officer gives the Hirer with not less than 30 days’ notice before varying this Agreement to give effect to the changed occupation times. 

1. The Hirer acknowledges that nothing in this Agreement guarantees that they will be provided a future agreement on the same or similar terms. 

1. Subject to clause 2.9, at least two months before this Agreement ends, the parties will commence meeting in good faith to discuss entering a new agreement.  

1.  FEE INCREASES

2. [bookmark: _Toc370809021][bookmark: _Toc368400435][bookmark: _Toc368396339]The Hirer acknowledges that the fees for the Facility are set by Council resolution from time to time.

2. The Hirer acknowledges that Council may resolve to increase fees for the Hirer during the course of this Agreement. 

2. Where Council resolves to increase fees for the Hirer during the course of the agreement, the fee increase will take effect from the date nominated in the relevant Council resolution. 

2. The Hirer acknowledges that because Council can only increase fees after public consultation in accordance with the Act, Council does not need to provide the Hirer with a particular period of notice before increasing the fees. 

1. USE OF FACILITY

3. [bookmark: _Toc461442025]The Hirer must use the Facility only for the Permitted Use. 

3. The Hirer acknowledges a risk assessment has been completed for the Permitted Use and has taken reasonable care to manage the risks identified.

3. The Hirer acknowledges that the parts of its application are terms of the Agreement.

3. The Hirer acknowledges:

0. that the days and times for occupying the Facility include set up and pack down of the Permitted Use, and

0. that the Hirer cannot occupy the Facility outside these times. 

3. In carrying out the Permitted Use, the Hirer must keep and maintain the Facility tidy and in good repair. 

3. The Hirer must ensure that the floors, walls, ceilings or other parts of the Facility are not cut, marked, scratched, defaced, drilled or damaged. 

3. Smoking or lighting of any fire is not permitted in the Facility.  

3. The Hirer must notify the Booking Officer of any damage caused while occupying the Facility and make good as outlined in clause 4.13.

3. The Hirer acknowledges that they are responsible for their attendees and any damage to the Facility caused by the Hirer’s invitees are deemed as being caused by the Hirer. 

3. If the Permitted Purpose includes children using the Facility, the Hirer must provide adult supervision of any children.

3. The Hirer must not allow the Facility to be occupied by more than the maximum number of people allowed in the Facility under its Occupancy Assessment. 

3. At the end of this Agreement, the Hirer will ensure that all persons have left the premises and lights and electrical appliances are switched off, doors and windows are shut, and the Facility is secured.

3. The Hirer agrees to pay the bond. The Hirer agrees that Council may use the bond to recover any costs to restore the Facility to the state it was in prior to the Hirer occupying the Facility. 

3. Where no claim is made on the bond, the bond will be returned within 14 days of the Hirer’s use of the Facility ending.

3. The Hirer is responsible for complying with any law regarding the Permitted Use being carried out in the Facility. 

3. Subject to the Booking Officer’s approval, the Hirer may place structures listed in Appendix 1 in the Facility. Council will not unreasonably withhold its consent regarding the placing of structures.

3. Upon the expiration or termination of this Agreement, the Hirer will, at its cost:

0. remove any structures it has placed in the Facility; and

0. reinstate the Facility to the condition it was in at the start of the Agreement.

3. If the Hirer fails to remove any structures under clause 4.17 the Committee may deal with the structures as it sees fit.

3. Where the Committee deals with the structures under clause 4.18, no compensation will be payable by the Committee to the Hirer.

1. [bookmark: _Toc415570152]TRANSFERRING

4. The occupation right granted to the Hirer by this Agreement is personal to the Hirer and cannot be transferred or assigned. 

4. The Hirer is prohibited during its occupation from sub-letting the Facility.

1. TERMINATION

5. Council may terminate this Agreement immediately by notice to the Hirer if:

0. The Hirer uses the Facility for a use other than the Permitted Use;

0. The Hirer fails in a material way to carry out the Permitted Use in accordance with this Agreement;

0. The Hirer attempts to transfer their rights, contrary to clause 6;

0. In Council’s reasonable opinion, there is or is likely to be a real safety risk if the Hirer continues to occupy the Facility; or

0. The Hirer breaches any law (e.g., regarding alcohol consumption, the playing of amplified music, provision of public toilets and for disability access) regulating the Hirer’s use of the Facility.

1. INDEMNITY, RELEASE AND INSURANCE

6. The Hirer uses the Facility at its own risk. 

6. The Hirer indemnifies Council against all Claims for any loss, damage, injury or death, arising out of or in connection with:

0. Loss or damage to property or injury or death to any person caused by the Hirer;

1. A breach of this Agreement by the Hirer; or

1. The Hirer’s use or occupation of the Facility.

6. The Hirer releases Council from all Claims for any damage, loss, injury or death occurring in respect of their use of the Facility, except to the extent that they are caused by Council’s negligence.

6. The Hirer must take and maintain a public liability policy in respect of Facility use for an amount no less than $20,000,000 (or any other amount that Council may reasonably require) that:

0. Covers death or injury to any person and damage to property of any person sustained when that person enters or uses the Facility in connection with the Hirer’s occupation;

0. Includes coverage for Council as an interested party for its interest in the Facility; and

0. Covers events during the policy’s currency, regardless of when claims are made.

6. The Hirer must upon the written request of Council provide a certificate of currency or other relevant evidence that the policies of insurance required by this clause are in effect.  

6. The Hirer must ensure that all contractors engaged in connection with this Agreement are either:

0. covered by the insurances that the Hirer is required to maintain under this Agreement; or

0. effect and maintain policies of insurance of the same types and for the same amounts.

BOOKING OFFICERS – IF THE HIRER MEETS THE PUBLIC LIABILITY CHECKLIST B AND NEEDS TO PROVIDE INSURANCE, AGREEMENTS NEED TO INCLUDE CLAUSES 7.4 + 7.5 + 7.6. IF THE HIRER MEETS THE PUBLIC LIABILITY CHECKLIST A, THESE CLAUSES CAN BE DELETED FROM THE AGREEMENT (Please also delete this paragraph).

1. GENERAL

7. Nothing in this Agreement limits the statutory rights and powers of Council.

7. If the Hirer has a complaint about any matter relating to this Agreement, the process for resolving the matter is as follows:

0. The Hirer will give written notice to the Booking Officer outlining the complaint;

0. Within 14 days of receiving the notice, the Booking Officer will meet with the Hirer to try and resolve the dispute;

0. If the Hirer remains aggrieved, then the matter will be referred to a Council officer to meet with the Hirer to try and resolve the dispute (with the meeting to take place within 14 days of the last discussion between the Booking Officer and Hirer);

0. If the Hirer remains aggrieved, either party can take further steps as desired in an effort to solve the dispute.






EXECUTED AS AN AGREEMENT



		Executed on behalf of Edward River Council on                                 2019 by  



		





Signature







		Executed by [the Hirer] on                                                                   2019



		





Signature                                                                                                               







[bookmark: Exec]APPENDIX 1

		HIRER PROMISES ABOUT PERMITTED USE



		Hirer 
(full name of person or organisation)

		



		Hirer’s address 
(for invoice)

		



		Hirer’s contact details

		Phone:

Email:



		Hirer’s bank account details (for bond refund)

		Account name:
Bank:
BSB:
Account number:



		Use Details 

		XXXXXXXX



		Space Hired

		XXXXXXX



		Dates and Times

		XXXXXXXX



		Hire Fees (including bond)

		XXXXXXXXXX



		Cancellations and Changes

		The hirer must notify the booking officer in writing of proposed changes to hours or use of the Facility a minimum of two weeks prior to changes taking effect. The booking officer will notify the hirer if the changes can be accommodated.

· If the hirer cancels with less than 2 weeks notice but more than 7 full days notice 50% of the total fee is forfeited

· If the hirer cancels with less than 7 days notice, the total fee is forfeited



		Temporary Structures or equipment

		Description: XYZ





		Amplified Sound 

		Description of sound: XX 



		

		All sound amplification equipment must be kept to the absolute minimum. Electrically amplified music or public address systems are not permitted to emit ‘offensive noise’, at any time.

Amplified sound will not be played after 10.00pm Sunday to Thursday, or after 11.00pm Friday and Saturday nights. Please respect the Facility’s’ neighbours and close windows and doors for loud activities such as drumming, shouting, singing, etc.



		Alcohol Service

		RSA and/or appropriate liquor licence details; details of security service for event



		Keys



		Keys are to be collected and returned to [this place at these times]. 

Facility will be locked at the end of each use.  

If the keys or lock is damaged or lost Council will seek reimbursement from the Hirer. 



		Attachments

		Application Form, Public Liability Checklist and Risk Assessment form part of this agreement as representations made by the Hirer.



		Occupancy Assessment

		As per clause 5.12 the Facility’s Occupancy Assessment sets out the capacity of spaces in the Facility and is attached.
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Incident / Near Miss / Hazard Reporting Form









		Please return the form to:

The General Manager, Edward River Council

		Contact us:



		

Mail 
PO Box 270 
Deniliquin NSW 2710

		

Personal Delivery 

55 Napier Street

Deniliquin NSW

		

Phone: 03 5898 3000

Fax: 03 5898 3029

Email: council@edwardriver.nsw.gov.au 







		DETAILS
(Person involved in incident or reporting a Near Miss or Hazard)



		|_|  Employee

		|_|  Contractor

		|_|  Volunteer



		Name of person:

		[bookmark: Text19]     



		Address of person:

		     



		Contact Telephone:

		     



		Postcode:

		     



		What Committee are you a member of?

		     



		Responsible Directorate (Directorate responsible for Contractor/Volunteer):



		



		WHAT ARE YOU REPORTING?



		An Incident

		A Near Miss or Hazard Reporting



		|_|  An injury occurred

		|_|  An incident occurred but no injury

		|_| An injury or incident could have occurred while performing a task or operating equipment



		Complete appropriate Sections 1 through 8

		Complete appropriate Sections 1, 2 & 3 only.



		Date Incident Occurred:      

		Incident Time:      



		[bookmark: _Hlk73698489]Location incident/near miss/hazard occurred 
(i.e. Service or Facility name):

		     



		Area incident/near miss/hazard occurred 
(i.e. specific location, room name, etc.):

		     



		Who was the incident/near miss/hazard reported to:

		     



		Date reported:

		     



		DETAILED DESCRIPTION OF INCIDENT / NEAR MISS / HAZARD
(Describe what led up to, during, after the incident or what you were doing at the time of the incident).



		     



		(Attach or supply photos and drawings if required)



		Please list any witnesses to the incident:                                                                       |_| There were no witnesses



		Name:      



		Name:      



		Name:      



		Name:      



		

MY INCIDENT / INJURY SUSPECTED CAUSE WAS…



		|_|	Trip/ Fall / Slip

		|_|  Motor Vehicle

		|_|  Chemical



		|_|	Manual Handling

		|_|  Entanglement

		|_|  Incident Involving Plant (Detail Below)



		|_|	Fall from Heights

		|_|  Involving Animal

		|_|  Psychological Incident



		|_|	Electric Shock

		|_|  Hit by Machinery

		|_|  Dropping of Item



		Other/Details:      



		

MY INJURY WAS…



		|_|	No Injury

		|_|  Foot (Left / Right)

		|_|  Eye (left / Right)



		|_|	Neck

		|_|  Body Front

		|_|  Body Back



		|_|	Leg (Left / Right)

		|_|  Arm (Left / Right)

		|_|  Head



		|_|	Knee (Left / Right)

		|_|  Hand / Wrist / Fingers

		|_|  Ankle (Left / Right)



		Other/Details:      



		Has this injury occurred before?

		|_|  Yes

		|_|  No



		

MY TREATMENT REQUIRED WAS…



		|_|	N/A

		|_|  Hospital Treatment

		|_|  First Aid

		|_|  Doctor



		Other/Details:      



		

MY LOST TIME WAS… 
(at the time of completing the report)



		|_|	Nil time off from work

		|_|  I had ____ hours off from work

		|_|  I had ____ days off from work



		

SIGNATURE



		Signature of person completing report (involved in incident):

		

		Date:      



		Thank you for your report, please ensure this is provided to the Councils responsible Director promptly.







		

9      INVESTIGATIONS AND NOTIFICATIONS
        (Manager or Direct Supervisor to complete)



		Consider the severity.

Has this incident/near miss/ hazard been reported to the appropriate levels of management within your department?

		|_|  Yes

		|_|  No



		If no, why?  

     



		Has an investigation started on this incident/near miss/hazard?

All incidents/near misses/ hazards are to be investigated.

		|_|  Yes

		|_|  No



		Investigation to be completed by an Edward River responsible officer or investigation team within Department or by coordinating with WH & S Advisor.



		Please nominate person or team who will be investigating this incident/near miss/ hazard?

     



		Is this a NSW WORKCOVER AUTHORITY Notifiable Incident?



If “Yes”, Contact Edward River WH & S Department to coordinate: 

WorkSafe phone and online notifications

		|_|  Yes

		|_|  No



		WorkSafe Notification No:      

		Date WorkSafe Notified:      

		Time WorkSafe Notified:      



		Director to sign completed form (Trimming will provide an “electronic” signature)



		Signature of Director:

		

		Date:      



		Directors Comments:      
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Incident Notification & Initial Investigation









		Please return the form to:

The General Manager, Edward River Council

		Contact us:



		

Mail 
PO Box 270 
Deniliquin NSW 2710

		

Personal Delivery 180 55 Napier Street

Deniliquin NSW

		

Phone: 03 5898 3000

Fax: 03 5898 3029

Email: council@edwardriver.nsw.gov.au 







		[bookmark: _Hlk73700368]REGISTER OF INCIDENT



		Date of Report:      



		Name of person:      

		Date of Birth:      



		Address of person:      



		Occupation:      

		Mobile Phone No:      



		Department: (eg. IS, OS, RR, Utilities, SSE, etc.)

		     



		Location where incident occurred:      



		Date of incident / injury / illness:      

		Time:       am/pm



		Nature of injury or illness / cause of injury or illness (if applicable):      



		Body part:      



		First Aid provided:      



		Name of person rendering first aid:      



		Details of any referral for treatment:      









		INITIAL INVESTIGATION REPORT



		What was being done at the time of incident:      



		Other persons Involved:   1.      

		2.      



		Equipment being used:      



		Activity of person/s:      









Office Use:



		Date Received

		Date of insurer

		Employees compensation

Yes / No

		Cost Centre

		Award

		AWE

		HRS

		DOC #



		

		

		Notification/ Medical/ 
Lost time

		

		

		

		

		










		INITIAL INCIDENT CLASSIFICATION

(Refer to Incident Classification Matrix)







		Is Statutory Notification to SafeWork required?

		|_| Yes

		|_| No



		If a motor vehicle or theft incident, have police been notified?

		|_| Yes

		|_| No



		Is there damage to a third party’s property / vehicle?

		|_| Yes

		|_| No



		If damage to a third party’s property / vehicle please exchange contact & insurance details?

		|_| Yes

		|_| No







		INCIDENT DESCRIPTION



		Please describe the incident and immediate actions taken:



(e.g. tightening screen bolts, spanner slipped and crushed index finger on right hand between spanner and frame. Applied ice pack and transported to medical provider) – add additional sheets as required.

		     









		Name of person completing report: 

		     



		Signature:

		

		Date:

		Click or tap to enter a date.
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Checklist for Hall Hirers











This checklist is to be used for hirers of Council managed facilities to determine whether a hirer is required to hold public liability insurance for the hire activity.



Please select either Box A or Box B below.





		

□A

		



Where the hirer is NOT required to hold public liability insurance:

A person or group (but not a sporting body, club, association, corporation or incorporated body) who hires a council facility for non-commercial or non-profit making purposes does not require public liability insurance.  


That hirer can fundraise for an individual, a charity or community organisation or group which:  

(i) is not a sporting group, club, association, corporation or incorporated body; 

(ii) is not a sole trader or registered business; 

(iii) is not making a personal financial gain from the activity; 

(iv) is not a commercial activity; 

(v) hires’ a council facility less frequently than once per calendar month or 12 times per calendar year (casual hirer) OR more frequently than once per calendar month or 12 times per calendar year (regular hirer).



but not where the hire:  

(vi) Creates an income or profit - e.g. Yoga, art, Pilates classes charging a fee for service, workshops charging door entry, participation fee, prepaid fee.  

(vii) Is a large (in terms of hall’s capacity) evening event where alcohol will be sold or BYO.

If the above conditions are satisfied, the hirer must provide a signed declaration identifying the hirer and beneficiary, and stating that all proceeds from the activity will go to that beneficiary. 

If the above conditions are satisfied, tick box A and complete only Table A. 



  



		

□B

		



Where the hirer IS required to provide evidence of public liability insurance.

a) Creates an income or profit from the activity e.g. Yoga, art, Pilates classes charging a fee for service, workshops by charging door entry, participation fee, prepaid fee.

b) Makes a personal financial gain from the activity.

c) Is a sole trader or registered business.

d) Corporation or Incorporated bodies.

e) Sporting body, Club or association of any kind. 

f) You do not meet the criteria as a “Casual or Regular Hirer” - that is, hires’ a council facility less frequently than once per calendar month or 12 times per calendar year (casual hirer) OR more frequently than once per calendar month or 12 times per calendar year (regular hirer).

If one or more of the above conditions are not satisfied, tick box B and complete Tables A and B.  You will then need to provide a Certificate of Currency for your Public Liability Insurance that has at least $20 million coverage and notes Edward River Council as an interested party.  
















All – please complete Table A below:



		Name of Person/ Group/ Organisation hiring the facility:

		



		Contact Person’s Name: 
(if different to above)

		



		Telephone No:

		

		Email:

		



		Intended activity to be conducted within the facility:

		



		Date(s) of hire of the facility:

		







If you ticked Box B, please complete Table B below:



		The member’s name as shown on the Policy 


Note: if different to the name of the hirer above written authorisation is required from the insurer advising the hirer is covered under this policy.

		eg person, group or organisation who holds the insurance policy.



		Name of Insurance Company

		



		Policy No.

		



		Period of Cover

		



		Public Liability Policy in the sum of not less than $20M

		Amount Insured  $



		The Certificate of Currency shows Byron Shire Council as an interested party?

		Y / N



		Copy of Insurance Policy attached OR sighted by Committee member

		



		The person, group or organisation as stated above acknowledges that they are responsible for their own Public Liability Insurance when hiring the Council facility for the intended activity as stated above.

		

Signed:

Print Name:

Date:







Notes:  



1. If Council is not satisfied the person, group or organisation meets the “Casual or Regular Hirer” criteria above, the information will be provided to Edward Rivers Insurers for determination of the matter.



2. The Council has the right to refuse hire of the facility or terminate any hirer’s agreement until they are satisfied Public Liability Insurance requirements are met.





Public Liability Insurance Checklist for Hall Hirers 		edwardriver.nsw.gov.au

image1.jpeg

I\ Ed
@y e







image22.emf
16-9 S355  Committee Nomination Form.docx


16-9 S355 Committee Nomination Form.docx
[bookmark: _Hlk73620211][image: ]S355 Committee Nomination Form













		Please return the form to:

The General Manager, Edward River Council

		Contact us:



		

Mail 
PO Box 270 
Deniliquin NSW 2710

		

Personal Delivery 

55 Napier Street

Deniliquin NSW

		

Phone: 03 5898 3000

Fax:      03 5898 3029

Email: council@edwardriver.nsw.gov.au 





APPLICATION FOR APPOINTMENT TO EDWARD RIVER COUNCIL 
SECTION 355 COMMITTEE OF COUNCIL

DATE: ________________





		1. Which Committee of Council are you applying to be appointed to?



		Name of S355 Committee of Council:

		









		2. Applicant Details



		First Name:

		



		Surname:

		



		Address:

		

		Postcode:

		



		Telephone Numbers:

		AH:

		

		BH:

		

		Mobile:

		



		Email:

		



		Emergency Contact:

		Name:

		

		Relationship:

		



		

		Address:

		

		Phone (BH):

		



		

		

		

		Phone (AH):

		



		

		

		

		Mobile:

		



		Are you representing a Group or Organisation?

		|_|  Yes

		|_|  No



		If “Yes”, please advise name of Group/Organisation:

		





		Do you have a current Police Check that has been verified within the last 6 months?

		|_|  Yes

		|_|  No



		Would you be prepared to undergo a Police Check if required?

		|_|  Yes

		|_|  No



		Do you have any medical condition that might affect your ability to undertake volunteer work?

		|_|  Yes 
(Please Specify)

		|_|  No



		Are you currently: 
(Please tick)

		|_|  Retired

		|_|  Student

		|_|  Home Duties

		|_|  Self-Employed



		

		|_|  Employed 
       Full-time

		|_|  Employed 
       Part-time

		|_|  Other:



		3. Please outline why you would like to be a member of this Committee:



		









		4. Please outline below any relevant qualifications, skills and experience that you could contribute to the management, development and operation of the Committee.



		Please outline how you meet the following criteria: 

• Have established ties to the Edward River community, and 

• Experience (professional, amateur, volunteer) working in either; venue management, event management, conference organising, music promotion, theatre production, design, marketing, or related technical areas such as accounting, managing people or business, community services or groups or fundraising.



		







		5. Are you interested in an Office Bearer’s position on the committee (Chair, Secretary, Treasurer, Bookings Officer). If so, please outline the skills or experience you would bring to such a position



		







		6. Experience on Council’s Committees (if any): Please list name of Committee(s) and period of service.



		







		7. Any other information you wish to include:



		









		8. Terms, Conditions and Responsibilities



		

I confirm that:





· I have read and understand the relevant Instrument of Delegation and Guidelines appropriate to this Section 355 Committee of Council

· I am over 18 years of age;



· I am not insolvent (unable to pay debts as they become due and payable);



· I have not been convicted of any indictable offence (a serious crime that is tried by a judge);



· I have not been convicted of fraud (convicted by a court of obtaining of material advantage by unfair or wrongful means or an intentional dishonest act done with the purpose of deceiving);

· I have not committed any other act or omission that might render or be seen to render them unfit for them to be a member of the Committee of Council; and



· I do not have any criminal convictions, financial or taxation dealings that might render or be seen to render them unfit for office.



I understand that as a volunteer of Edward River Council that the following conditions apply:





· The Council will make no payment to me.



· Only whilst I am assisting the Council in the above mentioned clearly defined Council business activity, and whilst my assistance is approved/controlled and/or known by the Council, will I be covered by the Council’s Public Liability Insurance Policy.

· While acting as a volunteer, a limited personal accident insurance cover will be affected by the Council subject to the terms and conditions of the policy.



· Should any injury occur to me whilst I am acting as a volunteer of the Council I will notify my Council contact immediately.



· Any incident, which occurs in which injury or property damage to other parties may arise, will be reported immediately or as soon as practicable to my Council contact.





· I am expected to perform the task I have volunteered for with all due care, skill and diligence.



· I have declared all medical conditions that may affect my volunteer work.







		

VOLUNTEER RIGHTS



As a Volunteer you have the right:





· To work in a healthy and safe environment;



· To be interviewed and engaged, in accordance with equal opportunity and anti-discrimination legislation;



· To be adequately covered by insurance;



· To be given accurate and truthful information about the organisation for which you are working;



· To be reimbursed for out-of-pocket expenses;



· To be given a copy of the organisation’s volunteer policy and any other policy that affects your work;

· Not to fill a position previously held by a paid worker;



· Not to do the work paid staff would normally do during industrial disputes;



· To have a job description and agreed work hours;



· To have access to a grievance procedure;



· To be provided with orientation to the organisation;



· To be provided with sufficient training for you to do your job.





		

VOLUNTEER INSURANCE



Volunteer workers who are delegated Section 355 Committee of Council members are covered by the terms and conditions of Edward River Council’s Personal Accident Insurance Policy when undertaking the duties detailed in the Instrument of Delegation and Guidelines for their relevant Committee of Council.



This policy does not cover Volunteers whilst driving their own vehicles. Therefore, the Council strongly recommends that all Volunteers using private vehicles be covered by their own comprehensive insurance policy. Volunteers should note that the Council does not pay insurance costs for private vehicles. Council will not cover costs incurred by Volunteers driving uninsured vehicles.



If Volunteers wish to take helpers (e.g. friends or relatives) to assist with volunteer duties, these individuals will not be covered within the terms and conditions of the Council’s Personal Accident Insurance Policy. Volunteer parents who take their children along whilst they, the parents, participate in volunteer work, must be prepared to do so at their own risk.



Please contact Council immediately should any of the following incidents occur while you are volunteering for Council:



1. You suffer an injury.

2. Any incident occurs in which injury or property damage occurs to third parties.



3. Any incident that occurs with your own or third party vehicle











		9. Applicant Acknowledgement



		I confirm that I have read, understand and accept the above-mentioned terms, conditions and responsibilities and agree to abide by the Code of Conduct.



I confirm that all information provided in this application is true and correct.



		Applicant Name: 
(please print)

		



		Applicant Signature:

		



		Date:

		







		Witness Name: 

(please print)

		



		Witness Signature:

		



		Date:

		









Privacy Statement



The personal information contained in this form is collected to provide information pertaining to the appointment of individuals to a Committee of Council. This information may be disclosed to other areas of Council or third parties for the purposes of appointment in accordance with the Privacy and Data Protection Act 2004. The names of successful applicants will be included in the agenda and minutes of the Council Meeting at which they are appointed.
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