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MESSAGE FROM THE MAYOR   

I am pleased to present Council’s Guide to the 

Development Process (“the Guide”). The guide is 

aimed at demystifying the planning process for our 

community, future developers and first time applicants 

within the Snowy Monaro Region. 

Council recognises that the planning process can be 

complex and confronting for first time applicants and 

inexperienced mum and dad applicants. The Guide will answer some of the 

commonly asked questions and outline the process that an applicant will need 

to follow and navigate through the DA process. 

The development of the Guide has been focused on a Snowy Monaro Region 

context with an emphasis on working with our community and customers to 

get it right from the start. It is Council’s aim to engage with you early in the 

planning stages of your development through pre-lodgement meetings and 

facilitate the transfer of clear and concise information during this process. 

Our Council looks forward to working with you on your next project. 

 

 

Peter Beer 

Mayor 
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PREFACE 

Purpose of this guide  

The New South Wales planning system seeks 
to enable and guide development to ensure 
our community has access to housing, jobs 
and a healthy environment. Many forms of 
development require approval from your 
council, known as a development consent. 
You apply for development consent by lodging 
a development application (DA). The DA 
process can be confusing for first time 
applicants. This document will guide you 
through this process and assist you in 
preparing and lodging a DA, as well as 
explaining the next steps to get your 
development underway.  The guide aims to 
promote best practice principles with an 
emphasis on the importance of pre-
lodgement meetings. Council recognises the 
importance of establishing a culture within 
that supports efficient and consistent 
assessment of development applications.  This 
commitment will be driven from the start by 
Council’s assessment staff and supported by 
all levels of management and is fundamental 
to delivering services that our community 
expects.  

Who is this guide for?  

The guide is helpful for:  

People building a new home or 
planning a renovation. 

People preparing submissions on 
developments proposed in their area. 

Real estate agents (giving pre-
purchase advice). 

Builders, contractors and small scale 
developers. 

 Those wishing to learn more about 
the development process. 

Architects, draftspersons and 
consultants. 

 

 

Types of development covered  

This guide is most relevant to small residential 
development including:  

Alterations and additions to houses.  

New houses.  

 Secondary dwellings – i.e. granny 
flats.  

Dual occupancies.  

This guide deals with DAs that require 
development consent from council.  A brief 
description of exempt and complying 
development is also provided to make you 
aware of these alternative approval pathways.  
 
For larger residential developments, 
industrial, commercial and tourist 
development and subdivision Council staff are 
happy to assist through pre-lodgement 
discussions however  would recommend that 
you seek the advice and guidance of a 
qualified independent town planning 
consultant when preparing your development 
application.  
 

How to use this guide  

Part 1 provides an overview of the NSW 
planning system to inform you and allow you 
to better participate in the development 
assessment process.  
 
Part 2 describes the process to obtain 
development consent from council in detail. 
The process is described in stages.  
You can work through the guide from start 
to finish or go straight to the step that is 
relevant to you. 
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PART 1 – GETTING STARTED 

Do I need development consent from council? 

The type of consent or approval you require, if any, depends upon the scale and potential impacts of 

your development (such as traffic, noise, privacy and solar access) on adjoining properties. There are 

three assessment pathways that may apply to small residential development: exempt development, 

complying development and development that requires consent from Council (DA). 

ASSESSMENT PATHWAYS 

 Exempt Development Complying Development Development Consent (DA) 
Level of 
approval 

No approval  Approval by issue of 
complying development 
certificate by Council or an 
accredited certifier 

Council consent 

Level of 
assessment 

Must comply with pre-set 
standards 

Must comply with pre-set 
standards and conditions 

Merit assessment 

 

Exempt Development is minor development that will have minimal impacts. This type of 
development does not require any development consent if it meets standards set in either State 
Environmental Planning Policy (Exempt and Complying Development Codes) 2008 (Codes SEPP) or 
Council’s Local Environmental Plan (LEP). If your development involves plumbing and drainage 
works, you may require an approval under the Local Government Act 1993.  It is recommended that 
you contact Council to discuss.   

 

Complying Development is a fast track approval process for 
low impact development. This type of development must meet 
specified predetermined development standards listed in the 
‘Codes SEPP’ or Council’s ‘LEP’. Obtaining a complying 
development certificate is a potential alternative to obtaining 
development consent. Complying development certificates can 
be issued by Council or an accredited certifier. If your 
development involves plumbing and drainage works or works 
within a road reserve, you may require an approval under the 
Local Government Act 1993 or the Roads Act 1993, 
respectively.  It is recommended that you contact Council to 
discuss. 
Further information can be found on the NSW planning portal 
www.planningportal.nsw.gov.au  www.legislation.nsw.gov.au  

 

A DA is a formal application for development that requires consent under the NSW Environmental 
Planning and Assessment Act 1979 (EP&A Act). It is usually made to your local council and consists of 
standard application forms, supporting technical reports and plans. The DA process is the focus of 
this guide. 

 

Exempt Development 

Complying Development 

Development Consent 

http://www.planningportal.nsw.gov.au/
http://www.legislation.nsw.gov.au/
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Why are DAs required?  
 

A development consent may permit the erection of a new building that will change our 

environment, and may even affect our amenity or the amenity of those around us.  

 

 

  

Requirement 
for 

Development 
Applications

Manage change to 
ensure that the 

cumulative impacts of 
developments do not 
negatively affect the 

environment. 

Balance public and 
private interests by 

ensuring new 
development fits the 
character of the area 
and sits comfortably 

within the ‘public 
domain’ (e.g. streets, 

laneways or public 
reserves). 

Provide an impartial 
process which allows 

interested members of 
the community to raise 

issues, to ensure a 
balanced and 

considered outcomes 
for all. Ensure that hard 

infrastructure (e.g. 
storm water drainage, 
car parking and power 

supply) and soft 
infrastructure (e.g. 

trees and landscaping) 
needed for your 
development is 

provided. 

Ensure that your 
development meets 

community 
expectations and 

Council’s legislative 
policies. 
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The planning system explained 

State and local planning legislation and policies set the rules that control what development can 

occur on your land. The planning system has a hierarchical structure with the EP&A Act sitting at the 

top of the hierarchy, as shown below. 

 

 

 Environmental Planning and Assessment Act 1979  
The EP&A Act sets up the framework for the planning system as follows:  
1. How rules affecting development are made; and  
2. How development is assessed against those rules.  
 

 Environmental Planning and Assessment Regulation 2000 (EP&A Regulation)  
The EP&A Regulation details certain processes that must be followed by 
council when assessing a DA. It specifies more detailed matters such as the 
fees that can be charged and what information should be lodged with your 
application. 
  

 State Environmental Planning Policies (SEPPs)  
SEPPs focus on issues that are of importance to the whole State. This does not 
necessarily mean that each SEPP will be of relevance to your DA. An example 
that may apply to you is: SEPP (Building Sustainability Index: BASIX) 2004, 
which sets standards for sustainable development (e.g. energy efficiency, 
water tanks).  
 

 Local Environmental Plans (LEPs)  
Each council in NSW has their own LEP which does the following things:  
Zones land to specify what development is permissible without consent, 

permissible only with consent or prohibited in the zone. 
Identifies special matters for consideration. There may be specific 

1
• Environmental Planning and Assessment Act 1979 

(EP&A Act)

2
• Environmental Planning and Assessment Regulation 

2000 (EP&A Regulation)

3
• State Environmental Planning Policies (SEPPs)

• Local Environmental Plans (LEPs)

4
• Development Control Plans (DCPs) 

1 

2 

3 

3 
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environmental issues e.g. flooding, bushfire, and environmentally 
sensitive land that may affect your site. Such issues should be addressed 
in any DA and may limit the extent or location of the development on 
the site.  
 Identifies the principal development standards. The principal 

development standards control the size and form of development. 
While they vary by council area, some common and relevant 
standards include; Maximum building height and Maximum Floor 
Space Ratio (FSR). 

 In the Snowy Monaro Region we have three LEPs which cover each of 
the former local government areas, Cooma-Monaro LEP 2013, 
Bombala LEP 2012 and Snowy River LEP 2013. Each of these LEPs can 
be found on Councils website. 

 
 Development Control Plans (DCPs)  

While the rules set out in LEPs and SEPPs are the most important, more 
detailed design and planning requirements are provided in council’s DCPs. 
Here you will find information in simple language, with diagrams and pictures 
on issues including:  

 Building design, siting and size.  
 Landscaping.  
 Car parking.  
 Storm water treatment.  

The DCP provides guidance only, which means there can be flexibility to make 
variations when supported by appropriate reasoning. This needs to be 
documented reasoning that the variation will provide a better planning 
outcome for the development. Information on the situations that Council may 
grant DCP variations can be found within the relevant DCP.  
In the Snowy Monaro Region we have three DCPs which cover each of the 
former local government areas, Cooma-Monaro Shire DCP 2014, Bombala DCP 
2012 and Snowy River DCP 2013. Each of these DCPs can be found on Councils 
website. 
 
 

 

Other Approvals 

In order to undertake some types of development 

such as a dwelling you may also require approvals 

under the Local Government Act and Roads Act. 

These types of approval relate to works associated 

with Plumbing and Drainage Works, Onsite Effluent 

Management System i.e. septic tanks installations 

and driveway construction.  Council can discuss 

these requirements with you at your pre-

lodgement meeting.  

  

4 

http://www.snowymonaro.nsw.gov.au/31/Development
https://www.planningportal.nsw.gov.au/spatialviewer/#/find-a-property/address
https://www.planningportal.nsw.gov.au/spatialviewer/#/find-a-property/address
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PART 2 – DEVELOPMENT ASSESSMENT AND CONSTRUCTION 

APPROVAL PROCESS 

Stage 1: Pre-Lodgement – Getting it right at the start 
 

Stage 1 Participants Responsibilities 

Pre-
Lodgement 

You / Your Team Get informed  

Get the team together  

Chat to neighbours in advance 

Obtain reports and plans 

Compile application documents and forms 

Council Officers Provide advice 

Assist in identifying required reports 

Co-ordinate relevant officers for pre-lodgement 
meetings 

 

The pre-lodgement stage is the front end of the development assessment process. If you get the 

front end right you are more likely to have a simple DA process. Providing council an assessment-

ready application, with all required information will not ‘guarantee’ approval – however, it will assist 

in efficient processing which can save time, for both you and council. 

There are several ways you can determine the controls that apply to your site.  

1. A planning certificate, also called a S10.7 certificate or you may have heard them called by 

their previous name of a s149 certificate lists the planning instruments that apply to your 

land. If you have recently purchased your site, you may have a planning certificate, as they 

form part of the sale contract. Otherwise you can purchase one from council directly.  

 

2. Download a property report from the NSW planning portal at 

https://www.planningportal.nsw.gov.au/ 

https://www.planningportal.nsw.gov.au/sites/default/files/documents/2019/Spatial%20Vie

wer%20QRG%20Final.pdf 

The report is free and provides a simple overview of the key planning controls that apply to 

your site.  

 

3. Visit your council or the Councils website. Council’s website is a great source of planning 

information and specifically deals with the controls that apply to your local area. Including 

some of the following; 

 Local Environmental Plans (LEPs)  

Development Control Plans (DCPs)  

 State Environmental Planning Policies (SEPPs) 

https://www.planningportal.nsw.gov.au/
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 Application forms  

 Checklists  

Useful links  

 

Getting information about what you will need for your development: 

PRE DA MEETING 

You can book a Pre-DA meeting with Council’s 
planning department on 1300 345 345. You will 
need to book ahead to ensure that relevant staff 
are available to meet with you and your team. It 
is suggested that if there are any technical 
questions that may require expertise from staff 
from another department (for example, 
questions regarding building standards) that you 
let the staff member booking the appointment 
know so that we can organise for other 
department members to be present at the 
meeting. 
 
While Council endeavours to provide accurate 
and reliable information at these meetings any 
advice provided is not  legally binding and  all 
information will be provided in good faith and on 
a without prejudice basis.  No decisions 
regarding your development will be made at the 
Pre DA stage. You may wish to seek your own 
independent town planning and/or legal advice 
in regards to your development at this early 
stage as well to assist in the preparation of your 
application. A written copy of discussions will be 
provided to you confirming matter discussed. 

CHECKLISTS 

Council has DA checklists that are available 
online and provide a general list of the 
information that would usually be required for 
certain types of development. If you have any 
questions about any of the items listed please 
feel free to call 1300 345 345 to discuss your 
situation with one of Council’s planning staff. 
 
 
FEES 

Fees associated with lodgement of a 
Development Application are set by the State 
Government and Council. Fees are based on the 
cost of works proposed and they can be found 
on Councils website or alternatively you can 
obtain a written quote by emailing 
planning@snowymonaro.nsw.gov.au with a 
description of your development, estimated cost 
of works and details of which applications you 
require a quote.  
 

 

PREPARING THE DEVELOPMENT APPLICATION  

In preparing your DA you may need an architect or building designer to prepare (and cost) your 

plans, plus a number of specialists, depending on your site and your proposal e.g. land surveyor, 

engineer, ecologist and town planner. You can find experienced people by:  

 Talking to friends and neighbours who have done similar work.  

 Looking at similar designs locally and asking the owners. 

 Searching at professional organisation registration websites.  

In some cases applicants can draw their own plans for the development; however, while this is 

possible the plans are required to be legible, accurate and meet certain criteria.  

DOCUMENTATION 

Development applications require the following plans to be submitted: 

mailto:planning@snowymonaro.nsw.gov.au
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 Site Plan 

 Architectural Plans which include, elevations, floor plans, roof plans and section plans. 

The following additional plans may be required (while this information can be submitted on the site 

plan it may be more practical and appropriate to provide the information on its own plan):  

 Landscaping plan  Survey plan 

 Parking and access plan   External colours and material plan 

 Stormwater plan  

 

Site Plans 

Show the boundary dimensions and site area  Have a true north point shown 
Include the location of any easements on the 

property  
Show existing vegetation/trees  
 

Describe the existing levels of land (this is 
shown with the use of contours) 

Be drawn to scale 

Show the location and uses of buildings on 
adjoining sites  

Show the location of any proposed water 
tanks 

For sites not serviced by Council wastewater 
system show the  location of any on-site 
sewage management system, including 
trenches 

Show the location of proposed building/s or 
works, including distances to boundaries, 
existing buildings and any adjoining 
development 

Show the proposed method of draining 
stormwater from land/building, including on-
site detention 

Show the location of any existing services on 
the site including water, sewer, electricity 
lines, gas, telephone and stormwater 

Describe and show the proposed landscaping, 
earthworks and treatment of land (including 
plant species and mature height)  

Show the driveways, parking arrangements, 
and entry and exit points for vehicles. This 
must include dimensions, width, maximum 
grade, paths of travel of vehicles and proposed 
standard of construction (eg, dirt track, graded 
gravel, bitumen sealed, concrete) 

Show the location of outdoor clothes drying 
facilities 

Show the garbage disposal/collection area 

 

 

Elevations 

Elevations must be drawn to scale with dimensions 

and show:  

 External finishes 

Height of the building (including to top roof 

line)  

 Floor heights from ground 

 Levels of cut and fill (if any) 

Height of retaining walls (if any) 

http://www.basix.nsw.gov.au/
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Floor Plans 

Floor plans must be drawn to scale with dimensions and show: 

Room uses Room sizes Room layout 
Location of any solid fuel heaters 
Locations of windows/doors 

You will also need to submit a Statement Environmental Effects with your development application. 

A Statement of Environmental Effects (or SEE) details and explains the likely impacts of the proposed 

development both during and after the development, and the proposed measures that will mitigate 

these impacts. The size and complexity of the SEE will depend on the development proposed, 

Council has a proforma SEE on our website that is sufficient for most developments this guide relates 

to.  
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ELEVATIONS 
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Stage 2: Lodging your application – Including initial administration by Council 
 

Stage 2 Participants Responsibilities 

Lodgement You / Your Team All information collated ready for lodgement 

Fees paid 

Lodge DA with required forms completed  

Council Officers Check completeness of application  

Referrals – to internal experts and State agencies 

Formal notification to neighbours and community 
as required  

 

Lodge your DA with council ensuring it is assessment 

ready. When you have filled out all the required forms 

you can lodge your application with council. 

A completed DA will generally include:  

 Any necessary specialist reports.  

 Council’s DA form and checklist.  

 All matters required for a DA as listed 

in the EP&A Regulation (Schedule 1, 

Part 1, see appendix A of this guide);  

 Payment of required DA fee. 

 Lodgement can be:  

Over the counter at Council 

 Via email 

 Via the post  

Online via the Planning Portal (coming soon) 

 At your local Service One (coming soon)  

It is the applicant’s responsibility to provide all the required information and to make sure your DA 

provides enough detail to enable council to make a decision. Getting this right will save you and 

council time and money.  If all required information is not provided, Council will not be in a position 

to receive, lodge and determine the application.  

Fees are set out in the EP&A Regulation and must accompany an application. They are based on the 

estimated cost of the development that you must provide. You need to ensure the estimates are 

accurate.  

Council has internal experts who will comment on different issues and a check by these experts of 

your DAs after lodgement will occur to ensure the information is adequate to make a decision. If you 
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application is one which requires referral to a state agency the experts in these agencies will provide 

comment or agreement/approval within their areas of expertise. 

Some development types require neighbour notification or to be advertised as part of the 

assessment process. This gives individuals or groups who may be impacted by a development an 

opportunity to make comments on relevant planning considerations.  

The scale of notification or advertisement depends on the development and not all development will 

require notification, details can be found in Snowy Monaro Planning and Development Community 

Participation Plan 2019 on www.snowymonaro.nsw.gov.au  

Council recognises that applicants are eager for determination of their application. Applications are 

allocated to designated assessment officers who will work through allocated applications in a timely 

manner and in order of submission.  In order for the assessing officer to provide an effective and 

efficient service to our customers please be aware that it is not uncommon for officers to have 

several applications to assess at the one time and as such the officers time is best spend assessing 

your application and not providing weekly updates on the progress of the application.   

To address this issue you may wish to check Council on-line DA tracker on the progress of the 

application or alternatively await for your assessment officer to contact you. If there is a significant 

issue or need for clarification, your assessment officer will contact you. 

In some instances a Development Application may be made on your behalf. In this circumstance if 

you have engaged an alternative contact person Council will contact them and not you. There will be 

some instances where council may request to speak to a member of your specialist team e.g. 

engineer which in most instances will be through the applicant and if additional information is 

required this request will be made in writing. 

 

http://www.snowymonaro.nsw.gov.au/
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Stage 3: Assessment – What happens to your DA now? 
 

Stage 3 Participants  Responsibilities 

Assessment You / Your Team Remain patient 

Provide access to the development site 

Provide additional information if requested 

Council Assessment Officer Assess 

Review submissions/referrals 

Request additional information if required 

Referring agencies and 
officers  

Provide comments and advice 

 

Under the EP&A Act, all Development Applications must be formally assessed by the Council no 

matter the type or scale.   

The six matters that Council must consider (under section 4.15 of the EP&A Act) are:  

 All plans and policies that apply – SEPPs, LEPs, DCPs (as outlined in Part 1 of this 

guide).  

 Impacts of your proposal on the natural and built environment and the social and 

economic impacts in the locality.  

 The suitability of your site for your proposal (e.g. physical characteristics, availability 

of access and services).  

 Any submissions (such as from neighbours or other groups).  

 Any comments or agreements/approvals from any NSW Government agency.  

 The broader public interest. 

If you get the ‘front end’ right then the assessment officer will most likely have all the information 

required to make a determination. However, it may be necessary for the assessment officer to 

contact you or your consultant and request clarification or additional information. Your assistance is 

appreciated if you can respond quickly and it’s best to get your experts to talk directly with council if 

further clarification is needed. 

If your Development Application is referred to an 

external agency (for example the Transport for NSW 

or the NSW Rural Fire Service) they will usually 

respond within 21 days. There are times when they 

will request additional technical information that 

must be provided by the applicant before they can 

provide their response. In some cases Council cannot 

approve a development if the external agency does 

not support the application. 
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Stage 4: Determination – The decision 

Stage 4 Participants  Responsibilities 

Determination 
 

You / Your Team Read conditions 

Seek clarification if needed 

Council Officers Complete determination including conditions 
and/or reasons for decision 

Advise you of decision 

 

There are three possible outcomes for a DA: 

 

Your development consent is a legal document and is extremely important – you must build 

according to conditions of the consent to avoid possible penalties or having to make costly 

rectification measures. As the owner, you should carefully read and discuss these conditions with 

your certification and building team members, as the conditions may modify the proposal you 

submitted (e.g. reducing height, deleting elements, adding a privacy screen, requiring a retaining 

wall). These changes may increase the cost of your construction.  

Getting it right at the start will help minimise unexpected and unplanned costs because of conditions 

imposed. 

Consents last for five years unless another period is specified by council or physical commencement 

has occurred. Physical commencement prevents a consent from lapsing. It is important to read and 

understand your consent conditions as there may be prerequisites for physical commencement 

described within.  This timeframe is set by State legislation and no extensions can be granted to 

extend the lapsing period beyond 5 years. 

Most development applications in the Snowy Monaro Council area are determined by planning staff, 

however, your development application may be presented to a Council meeting for determination. 

Usually this would be required if there were more than 5 objections to your development 

application, if there are potential significant impacts or requires a significant variation to the 

relevant planning restrictions. The circumstances in which development applications will be referred 

Development Consent: approval, with conditions 

DA Refusals: With reasons

Deferred Commencement Consent: that is, a consent does 
not opertate until one or more important matters are 
resolved. 
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to Council for determination can be found in the “Referral of Development Applications to Council” 

Policy, on Councils website.   

 

If an application is being determined by Council the assessing officer will write a report for the 

Council meeting with the relevant information about the application including a recommendation 

for the determination. If an application is to be determined at a Council meeting, the applicant and 

any person who made a submission will be notified of the meeting, advising they are able to speak 

to the item at the meeting.  A delay to the determination of your application can occur due to the 

reports required being more complicated, meetings being held once a month and because the 

reports must be submitted for each meeting over a fortnight in advance. In general, a decision is 

made on the application at the first Council meeting it is presented to however the Councillors have 

the ability to defer the decision and request additional information to allow them to make a 

decision. Should this be the case the report is amended (if required) a and resubmitted to a Council 

meeting for decision.  Should this occur you as the applicant will be notified that the decision has 

been deferred and you will be notified of the new date to which the application will be presented.  

If you wish to make changes to your approved plans (or the conditions), you can submit an 

application for a Modification of Consent (this is also called a s4.55 application). This may be needed 

depending on the particular aspects of the development. The development you seek to modify must 

remain substantially the same as the development the original consent was granted for. If the 

application varies significantly from the original consent a new DA must be lodged.  

Modifications can be time consuming and cost additional fees. Getting the intended outcome right 

in the initial DA is much easier. 
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Stage 5: Post determination – Get your approval to build and start work 
 

Stage 5 Participants   Responsibilities 

Post 
Determination 

You / Your Team Apply and obtain Construction Certificate (CC) 

Obtain Owner/Builder Permit if required and submit to 
certifier 

Sign contract with certifier’s authority  

Obtain Home Owners Warranty if required and submit to 
certifier 

Appoint Certifying Authority (CA) 

Remain engaged with your team 

Build as per approved plans and ensure compliance with 
conditions of consent 

Ensure inspections are carried out  

Certifiers (council or 
private) 

Issue Construction Certificate (CC) 

Undertake mandated Inspections 

Issue Occupation Certificate 

 

BEFORE YOU START BUILDING 

Before you can start building (including site preparation works) you must do four things:  

 

 

The Construction Certificate (CC) must be obtained from your council or an accredited certifier and 

includes your detailed building plans/engineering details and specifications. The plans will most 

likely contain a lot more information than your approved DA plans, to allow your builder to work 

directly from them. The building must be consistent with them and the development consent. 

Obtain a Construction Certificate - building approval from your council or a 
private certifier.

Appoint a Principal Certifying Authority (PCA) to certify your development 
duriong construction - this can be your council or an accredited certifier. 
Sign a contract of appointment with your chosen certifying authority. 

Provide Council and the PCA two days notice before you start work.

Complete any works listed in the "Prior to Commencing Work' part of the DA 
consent. 
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As owner your role is to work with the CA and 

the builder, keeping an eye on the work (and 

the terms of your development consent), 

managing the site and organising mandatory 

inspections. These inspections should be 

booked ahead of time to ensure that certifiers 

are available to attend  

your site on the required day otherwise this 

may cause delays. The CA will brief the builder 

and you about the process. You have a role in 

ensuring that your team follows the procedures 

required for organising inspections – missing an 

inspection can lead to delays and complications. 

Keeping a close eye on the work and being sure 

it is consistent with the development consent 

and any conditions attached is very important. 

Orders can be issued by council to stop work 

and fix any errors. This can cost time and 

money or even lead to penalties. 
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Stage 6: Completion and Occupation 
 

Stage 6 Participants   Responsibilities 

Completion 
and Occupation 

You / Your Team Ensure all conditions are met 

Make application for Occupation Certificate 

Certifiers (council or private) Ensure all conditions have been met 

Issue Occupation Certificate (OC) 
 

(The Occupation Certificate (OC) authorises the occupation and use of a new building or building 

section.  

Depending on the particular OC sought, the CA must be satisfied the development meets various 

regulatory standards. These generally include that: 

 The design and construction of the building is not inconsistent with the development 

consent.  

 Any pre-conditions set out in the consent or requirements of planning agreements 

have been satisfied.  

 That the building is suitable for occupation (in accordance with its BCA 

classification).  

The issue of the final OC is the last step in the formal DA and construction process (though there 

could be ongoing ‘operational’ conditions such as maintaining appropriate noise levels or landscape 

maintenance). 
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DEFINITIONS 
 
BASIX (Building and Sustainability Index) BASIX aims to improve the energy and water efficiency of 
dwellings. The design of a dwelling must meet certain targets in order to obtain a BASIX Certificate. A 
BASIX Certificate must be provided with any DA for a new home or any additions/alterations over 
the value of $50,000. 
 
Building Code of Australia (BCA) The Building Code of Australia (BCA) is a set of rules and provisions 
relating to the design and construction of buildings throughout Australia. 
 
Building work means any physical activity involved in the erection of a building.  
 
Construction Certificate (CC) is a certificate to the effect that work completed in accordance with 
specified plans and specifications will comply with the requirements of the Act and Regulations.  
 
Complying Development means development that meets the Complying Development criteria and 
does not need a DA or a CC. Involves small scale developments like minor dwelling alterations and 
additions, internal shop or office works, garages, carports, swimming pools, sheds etc 
 
Development application (DA) means an application for consent under Part 4 of the EP&A Act to 
carry out development. It is usually made to the local council. It consists of standard forms, detailed 
plan drawings and a number of detailed documents (called ‘submission requirements’).  
 
Development consent means consent under Part 4 of the EP&A Act to carry out development and 
includes, unless expressly excluded, a Complying Development Certificate.  
 
Development Control Plan (DCP) is a detailed guideline that illustrates the controls that apply to a 
particular type of development or in a particular area and is made under the EP&A Act.  
 
Dwelling means a room or suite of rooms occupied or used, or constructed or adapted so as to be 
capable of being occupied or used as a separate domicile.  
 
Environmental Planning Instruments (EPIs) means an LEP or SEPP made under Part 3 of the EP&A 
Act. They contain the controls that apply in relation to the development of an area/site. 
 
Exempt Development is classified in an EPI as development that may be carried out without the 
need for development consent because it will have minimal environmental impact, so long as any 
requirements of the EPI are satisfied.  
 
Local Environmental Plan (LEP) is the principal statutory plan that directs development at the local 
government level. It is a written document with associated maps specifying development that is 
permissible with and without consent, identifies sensitive land and contains special provisions 
relating to particular types of development. 
 
Occupation Certificate, issued by the Principal Certifying Authority, is a certificate that authorises 
the occupation and use of a new building, or a change of building use for an existing building. It is a 
post-construction check on whether necessary approvals and certificates are in place for the 
development and the building is suitable for occupation or use in accordance with its BCA 
classification.  
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Principal development standards are those standards that are so important that they are included 
in the LEP e.g. building height, floor space ratio.  
 
 
Public Domain refers to public land adjoining or in the vicinity of a site; for instance, streets, 
footpaths and public reserves.  
 
Secondary dwelling means a self-contained dwelling that is established in conjunction with another 
dwelling (the principal dwelling), and is on the same lot of land as the principal dwelling. It may be 
located within, or is attached to, or is separate from, the principal dwelling. 
 
State Environmental Planning Policies (SEPPs) are a form of EPI made under the EP&A Act by the 
Governor to make provision with respect to any matter that, in the opinion of the Minister, is of 
State or regional environmental planning significance, or is of environmental planning significance to 
a district in the Greater Sydney Region. 
 
Statement of Environmental Effects (SEE) is a formal report prepared for the applicant in support of 
their DA, addressing the council controls and the merits of the proposal.  
 
Zoning is the system of categorising land uses as prohibited, requiring consent or not requiring 
consent within particular areas. Zones (such as Residential or Commercial) are generally shown in 
map form and their objects and permissible uses are set out in EPIs. 
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APPENDIX A  
 
Schedule 1 Part 1 Environmental Planning and Assessment Regulation 2000 
 
Part 1 Development applications 

1. Information to be included in development application 

1) A development application must contain the following information— 

a) the name and address of the applicant, 

b) a description of the development to be carried out, 

c) the address, and formal particulars of title, of the land on which the development is to 
be carried out, 

d) an indication as to whether the land is, or is part of, critical habitat, 

e) an indication as to whether the development is likely to significantly affect threatened 
species, populations or ecological communities, or their habitats, unless the 
development is taken to be development that is not likely to have such an effect 
because it is biodiversity compliant development, 

ea) for biodiversity compliant development, an indication of the reason why the 
development is biodiversity compliant development, 

f) a list of any authorities from which concurrence must be obtained before the 
development may lawfully be carried out or from which concurrence would have been 
required but for section 4.13(2A) or 4.41, 

f1)  in the case of an application that is accompanied by a biodiversity development 
assessment report, the reasonable steps taken to obtain the like-for-like biodiversity 
credits required to be retired under the report to offset the residual impacts on 
biodiversity values if different biodiversity credits are proposed to be used as offsets in 
accordance with the variation rules under the Biodiversity Conservation Act 2016, 

f2)  if the land is subject to a private land conservation agreement under the Biodiversity 
Conservation Act 2016, a description of the kind of agreement and the area to which it 
applies, 

g)  a list of any approvals of the kind referred to in section 4.46(1) of the Act that must be 
obtained before the development may lawfully be carried out, 

g1)  in the case of State significant development, a list of any authorisations that must be 
provided under section 4.42 of the Act in relation to the development, 

h) the estimated cost of the development, 

h1) in the case of State significant development, the capital investment value of the 
development, 

i) evidence that the owner of the land on which the development is to be carried out 
consents to the application, but only if the application is made by a person other than 
the owner and the owner’s consent is required by this Regulation, 

j) list of the documents accompanying the application. 
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2) In this Schedule, biodiversity compliant development means— 

a) development proposed to be carried out on biodiversity certified land within the 
meaning of Part 7AA of the Threatened Species Conservation Act 1995, or 

b) development in respect of which a biobanking statement has been issued in respect of 
the development under Part 7A of the Threatened Species Conservation Act 1995, or 

c) development to which the biodiversity certification conferred by Part 7 of Schedule 7 to 
the Threatened Species Conservation Act 1995 applies, or 

d) development for which development consent is required under a biodiversity certified 
EPI (within the meaning of Part 8 of Schedule 7 to the Threatened Species Conservation 
Act 1995). 

2. Documents to accompany development application 

1) A development application must be accompanied by the following documents— 

a) a site plan of the land, 

b) a sketch of the development, 

c) a statement of environmental effects (in the case of development other than 
designated development or State significant development), 

d) in the case of development that involves the erection of a building, an A4 plan of the 
building that indicates its height and external configuration, as erected, in relation to its 
site (as referred to in clause 56 of this Regulation), 

e) an environmental impact statement (in the case of designated development or State 
significant development), 

f) a species impact statement (in the case of land that is, or is part of, critical habitat or 
development that is likely to significantly affect threatened species, populations or 
ecological communities, or their habitats), but not if the development application is for 
State significant development, 

g) if the development involves any subdivision work, preliminary engineering drawings of 
the work to be carried out, 

h) if an environmental planning instrument requires arrangements for any matter to have 
been made before development consent may be granted (such as arrangements for the 
provision of utility services), documentary evidence that such arrangements have been 
made, 

i) if the development involves a change of use of a building (other than a dwelling-house 
or a building or structure that is ancillary to a dwelling-house and other than a 
temporary structure)— 

i. a list of the Category 1 fire safety provisions that currently apply to the existing 
building, and 

ii. a list of the Category 1 fire safety provisions that are to apply to the building 
following its change of use, 

j) if the development involves building work to alter, expand or rebuild an existing 
building, a scaled plan of the existing building, 

k) if the land is within a wilderness area and is the subject of a wilderness protection 
agreement or conservation agreement within the meaning of the Wilderness Act 1987, 



9.3.1 DA BEST PRACTICE GUIDE AND PROCESSING TIMES 
ATTACHMENT 1 GUIDE TO THE DEVELOPMENT ASSESSMENT PROCESS  Page 115 

 

a copy of the consent of the Minister for the Environment to the carrying out of the 
development, 

k1)  in the case of development comprising mining for coal (within the meaning of section 
380AA of the Mining Act 1992)—documentary evidence that the applicant holds an 
authority under the Mining Act 1992 in respect of coal and the land concerned or has 
the written consent of the holder of such an authority to make the development 
application, 

l) in the case of development to which clause 2A applies, such other documents as any 
BASIX certificate for the development requires to accompany the application, 

m) in the case of BASIX optional development—if the development application is 
accompanied by a BASIX certificate or BASIX certificates (despite there being no 
obligation under clause 2A for it to be so accompanied), such other documents as any 
BASIX certificate for the development requires to accompany the application, 

n) if the development involves the erection of a temporary structure, the following 
documents— 

i. documentation that specifies the live and dead loads the temporary structure is 
designed to meet, 

ii. a list of any proposed fire safety measures to be provided in connection with the 
use of the temporary structure, 

iii. in the case of a temporary structure proposed to be used as an entertainment 
venue—a statement as to how the performance requirements of Part B1 and 
NSW Part H102 of Volume One of the Building Code of Australia are to be 
complied with (if a performance solution, to meet the performance 
requirements, is to be used), 

iv. documentation describing any accredited building product or system sought to be 
relied on for the purposes of section 4.15(4) of the Act, 

v. copies of any compliance certificates to be relied on, 

o) in the case of a development involving the use of a building as an entertainment venue 
or a function centre, pub, registered club or restaurant—a statement that specifies the 
maximum number of persons proposed to occupy, at any one time, that part of the 
building to which the use applies. 

2) The site plan referred to in subclause (1)(a) must indicate the following matters— 

a) the location, boundary dimensions, site area and north point of the land, 

b) existing vegetation and trees on the land, 

c) the location and uses of existing buildings on the land, 

d) existing levels of the land in relation to buildings and roads, 

e) the location and uses of buildings on sites adjoining the land. 

3) The sketch referred to in subclause (1)(b) must indicate the following matters— 

a) the location of any proposed buildings or works (including extensions or additions to 
existing buildings or works) in relation to the land’s boundaries and adjoining 
development, 

b) floor plans of any proposed buildings showing layout, partitioning, room sizes and 
intended uses of each part of the building, 



9.3.1 DA BEST PRACTICE GUIDE AND PROCESSING TIMES 
ATTACHMENT 1 GUIDE TO THE DEVELOPMENT ASSESSMENT PROCESS  Page 116 

 

c) elevations and sections showing proposed external finishes and heights of any proposed 
buildings (other than temporary structures), 

c1) elevations and sections showing heights of any proposed temporary structures and the 
materials of which any such structures are proposed to be made (using the 
abbreviations set out in clause 7 of this Schedule), 

d) proposed finished levels of the land in relation to existing and proposed buildings and 
roads, 

e) proposed parking arrangements, entry and exit points for vehicles, and provision for 
movement of vehicles within the site (including dimensions where appropriate), 

f) proposed landscaping and treatment of the land (indicating plant types and their height 
and maturity), 

g) proposed methods of draining the land, 

h) in the case of development to which clause 2A applies, such other matters as any BASIX 
certificate for the development requires to be included on the sketch, 

i) in the case of BASIX optional development—if the development application is 
accompanied by a BASIX certificate or BASIX certificates (despite there being no 
obligation under clause 2A for it to be so accompanied), such other matters as any 
BASIX certificate for the development requires to be included on the sketch. 

4) A statement of environmental effects referred to in subclause (1)(c) must indicate the 
following matters— 

a) the environmental impacts of the development, 

b) how the environmental impacts of the development have been identified, 

c) the steps to be taken to protect the environment or to lessen the expected harm to the 
environment, 

d) any matters required to be indicated by any guidelines issued by the Planning Secretary 
for the purposes of this clause. 

5) In addition, a statement of environmental effects referred to in subclause (1)(c) or an 
environmental impact statement in respect of State significant development must include 
the following, if the development application relates to residential apartment development 
to which State Environmental Planning Policy No 65—Design Quality of Residential 
Apartment Development applies— 

a) an explanation of how— 

i. the design quality principles are addressed in the development, and 

ii. in terms of the Apartment Design Guide, the objectives of that guide have been 
achieved in the development, 

b) drawings of the proposed development in the context of surrounding development, 
including the streetscape, 

c) development compliance with building heights, building height planes, setbacks and 
building envelope controls (if applicable) marked on plans, sections and elevations, 

d) drawings of the proposed landscape area, including species selected and materials to be 
used, presented in the context of the proposed building or buildings, and the 
surrounding development and its context, 
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e) if the proposed development is within an area in which the built form is changing, 
statements of the existing and likely future contexts, 

f) photomontages of the proposed development in the context of surrounding 
development, 

g) a sample board of the proposed materials and colours of the facade, 

h) detailed sections of proposed facades, 

i) if appropriate, a model that includes the context. 

5A)  The species impact statement referred to in subclause (1)(f) is not required in relation to 
the effect of the development on any threatened species, populations or ecological 
communities, or their habitats, if the development is taken to be development that is not 
likely to significantly affect those threatened species, populations or ecological 
communities, or their habitats, because it is biodiversity compliant development. 

6) In the case of development to which clause 2A applies, the explanation referred to in 
subclause (5)(a) need not deal with the design quality principles referred to in that 
paragraph to the extent to which they aim— 

a) to reduce consumption of mains-supplied potable water, or reduce emissions of 
greenhouse gases, in the use of the building or in the use of the land on which the 
building is situated, or 

b) to improve the thermal performance of the building. 

2A   BASIX certificate required for certain development 

1) In addition to the documents required by clause 2, a development application for any 
BASIX affected development must also be accompanied by a BASIX certificate or BASIX 
certificates for the development, being a BASIX certificate or BASIX certificates that has or 
have been issued no earlier than 3 months before the date on which the application is 
made. 

2) If the proposed development involves the alteration, enlargement or extension of a BASIX 
affected building that contains more than one dwelling, a separate BASIX certificate is 
required for each dwelling concerned. 
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1 Functions and Delegations  

1.1 Introduction  

Snowy Monaro Regional Council (Council) recognises the important part volunteers and 

community groups play in providing and managing Council facilities or services. There are a 

number of Committees which are constituted under the powers provided by the Local 

Government Act, this document is provided for the guidance of these Committees.  

These Committees can have different responsibilities, advisory or management, and for this 

reason some clauses in this manual will not necessarily apply or be relevant to every Committee.  

Upon formal approval of a section 355 Committee 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 and are adequately covered by insurance.  

This manual has 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 Committee: and  

 Clarify Council’s and the Committee members’ role in this partnership 

 To work in a healthy and safe environment  

 To be adequately covered by insurance.   

 

SMRC provides advice and direction on matters associated with these Committees and members 

can seek Council’s assistance in this crucial role at any time. 

1.2 Manual Updates and Support for Committee Processes  

This manual is provided as a resource to assist section 355 committees with their operations. It is 

accompanied by a set of supporting documents which provide more detail on specific activities 

and have been developed to assist with the running of a successful committees. 

All forms and templates will be provided in soft copy, hard copies will be provided on request from 

the committees.   

This manual will be reviewed and updated at the end of each term of the committees. Updates to 

the forms and templates will be communicated to the committees on a timely basis, and 

additional forms and templates may be added from time to time.   
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1.3 Why Does Council Have Section 355 Committees?  

The Committees provide a mechanism by which interested persons can have an active role in the 

provision / management of Council facilities or services. In many cases committees comprising 

members of the local community are in the best position to operate, facilitate or provide advice 

back to Council because those members are attuned to the needs of that community and are 

therefore in the best position to translate those needs into action.  

This provides a two-fold benefit by giving protection to the Committee operating under the 

banner of Council, and by providing Council with assistance in the carrying out of its functions.  

 

1.4 How are Section 355 Committees Established  

Under Section 355 of the Local Government Act 1993 (the Act), a function of Council may, subject 

to this Chapter, be exercised by a committee of the Council. A function of Council is defined as a 

power, authority and duty of Council.  

The charter, role and delegated power of a committee will be determined by a resolution of the 

Council. Council has appointed a number of Section 355 Committees to assist in decision making 

processes to undertake various Council functions.  

 

The following are criteria for section 355 Advisory and Management Committees:  

Criteria to determine 
whether Advisory or 
Management 

Advisory Committee Management Committee 

 

Funding Council manage the funding. Management Committee manages their 
own funding. 

Council provides assistance with  Grant 
applications 

Councillor Representation 

 

At least one Councillor 
representative that chairs the 
meeting with an alternate. 

Committee may or may not have a 
Councillor representative. 

Council Staff Representation 

 

Relevant staff member/s 
required on Committee 

Committee may or may not have Council 
staff member/s on the Committee, 
however relevant liaison staff member is 
required to be identified. 

Committee Representation 
from Community 

 

Define preferred committee 
member skills for expression 
of interest. 

Committee members often determined by 
interest in the facility. 

Reporting to Council Committee reports Quarterly 
to Council – can choose to 
report more frequently as 
required. 

Committee reports to Council annually, 
can choose to report to more frequently as 
required. 
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Charter Required Required 

 

In addition there are some project committees identified as short term activity committees that 

will cease following the completion of the specific objective. 

1.5 Delegation of Function  

The Local Government Act 1993 (LGA), empowers Council to carry out some of its functions in a 

variety of ways. Council may use this power to establish a Committee to which it appoints 

community members to manage a facility or provide advice on an aspect of Council’s operations.  

A committee is an entity in its own right and does not have the ability to sub-delegate although 

working groups can be formed for specific purposes relating to the activity with their objectives.  

It should be noted that the Council cannot delegate authority to a body (including a committee) 

that contains an employee of Council, other than in an ex-officio role.  

 

2 Scope of Committee Activities   

2.1 Responsibilities 

A Section 355 Committee is considered an operating arm of Council and as such committees are 

required to comply with Council policies and procedures and work in collaboration with Council 

staff to achieve the best possible outcomes for the community.  

2.2 Limitation of Powers 

The Committee may not make decisions concerning the following: 

a)  Employment of any person for any reason. 

b)  Fixing of charges or fees (the Committee may submit recommendations for approval 

by the Council in relation to the fixing of charges and fees for use of the facility under 

its control). 

c)  Borrowing of any monies without the express written consent of Council on each such 

occasion. 

d)  The sale, lease or surrender of any land or other property vested in its care under the 

provisions of Local Government Act 1993, (as amended). 

e) The acceptance of tenders, which are required to be called by Council.  (The 

committee may invite and accept quotations for minor works, goods and services 

covered within the scope of its authority or as agreed with Council). 

g) The payment or making of any profit, gain or gift, to or by its members as well as 

allowance or travelling expenses incurred whilst attending committee meetings. 

h) The carrying out of any works on or to the facility including alterations, reconstructions 

or construction without the prior consent of Council.  (Does not include minor 

maintenance works). 



9.4.9 ENDORSEMENT OF SMRC SECTION 355 MANUAL  
ATTACHMENT 1 SECTION 355 COMMITTEE MANUAL  Page 157 

 

i) Unreasonably withholding consent for the letting of the facility to any organisation 

which agrees to comply with and adhere to the rules adopted for use of the facility, 

providing an acceptable letting period is available. 

j) Vote monies for expenditure on the works, services or operations of Council. 

The exercise by the Committee of its powers 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 Chief Executive Officer (CEO) to the Committee.  The Committee will observe any 

Rules and Regulations made by Council, in relation to the facility or the role of the Committee. 

If at any time the Committee is deemed to be functioning outside the limits of its powers as 

described herein, all powers may be revoked by written notice to the Committee signed by the 

CEO. 

2.3 Care, Control and Management  

For the Committee to achieve effective care, control and management there are certain 

responsibilities that need to be undertaken. 

Care includes: 

• Ensuring the health, safety and welfare of persons using the facility or participating in a 

function of the Committee. 

• Maintaining the facility and protecting the physical asset from damage, misuse and 

deterioration. 

• Ensuring the security of the facility and those adequate security systems are in place. 

• Advising Council of any potential insurance risks that may arise in regard to buildings 

and users. 

• Attaining sufficient funds to maintain the facility as an “ongoing concern”. 

• Ensuring sufficient and equitable access to the facility by the community. 

Control includes: 

• Holding regular meetings with recorded minutes. 

• Monitoring and maintaining financial records. 

• Submitting an annual report and all financial records for an annual audit. 

• Recommending hiring fee structures for determination by the Council. 

• Administering and overseeing the use of the facility by other groups. 

• All committees are encouraged to maintain an email address to which all 

correspondence will be forwarded or, as an alternative a physical address. 

• Submitting a current list of all Committee members including the address, phone 

numbers and emails to Council immediately following nominations of the Committee 

where there are changes. 

• Submitting office bearer’s names to Council following the Annual General meeting. 

Management includes: 
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• Ensuring all monies received will be used for the benefit of the facility in an equitable, 

honest and consistent manner. 

• Ensuring that the organisation is not used for the financial gain of individual members. 

• Being aware of, and involved in, appropriate community activities which are 

compatible with the goals of the facility. 

• Recommending policies and procedures which contribute toward the effective 

management of the facility. 

2.4 Accountability  

The Committees are primarily accountable to Council but also user groups and the general 

community. To facilitate this accountability, the Committees are required to: 

a) Hold an Annual General Meeting (AGM) to elect office bearers; 

b) Provide reports, minutes and annual financial statements to Council as required; 

c) Ensure user groups know the time and dates of meetings.  

2.5 Code of Conduct  

SMRC has adopted a Code of Conduct that is applicable to elected Councillors, employed staff and 

Committee members. This Code of Conduct sets out the principles to ensure the business of 

Councils is carried out in an efficient, honest and impartial way.  

As Committees are operating on behalf of Council, it is important for Committees to be aware of, 

and abide by, this Code of Conduct.  

Council’s Section 355 Committees have the responsibility to ensure the following: 

 Access is available to the entire community and is not denied because of ethnicity, gender, 

disability or religion. 

 Priority of use should be given to non-profit making community groups and organisation’s.  

 That the facility not be aligned with, or advocate or advertise for or on behalf of, any 

political party or person/s.  

When appointed as a community member on a Committee you will receive a copy of Council’s 

Code of Conduct policy and agree, when carrying out your duties as a 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.  

2.6 Council Policies  

As well as the Code of Conduct policy, Council has other policies that are applicable to elected 

Councillors, employees and Committee members. Copies of these policies are available on 

Council’s website. Council policies include, but not limited to: 

 Health and Safety  
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 Code of Conduct 

 Communications  

 Public Interest Disclosures (PID) Internal Reporting  

 Purchasing and Tendering  

 Enterprise Risk Management  

 

3 Appointment and Membership  

Committees benefit from broad representation and should reflect our diverse community. The 

principles of Equal Opportunity should apply to all advertising and recruitment of committee 

members. Appointments to committees will be free from discrimination, and made with 

consideration of the applicant’s potential contribution to the committee based in their skills and 

knowledge.   

Council staff may be able to provide Committees with information and advice on establishing and 

implementing inclusive practices.  

3.1 Appointment and Term of Membership  

To hold office and be responsible for the management of a Council facility or the provision of 

advice, all committee members must be appointed by the Council before being able to vote or 

take part in meetings of the Committee. Committee members must have established ties with the 

Snowy Monaro community, and will be assessed against a set of criteria.  

The term of office for Committees will be the same term as the current Council, with the addition 

of an extra three months after the Local Government Election, unless the Committee has been 

established for a finite time period.  

Nominations for Committees are formally submitted in writing to Council for appointment. Refer 

to Clause 3.5 for procedure to obtain new members when a vacancy occurs.  

3.2 Committee Membership   

The optimal number of a well-functioning committee is seven (7) or nine (9) members. Committee 

membership will number not less than five (5) and not more than nine.  

In relation to those Committees, which are appointed to operate a Council facility, membership 

should reflect the community organisations which use the facility and is open to representation of 

user groups and interested community members. Committees, which are appointed to provide 

advice to Council, representation reflects the particular aspect of Council’s operations on which 

the advice is being provided. Committees work best when the workload is shared amongst the 

committee and a willingness to be actively involved is essential. 
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Each committee will state the actual number, and user group represented, in their Charter unless 

otherwise decided by Council.  

Any alteration to representation is at the discretion of Council. Council reserves the right to 

appoint one of its members to each Committee.  

Committee members are expected to have access to a computer and able to use email as the 

major form of communication.  
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3.3 Dissolution of Committee  

The Council by resolution can dissolve a Committee at any time:  

a) To carry out the control of the facility itself; 

b) If the Committee is not complying with roles and responsibilities of the Committee. 

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

a) Give the Committee six (6) months to be re-established to a viable membership; 

b) Dissolve the Committee and take over the responsibilities, consideration will need to be 

given to the long term viability of the facility or function.  

 
Upon the Committee being dissolved, assets and funds of the (management) Committee shall, 

after payment of expenses and liability, be handed over to Council.  

3.4 Vacation of Office 

The office of any member or office bearer of the Committee will become vacant in the following 

circumstances: 

 If the member becomes bankrupt, applies to take the benefit of any law for the relied of 

bankrupt or insolvent debtors, compounds with his or her creditors or make an assignment 

of his or her remuneration for their benefit;  

 If the member becomes a mentally incapacitated person; 

 If the member resigns membership by notice in writing to the Committee; 

 If the member is absent for more than three consecutive meetings without prior leave of 

the Committee; 

 If a member behaves in a way that contravenes Councils Code of Conduct;  

 If the member ceases to be a member of the organisation which he/she represents, 

(representatives of organisations will be given preference) unless the committee otherwise 

resolves;  

 While serving a sentence (whether or not by way of periodic detention) for a felony or any 

other offence, except a sentence imposed for a failure to pay a fine; or  

 Upon the death of the member. 

3.5 Procedure for Obtaining New Members  

When a position on a Committee becomes vacant or the Committee determines it requires further 

members, the Committee may: 

a. Request Council to advertise for a further member(s), to assist the Committee in a 

particular position.  
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b. Unless a Committee member is urgently required it would be usual practice to advertise 

the vacancy  

c. Advertisements for Committee members can be placed at the direction of the Committee 

or Council.  

d. Determination of the appointment of new members will be in accordance with Clause 3.1. 

Appointment 

e. For an urgent appointment, put a recommendation to the Council for the appointment of 

further known interested member(s) and reason for the urgent appointment. 

3.6 Committee Positions   

Committees consist of office bearers (also known as the Executive) and other Committee 

members. The Committee elects the office bearers at its first meeting and thereafter at each 

Annual General Meeting (AMG) for a twelve month period. Particulars of all appointments must 

be notified in writing to Council within 14 days after appointment is made, eg committee position, 

name, address, email, contact number and the user group represented (if any).  

Committee members need to have a certain degree of commitment to their role as Committee 

members. Committees work best when the workload is shared amongst committee members and 

there is evident goodwill and cooperation amongst members. .  

The roles listed below are only some of the committee’s work, other tasks include scheduling 

maintenance jobs, marketing and promotion, and engaging with the local community. It is 

important each member understands these roles and what is expected from the community.  

3.6.1 Office Bearers/Executive  

Office bearers do not have greater decision making powers than other 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 Committee. 

It is preferred that office bearers have access to a computer, have basic computer skills and be 

able to use email as a major form of communication.  

At a minimum the Committee must have: 

a) Chairperson (also known as the “President”)  

 Manage the operations of the Committee including meetings; 

 Chairs committee meetings 

 Act as official representative of the Committee; 

 Act on behalf of the Committee in an emergency or urgent situation; 

 Assist the Committee members by providing direction, forward planning and vision 

for the committee.  
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 Liaise with Council and forward minutes on a timely basis once adopted.  

b) Secretary 

 Deal with correspondence to and from the Committee; 

 Issue the Agenda with instructions from the Chairperson (if required); 

 Take and distribute meeting minutes; 

 Ensure there is a flow of information to and from the Chairperson; 

 Ensure that official files and records are kept and maintained; 

 Notify members of meetings. 

c) Treasure  

 Liaise regularly with the Bookings Officer; 

 Handle the movement of money within the Committee; 

 Record income and expenditure. Preferably, be able to manage accounts 

electronically. That is, track accounts either in specialized software or in excel 

spreadsheets, pay accounts electronically, manage internet banking and the like; 

 Report on income, expenditure and cash flow; 

 Financial Planning; 

 Submit financial records to Council for auditing. 

d) Bookings Officer  

 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.);  

 Authorise the release of bonds; 

 Must be able to accept email bookings and respond accordingly; 

 Venue briefings for hirers and inspections; 

A Committee member may fill more than 1 role (maximum 2 roles). The responsibilities of 1 

position may be shared between 2 Committee members if desirable.  

3.6.2 Committee Members  

Committee members (non-office bearers) have an important role to play both at meetings and in 

the general running of the committee.  In respect of committees managing Council facilities they 

are the link between the committee, user groups and the community, providing feedback on 

activities through the active participation in discussions, decision-making and/or delegated tasks.  

In respect of committees providing advice to Council, members represent particular groups within 

the community with their contribution aimed at representing the views of those groups. 
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3.6.3 Staff 

Council staff who are appointed to fulfil an advisory role can provide support and resources to 
assist Committees.  

3.7 Committee Charter 

Upon the Council’s formal approval of a Section 355 Committee and approval of its committee 
memberships, all committee members are required to adopt and adhere to the conditions set out 
in this document, in conjunction with the charters of individual committees, which outlines the 
rules and conduct of the committee’s activities.  Adherence will ensure Committees and members 
are aware of their responsibilities and adequately covered by insurance.  

Committee members should familiarise themselves with their S355 Committee charter to ensure 

that they are aware of how their Committee is to function. 

Charters will be reviewed by Council following each Local Government Election, by Council 

resolution, at the request of the Committee or at the discretion of the CEO.   

A request for the charter to be amended, added to or altered will be dealt with at a duly convened 

meeting of the Committee or at an Annual General Meeting and are always subject to Council’s 

approval.  

3.8 Committee Meetings  

All Committee meetings must be held in open session, i.e. Open to members of the public to 

attend. Any person, other than a Committee member, who attends a meeting has no voting rights 

and may not take part in the debate unless invited to do so by the Committee.  

The Committee shall decide the date and time of such meetings, these meeting dates will be 

published on Councils website:  

 Advisory Committees shall meet no less than four (4) times per year; 

 Management Committees shall meet no less than 4 times per year. 

Often Committee members ask why decisions have to be made in a meeting when it may seem 

simpler and much quicker for one member, say the Chairperson to make all the decisions and then 

tell people what jobs they are required to do. Decisions need to be made in meetings because it is 

the entire Committee which is responsible for the facility. 

3.9  Notice of Meetings 

Meetings may be convened either by the Committee, its Chairperson, or by Council. Notice of all 

meetings must be given by the Secretary of the Committee and the following notice (excluding 

public holidays and weekends) must be given to Committee members before each meeting: 

a) Ordinary/General Meeting – notified in the minutes that are prepared and distributed to 

members before the next meeting giving at least 7 full days’ notice.  
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b) Special/Extra-Ordinary Meetings – 3 full days’ notice in writing or by telephone to all 

members. 

c) Annual General Meeting (in the case of committees operating Council facilities) – 14 full 

days’ notice in writing to members plus notice of Annual General Meeting must be placed 

in the local newspaper inviting interested members of the public to attend. The Committee 

must inform Council of this date to be published in the local paper.  

 
Once set by the Committee meeting dates are to be forwarded to Councils governance 

department who will facilitate publication on Councils website and forward to Councillors for their 

information. 

3.9.1  Ordinary/General Meetings  

The Ordinary/General Meetings are held at the time and place agreed to by the Committee.  These 

meetings are to discuss the everyday management and operations of the facility.  To be an official 

meeting there must be a quorum present.  

Note: management committees are required to hold their meetings at the facility they manage.  

Refer to section 5.1 below in the event a quorum is not present.  

3.9.2 Special/Extraordinary Meetings 

Special/extraordinary meetings are called when there is an issue that needs to be discussed and 

decided upon before the next general/ordinary meeting. At least two committee members must 

agree to hold the special meeting, all members must be notified in writing, stating the purpose, 

time and place of the meeting, giving 3 full days’ notice and a quorum must be present. 

3.9.3 Annual General Meetings (AGM)  

An Annual General meeting (AGM) is to be held as soon as possible after the end of the financial 

year and the following business must be conducted:    

a) Confirmation of the minutes of the last Annual General Meeting. 

b) Presentation of the Annual Report on activities in the last year. 

c) Receipt of an audited financial statement of income and expenditure of the last year, giving 

a true and fair view of the activities.  

d) Election of Office Bearers, ie Chairperson, Secretary, etc. for coming year. 

e) Acceptance of nominations from user groups/community members. 

f) Consider recommendations "carried" by way of motion from the floor.   

Prior to this meeting, the Committee nominates an independent person*to be returning officer to 

conduct the election of officers. 

An example of an Agenda for the AGM is included in the supporting documents.  
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* This can be a committee member who is not/has not nominated for an officer bearer position. 

3.10  Election of Office Bearers  

At the AGM all members of the Office Bearers stand down and their positions are declared vacant.  

The Returning Officer takes the chair and calls for nominations for the positions of office bearers.   

3.10.1 Procedures for election 

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 Returning Officer.   

If two or more members are nominated for a single position a vote must be taken. Members 

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 a draw 'from the hat' by the 

Returning Officer (or an impartial observer), takes place.  The first name drawn is elected. 

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. 

4  Annual Report  

This report outlines the activities of the Committee and provides information on the services that 

were provided in the last year.  This report is presented at the AGM before the current Committee 

stands down.  A copy must be submitted to council by 31 August each year, to be reported to 

Council. 

 

5  Meeting Procedures 

Meetings are generally conducted to standard guidelines which are detailed in the following 
section and include: 

a) that a quorum be present; 
b) that appropriate notice is given; 
c) that business on the agenda is properly conducted; 
d) that correspondence and minutes are recorded. 

Committee members should work together to schedule meetings at a mutually convenient time 
for all. Ideally, meetings should be held at the hall or 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, Council must be notified of this change prior to the meeting, to be published 
on the website.  

Meetings should not be held on private property. 
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5.1  A Quorum 

This refers to the minimum number of members who must be in attendance to transact business.   

A quorum will consist of half of the total number of elected members plus one, i.e. if the number 
of members is 9, a quorum would be 5. 

If a quorum is not present within half an hour after the appointed starting time, the meeting will 
be adjourned to a time fixed by the chairperson; or those present can hold an informal meeting to 
discuss matters.  However, any decisions taken by the committee are not recognised until they 
have been ratified by a meeting where a quorum is present.  

5.2  Agenda  

The agenda is an organised list of headings of the major items, in order, that will be discussed at 
the meeting. A copy of the agenda is to be distributed to the Committee members at least two (2) 
days before the meeting, or 7 days before if it is possible. Late matters can be added to the agenda 
at the opening of the meeting as the chairperson calls for discussion on the agenda.  

Each item of business to be discussed at the meeting needs to be put on the agenda.  

Unfinished business and reports on actions taken since previous meetings are included in the 
agenda under ‘Business arising from previous minutes’.   

If items on the agenda are not discussed due to limitations of time, they are carried over to the 
next meeting agenda.   

5.3 Conduct of Business 

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 all relevant information on the matter under 

discussion is available at the meeting.   

5.4  Correspondence 

A list of correspondence received (Inwards) is presented at the Committee meeting by the 
Secretary.  This action is to inform members of any new issues that may have arisen and to report 
on letters received in response to matters raised at previous meetings.  A list of correspondence 
sent out (Outwards) is provided to inform the members of any action taken on their behalf.  All 
correspondence will be suitably filed together for future reference.   

5.5 Minutes 

Minutes of the meeting must be recorded and a motion/recommendation put forward by the 
Committee members. The motion/recommendation after being voted on by the Committee 
should be recorded as “carried” or “lost”, see 5.7 Below. 

This document is to be an accurate recording on what happened at the meeting and are a record 
of action to be taken by the Committee, this includes contacting council to request work or 
assistance.  

The Minutes of each meeting must be sent to Council within 14 days after the meeting, on receipt 
of the Minutes by Council they will be reviewed and the Committee may be contacted if required. 
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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 Committee. 

Minutes are to be confirmed at the Committee’s next meeting and singed by the chairperson. 
These minutes are to be sent to Council.  

The 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 Committees should be kept for at least 7 years. 
 

5.6  Voting 

Voting allows members to express their agreement or disagreement. Voting can be conducted in 

one of 2 ways.  

a) Vote verbally 

The chairperson asks people to say ‘for’ or ‘against’ and then decides which group is the 
largest. 
  

b) Vote by show of hands 

The chairperson asks people in favour of a decision to raise their hands, firstly those in 

favour, counts hands and announces the total, and does the same for those against.  

For motions/recommendations, the Committee needs to have an agreement concerning the way a 

vote will be conducted (either a), b) or c) above), e.g. for the vote to be carried, you will need a 

simple majority (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.  

5.7  Pecuniary and Non-Pecuniary Conflicts of Interest 

Pecuniary and Non-Pecuniary Conflicts of Interest may be defined as an interest that a Committee 
member has in a matter, as a member or employee of a company or other body, because of a 
reasonable likelihood or expectation of appreciable financial gain or loss 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 Committee member. Pecuniary refers to possible financial gain whereas 
non-pecuniary refers to any other type of interest. 
 
Disclosure of Pecuniary and Non-Pecuniary Conflicts of Interests  

a)  Conflicts of Interest should be declared and noted in the meeting minutes if: 
(i) A Committee member has a direct or indirect pecuniary interest in a matter being 

considered or about to be considered at a meeting; or 
(ii) The interest appears to raise a conflict with the proper performance of the 

member’s duties in relation to the consideration of the matter. 

The member must, as soon as possible after becoming aware of the interest, disclose the nature of 
the interest at the next meeting. 

b)  A Committee must ensure that: 
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(i) Particulars of disclosures made under this clause are recorded in the minutes; and 
(ii) The minutes are available for inspection (ie committee meeting minutes are placed 

on Council’s website). 
c)  After a member of a Committee has disclosed the nature of an interest in a matter, the 

member must not: 
(i) Be present during the discussion of the Committee with respect to the matter; or 
(ii) Take part in the decision of the Committee with respect to that matter. 

 

When considering whether or not you have a conflict of interest, it is always important to think 

about how others would view your situation. The onus is on you to identify a conflict of interest 

and take the appropriate action to manage the conflict in favour of your public duty.  

Committees are to maintain a register of conflict of interest.  

5.8  Records of the Committee  

The State Records Act 1998 mandates that all public officials have a responsibility for keeping full 

and accurate records, which document their activities and decisions and the reasons for those 

decisions. They must be kept secure against unauthorised access, alteration, loss or destruction.  

Most of the records of Council Committees, e.g. minutes of meetings, financial records, booking 

diary, etc. should be kept for at least seven years. After this time, they should be given to the 

Council’s Records Department to be archived.  

 

6 Financial Matters  

6.1 Finances   

Committees are given authority to operate by Council and are subject to the same rules and 

regulations. These rules are set out in the Local Government Act, Local Government (General) 

Regulations and Accounting Standards and must be adhered to.  

Committees are, as the name suggests, established to benefit the community and are made up of 

members of the community. Funds raised, received or spent are subject to public scrutiny, just the 

same as Council. The concept of public accountability involves a responsibility to ensure that 

Committee funds are used in the manner for which they were intended and that a clear and full 

disclosure of the Committee’s financial activities is available.  

Council Procurement and Tendering Guideline can be found on council website Procurement, 

Contract and Tenders    

6.2 Accounting   

Council requires the following conditions in relation to Management Committees: 

a) A bank account must be opened at a branch of a recognized bank or Credit Union with an 

office in the LGA, or within reasonable distance for the committee to access. Such account 

https://www.snowymonaro.nsw.gov.au/1253/Procurement-and-Tender
https://www.snowymonaro.nsw.gov.au/1253/Procurement-and-Tender
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will be in the Committees name and list the Australian Business Number (ABN) of Snowy 

Monaro Regional Council.  

b) Monies received by the Committee must be banked within 24 hours or as soon as 

practicable. 

c) The 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. 

c) Information on income and expenditure must be kept either electronically (preferable) or 

hard copy. An excel spreadsheet or suitable accounting software should be used. Or, if the 

accounts must be kept manually, a suitable cashbook, receipt book, bank deposit book and 

petty cash will be maintained and kept up to date. (Refer to the treasurer’s role and 

responsibilities in section 3.6.1) 

d) 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 Committee, 

will be issued for charges and other monies received and duplicates of receipts will be 

retained for audit.  

e) Purchasing: Payment should be made by EFT (electronic funds transfer), or only when 

necessary, can be made by cheque. In every case evidence of the need for the payment Tax 

Invoice is required to be obtained and attached to payment records. A credit card receipt is 

not a Tax Invoice, please ensure receipts say ‘Tax Invoice’ and clearly show any GST 

charged.  

f) Petty Cash, maintained on the imprest systems amount to $100.00, may be kept to meet 

sundry expenses not exceeding $50.00 for any one payment. (For anything more than 

$50.00 a cheque should be drawn). Reimbursements of petty cash are to be effected by 

drawing a cheque in favor of petty cash. The amount of petty cash held at any one time, 

must not, under any circumstances exceed $100.00. 

g) Two signatories are to be required for all cheques or other financial documents. Usually 

this would be the chairperson, secretary or treasurer. 

h) Records will be made available for inspection whenever required by Council’s auditor or an 

authorised officer of Council.  

i) It is recommended the financial report summarising the income and expenditure and a 

bank reconciliation be reported (where available), to each ordinary meeting of the 

Committee.  

j) The Committee will be entitled to spend the monies raised in the management of the 

facility under their control. These monies can only be expended strictly in accordance with 

conditions imposed in these Guidelines, by the Council, and their delegations, and only 

upon the facility of the Council for which the Committee has been constituted.  
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k) In the event that the Committee receives a financial contribution from Council, through its 

Donations and Sponsorship program, this payment will be made in the form of a grant and 

appropriate evidence of expenditure documentation will be required by Council.  

l) An annual Profit and Loss Statement for the Committee must be submitted to Council 

within 30 days from the end of the financial year. These statements shall accompany the 

Annual Report and represent an accurate account of the financial activities of the 

organisation, providing details of income and expenditure with a balance sheet for the 

subject year. 

m) No monies are to be disbursed as a donation to any member of the public.  

The financial year is from 1 July to 30 June for any given year.   

6.3 Asset Register  

At the end of each financial year, the Committee is required to update its Assets Register, which 

shows what major items are held by the Committee on behalf of Council. The Register needs to be 

reviewed annually and forwarded to the appropriate Council Officer with the financial records by 

31 August each year. Each committee must maintain an inventory list of any items they have 

purchased regardless of size and value.  

It is suggested that the assets be categorised into assets owned by the Committee and assets 

owned and stored at the facility by user groups. This record of all assets kept at the facility, and 

who owns what, will avoid confusion if a user group ceases to use the facility and wants to remove 

any assets owned by them. It also provides a record of what is owned and by who in the event of 

theft or damage, say by fire, and a subsequent insurance claim.  

Assets that have been disposed of in the past financial year should also be listed, along with details 

of their method of disposal.  

6.4 Out of Pocket Expenses  

A Committee member cannot incur out of pocket expenses without prior approval by the 

Committee. This approval and a monetary limit is required to be recorded in the meeting minutes.  

Tax invoices for these out of pocket expenses e.g. fuel, stationery, telephone, are required to be 

presented to the Treasurer before reimbursement is made.  

6.5 Honorarium Payments  

A Management Committee’s may vote to pay an honorarium (allowance) to Committee members 

or agents for duties undertaken in their role in the committee as follows: 

a) Up to $100 (excl. GST) maximum per week for Ground Keepers or other roles determined 

by the Committee (e.g. Volunteer coordinator)  
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These payments must firstly be recommended by the Committee and recorded in their Meeting 

Minutes. 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.  

Regular cleaning of facilities and venues should be contracted out to professional cleaners (refer 

to section 8.8 Purchasing of Goods and Services). If a Committee member is involved in ad hoc 

cleaning for example, when a hirer has not adhered to their conditions of hire, 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 Committee and recorded in the Committee Minutes.  

The Committee members and agents receiving payments note that: 

a) The positions are not permanent and can be ceased by the Committee or Council at any 

time; 

b) Payments are performance based and position will be reviewed by the Committee as 

required with the assistance of Council; 

c) Payments requested outside Point 1 or 2 will require approval of Council.  

6.6 Fundraising  

A Management Committee may hold fundraising events to raise funds to improve the facility that 

it manages, to enhance village activities and encourage community spirit. Council supports these 

efforts.  

The following points should be kept in mind if the Committee engages in fundraising activities: 

a) Any fundraising activities must be carried out in accordance with the Charitable 

Fundraising Act 1991. If you are organising a major fundraising event, please complete 

‘Notice of Intention to Organise an Event’ form.  

b) Any fees to be charged by the Committee (e.g. for stall holders, entry fees) must be 

approved by Council. Please advise Council officers at least 3 months before any 

promotional material is distributed to allow time for a report to go before Council seeking 

approval of the fee structure.  

c) Make sure, when organising a fundraising event that all fees, charges and donations 

comply with GST. 

d) Ensure that all necessary Public Liability Insurance cover is arranged/provided. Council’s 

Public Liability Insurance covers Committee members and the activities of the Committee. 

It does not, for instance, cover stall holders or participants (e.g. jumping castle) at an event 

organised by the Committee.   

e) If you are seeking any donation or sponsorship for the fundraising event, refer to Councils 

Donation and Sponsorship Policy.  
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6.7 Applying for Grants  

There are many types of grants available to assist communities in providing services and facilities. 

A Committee that manages a facility on behalf of Council and is applying for a grant to make 

improvements to that facility, must seek Councils approval/consent as the owner of the property.  

It is expected, as part of a request for consent from Council, that the Committee have a clear 

understanding of what the grant is for, and that suitable and accurate designs and costings are 

submitted to ensure adequate funding is obtained. Council may not cover shortfalls on grant 

funding projects that have been under scoped or incorrectly budgeted.  

As the grants programs and their timetables for submission vary greatly, please see Councils 

website for more information.  

6.7.1 Councils Donation and Sponsorship Program  

SMRC offers assistance to the community through its Donations and Sponsorship program. This 

program operates on an annual timetable and is offered twice per year. Committees requesting 

assistance through this program are required to follow the policy, guidelines, the application 

process and (if successful) the acquittal process.   

Council also facilities the BOCO Rock Enhancement Fund, this funding is open to the former 

Bombala and Cooma-Monaro LGAs. Applications for this fund are open between June and July 

each year.  

6.7.2 Development Application (DA) Requirements   

Council’s consent as owner or Reserve Manager (under Crown Land Management Act 2016) on a 

DA being lodged by the Committee or a third party will only be given where there is a copy of the 

Minutes of the Committee showing the Committee has given its consent for the DA to be lodged. 

The Native Title Manager (Property Officer) must review any DA being submitted with regard to 

Crown Land Managed by Council before any approvals can be given. 

6.7.3 Request for Council Support  

If a committee is unable to continue to maintain their facility, due to lack of revenue raised, they 

may request council assistance. Committees requesting assistance with minor maintenance must 

provide council with a written request, a statement of financial performance clearly recording the 

committee’s income and expenditure, all supporting documentation (receipts etc.) and a bank 

statement showing the account balance for that year (or to date at the time of requesting 

assistance). Each request will be assessed on a case-by-case basis.   

Committees must record in the committee minutes the intention to request assistance from 

council and the reasons why.  
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7 Risk Management and Insurance  

7.1 Risk Management  

SMRC recognises that effective risk management is critical for anticipating and managing 

situations or events that could prevent it from achieving its objectives.  

Risk management is a method of undertaking preventative and precautionary measures to avoid 

injury, loss and damage to either persons or property. As a Committee of Council, the Committee 

has a duty of care to ensure the health, safety and welfare of persons using the facility or 

attending an event. This involves regular maintenance to keep the facility and grounds safe, clean 

and tidy, as well as a system of inspection to detect faults and hazards at an early stage. 

The following examples of common problems at events will give you an idea of the type of things 

you would look for in planning and prior to an event on the facility you are managing: 

• holes in grounds or on footpaths 
• marquee pegs in thoroughfares 
• electrical leads on ground and untagged electrical equipment 
• overcrowding in carparks or mixing vehicle and pedestrian traffic 
• uneven stage floor or performance space 
• no hand washing facilities at food handling stalls. 
 

These examples could be rectified with simple solutions. By early identification of hazards, risks 

can be minimised. It is the Committee’s responsibility to ensure that compliance with Council’s 

Risk Management procedures and the relevant paperwork is prepared and kept. 

7.2 General 

Council and Committees of Council are exposed to a wide range of potential liabilities. 

Liabilities can be based on statute and common law duties of care. To ensure compliance there 

must be appropriate policies, procedures and practices in place. The Committee must ensure that 

appropriate documentation is kept to evidence the due diligence process and ensure all 

responsible steps are taken to identify the risk to the Committee and the users of the facility. 

7.3 Hazards 

A hazard is a situation which could potentially cause injury to a person or damage to property. If a 

hazard requires urgent attention a warning should be placed near the hazard to alert users of the 

facility to the danger. The Committee must contact Council to advise as soon as possible. 

Committees are urged to apply some rules for hirers of facilities such as restacking tables and 

chairs, clearing spills from floors, rubbish removal e.g. telling hirers that chairs must be stacked 

and placed against the wall. 

A routine inspection process will alert Committees to possible dangers and faults, fire or accident 

risks to users of the facility, inspections should be carried out regularly (relevant to facility usage) 

and reported back to Council.  
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7.4 Fire Protection 

All Council facilities should be supplied with fire and safety equipment and information on how to 

use it. If this is not available, Council must be notified immediately. Equipment will be inspected 

twice annually by a professional qualified contractor.  

7.5 Emergency Exists  

All exists must be identified by an exist sign and this will be inspected by a professional qualified 

contractor no less than twice per year. Emergency exits must be kept clear at all times. Exist doors 

should not be barred or locked at any time while the facilities are in use. 

7.6 Building Inspections 

Regular inspections are essential to identify potential risks and to assist in the defence of claims 

brought against Council. Inspections must be thoroughly documented. The Committee will be 

responsible for inspection of the facilities under its control. The following types of inspections 

should be carried out: 

(i) Formal Inspections 

Inspection of the facilities by the Committee must occur and be documented at least once 

every six (6) months. 

Inspection of the facilities should also be conducted annually by Council’s Facilities 

Department. 

(ii) Informal Inspections 

Informal inspections are incidental in the course of Committee business. Any defect or 

problem discovered must be dealt with.  

(iii) Safety Inspections by Hirers 

It is the responsibility or the user groups/hirers to ensure that any facility is safe of use 

immediately before and during its use. This will ensuring there are no apparent hazards 

and that any potentially hazardous material is removed. 

7.7 Health & Safety Issues 

Todays social, legal and industrial climate demands, from all workers, extremely high standards of 

Work Health and Safety. SMRC’s policy is based on the obligations and duties imposed on the 

Council by legislative requirements Work Health & Safety Act 2011 (WHS Act) and the Work Health 

& Safety Regulation 2011.  

Volunteers are the same as staff when they are performing any of the functions delegated to them 

by Council.  

The aim of the WHS Act is to protect the health, safety and welfare of people at work. It lays down 

the general requirements for health, safety and welfare, which must be met in all places of work in 
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New South Wales. The WHS Act imposes duties on all persons who may affect the Health and 

Safety of others by their actions or lack of action. The Council, as the employer, must ensure the 

health, safety and welfare of each Council worker and others who may be affected by the way the 

Council conducts its’ business and work activates. This includes contractors, volunteers, 

committee members, visitors, ratepayers, passing pedestrians and motorists.  

The Council, as an employer has a duty under s8 to: 

 Ensure that any premises controlled by the Council where employees work (and the means 

of access and exit from the premises) are safe and without risks to health, 

 Ensure that any plant or substance provided for use by the employees at work is safe and 

without risks to health when properly used, 

 Ensure that systems of work and the working environment of the employees are safe and 

without risks to health, 

 Provide such information, instruction, training and supervision as may be necessary to 

ensure the employees’ Health and Safety at work, 

 Provide adequate facilities for the welfare of the employees at work, 

 Ensure that people (other than Council employees) are not exposed to risk to their Health 

and Safety arising from the conduct of Council activities at Council workplaces.  

Council worker, under s20 and s21, Must: 

 Take reasonable care for the Health and Safety of people who are at Council workplaces 

and who may be affected by the Council worker’s acts or omissions at work, 

 Co-operate with the Council or other person so far as is necessary to enable compliance 

with any requirement under the Act or Regulations that is imposed in the interests of 

health, safety and welfare on Council or any other person,  

 A person must not, intentionally or recklessly, interfere with or misuse anything provided 

in the interests of health, safety and welfare under Work Health and Safety legislation.  

The WHS Regulations refers to various Australian Standards and other Standards or Codes for the 

purpose of prescribing provisions applicable to health, safety and welfare throughout the 

Regulation. Advisory Standards or Health and Safety should be followed, unless other appropriate 

ways of managing the risk are employed.  

7.7.1 Health 

Council has a smoke free workplace supported by associated policies and procedures and would 

encourage all Section 355 Committees to ensure that users of Council’s buildings complied with 

the requirement to refrain from smoking within or near these facilities.  

7.7.2 Work Health & Safety 

Where a Committee organises a working bee or any event using volunteers, a Management Plan 

may be necessary. The Management Plan should include the following:  
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 A description of the tasks involved, 

 A list containing the named and the tasks to be undertaken,   

 Statement of responsibilities for safety, 

 What arrangements are in place for managing safety, including contact officers at Council, 

 Hazard identification, risk assessment and control measures processes, 

 Details of any induction that may be required, 

 Details of pre-start and on-going site inspection, 

  Incident report and first aid procedures, 

Failure to comply with the Management Plan or Health & Safety requirements may result in the 

individual volunteer or a group of volunteers being excluded from the current activity in order that 

the activity is conducted in as safe a manner as possible.  

7.7.3 Risk Assessment 

Where a committee proposes to undertake any work or activity it must contact the relevant 

Council Officer to determine if a risk assessment is required.  

7.8 Property Insurance  

Council facilities are covered for risks such as fire, theft and malicious damage. Committees should 

be aware of the excess application to this policy. 

7.9 Committee Members’ Public Liability and Personal Injury Cover  

7.9.1 Public Liability Cover  

The Committee and its members are covered by the Public Liability insurance policy of Council 

(currently $20million) anywhere in Australia provided they are acting within the scope of their 

delegation. The policy covers Council and the Committee for claims made by members of the 

public or other third parties for personal injury and/or damage to personal property arising from a 

negligent act or omission by Council and/or the Committee.  

All regular hirers of Council facilities (including incorporated bodies) are required to maintain their 

own public liability insurance cover with a limit of liability of no less than $20million any on 

occurrence and must provide the Committee with written evidence of that cover, which 

indemnifies Council against any claims.  

The Committee is to keep a record of all users of the facility.  

Committee members are also covered under the Councillor and Officer Liability Insurance, should 

a hirer or other third party take legal action directly against a Committee member. Protection 

under this insurance is subject to appropriate conduct whereby a claim based upon directly or 

indirectly arising from attributable to wilful breach of duty, criminal, fraudulent, dishonest or 

malicious acts or omission by a Committee member will negate insurance cover.  
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This insurance does not preclude the Committee from due diligence and council policies must be 

adhered to.  

7.9.2 Personal Injury  

Committee members are covered under Council’s Personal Accident insurance for bodily injury 

resulting from an accident when injured whilst undertaking activates in relation to their 

role/duties in the Committee.  

7.10  Public Liability – Casual Hirer’s Insurance 

Council carries an insurance policy which covers the hirer of Council facilities. In this regard, a 

casual hirer is one which uses the facility less than 12 times per year on a non-permanent and not-

for-profit basis. The Committee should note that incorporated bodies are not covered by this 

policy and must carry their own Public Liability insurance.  

In the event of a claim against the Casual or Regular Hirer the policy has a claims excess that must 

be paid for each and every claim and is payable by the casual or regular hirer.  

The Committee must maintain a record of all casual hirers of the facility.  

7.11  Other Hirers Public Liability Insurance  

Personas or groups, not defined in 7.10 above, must have and provide the Committee a Certificate 

of Currency of their Public Liability insurance policy for 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 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 form 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 Committee’s responsibility to ensure that users of the facility that fall into 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 is a casual hirer or 

regular hirer, it must be referred to Council to check with its insurers.  

7.12  Contractors Insurance  

Where members of the Committee have authority to appoint Contractors, the types of insurance 

that should be held by Contactors (available to be sighted by Council if required) include Workers 
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Compensation, Public Liability and where a vehicle is being used on Council property, Third Party 

Motor insurance.  

Professional Consultants may also need to provide Professional Indemnity insurance and should 

such consultants be engaged by a Committee, please refer to responsible Council Officer for 

advice. Note Council has a risk assessment process for determining Professional Indemnity 

requirements.  

8 Hiring of the Facility  

Hiring a facility is 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 are some of the main 

objectives of the Committee. 

8.1 Conditions of Hire  

It is essential that hirers sign a Hire Agreement which shows that they abide by the Conditions of 

Hire set out by the Committee and in accordance with Council policies. It is a good idea for the 

bookings officer or another committee member to ensure each hirer understands their obligations 

when hiring the facility, going over the conditions with the hirer if required.  

To assist those hiring facilities for public events, a Notice of Intention to Organise Event form must 

be filled out, upon request to hire the facility, and returned to council. This form will assist staff to 

determine what (if any) applications and approvals may be required in order to plan for and 

conduct the proposed event.  

8.2 Inclusion 

Consideration of disability and inclusion is now managed by new legislation, the Disability 

Inclusion Act 2014. The Act requires all government departments and certain public authorities, 

including councils in NSW, to have Disability Inclusion Action Plan.  

Council adopted its Disability Inclusion Action Plan 2017 – 2021 on 26 June 2017. 

Section 355 Committees are acting on behalf of Council, and it is important to uphold the 

principles of equity, accessibility and inclusivity. Council and its representatives have a key role in 

creating liveable communities by providing facilities and initiatives which are accessible for the 

whole community, including people with disabilities, children and families, older people, and 

carers.  

There is greater emphasis on consultation at all stages of planning, implementation, monitoring 

and direction on how to conduct inclusive consultation. There is new public monitoring and 

reporting requirements through Local Government Annual Reports.   

For Section 355 Committees, this means that inclusion needs to be considered in all areas of the 

operation of the facility. Critical areas in which this needs to be considered include: physical access 

to the facilities (including parking, toilets and kitchen) identifying the need for clear signage, 
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making written and web materials available to vision and hearing impaired people, and supporting 

access to sporting and recreation opportunities.  

Committees seeking to improve their inclusiveness and accessibility can contact Council for advice 

and assistance in how to addresses these matters.  

8.3 Fees and Charges  

Fees and Charges for the use of the facilities managed by Section 355 Committees are set by 

Council annually as part of its budget deliberations, taking into consideration the 

recommendations of the Committee and the operating requirements of the facility.  

Only the Council has the power under the Local Government Act to set fees and charges. 

Committees are to review their fees annually and make recommendations to Council. The 

Committee will be contacted each year prior to the adoption of the Budget with regard to the fees 

applicable for the following financial year. The time line for reviewing Fees and Charges and 

notifying Council is generally as follows:  

 

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

year 

End January:  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 (Goods and Services Tax) exclusive amount to which 

Council will add the ruling rate of GST. Once the Council has adopted the fees and charges, a list 

will be supplied to each Committee.  

The Committee is not able to provide subsidies or waive hire fees. Requests concerning fee 

reduction must be referred to Council.  

The Fees and Charges may be set with a “Commercial Rate” and/or a “Community Rate” which 

definitions are as follows:  

Commercial – Rate payable by 

 A person, group or organisation or business charging a fee for profit or gain. 

 A private event, not open to members of the public, and hire by non-resident of 

the LGA. 

Community – Rate payable by  

 Not for profit legal structure and a registered office with Council 
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 No wages or gratuities being paid to an individual 

 Income being donated to community organisations 

 Raising money for charity 

 Supports a community group 

 Registered as an income exempt tax exempt charity (ITEC) with the ATO 

 A private event, not open to members of the public, and hire by a resident of 

the LGA 

 A person (or group) who freely offers to perform a service to undertake a task.  

8.4 Bonds  

As a safeguard against possible damage, the 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 etc.  

8.5 Keys and Security  

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 (e.g. weekly). Committees are 

encouraged to include key bonds/deposits for regular users that hold keys in their fees and 

charges. 

A complete change of locks may be required if there are too many outstanding or lost keys 

distributed throughout the community. The 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. 

8.6 First Aid Kit 

The facilities managed by Section 355 Committees are defined as a “workplace” within the 

meaning of the Work Health and Safety Act 2011. 

Additionally, as provided by that Act, Council is a Person Conducting a Business or Undertaking 

(PCBU). As such, Council has a duty to provide first aid equipment, facilities and trained personnel 

at its workplaces. The level of provision should be determined after considering relevant matters 

listed below: 

 The nature of the work being carried out at the workplace (eg committee meetings, any 

committee functions?) 
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 The nature of the hazards at the workplace (are these kitchen related, or heavy lifting 

related or trip hazards etc?) 

 The size and location of the workplace 

 The number and composition of the workers and other persons at the workplace (e.g. older 

people, young children etc.) 

Committees will be responsible for keeping the First Aid Kit stocked and doing regular checks on 

the Kit. 

 

8.7 Cleaning  

The Committee has the responsibility for the overall cleanliness of the facility under its control and 

require hirers to clean the facility after use. Regular cleaning of facilities and venues should be 

contracted out to professional cleaners (refer to section 8.8 below). 

Note if a Committee Member is involved in ad hoc cleaning (for example, when a hirer has not 

adhered to their conditions of hire), payment to this Committee Member must be in accordance 

with 6.6.  

 

8.8 Purchasing of Goods and Services 

Under the LGA, Council can assist Committees by purchasing goods to be used in association with 

the Committee-approved function. The benefit to the Committee is that the item would be free of 

GST and utilise the purchasing power of Council to reduce costs. 

Council is required to authorise a Committee to purchase goods and services as per the guidelines 

below. 

For purchasing of goods and services: 

 For works valued under $100, a verbal quote is acceptable; 

 For works valued between $100 and $1,000, one written quote is required; 

 For works over $1,000, a minimum of two quotes, and Council approval is required. 

In some cases, Council has contracts with suppliers where a Council rate may be obtained for the 

delivery of a good or service. 

The quotations must be recorded in the minutes of a meeting and the successful quotation 

recommended by the Committee prior to approval by Council. 

The 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) ($10 million cover) to the Committee; 
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 Show compliance with WH&S standards and regulations. 

 Comply with the Building Code of Australia and relevant Australian Standards. 

 Have an ABN. 

 

Note that different maintenance tasks may require professional licences / accreditation such as 

working at heights, operating machinery (including chain saw) working in confined spaces, etc. If 

you are unsure, please check with Council with regards to Work, Health and Safety requirements.  

Refer to Section 9 – Maintenance and Services Provided.  

9 Legal Issues 

From a legal perspective, it is important for Committees of Council to be aware that they are in 

fact acting on Council’s behalf. Legally, the Committee is ‘Council’ and any actions taken by the 

Committee are ultimately Council’s responsibility. 

Committees sometimes believe they are responsible in their own right and that their actions are 

independent of Council. This is not the case, the Council delegated its authority to the 

Committee to act on Council’s behalf and Council can withdraw this delegation if it deemed it to 

be necessary. 

The Committee is also a legal entity and the delegated authority of Council was made to a 

particular Committee by name or title. The Committee cannot change this name without advising 

the Council of the intention to adopt a new name, nor can a Committee merge with another party 

without prior notice and input from Council. Unauthorised actions by Committees could lead to 

insurance coverage being withdrawn or cancelled. 

10  Clerical Support 

It is not the normal practice of Council to provide clerical support to Committees. A 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 

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 Committee 

and Council and strict duties will be established. Council supports the principle that a Committee 

should be self-reliant and provide its own office bearers. 

11  Sub-Committees 

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

‘subcommittees’ can be made up of non-committee members, have no legal standing and must 

recommend back to the Committee for ratification. The activities of the subcommittee must be 

related to the delegated function of the s355 committee.  



9.4.9 ENDORSEMENT OF SMRC SECTION 355 MANUAL  
ATTACHMENT 1 SECTION 355 COMMITTEE MANUAL  Page 184 

 

Members of sub Committees must be noted in Committee meeting minutes and will be covered in 

accordance with Council’s public liability. 

11.1  Volunteers (NON-Committee Members) 

Volunteers may, from time to time, come forward to assist with events or functions or other 

activities in relation to the Committee’s work. 

Section 355 Committees must follow both the policy and procedures when engaging volunteers.  

Some volunteering roles require more preparation than others. For example, a volunteer working 

with the 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 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 an Expression of Interest (application form) and a Volunteer 

Agreement (Volunteer Appointment Registration Form). Volunteers should have their names noted 

in the Committee minutes, volunteer register and the application paperwork filed in a safe place. 

Whilst working under the care and control of Council (ie the Section 355 Management Committee 

of Council), volunteers are protected against public liability claims: “Volunteers of Council are 

covered whilst engaged in voluntary activities for Council, including journey to and from the activity.” 

12 Marketing and Promotion 

Hiring of a facility is 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.  

Marketing and promotion of the facility and Committee events 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 facilities use with the aim of increasing revenue to maintain and improve 

the facilities features.  

 To promote the hall/facility as a Council asset delivering benefits to the local community as 

a critical focal point.  

Council would like to work with Committees to further enhance marketing and promoting of 

venues, Committees are encouraged to contact Council with ideas for assistance.  
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12.1  Social Media 

Council’s Communications Policy (available on Council’s website or by request) applies to all 

Section 355 Committee members. The CEO or their delegate must approve all Council social media 

sites and official use of social media. Committees wishing to use social media as a platform to 

promote their facilities are encouraged to contact Council.  
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13 Maintenance and Repairs  

Each 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 (e.g. cleaning, replacement of consumables – paper towelling, etc., 

mowing and watering) and periodic maintenance (e.g. repairing, replacement of worn or broken 

items). 

The NSW Department of Fair Trading defines minor maintenance/cleaning as non-structural 
maintenance (including minor repairs) or cleaning of existing works/structures/buildings. (See also 
below definitions of minor maintenance and small scale improvement work.) 

Council staff will inspect the facilities from time to time but the 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 Committee’s own finances must be referred to the 
Facilities Department and will only be delivered depending on the availability of funds and the 
urgency of the works. 

Any urgent safety issues must be referred to Facilities Department immediately so that appropriate 
controls can be put in place.  

Works considered necessary or desirable but beyond the means or over the delegation of the 
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 Committee 
by the end of August each year.   

Minor maintenance is defined as 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 is required to authorise a Committee to purchase goods and services as per Section 8.8 

Purchasing of Goods and Services.  

13.1 Responsibility of Council  

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

a) Ensuring that Council’s community facilities (building and their immediate surrounds) are 

maintained structurally and in safe repair, comply with current legislative and industry 

standards, and are sage for use by the community; 

b) Ensuring that the grounds and surrounds are maintained according to annual maintenance 

programs; 
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c) Arranging for execution of works to the specification requirements in a safe, efficient and 

timely manner that will enhance the facility while minimizing inconvenience to facility 

users; 

d) Providing technical advice on standards and guidelines; 

e) Employing appropriate qualified or experienced staff and Council approved contractors to 

carry out work on Council facilities. All work is to be carried out lawfully and to:  

 Good trade practice 

 Related standards; 

 Relevant regulations; 

 Health and safety requirements; 

 License conditions and requirements; 

f) Ensuring that all materials used comply with approved standards; 

g) Managing budget development and prioritizing maintenance schedules for all facilities in 

accordance with management plans; 

h) Conducting audits on the building structures to ensure facilities are safe and secure; 

i) Ensuring evacuation plans, procedures, Place of Public Entertainment (POPE) information 

(if applicable), Neighborhood Safer Place (if applicable) and emergency equipment are in 

each facility in accordance with relevant standards; 

j) Providing keys to Council facilities 

k) Council to maintain a key register for all facilities.   

 

13.2 Services to Be Provided By Council’s Facilities Department  

The provision and maintenance of the following: 



 Building structure (including 

guttering) 

 Painting (internal & external) 

 Access paths, steps & rails 

 Plumbing 

 Hot water systems 

 Locks 

 Car parks & surrounds 

 Service line connections (water, 

sewerage, electricity & gas) 

 Floor coverings (works requests on 

floor coverings will be considered on 

a case by case basis and costs are not 

necessarily met by Council budgets) 

 Door hardware 

 Electrical systems 

 Fences 
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 Grounds maintenance (limited)  

 Security systems, id installed 

 Light fittings & globes  

 

Note: Other major maintenance e.g. building extensions and major alterations required to the 

facility must be made by a Budget Submission 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 Section 355 Committees.  

The relevant Section 355 Committees responsible 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.   

13.2.1 Fire Protection  

Council’s Facilities Department will ensure that all Council facilities have fire and safety equipment 

installed. Information on appropriate use is provided on each piece of equipment. If it is not 

available, Council must be notified immediately. Equipment will be inspected twice annually by 

Council’s qualified contractor.  

If equipment is used irresponsibly by a hirer or needs to be repaired or replaced, contact the 

relevant Council Officer. The cost of replacing or repairing any damaged equipment should be 

deducted from the hirer’s bond. Irresponsible use is to be reported on Councils Incident 

Notification form.  

13.3 Committee Responsibility  

From the income generated by the facility, the 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 

 Telephone charges 

 Hygiene Services 

 Electricity 
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 Gas 

 Installation of new internal fittings, such as cupboards 

 Excess water 

 Ground maintenance 

 Provision and maintenance of furniture and equipment 

 Insurance premiums adjusted per facility 

 Testing and tagging electrical equipment 

 Checking 

 

Note music copyright licences for community halls is covered under Councils licence with One 

Music.  
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Supporting Documents  

Calendar of Compliance & Reporting for Section 355 Committees  

Meetings - Advantages of Regular Meeting 

Meetings - Format for Good Minutes 

Meetings - Procedure for Motions 

Meetings - Standard Format for Agenda 

Meetings - Standard Format for Correspondence 

Section 355 Committee - Booking Diary 

Section 355 Committee - Facility Hire Checklist 

Section 355 Committee - Management Committee Incident-Accident Form 

Section 355 Committee - User Agreement – Regular Hirer  

Section 355 Committee - User Agreement – Casual Hirer  

Section 355 Committee - Annual Report Template  

Section 355 Committee - Community Facility Hazard Report   

Section 355 Committee - Volunteer Register  

Snowy Monaro - Notice of Intention to Organise EVENT 

Snowy Monaro - Risk Assessment and Control Plan (Non Council Events)  

Snowy Monaro - Nomination for Form Appointment to Committee  

Financial Templates 

 

 

 

 

 



9.4.9 ENDORSEMENT OF SMRC SECTION 355 MANUAL  
ATTACHMENT 2 TEMPLATE - MANAGEMENT COMMITTEE CHARTER  Page 191 

 

 

 

 

 

 

 

 

 

 

s355 Management 

Committee Charter 

(Template)  
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1 Role of the Committee 

The Committee Charter sets out the membership, responsibilities, authority and operations of the 

[insert facility name] Section 355 Management Committee (the Committee) in the Local 

Government Area (LGA) of Snowy Monaro Regional Council.  

In pursuance of Section 355 of the Local Government Act, 1993, and subject to the provisions of 

Snow Monaro Regional Council (SMRC), this committee has been established to manage and care 

for the Council facility [insert facility / reserve name]. 

Facility details:  

Property Name Eg. Bombala Exhibition Ground  

Land Owner  Council / Crown  

Locations:  Lot 10, 11, 12, 
13, 14 

DP 1097766 Locality Bombala 

 Street Address: 56 Wellington St, Bombala  

Facility Details  Buildings: Showgrounds Rest Rooms & Clinic, Clubrooms/Amenities, 
Caretakers residence, stables ….  

Grounds:  

Landscape?  

Utilities Water: Tanks / Town  

Sewer: Septic Tanks / town  

Electricity: Supplier  

Gas: Connected / bottle (supplier)  

Other/General   

  

 

Map Appendix 1 (Include map defining boundaries)  

2 Purpose of the Committee  

The purpose of the Committee is to assist SMRC with the management and care for the council 

facility / reserve and comply with the terms of this Charter and any Council Policy or Legislation in 

the management of the facility / reserve. The Committee shall: 

 Promote, encourage and provide for the use of the facility / reserve to meet the current 

and future needs of the local community and of the wider public for public recreation and 

physical, cultural, social and intellectual welfare or development of individual members of 

the public.  

 Encourage, promote and facilitate recreational and sporting pursuits in the community in 

line with current and future needs of SMRC. 

 Ensure that such activities are managed having regard to any adverse impact on nearby 

residences. 
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 Ensure all facilities / reserves aim to be accessible to all members of the community. 

 Liaise with Council staff to include works in Councils Asset Management Strategy. 

 Provide input and financial information to support Councils decision making process when 

setting the Fees and Charges for the facility.   

 

3 Power of the Committee 

The Committee exercises functions of Council as a Committee under Section 355 of the Local 

Government Act 1993. 

Pursuant to Section 377 of the Local Government Act 1993, Council has delegated to the 

Committee the power to carry out the functions necessary for its purposes.  

The power of the Committee is limited to the management and care of the facility / reserve. It 

does not have power to make decisions that will bind the Council or to commit the expenditure of 

the financial resources of Council or any other Organisation without express authorisation. 

The Committee shall exercise its power by considering any matter relating to its purposes in a 

formal meeting and by making formal representation to Council as it deems appropriate.  

4 Sub-Committee  

The Committee does not have authority to delegate its function to a sub-committee, however, 
working groups may be established by the committee to work towards achieving specific aims and 
objectives. The working groups will comprise committee members and others required to achieve 
the desired outcomes. Working groups and teams report back to the Committee and, therefore, 
their reports will be included in the reports to Council.  

5 Structure and Composition of the Committee  

The Committee shall consist of a minimum of five (5) members. Equal representation is to be 

giving to sporting / user groups of the facility / reserve for voting purposes, as such the Committee 

shall be made up of:  

[list the user groups of the facility / reserve that use the facility] 

E.g. 

 One member from the Junior Rugby League  

 One Member from the Senior Rugby League 

 One Member from the Netball Association  

 One Member from Show Society  

 One community representative  



9.4.9 ENDORSEMENT OF SMRC SECTION 355 MANUAL  
ATTACHMENT 2 TEMPLATE - MANAGEMENT COMMITTEE CHARTER  Page 197 

 

 

From this membership the Committee will elect its office bearers at its inaugural meeting, and 

thereafter at its AGM (12 monthly).  

6 Appointment of the Committee 

Following the first meeting after the election of the principal office bearers, the term of the 

Committee shall be for the Council term, with re-election to occur following the announcement of 

the new elected members. Throughout the term, the composition and function of the Committee 

shall be reviewed and a recommendation made to Council as required.  

7 Meetings  

Meetings shall be held at [insert facility name]. Meetings will be held annually and at other times 

in the discretion of the Chairperson or on the recommendation of the Committee. Meeting dates 

and times are to be determined by the Committee at its inaugural meeting.  

8 Quorum  

The quorum is six (5) or half plus one and must include one (1) office bearer.  

9 Vacancies 

Vacancies on the Committee may be filled by a resolution of the Committee and the term of any 

substituted Member appointed shall be the same term as that of the Member absent, whose 

position has been vacated or forfeited. 

Vacancies will be filled in accordance with the Section 355 Manual.  

10 Leave of Absence 

 A request for Leave of Absence can be applied for and approved by Committee Resolution. 

 Failure to attend three consecutive meetings without submitting a satisfactory explanation 

or request for Leave of Absence will forfeit membership on the Committee. 

11 Principal Office Bearers 

11.1   Chairperson 

The Chair shall be appointed by the committee at its inaugural meeting and then at each AGM.  

If the Chair is absent from a meeting, and no Deputy Chairperson has been previously appointed, 
the committee shall elect a member to Chair the meeting in the absence of the Chairperson.  

11.2   Secretariat 

The Committee shall provide Secretariat support for all meetings. The Secretariat shall: 
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 Prepare all records, including the agenda, minutes and any reports or recommendations. 

 Provide members of the Committee with adequate notice of meetings confirming the date, 
time and venue. 

 An agenda will be forwarded to each member of the Committee as soon as is practicable. 

 Maintain an action items list. 

 Ensure the minutes of the meeting are promptly distributed to all members for review as 
soon as practicable after each meeting. 

 Ensure the adopted minutes are signed by the Chairperson and presented to the next 
Council meeting. 

11.3 Treasure  

Report on the income, expenditure and cash flow of the committee.  

12 Meetings of the Committee 

Meetings shall be held at venues in the LGA as determined by the Committee. Meetings shall be 
held annually / quarterly and at other times in the discretion of the Chairperson or on the 
recommendation of the Committee. 
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APPENDIX 1 Map of xxxxxx 
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1 Role of the Committee 

The Committee Charter sets out the membership, responsibilities, authority and operations of the 

[insert committee name] in the Local Government Area (LGA) of Snowy Monaro Regional Council. 

2 Purpose of the Committee 

The purpose of the Committee is to assist Snowy Monaro Regional Council to facilitate [the 

provision of advice and/or community engagement] and governance to ensure that Council is 

attuned to the needs and preferences of the community and has input such as local knowledge as 

well as religious, cultural and heritage perspectives. 

With reference to [insert what the committee established for] the Committee shall: 

Example  

 Assist Council to identify … 

 Identify issues of concern and impacts relating to …. 

 Provide advice to relevant sections of Council on matters of… 

 Advise and make recommendations to Council ….  

 Input into the development of strategies… 

 Oversee the implementation and review of actions identified in (if committees relevance is 

to a policy/action plan etc)…  

 

 Identify why the particular committee has been established.  

 Often this section will set out the broad responsibility of the committee.  

 How the purpose of the committee is to be met.  

 The Council might choose to adopt an overarching statement about the objects and 

responsibilities of the committee and then provide details in various dot points, or 

subheadings 

 The responsibilities of the committee section should also include reference to any applicable 

regulatory requirements or recommendations in respect of the duties, responsibilities or 

operation of the committee.  

 

 

3 Power of the Committee  

The Committee exercises functions of Council as a Committee under Section 355 of the Local 

Government Act 1993. 

Pursuant to Section 377 of the Local Government Act 1993, Council has delegated to the 

Committee the power to carry out the functions necessary for its purposes.  
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The power of the Committee is limited to the exercise of advisory power. It does not have power 

to make decisions that will bind the Council or to commit the expenditure of the financial 

resources of Council or any other Organisation without express authorisation. 

The Committee shall exercise its power by considering any matter relating to its purposes in a 

formal meeting and by making formal recommendations to Council as it deems appropriate. 

4 Structure and Composition of the Committee 

The Committee shall consist of a minimum of five (5) members and a maximum of [7 or 9]. Equal 

representation is to be giving to community groups / identified organisations for voting purposes, 

as such the Committee shall be made up of:  

[list the community groups / identified organisations] 

E.g. 

 One Member from the Local Land Services   

 One Member from the SMRC Bio Security  

 One community member with an interest in bio security   

 One community member with experience in bio security   

 One community member with legal background   

 

From this membership the Committee will elect its office bearers at its inaugural meeting, and 

thereafter at its AGM (12 monthly).   

5 Appointment of the Committee 

Following the first meeting after the election of the principal office bearers, the term of the 

Committee shall be for the Council term, with re-election to occur following the announcement of 

the new elected members. Throughout the term, the composition and function of the Committee 

shall be reviewed and a recommendation made to Council as required. 

6 Meetings  

Meetings shall be held at [insert facility name]. Meetings will be held annually / quarterly and at 

other times in the discretion of the Chairperson or on the recommendation of the Committee. 

Meeting dates and times are to be determined by the Committee at its inaugural meeting. 

7 Quorum  

The quorum is six (5) or half plus one and must include one (1) office bearer [list any other 

member that may be required e.g. Council officer, nominated Councillor]. 
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8 Vacancies 

Vacancies on the Committee may be filled by a resolution of the Committee and the term of any 

substituted Member appointed shall be the same term as that of the Member absent, whose 

position has been vacated or forfeited. 

Vacancies will be filled in accordance with the Section 355 Manual.  

 

9 Leave of Absence 

 A request for Leave of Absence can be applied for and approved by Committee Resolution. 

 Failure to attend three consecutive meetings without submitting a satisfactory explanation 

or request for Leave of Absence will forfeit membership on the Committee. 

 

10 Principal Office Bearers 

10.1  Chairperson 

The Chair shall be appointed by the committee at its inaugural meeting and then at each AGM.  

If the Chair is absent from a meeting, and no Deputy Chairperson has been previously appointed, 

the committee shall elect a member to Chair the meeting in the absence of the Chairperson. 

10.2  Secretariat 

The Committee shall provide Secretariat support for all meetings. The Secretariat shall: 

 Prepare all records, including the agenda, minutes and any reports or recommendations. 

 Provide members of the Committee with adequate notice of meetings confirming the date, 
time and venue. 

 An agenda will be forwarded to each member of the Committee as soon as is practicable. 

 Maintain an action items list. 

 Ensure the minutes of the meeting are promptly distributed to all members for review as 
soon as practicable after each meeting. 

 Ensure the adopted minutes are signed by the Chairperson and presented to the next 

Council meeting. 

 

11 Meetings of the Committee 

Meetings shall be held at venues in the LGA as determined by the Committee. Meetings shall be 
held annually / quarterly and at other times in the discretion of the Chairperson or on the 
recommendation of the Committee. 
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