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SUBJECT: DRAFT CAMDEN DEVELOPMENT CONTROL PLAN 2018
FROM: Director Planning and Environment
TRIM #: 18/205044

PURPOSE OF REPORT

The purpose of this report is to seek Council’'s endorsement of the draft Camden
Development Control Plan 2018 (draft DCP) for the purpose of public exhibition. The
draft DCF is provided under separate cover due to the size of the document.

BACKGROUND

Camden Development Control Plan 2011 (Camden DCP 2011) was adopted by
Council on 8 February 2011. Since that time, amendments have been made to
Camden DCP 2011 to update the document, comect anomalies, and insert new
chapters and new controls.

Recent changes 1o the planning system and legislation have triggered the need for a
comprehensive review of the Camden DCP 2011 and have led to the preparation of a
draft DCP.

The draft DCP reflects current State Government policy, corects anomalies, removes
duplication, consolidates provisions for site-specific areas and provides a more user-
friendly structure.

The draft DCP will apply to development applications (DAs) and does not form part of
the assessment of complying development under State Environmental Planning Policy
(Exempt and Complying Development Codes) 2008 (Housing Code).

What is a Development Control Plan?

A DCP provides detailed planning and design guidelines to support the planning
controls in Camden Local Environmental Plan 2010 (Camden LEP 2010). A DCP is
prepared in accordance with the Environmental Planning and Assessment Act 1979
(EP&A Act) and Environmental Planning and Assessment Regulation 2000 (EP&A
Regulation) and is used for the design, preparation, assessment and detemmination of
DAs.

The provisions of a DCP are not statutory requirements. If a DCP is inconsistent with a
planning instrument (State Environmental Planning Policy (SEPP) or Local
Environmental Plan (LEP)), the controls in a SEPP or LEP override the DCP.

Where does the draft DCP apply?

The draft DCP applies to land within the Camden Local Govemment Area (LGA) that is
zohed under the Camden LEP 2010 {areas shaded blue in Figure 1). The draft DCP
does not apply to rezoned land within the South West Growth Area (SWGA).
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Council Report and resolution 18 December 2018

As further land is rezoned in the SWGA, the provisions of the Camden LEP 2010 and
the Camden DCP are ‘switched off and the Growth Centres SEPP and Camden
Growth Centre Precincts DCP (Growth Centres DCP) will apply.

Land to which DCP applies

[] Where this DCP applies

[1 Land zoned under SEPP
(Sydney Region Growth Centre)
does not apply, unless specifically
referred to within the respective DCPs

Please note: As further land is
rezoned under the SEPP, this DCP

will not apply, unless specifically A
referred to within the respective DCPs N

Figure 1 — Land to which the draft DCP applies.

Number of DCPs

There are currently four DCPs that apply to different parts of the Camden LGA:
e Camden DCP 2011,
e Tumer Road DCP;
e Oran Park DCP; and
o Camden Growth Centre Precincts DCP.

The four DCPs adopt different structures, making them less user-friendly.
Councillors were briefed on the draft DCP on 25 September and 30 October 2018.
MAIN REPORT

1. Introduction

Council officers have undertaken a review of the Camden DCP 2011 with the main
goals to provide a DCP document that is user-friendly and will facilitate quality
development outcomes.

1.1 Aim of the Review

The aims of the review are to:

e update controls in line with State Government changes in policy and legislation;
¢ improve the user-friendliness of the DCP;
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use a familiar structure (based on Growth Centres DCF);

improve quality of images and figures;

remove duplication and redundant controls / information;

retain existing controls that are working including setbacks, site coverage and
landscaped area; and

« continue to achieve quality development outcomes.

1.2 Consultation and Road Testing of Draft DCF
The following consultation and tasks have been undertaken:

+ internal stakeholder meetings;

e consultation with the development industry on specific issues including cut and
fill controls {through Developer Forums and Home Builders Forums);

* review of best practice confrols;
benchmarking controls against industry and other council controls;

o referrals to State Government agencies including WaterNSW, Rural Fire
Service and the Office of Environment and Heritage; and

e road festing of controls against existing development applications to ensure
they are workable.

1.3 Analysis of Exempt and Complying Codes SEPP (Housing Code)

Development controls from the Housing Code have been considered in the formulation
of the draft DCP. The front building setback control from the Housing Code is
considered suitable for adoption in the draft DCP and this will promote consistency
across the documents.

2. Changes to Improve User-Friendliness

Outlined below are the changes proposed to improve the user-fiendliness of the draft
DCP.

2.1 Proposed Structure
The draft DCP structure aligns with the Growth Centres DCP.

The draft DCP consists of six parts, plus 12 site-specific schedules. A summary of the
draft DCP structure is outlined below:

Part 1 — Intreduction

Sets out the aims and objectives of the DCP. Part 1 identifies the land to which
the DCP applies, explains the structure of the document and the relationship of
the DCP to other planning documents. Part 1 also provides guidance on
nctification requirements for development applications.

Part 2 — General Planning Controls

Sets out objectives and controls that apply to all development types in the
Camden LGA, including environmental heritage, signage, traffic management
and off-street car parking.

Part 3 — Residential Subdivisicn
Includes the objectives and controls that apply to development applications which
involve residential subdivision.
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Part 4 — Residential Development
Includes the objectives and controls that guide residential development, such as
building setbacks and minimum landscaped area.

Part 5 - Centres Development
Includes objectives, controls and design principles for commercial development,
including the Narellan and Camden town centres.

Part 6 — Specific Land Use Controls

Includes objectives and controls to guide the development of rural areas and
industrial areas. This part also contains controls applying to specific land uses
such as child care centres, exhibition homes and villages, home businesses,
home industries and wood fired heaters.

Appendices
The Appendices provide reference information {Glossary and Landscape Design
Principles.)

Schedules

Site specific schedules provide additional objectives and controls specific to a
locality or release area, such as Elderslie and Spring Fam.

2.2 Figures and Images

Council officers engaged an urban designer to prepare updated imagery to improve the
quality of figures and images in the draft DCP.

2.3 Inclusion of a Matrix

A Matrix has been included in the draft DCF (Figure 2) to refer the user to relevant
parts of the DCP that apply to a development type.
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Figure 2 — Extract of DCP Matrix
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2.4 Links to Compliance Tables

A compliance table provides a snapshot of key development controls. Compliance
tables will assist users by providing a ‘quick reference’ document for development
assessment. Links to compliance tables have been included in the draft DCP.

2.5Clickable Links

Clickable links to legislation and guidelines have been included in the draft DCP. The
draft DCP also includes links to relevant technical reports and studies for site specific
areas such as Elderslie and Spring Fam. This will provide the applicant with
convenient access to information for the preparation of DAs.

Some links within the draft DCP may not be available during the public exhibition.

Following public exhibition, the links will be completed in time for adoption of the final
draft DCP.

Key Changes
Key changes proposed in the draft DCP are discussed below.

2.6 Part 3 Residential Subdivision

Introduction of Minimum Lot Widths for Lots greater than 300m* and less than 450m?

There is no minimum lot width control for lots under 450m? in Camden DCP 2011. The
draft DCF proposes to introduce a minimum lot width of 9m for lots greater than 300m?
and less than 450m?.

The introduction of a minimum 9 metre lot width is consistent with the Growth Centres
DCP.

Introduction of a Minimum Lot Width Control for Lots in the R5 Zone

A minimum lot width of 25m is proposed for lots within the RS Large Lot Residential
zone. This is to ensure new lots are consistent with the current subdivision pattem and
can accommodate a dwelling that is compliant with the residential controls within the
draft DCP.

2.7 Part 4 Residential Development

Minimum Front Landscaped Area

It is proposed to introduce a minimum front landscaped area of 50% (for established
areas) and 40% for urban release areas such as Elderslie, Spring Farm and Emerald
Hills. This will enhance the quality of the development and streetscape by ensuring
landscaping is provided within the front setback. The control also ensures there is
sufficient area for off-street car parking.

There is no change proposed within Harrington Grove, which currently requires a
minimum front landscaped area of 60%.

Multi-Dwelling Housing and Attached Dwellings

Camden DCP 2011 has a limited humber of controls for multi-dwelling housing and
attached dwellings. New draft controls have been added to these chapters to provide
additional guidance on design outcomes, including private open space, passive
surveillance and internal driveways.
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The multi-dwelling housing section of the draft DCP includes a proposed new control
requiring developments (with more than 10 dwellings) to provide 10% of the dwellings
as adaptable housing. This control has also been included in the residential flat building
section of the draft DCP and is consistent with the Growth Centres DCP.

Adaptable housing is a term used to describe that the internal layout of a dwelling can
be easily modified to become, accessible to both occupants and visitors with disabilities
or progressive disabilities.

No changes are proposed to existing controls such as setbacks and landscaped area.

Residential Flat Buildings

Minor amendments are proposed to the residential flat building section. Proposed new
controls align with the residential flat building controls in the Growth Centres DCP.

As previously discussed for multi-dwellings, a proposed new control requires
developments (with more than 10 dwellings) to provide 10% of all new apartments as
adaptable housing.

No changes are proposed to existing controls such as setbacks, landscaped area and
minimum lot size.

2.8 Residential Apartment Development - Apartment Design Guide

Councils are required tfo take into consideration the Department of Planning and
Environment's Apartment Design Guide (ADG) when formulating development controls
for a DCP (Clause 21A of EP&A Regulation). Council officers have assessed the draft
Camden DCP against Parts 1 and 2 of the ADG. It is considered that the draft controls
are not inconsistent with the ADG.

2.9 Part 6 Specific Land Use Controls

Proposed Changes as a result of Previous Council Resolutions

The Rural Land Strategy (Strategy) includes an action to review existing development
controls to provide additional guidance on land use conflict. Council officers have
completed a review and draft controls have been included in the draft DCP.

The draft controls aim to minimise potential land use conflicts between rural uses and
rural residential uses, by providing additional controls relating to:

+ development needing take into consideration existing rural operations;

+ the need for a buffer or other measure to separate residences from rural uses;
and

¢ the need for a proposed rural use to provide odour and/or acoustic reports 1o
support their application.

At its meeting of 26 September 2017, Council resolved (in summary) to investigate site
specific controls for Smeaton Grange as part of the draft DCP. New confrols are
proposed to be included in the General Industrial section of the draft DCP (that will
apply across the LGA).

The draft controls aim to minimise potential land use conflicts between industrial and
residential uses, by providing additional controls relating to:
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« protecting the amenity of nearby residential areas;
* noise emitting activities; and
» vehicle body repair workshops and vehicle repair stations.

Separate to this review, at its meeting of 11 September 2018, Council endorsed draft
site-specific DCP controls relating to Little Street Camden for the purpose of public
exhibition. A separate report will be provided to Council on this matter.

2.10 Child Care Centre Controls

In September 2017, the NSW Government adopted legislation and guidelines for the
development of child care centres. The legislation and new Child Care Planning
Guideline (CCPG) override Council’'s controls, except for building heights and side and
rear setbacks. The draft DCP has been amended to be consistent with this legislation
and guideline.

2.11 Schedule 7 — El Caballo Blanco and Gledswood (ECBG)

For ECBG residential land, a minimum lot size of 250m? is pemmitted in the Camden
DCP 2011. Camden LEP 2010 permits a minimum lot size of 400m?. As previously
discussed, the EP&A Act confirms that where there is an inconsistency, a LEP control
overrides a DCP.

As a result, the draft DCP has deleted reference to minimum lot size provisions in
ECBG. Subject to Council endorsement to proceed to public exhibition, it is
recommended that Council officers consult directly with the affected landowners to
provide them with information about the proposed change.

3. Other Changes

Other changes proposed in the draft DCP are outlined below and in the attachment to
this report.

3.1 Definition of Submissions

In 2017, the State Govemment introduced changes to make local planning panels
(LPPs) mandatory for all councils in Sydney.

In this regard, it was considered necessary to clarify how a submission is to be made
and how Council officers will consider submissions. New advisory information has
been included within Part 1 of the draft DCP for clarification.

3.2 Hours of Operation for Home Businesses

It is proposed to extend the hours of operation on Saturday from 8:30am - 12:30pm to
8:30am - 5:00pm and to simplify the control. The new control clarifies that Council can
consider extending the hours of operation of a home business if it can be demonstrated
there are no unacceptable impacts on the amenity of adjoining dwellings or the
heighbourhood.

3.3 Two-storey Dwellings with Double Garage on Narrow Lots

Home builders have requested the ability to construct two-storey dwellings with double
garages on lots between 10m and 12.5m in width (not currently permitted under
Camden DCP 2011). A benefit of allowing double garages on narrow lots is to ensure
there is additional off-street car parking for these lots.
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During the preparation of draft controls, Council officers undertook a review of sites in
western Sydney and developed controls to ensure that dwellings were designed to
provide casual surveillance to the street, while reducing the impact of garages on the
streetscape.

The draft DCP includes controls to allow two-storey dwellings with double garages on
harrow lots in:

Schedule 1 — Elderslie;

Schedule 2 — Spring Farm;

Schedule 3 — Manooka Valley;

Schedule 6 — Camden Lakeside;

Schedule 7 — El Caballo Blanco and Gledswood; and
Schedule 8 — Emerald Hills.

3.4 Site Specific Schedules

Site specific controls are currently located within different parts of the Camden DCP
2011. To improve the user-friendliness of the draft DCP, site specific controls have
been relocated into schedules. Minor corrections or deletions of redundant information
have been made to these schedules.

Currently, there are 12 Site Specific Schedules:

Schedule 1 — Elderslie

Schedule 2 — Spring Farm

Schedule 3 — Manooka Valley

Schedule 4 — Harrington Grove

Schedule 5 — Mater Dei

Schedule 6 — Camden Lakeside

Schedule 7 — El Caballo Blanco and Gledswood
Schedule 8 — Emerald Hills

Schedule 9 — Catherine Field Village
Schedule 10 - Yamba

Schedule 11 - Grasmere

Schedule 12 — 121 Raby Road, Leppington

Through the life of the DCP new schedules may be added, or existing schedules
deleted (such as when a release area is fully developed).

4. Public Exhibition

The EP&A Regulation requires the draft DCP to be exhibited for a minimum of 28 days
(four weeks). Considering the review is comprehensive, it is proposed that the
exhibition period be increased to 42 days (six weeks).

Hard copies of the draft DCP will be made available for review at Council's
Administration Centre at Oran Park and at Council’s libraries. The draft DCP will also
be available on Council’'s website and promoted on Council's Facebook page.

5. Next Steps

Subject to endorsement by Council, the draft DCP will be publicly exhibited for a six-
week period, commencing early 2019. State govemment authorities will also be
consulted during the exhibition period.
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Subject to no unresolved submissions being received, it is recommended that Council
grant delegation to the General Manager to adopt the draft DCP. An advertisement will
then be placed in the local paper to advise the DCP commencement date.

Should there be unresolved submissions, a further report will be provided to Council
detalling submissions received and Council officer response for Council's
consideration.

FINANCIAL IMPLICATIONS

There are no financial implications for Council as a result of this report.
CONCLUSION

The draft Camden DCP is the result of a comprehensive review of Camden DCP 2011
that aims to improve its user-friendliness and facilitate quality development outcomes.
The draft DCP retains existing controls that are proven to be workable.

The review has resulted in proposed amendments that:

reflect updated State Government policy;

corrects anomalies;

removes duplication;

consolidates provisions for site-specific areas; and

proposes new controls to help deliver quality development outcomes.

The draft DCP structure has been designed to be consistent with the existing Growth
Centres DCP to promote consistency between the documents. Better gquality figures
and images have also been included in the draft DCP which improves the user-
friendliness of the document.

It is recommended that Council endorse the draft DCP for the purposes of public
exhibition.

RECOMMENDED

That Council:

i. endorse the draft Camden Development Control Plan 2018 for public
exhibition;
ii. subjectto no unresolved submissions being received:
a. grant delegation to the General Manager to adopt the draft Camden
Development Control Plan 2018; and
b. publicly notify the adoption of the Development Control Plan in
accordance with the provisions of the Environmental Planning
Assessment Act 1979 and Regulations; or

ili. if unresolved submissions are received, receive a further report outlining the
results of the public exhibition of the draft Camden Development Control
Plan 2018 for Council's consideration.

ATTACHMENTS

1. Afttachment Summary of Proposed Changes Draft Camden DCP 2018
2. Separate Cover Draft DCP 2018
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ORDO04 DRAFT CAMDEN DEVELOPMENT CONTROL PLAN 2018
Resolution: Moved Councillor C Cagney, Seconded Councillor Fedeli that Council:

i. endorse the draft Camden Development Control Plan 2018 for public exhibition;
ii. subject to no unresolved submissions being received:

a. grant delegation to the General Manager to adopt the draft Camden
Development Control Plan 2018; and

b. publicly notify the adoption of the Development Control Plan in accordance

with the provisions of the Environmental Planning Assessment Act 1978 and
Reguilations; or

iii. if unresolved submissions are received, receive a further report outlining the
results of the public exhibition of the draft Camden Development Control Plan 2018
for Council's consideration.

ORD253/18 THE MOTION ON BEING PUT WAS CARRIED

(Councillors Sidgreaves, Symkowiak, Campbell, Fedeli, C Cagney, A Cagney, Farrow,
Mills and Morrison voted in favour of the Motion. No Councillors voted against the
Motion.)
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Attachment 1 Revised Compliance and Enforcement Policy

COMPLIANCE & ENFORCEMENT

DIVISION: Planning and Environment
BRANCH: Waste & Compliance Services

CATEGORY: 2

PART 1 -INTRODUCTION
1. BACKGROUND

1.1 One of Camden Council’'s roles is to act as an enforcement authority under a broad
range of legislation. Authorised Officers are required to make decisions and use
discretion about appropriate enforcement action when non-compliant issues are
identified.

1.2 Council has a responsibility under Section 8 of the Local Government Act 1993
to ensure that its regulatory activities are carried out in a consistent manner
and without bias.

1.3 Council's regulatory and enforcement actions should be exercised to ensure
the health, safety and environmental protection of all stakeholders, including
residents, visitors, workers and business operators, and in the interests of the
broader community. All stakeholders should have confidence in the decision
making and internal review processes.

1.4 In order to satisfy these needs this Policy has been developed and is broadly
based on the ‘Model Policy’ prepared for Local Councils by the NSW Ombudsman.

1.5 Council supports and welcomes the positive assistance of the community in
reporting issues of concem and undertakes to work collaboratively with the
community to promote the benefits of compliance as a way of sustaining a safer
quality of life for all.

1.6 This Policy uses a graduated and risk-based approach to taking enforcement
action, for example, the issue of a warning or Caution, which, if not successful in
resolving the issue, may be followed by statutory notices and orders, and finally
some form of enforcement proceedings either via a penalty notice or court
action if compliance cannot be achieved by any other method.

1.7 This policy also recognises, in some situations, the gravity of the incident or other
circumstances determines that an escalated approach is not appropriate and
immediate regulatory action is required e.g. where an activity is oris likely to result
in a significant public health or safety risk, or is or likely o cause environmental
harm.

2. OBJECTIVE

2.1 Council is opposed to unlawful and non-compliant activities and aims to provide
and deliver regulatory services in a fair, equitable and consistent manner designed
1o protect the natural, built and social environment.
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2.2 This policy aligns with Key Direction 6 — Strong Local Leadership in Councils
Community Strategic Plan.

2.3 This policy references specific roles for Council acting as both an educator and a
regulator.

2.4 This policy aims to:

a) Ensure all regulatory activities meet Council's Charter of responsibilities
under Section 8 of the Local Government Act

b)  Assist Authorised Officers to respond promptly and effectively to complaints
of unlawful activity and undertake proactive investigations

c¢) Ensure Authorised Officers comply with Council's Code of Conduct when
investigating any unlawful activity

d) Establish, where required, operational guidelines and procedures for
Authorised Officers and the community which incorporate the principles of
procedural faimess and nhatural justice where decisions are made in a
consistent, fair, equitable and transparent manner

e) Establish criteria to determine whether enforcement action is warranted and
if so, ensure such action is in accordance with the Authorised Officers
Delegation of Authority in a timely, cost effective manner and proportional to
the relative serioushess of the situation

f) Ensure appropriate options are considered prior to the implementation of
enforcement action

g) Take a proactive approach to compliance by providing information to the
public about Council's role and policy on enforcement and encourage a
culture of compliance aimed at self-regulation rather than Council imposed
enforcement action

h)  Provide a service which embodies good practice and ensures that Council is
a Model Litigant by behaving ethically, faily and honestly in litigation.

3. SCOPE

3.1 This Policy applies to all areas where Council has a compliance and enforcement
role under various Acts and Regulation.

3.2  Allemployees who deal with complaints and the enforcement of relevant legislation
are responsible for implementing this Policy.

3.3 The application of the Policy includes but is not limited to:

Abandoned vehicles

Asbestos management

Boarding houses

Brothels

Public/ commercial/ private swimming pools
Development control

Environmental and pollution control issues
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3.4

3.5

3.6

3.7

3.8

3.9

3.10

. Failure to comply with a condition of an approval, an Order or Notice

. Fire safety

. Food safety

. Removal of trees or clearing vegetation from land

. On-site sewage management (septic systems)

. Parking control

. Public health and safety

. The control over the keeping of animals and companionh animals

. The regulation of unlawful development activities

. Waste

. Any other functions for which Council is the Appropriate Regulatory
Authority.

Any enforcement action will be in accordance with this policy, relevant NSWW
legislation and Revenue NSW Guidelines.

Whilst it is intended the principles in this policy will have general application,
there may be cases where the particular circumstances justify departure from
these principles.

In any situation where an Authorised Officer considers taking action which varies
from the policy and any associated guidelines/procedures, the Authorised Officer
will discuss the reasons for the variance with their Team Leader/Manager and will
document and implement the agreed course of action.

This policy applies to Council’'s enforcement functions and supports the concept
of an escalated and proportionate approach to most non-compliant issues
except for parking, traffic and like matters.

While this policy covers all matters to be taken into account when exercising
discretion about compliance and enforcement matters, it recognises that
Authorised Officers working with traffic and parking matters are faced with
different time frames and decisions which need o be made on the spot.

When enforcing the road rules, Authorised Officers will carry out traffic and parking
duties in a fair, equitable and consistent manner which includes a zero tolerance
approach in school zones (ie strict enforcement of the rules).

Other offences, such as certain development consent breaches eg hours of
operation and some environmental offences (eg illegal buming of waste/plastics),
may be dealt with using penalty notices due to the fransient nature of the offence
and the impracticality of using notices and orders to deal with the issue.

4, DEFINITIONS

4.1 Authorised Officer means a Council officer with delegated authority to carry out
specific duties and take any necessary enforcement action. Such officers carry
specific authorities under various Acts, which include prescribed powers of entry to
certain properties.

42 Caution means a formal warning given instead of a penalty and advising
enforcement action will follow if there is a recurrence. Any consideration to issue a
Caution should be in accordance with the Caution Guidelines issued by the NSW
Attomey General.

4.3 Cautioning means the verbal process an officer is required to undertake to issue a
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Caution to an alleged offender once the officer has considered an offence has
occurred and which allows the officer to use any subsequent statement/s made by
the alleged offender as evidence.

4.4 Civil Proceedings means:

. Notices, orders and directions issued pursuant to various legislation.

. Class 4 proceedings in the Land and Environment Court seeking an order to
remedy a breach of the EP & A Act, the Local Government Act, the Protection
of the Environment Act or any other Act, if the breach is causing or is likely to
cause harm to the environment.

. Interlocutory relief for matters causing or with reasonable potential to cause
serious environmental hamm. In such proceedings, it is likely the Council
would be required to provide an undertaking as to damages.

4.5 Complainant means a person lodging a complaint with Council.

4.6 Council means Camden Council.

47 Criminal Proceedings means:

. The issuing of a pehalty notice;

. Prosecuting an offence in the Local Court with the use of a Court Attendance
Notice;

. Prosecuting for an offence in the summary jurisdiction of the Land and
Environment Court (Class 5 proceedings).

4.8 EP&A Act means the Environmental Planning and Assessment Act 1979.

49 Fines Act means the Fines Act 1996.

4.10 Issuing Agency means Council.

4,11 Offence means an offence under NSW legislation.

4.12 Prima facie means the presentation of sufficient evidence to support a legal claim.

4.13 Procedural Fairness means the use of fair and proper procedures as part of
the decision making process.

4.14 Revenue NSW means the former State Debt Recovery Office, responsible for
collecting revenues, administering grants and recovering debts on behalf of the
people of NSWV.

4.15 Unauthorised/ unlawful activity means any activity that is:

. Contrary to the terms or conditions of a development consent, approval or
permission

. Contrary to an environmental planning instrument that regulates the activities
or work that can be carried out on particular land

. Contrary to a legislative provision regulating particular activity of work

. Without a required development consent, approval, permission or licence

. Contrary to legislation for which the Council is the appropriate regulatory
authority, and

. Includes any activity, place or structure which is a risk to public health and
safety but excludes any parking or traffic offences which are dealt with in
accordance with the Australian Road Rules.

COMPLIANCE & ENFORCEMENT Next Review Date: dd/mm/yyyy
Adopted by Council: 08/03/2016 EDMS #: Page 5 0f 19

Attachments for the Ordinary Council Meeting held on 13 August 2019 - Page 84



Attachment 1 Revised Compliance and Enforcement Policy

PART 2 - POLICY STATEMENT

5. ENFORCEMENT & COMPLIANCE PRINCIPLES
51 Camden Council; as a responsible regulator, is committed to:
a) Acting with consistency, impartiality, objectivity and fairmess

b) Awvoiding any discrimination on the basis of race, religion, political association,
sex or hational origin

¢} The adoption of a risk-based, graduated and proportionate response (where
appropriate) to legislative non-compliance

d) Providing every opportunity for compliance by all stakeholders by indicating
the relevant penalties for non-compliance

e) Providing written advice or directions in a clear and simple manner

f)  Ensure any action taken is in the public interest and the action is in proportion
to the offence

g) Ensure any action taken by Council is justified, against the correct person(s),
cost effective and based on sound evidence which will withstand robust
scrutiny

h) Ensure any decision to take no further action or issue a caution is in the public
interest and in accordance with relevant guidelines (e.g. Revenue NSW)

i) Awvoiding any actual, perceived or potential conflict of interest situations

i) Conducting all investigations in accordance with the Code of Conduct and
making decisions in a professional manner with appropriate integrity

k) Creating awareness and seeking support from all stakeholders including
workers and business operators and the broader community in the need for
compliance when dealing with relevant issues

[) Ensuring action is instigated within legislative time limits, and

m) Disclosing all evidence relevant to an alleged offence and assisting the Court,
as required.

6. APPLICABLE LEGISLATION

6.1 Legislation to which this policy applies is outlined in Relevant Legislative
Instruments.

7. PROCEDURAL FAIRNESS

7.1 Council is committed to natural justice and acting fairly in all aspects of the
implementation of this policy. In order to achieve this outcome, Council will:

COMPLIANCE & ENFORCEMENT Next Review Date: dd/mm/fyyyy
Adopted by Council: 08/03/2016 EDMS #: Page 6 of 19

Attachments for the Ordinary Council Meeting held on 13 August 2019 - Page 85

ORDO02

Attachment 1



ORDO02

Attachment 1

Attachment 1

Revised Compliance and Enforcement Policy

f)

Provide an opportunity for an alleged offender to provide an explanation.
However, there will be situations such as parking enforcement and other
circumstances considered to represent a serious risk to public safety or the
environment that would preclude this opportunity

Give due consideration to any written submission made by an alleged
offender made either directly to Council or via ancther agency (e.g. Revenue
NSW)

Make appropriate enquiries, investigations and searches prior to making an
enforcement decision

Establish appropriate procedures to avoid an enforcement decision being
influenced by an actual, potential or perceived conflict of interest

Implement procedures to ensure pertinent information is provided to a
complainant and alleged offender, subject to maintaining appropriate
confidentiality provisions, and

Act without bias and within statutory time frames.

8. CODE OF CONDUCT

8.1 Authorised Officers carrying out their duties, including the consideration of some
form of enforcement action, will have due regard to the contents of Council’'s
Code of Conduct, which is available on Council's website.

8.2 ltis Council's expectation all inspections, investigations and customer interactions
will be carried out in a respectiul manner and in accordance with Council's Values
and attuned to any language or cultural considerations. All Authorised Officers
involved in any compliance or enforcement matter should:

a) Not permit personal views, or prejudices to influence their attitude towards
any person or duty required to be undertaken
b) Respond to any reasonable request or lawful direction of any supervisor or
manager of the Council
c)  Not commit any act which constitutes dereliction of duties
d)  Not commit any act that brings Council into disrepute
e)  Not publicly criticise Council in any way that is demeaning, defamatory or
brings disrespect or embarrassment to Council
f) Not publicly criticise any Council employee in any way that is demeaning,
defamatory or brings disrespect to Council
g)  Not obey any order or direction which is contrary to the law
h)  Report any such unlawful order to the attention of an immediate supervisor,
Manager or, if required, the General Manager
i) Mot solicit or receive any gift that is contrary to Council’'s Code of Conduct.
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8.4

8.5

8.6

Authorised Officers who are accredited under the Building Professionals Board
scheme must also satisfy the code of professional conduct requirements of such
scheme.

Authorised Officers should abide by their delegations & be equipped with their
specific authorisation identification (with photograph) under the relevant Acts.

Decision making relating to the investigation of reports alleging unlawful activity
and taking enforcement action is the responsibility of the Authorised Officer or the
Council itself.

Councillors are bound by the Code of Conduct and must ensure that when
representing the community on enforcement matters they are aware of their
obligations under the Code.

9.  CONFLICT OF INTEREST

9.1

If a situation arises where an officer believes a perceived or actual conflict of
interest exists, they must refer the matter to the relevant Team Leader or Manager.

10. DISCLOSURE OF INFORMATION

101

10.2

10.3

Authorised Officers will respect the privacy and confidentiality of information
received however, due to statutory obligations and policy reguirements,
confidentiality cannot always be guaranteed.

The complainant’s identity may be disclosed where:

a) Access to the information is permitted under legislation including but not
limited to the Government Information (Public Access) Act 2009

b) Legal action is commenced, and the information is disclosed in evidence
c)  The person consents to the disclosure of the information

d)  The principles of natural justice dictate that information be disclosed to the
person who is the subject of the complaint

e) Council is of the opinion that disclosure of information is necessary to
effectively investigate the matter.

Authorised Officers will also observe the information protection principles in the
Privacy and Personal Information Protection Act 7998 and Council's Privacy
Management Plan, which provide in certain circumstances for information to be
shared with other public sector agencies for law enforcement purposes.

10.4 Reasons for decisions regarding compliance and enforcement action will be
made available unless to do so would cause a breach of the law. Reasons may
not be given in any case where the information may cause harm 1o an informant,
withess or the alleged offender, or in circumstances that would significantly
prejudice the administration of justice.
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10.5 Some Authorised Officers have access to external electronic databases including
the NSW Companion Animals Register and the Roads and Maritime Services
Vehicle Ownership Register. Neither of these are registers to which the general
public or other Council officers have access. The information on both registers is
protected from general disclosure and can only be used for the lawful exercise of
functions under the relevant Acts. Authorised Officers are subject to routine
external auditing in regard to the use of the databases.

11. RECEIVING AND RESPONDING TO CUSTOMER REQUESTS

11.1 Council's expectation is that all customer requests will be electronically recorded
and dealt with in accordance with Council’s Customer Service Charter and having
regard to the seriousness of the issue and other priorities.

11.2 All complaints will be initially assessed within practical time constraints and
appropriate action taken in accordance with this policy.

11.3 All complaints will be investigated unless:

a) Council is not the Appropriate Regulatory Authority
b)  The matter has already been actioned and resolved
¢) Insufficient information has been provided

d)  The complaint is premature and relates to an unfinished aspect of work still
in progress

e) A private Principal Certifying Authority is responsible for monitoring
compliance with the conditions of development consent (Council will work
cooperatively with relevant agencies and Private Certifiers to achieve
compliant outcomes)

f) The activity is determined to be lawful and does not require an approval

g) A Development Approval, Complying Development Certificate or any other
lawful authority has been granted for the work

h)  The complaint is trivial, frivolous or unreasonable in nature
i) The complainant is solely seeking a monetary resclution from a third party

i) The complaint relates to a civil matter or dispute (e.g. private matter between

neighbours).
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11.4

11.5

11.6

11.7

11.8

11.9

In situations where Council is the Appropriate Regulatory Authority, the relative
seriousness of each matter will determine the priority attached to a particular
complaint. As a guide, the following risk categories can be applied:

a) High Risk:

. Significant environmental or safety risk to life or property e.qg.
discharge of foxic waste to a water body, likely collapse of a shop
awning over a public road, removal of a swimming pool fence or
barrier, a fire safety issue, dangerous retaining wall, demolition of a
heritage item, asbestos removal

. Serious community safety or public health issues (e.g. dog aftack, food
poisoning, Legionnaires case)

. Urgent matters as directed by Council’s senior management.

b) Medium Risk:

. Major non-compliance with approval

. Non-life threatening fire safety or similar safety matter

. Unauthorised use or building work where the opportunity to collect
critical evidence is not lost (tree removal or demolition).

¢) LowRisk:

. Minor non-compliance with approval
. Neighbour dispute.

An assessment after the initial response may result in a complaint being assigned
a more appropriate or different risk priority category. Some legislation including
the Companion Animals Act and Swimming Pools Act include mandatory
response times for actioning complaints.

Representations from the Mayor, Councillors or Members of Parliament will also
be actioned in accordance with the above risk priority categories. However, a
response on either an action or proposed action will be provided promptly as a
matter of priority in accordance with Council’s procedures.

Complainants must be informed of the action taken in regard to their customer
request in accordance with Council’'s Customer Service Charter.

Any complaints about Council's handling of reports alleging unlawful activity will be
handled in accordance with Council’s complaints management policy and procedures.

Where a person or organisation subject to enforcement action merely disputes
Council’'s decision to take enforcement against them, they will be directed to make
representations in accordance with any relevant internal and extermal appeal
processes.

11.10Council staff will act on any complaints about the conduct of compliance officers in

accordance with Council’'s complaints management policy and procedures and the
Code of Conduct.
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12. ANONYMOUS COMPLAINTS

12.1 Anonymous complaints may not be investigated. The decision to investigate
includes, but is not limited to, the subject and seriousness of the matter, the likely
reliability of the complaint, ability to access further information, available staff
resources and work health and safety responsibilities.

12.2 When an anonymous complaint is investigated, an appropriate record of the
investigation will be made.

13. FRAUDULENT COMPLAINTS

13.1 A fraudulent complaint is where a person lodges a complaint with Council in
someone else’s name without that person’s knowledge or where the nature of the
complaint is untrue. Such complaints will be treated as unreasonable unless a
valid basis for such a complaint can be established. The decision to investigate
such a matter will be based on the same criteria as for anonymous complaints.

14. USE OF STATUTORY DECLARATIONS

14.1 The investigation of some complaints may from time to time wamant
consideration of the use of a statutory declaration and or statements by the
complainant if a matter is to proceed. Any residents who complete a statutory
declaration should be informed they may be required to appear in court as a
withess should the matter be defended.

14.2 The completion of a statutory declaration by itself does not guarantee further
enforcement action will be undertaken by Council.

14.3 In all circumstances involving the use of statutory declarations by residents, the
relevant officer/s needs to be satisfied:

a) A |ustified nuisancefoffence exists which cannot be resolved without
recourse to some other form of enforcement action.

b) Other fair and reasonable attempts to resolve the matter have been
unsuccessiul.

¢)  The withess will appear in court if required.
d) The withess will be able to satisfy a Magistrate that they are a credible

and impartial withess with a legitimate reason(s) for seeking resolution via the
court.

14.4 Unless the above matters can be satisfied, other alternatives including private
action or the use of mediation through the Community Justice Centre should be
considered.

15. DEALING WITH UNREASONABLE CUSTOMER CONDUCT
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16.

15.1

156.2

15.3

15.4

15.5

As per Council's Dealing with Unreasonable Customer Conduct Policy,
unreasonable customer conduct refers to any behaviour by a customer that,
because of its nature or frequency, raises substantial health, safety, resource or
equity issues for Council Officials, other service users and customers or the
customer himself/herself. Unreasonable customer conduct is grouped into five
categories of conduct:

a) Unreasonable persistence

b)  Unreasonable demands

¢}  Unreasonable lack of cooperation
d) Unreasonable arguments

e) Unreasonable behaviour.

Council has a zero tolerance pclicy towards any harm, abuse or threats directed
towards Council staff or officials.

Any customer conduct of this nature will be dealt with under the Dealing with
Unreasonable Customer Conduct Policy and in accordance with Council's duty of
care and work health and safety responsibilities. This may include limiting or
adapting the ways that Council interact with andfor deliver services by restricting
who the customer has contact with, what they can contact Council about and when
and where they can contact Council. Altematively, a customer's access to Council
services may be teminated.

Further information can be obtained from Council's Dealing with Unreasonable
Customer Conduct Policy.

Enforcement action will not be taken purely as a response to the conduct of an
individual such as persistent demands or threats.

CONSULTATION WITH OTHER AGENCIES

16.1

16.2

16.3

There will be situations, such as the investigation of a complaint, where Council
has no legal or geographical jurisdiction, or operational responsibility, and
consequently the matter should be referred to the relevant agency without delay.

Agencies may include but not be limited to: NSW Police, NSW Department of
Planning and Environment, Local Land Services, Fair Trading NSW, NSW
Department of Primary Industries, Safework NSW, NSW Environment Protection
Authority, NSW Food Authority, NSW Health, the Building Professional Board,
Transport NSW, Fire and Rescue NSV, and Rural Fire Service.

Council will consult with the responsible agencies to facilitate a coordinated and
constructive compliance approach and keep the complainant informed.

17. COMPLAINTS MANAGEMENT - PRIVATE CERTIFIERS
17.1 In terms of Council’s development compliance role, complaints are received from
time to fime regarding various matters on building construction sites where Council
is not the Principal Certifying Authority.
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17.2 In such situations, in the first instance the complainant should be advised to contact
the Principal Certifying Authority directly to ensure all relevant details are
accurately communicated to the Principal Certifying Authority.

17.3 Alternatively, should an extemal observation by an Authorised Cfficer of a building
site which is under the jurisdiction of a Principal Certifying Authority (not being
Council) disclose significant non-compliant issues, Council will initially draw the
matter to the attention of the Principal Certifying Authority.

17.4 If a complaint or observation relates to an urgent matter involving a life threatening
situation or significant environmental damage or an on-going matter where
valuable evidence may not be available if an immediate response is not
commenced, an Authorised Officer may undertake an immediate investigation to
assess the seriousness of the situation.

17.5 If the complaint is substantiated, Council will consider action in accordance with
this policy and the Principal Certifying Authority will be informed of any action taken
by Council.

17.6 In any situation where it is considered a Principal Cerlifying Authority has acted
incorrectly, improperly and/or unprofessionally, a report may be forwarded 1o the
Manager recommending referral of the matter to the Building Professionals Board.

17.7 Relevant factors for determining if a matter should be referred to the Building
Professionals Board are:

a) The seriousness of the failure to act professionally
b)  Any previous history of complaints

c)  The level of cooperation from the Principal Certifying Authority to rectify the
problem/s

d) The adequacy of changes made by the Principal Certifying Authority to
procedures or practices to ensure that future problems will be minimised.

17.8 Examples of matters that might be referred to the Building Professionals Board
include but are not limited to:

a) Significant departure from the development consent where the Principal
Certifying Authority does not appear to be taking appropriate action to
address the issue

b) The persistent failure to submit relevant cerificates or other
documentation to Council within the specified time period

¢} Complying Development Certificates that do not meet the development
standards for the relevant State Environmental Planning Policy.

18. BUILDING INFORMATION CERTIFICATES

18.1 Council recognises that persons who may have carried out unlawful building
works may, as an option, apply for a Building Information Certificate under Part
€ — Division 6.7 of the EP&A Act to retain the structure. If a building certificate
is issued, Council cannot ask for demolition or alterations unless after 7 years
of fair wear and tear.
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18.2 Irrespective of whether a Building Information Certificate is applied for, Council
may take action against a person who carried out unlawful works.

18.3 The action may include the issuing of a penalty notice or commencement of
criminal proceedings, where it is considered appropriate and necessary for
punitive action to be taken, having regard to the restriction provisions provided
under Section 8.57 of the EP&A Act.

18.4 Building Information Certificate applications to support unlawful building works will
be expected to provide the same level of details in plans, certificates,
specifications and other documents as would be required for assessing a
Development Application, a Construction Certificate, a Complying Development
Certificate andfor an Occupation Certificate.

19. PROACTIVE COMPLIANCE MONITORING

19.1 In addition to responding to complaints and enquiries about alleged unlawiful
activity, Council also provides a number of proactive compliance programs around
high risk regulatory areas. These areas include:

a) Food premises inspections

b)  Public Health Inspections (eg skin penetration premises)
¢}  Public swimming pool water quality monitoring

d) Onsite sewage management systems (septic tanks)

e) Fire safety

f) School Zone compliance.,

19.2 Compliance action may be initiated where non-compliance is identified in the
course of a proactive compliance inspection, in which case the principles outlined
in this policy will also be applied.

20. THE DECISION PROCESS - TAKING ENFORCEMENT ACTION

20.1 When deciding whether to take enforcement action in relation to a confimed case
of unlawful activity, council will consider the full circumstances and facts of the
matter and the public interest. Authorised Officers are required to maintain
appropriate records about decision making processes in relation to reports
alleging unlawful activity and any enforcement action, as well as records of
interactions with relevant parties. Authorised Officers will at all times adhere to
Coundil's intemal approval processes and delegations prior to the commencement
of any enforcement action. The following common considerations will assist
Council staff in determining the most appropriate response in the public interest:

a) Considerations about the alleged offence and impact:

. The nature, extent and severity of the unlawful activity, including
whether the activity is continuing

. The harm or potential harm to the environment or public health, safety
or amenity caused by the unlawful activity

. The seriousness of the breach, including whether the breach is
technical, inconsequential or minor in nature

COMPLIANCE & ENFORCEMENT Next Review Date: dd/mm/fyyyy
Adopted by Council: 08/03/2016 EDMS #: Page 14 of 19

Attachments for the Ordinary Council Meeting held on 13 August 2019 - Page 93

ORDO02

Attachment 1



Attachment 1 Revised Compliance and Enforcement Policy

ORDO02

Attachment 1

. The time period that has lapsed since the date of the unlawful activity
b) Considerations about the alleged offender:

. Any prior warnings, instruction, advice that was issued 1o the person
or organisation reported or previous enforcement action taken against
them

. Whether the offence was committed with intent

. Whether the person or organisation reported has been proactive in the
resolution of the matter and assisted with any council requirements
and instructions

. Any mitigating or aggravating circumstances demonstrated by the
alleged offender

. Any particular circumstances of the person or organisation reported
(e.g. health, young offender)

c¢) Considerations about the impact of any enforcement action:

. The need to deter any future unlawful activity

. Whether an educative approach would be more appropriate than a
coercive approach in resolving the matter

. The prospect of success if the proposed enforcement action was
challenged in court

. The costs and benefits of taking formal enforcement action as opposed
1o taking informal or no action

. Vhat action would be proportionate and reasonable in response to the
unlawful activity

. Whether Council may be prevented from taking action based on earlier
advice given

d) Considerations about the potential for remedy:

. Whether the breach can be easily remedied

. Whether it is likely consent would have been given for the activity if it
had been sought

. Whether there is a draft planning instrument on exhibition that would
make the unauthorised use legal

20.2 Authorised Officers will take steps to ensure that any enforcement action is taken
against the correct person or organisation. Vhere there are multiple possible
parties to an alleged unlawful activity, it will generally not be appropriate to take
enforcement action against every person who may be liable for the alleged
unlawful activity. In such circumstances, Authorised Officers will be guided by legal
advice in determining the appropriate persons to pursue.

20.3 Where legal and/or technical issues are in question, Council staff will consider
whether legal advice or professional advice from duly qualified staff or other
experts should be obtained and considered. Council may also require a person
subject to possible enforcement action to obtain professional advice in relation to
issues of concem to Council for assessment as to whether further action is

required.
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20.4 Requirements of Authorised Officers in considering enforcement action

Prior to taking enforcement action, Authorised Officers will take into account the
above considerations as well as the evidence gathered during their investigation.
Authorised Officers must act impartially, be mindful of their obligations under
council’s code of conduct and not act as a decision-maker in relation to any matter
in which they have a personal interest. Enforcement action will not be taken purely
as a response to the conduct of an individual such as persistent demands or
threats.

21. OPTIONS FOR DEALING WITH CONFIRMED CASES OF UNLAWFUL ACTIVITY

21.1 Council will try to use the quickest and most informal option to deal with unlawful
activity wherever possible unless there is little likelihood of compliance with such
options. Authorised Cfficers will use discretion to detemine the most appropriate
response to confimed cases of unlawful activity and may take more than one
approach. Any enforcement action taken by Council will depend on the full
circumstances and facts of each case, with any decision being made on the merits.

At all times, Council's key concerns are:

a) To prevent or minimise hamm to health, welfare, safety, property or the
environment

b)  To influence behaviour change for the common good and on behalf of the
community

The following enforcement options to be considered by Council are ordered to
reflect an escalation in response that is proportionate to the level of risk, the
seriousness of the confirmed breach or the need for a detemrent:

Level of risk | Enforcement options

Low + Taking no action based on a lack of evidence or some other
appropriate reason

+ Providing informationfadvice on how to be compliant

* Negotiating with the person 1o obtain voluntary undertakings
or an agreement to address the issues of concem

* |ssuing a warning or a formal caution

Medium ¢ Issuing a letter requiring work to be done or activity to cease
in lieu of more formal action

+ |ssuing a notice of intention to serve an order or notice under
relevant legislation, and then serving an order or notice if
appropriate

High ¢ Issuing a penalty notice

+ Carmrying out the works specified in an order at the cost of
the person served with the order

* Seeking an injunction through the courts to prevent future or
continuing unlawful activity

« Commencing legal proceedings for an offence against the
relevant Act or Regulation

21.2 Following up enforcement action

All enforcement action will be reviewed and monitored to ensure compliance with
any undertakings given by the subject of the enforcement action or advice,
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22,

directions or orders issued by Council. Reports alleging continuing unlawful
activity will be assessed and further action taken if necessary. If the unlawiful
activity has ceased or the work has been rectified, the matter will be resubmitted
for follow up action to ensure ongoing compliance outcomes are met. Should initial
enforcement action be found to have been ineffective, council staff will consider
other enforcement options.

CRIMINAL AND CIVIL PROCEDINGS

221 Council and its delegated staff will be guided by legal and expert advice in deciding
whether to commence criminal or civil proceedings and will consider the following:

a)

Whether there is sufficient evidence to establish a case to the required
standard of proof

Council considers the decision to take legal action a serious matter, and as
such will only initiate and continue proceedings once it has been established
that there is admissible, substantial and reliable evidence to the required
standard of proof.

The basic requirement of any criminal prosecution is that the available
evidence establishes a prima facie case. The prosecutor is required to prove
the elements of the offence beyond reasonable doubt.

In civil enforcement proceedings, Council will require sufficient evidence to
satisfy the court that an actual or threatened breach has occurred on the
balance of probabilities.

Whether there is a reasonable prospect of success before a court

Given the expense of legal action, Council will not take legal action unless
there is a reasonable prospect of success before a court. In making this
assessment, Council will consider the availability, competence and
credibility of withesses, the admissibility of the evidence, all possible
defences, and any other factors which could affect the likelihood of a
successful outcome.

Whether the public interest requires legal action to be pursued

The principal consideration in deciding whether to commence legal
proceedings is whether to do so is in the public interest. In making this
determination, the same factors considered when taking enforcement action

apply.

The following considerations relate more specifically to the decision fo
commence legal proceedings and will assist council and its delegated staff
in making this determination:

The availability of any altematives to legal action

. Time within which to commence proceedings

. Whether an urgent resolution is required (court proceedings may take
some time)
The possible length and expense of court proceedings

. Any possible counter-productive outcomes of prosecution

. What the effective sentencing options are available to the court in the
event of conviction
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. Whether the proceedings or the consequences of any resulting
conviction would be unduly harsh or oppressive.

23. RECOVERY OF FINES & LEGAL COSTS
23.1 In relation to the recovery of legal costs Council will:

a) Seek to recover fair and reasonable costs in all matters where costs
are recoverable, either by consent or by order of the court

b) Seek to recover the penalty imposed by the court where such penalty
is imposed

¢} Consider any recommendations of its legal representative/s to accept a
lesser amount than the full legal cost if the acceptance will result in Council
not incurring further and unnecessary legal costs.

24, COMMUNITY AWARENESS

241 Council will take every opportunity to promote ongoing community awareness with
regard to compliancefenforcement. This may include, but is not limited to,
website references, the publication of press releases and the periodic inclusion in
any community newsletters with a view to improving community confidence
and awareness.

242 Awareness initiatives that focus on residents, developers and business
operators will adopt an educational approach designed to engage and promote:

a)  Anawareness of this policy

b) The minimisation of non-compliance by improving the knowledge of
legislation within the community

¢}  The benefits of complying with the legislation and the consequences of not
complying

25. POLICY MONITORING & REVIEW

251 To ensure this Policy remains contemporary, it will be reviewed every 3 years or
after legislative changes.

252 The processes will include, but not be limited to, determining the levels of
compliance in regulated/core business activilies and the emergence of any
apparent trends, the success or otherwise of specific types of enforcement action
and the effectiveness of any education campaign/s.
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RELEVANT LEGISLATIVE INSTRUMENTS: Australian Road Rules 2014
Boarding Houses Act 2012
Companion Animals Act 1998
Contaminated Land Management Act 1997
Crown Land Management Act 2016
Environmental Planning & Assessment Act
1979
Fines Act 7996,
Food Act 2003
Impounding Act 1893
Local Government Act 1993
Local Government (General) Regulation
2005
Motor Dealers and Repairers Act 2013
Biosecurity Act 2015
Frotection of the Environment Operations
Act 1997 and Regulalions (muitipie)
Fublic Health Act 2010
Public Heaith Regulation 2012
Swimming Pools Act 7992
Roads Reguiations 2018
Road Transport (General) Regulation 2013
Rural Fires Act 1897
Building Professionals Act 2005
Sydney Water Act 1994, and
The Regulations relating to the above Acts.

RELATED POLICIES, PLANS AND Asbestos Policy

PROCEDURES: Feedback Policy
Animal Care Facility Adoption Policy
Dealing with Unreasonable Customer
Conduct
Swimming Pools Inspection Program
Code of Conduct
Guidelines for Councillor Access to
Information and Advice

RESPONSIBLE DIRECTOR: Director Planning and Environment
APPROVAL: Council
HISTORY:
Version Approved by Changes made Date EDMS Number
1 Council New policy 08/03/2016 16/137442
2 Council Minor
amendments
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FIRE SAFETY PROGRAM POLICY

DIVISION: Planning and Environmental Services
BRANCH: Development Certification
CATEGORY: 2

PART 1 - INTRODUCTION
1. BACKGROUND

1.1 Council's Fire Safety Program was adopted by Council in 2001 to promote the
upgrading of fire safety in existing buildings and to ensure fire safety measures
are adequately maintained.

1.2 This policy has been prepared to inform and assist building owners and
Council officers in relation to fire safety matters that are govemed by the
Environmental Planning & Assessment Act (EP&A Act).

2 OBJECTIVE

2.1 To assist owners of Class 1b to 9 buildings meet their legal obligations
regarding the implementation and maintenance of fire safety measures.

2.2  To promote fire safety compliance in buildings within the Camden LGA.

2.3  To ensure the community and building owners are informed on Council's
role and processes in relation to fire safety and enforcement.

3. SCOPE

3.1 The policy applies fo buildings classified as 1b to 9 under the NCC, including
Council owned buildings.

4. DEFINITIONS

Annual Fire Safety Statement (AFSS) means an Annual Fire Safety Statement as
defined by the Environmental Planning and Assessment Regulation 2000,

Competent Fire Safety Practitioner (CFSP) means a competent fire safety
practitioner is a person defined by Clause 167A of the EP&A Regulation who is competent
to perform fire safety assessment functions as required by the EP&A legislation.

Critical Fire Safety Measure (CFSM)

A critical fire safety measure means a fire safety measure that is identified in a fire safety
schedule as a critical fire safety measure, being a measure that is of such a nature, or is
implemented in such an environment or in such circumstances, that the measure requires
periodic assessment and certification at intervals of less than 12 months.
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EP&A Act means the Environmental Planning and Assessment Act 1879,
EP&A legislation means the EP&A Act and the EP&A Regulation.
EP&A Regulation means the Environmental Planning and Assessment Regulation 2000,

Essential Fire Safety Measure means any installations or types of construction that
have been incorporated into a building to ensure the safety of the occupants within the
building in the event of fire or other emergency, and may include such measures as
automatic fire suppression systems (e.g. sprinkler systems), fire hose reels, fire
hydrants, automatic fire detection and alarim systems, fire doors, fire extinguishers,
smoke exhaust systems, exit signs, emergency lighting and fire engineered solutions.

Essential Service Details means annual fire safety statement, fire safety cerificates,
fire safety statements, supplementary fire safety statements and/or fire safety
schedules which acknowledge the existence, installation and performance standards of
fire safety measures required to serve a Class 1b to Class 9 building.

F&R NSW means Fire and Rescue New South Wales

Fire Safety Certificate (FSC) means a type of certificate submitted by the owner or
the person acting for the building owner, which in effect certifies that specified essential
fire safety measures have been installed and perform in accordance with the relevant
Building Code of Australia requirements and Australian Standards.

Itis the first certificate issued after installation of essential fire safety measures following
completion of:

- Any approved new building work or change of building use and prior to use of the
new facilities; or

- Fire safety upgrade works required by council.

Fire Safety Schedule (FS5) means a document specifying all the essential fire safety
measures (both existing and proposed) serving the whole building and lists the
minimum standard of performance to which each identified fire safety measure must
be capable of operating to.

Fire Safety Statement means an annual fire safety statement or a supplementary fire
safety statement.

LGA means Local Government Area.
NCC means the National Construction Code - Building Code of Australia
RFS means the Rural Fire Service

Supplementary Fire Safety Statement means a statement applying to critical fire
safety measures installed on the premises, which are measures that are of such
importance that they must be certified more frequently than every 12 months and at an
interval specified on the fire safety schedule for the premises. The assessment of the
critical fire safety measures must be undertaken within one month of the date of issue
of the statement.
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PART 2 - POLICY STATEMENT

5. Fire Safety procedures and activities:

5.1 Council will undertake the following in respect of fire safety in buildings:

. Investigate and respond to complaints and enquiries concerning fire safety.

. Audit and require building owners to upgrade Class 1b - 9 buildings to achieve an
appropriate level of fire safety.

. Maintain a register of Class 1b - 9 buildings and monitor that building owners meet
legislative requirements for fire safety statements and essential services.

. Provide systems and processes which support the efficient delivery of this policy,
including a fire safety register with relevant details of current properties.

. Undertake enforcement in accordance with the principles outlined in this policy and
Council's Compliance & Enforcement Policy.

. Collaborate with other agencies, including F&R NSW in relation to managing fire
safety risks within the LGA.

6. Investigation of Fire Safety Matters

6.1 Camden LGA has a large and diverse stock of buildings, constructed over different
periods of time, where varied fire safety standards may apply.

6.2 Council will respond to all complaints and enguires concerning fire safety relating to
buildings within the LGA.

6.3 Actions will be prioritised according to risk, with matters that present an immediate
threat to life given the highest priority.

6.4 Matters reported to Council by F&R NSW in accordance with Cl. 17 Schedule 5 of
the EP&A Act will be prioritised, reported to Council and investigated in accordance
with the legislation.

6.5 The investigation of a fire safety matter may result in a building being included on
Council’s Fire Safety Register and trigger the requirement for the submission of a Fire
Safety Statement or upgrading. Council may require the use or activity in a building
or premises cease where there is reasonable concern regarding fire safety.

6.6 Where an investigation identifies fire safety matters which must be addressed,
Council may take enforcement action, including serving Orders under Schedule 5
Part 2 of the EP&A Act.

6.7 Information on compliance and enforcement is outlined in Part 8 of this policy.
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7. Annual Fire Safety Statements (AFS5)

7.1

7.2

7.3

7.4

7.5

7.6

1.7

7.8

7.9

Under the EP&A Act, owners of Class 1b to 9 buildings are required to provide
an AFSS to Council and F&R NSW. An AFSS is required to be prominently
displayed in the building.

Council will maintain a register of known Class 1b to 9 buildings in the Camden
LGA, including Council buildings.

Council will require an AFSS is submitted for each building on Council's register.
It is noted that Council’s register may not capture all buildings that require an
AFS5S and owners are still required to submit an AFSS even if the building is not
included on the register.

An AFSS must include all fire safety measures in a building as identified on the
Fire Safety Schedule. If a schedule cannot be located, or clarification of installed
measures is required, Council may require a suitably qualified CFSP inspect the
building to establish an accurate fire safety schedule for the building.

Council may charge a fee for submission of each AFSS, payable at the time of
submission, or for inspections by Council officers in respect of clause 7.4 above,
in accordance with Council’'s adopted Fees and Charges.

Buildings may be added to the register in several ways including;

* |ssue or submission of anh Occupation Certificate.
* |ssue of Fire Safety Orders.

+ Voluntary submission of an AFSS.

+ Fire safety audit or upgrade in accordance with Council's Fire Safety
Program.

+ Investigation of a complaint or referral from FRNSW or ancther agency.
« Approval for change of use, additions or alterations to an existing building.

To assist building owners, Council will send a reminder letter for buildings on the
register prior to the due date of the AFSS. The letter will be sent to owner of the
premises in accordance with the available data on Council’s rates and property
database. Council will take reasonable care 1o ensure that reminder letters are
sent prior to the due date and accurate ownership details are maintained.

Notwithstanding clause 7.7, Council has no legislative obligation to issue
reminders and accepts no responsibility for the reliance upon reminder letters by
owners to fulfill their legal obligation for providing the statements when due.
Failure to receive a reminder does not relieve owners of responsibility nor
provide a defence for any regulatory action taken for non-compliance.

Where an AFSS is not received by the due date, Council will issue an overdue
notice. The overdue notice will give the building owner 14 days to submit the
AFSS.
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7.10 Failure to submit an AFSS within the required timeframe is an offence under
the EP&A Act to which penalty infringement notices apply. Failure to submit an
AFS3S could also lead to legal proceedings in the Land and Environment Court.

7.1 Notwithstanding clause 7.9, extensions of time may be considered where there
are extenuating circumstances including, but not limited to, discrepancy of fire
safety measures specified, unavailability of essential parts or unavoidable failure
and/or damage of essential measures immediately prior to inspection. Delays in
appointing a contractor, arranging an inspection and/for changes in strata manager
will not generally be accepted as grounds for extension. Requests for extension
will generally only be considered where made prior to the due date.

712 Failure to maintain essential fire safety measures is an offence under the EP&A
Act and Regulations in which penalty infringement notices apply.

8. Compliance & Enforcement

8.1 The EP&A legislation provides a range of enforcement tools to deal with fire
safety matters, including:

¢ Orders issued under Part 2 Schedule 5 of the EP&A Regulation.
» Penalty Infringement Notices.

« Civil and Criminal Court Proceedings.

8.2  All matters will be thoroughly investigated and actioned on a case-by-case basis
and in accordance with Council’s Compliance and Enforcement Policy. An
escalating enforcement approach is normally applied unless the matter presents
an immediate threat to life and safety.

8.3  Notwithstanding the above, all fire safety breaches are deemed by Council to be
serious offences and some circumstances may warrant issuing of a penalty
infringement notice without previous waming or use of emergency orders where
there is a potentially life-threatening matter.

9. Risk Assessment

9.1 Council will take a risk-based approach when determining the appropriate course
of action including the nature of occupants, uses and activities, risk to the
community and age of the building.

9.2 Notifications received from F & R NSW or under section 129D or section 162D of
the EP&A Regulation will be considered using a risk-based approach, which may
include taking no action, writing to the building owners or taking any of the
actions outlined in section 8§ above, as is warranted in the circumstances.

9.3  Buildings identified with combustible cladding, which require registration on the
NSW Cladding register will be categorised as high risk.

9.4 The scope of fire safety audits and upgrade works required will generally be
determined in accordance with Part 10 of this policy. Building owners may be
required to engage a CFSP to undertake a fire safety audit and submit strategies
for Council’'s approval.
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9.5 Fire Safety upgrades will be enforced by issuing of Notices and Crders under

Schedule 5 Part 2 of the EP&A Act.

10. Fire Safety Audit and Upgrade Program

10.1

10.2

10.3

10.4

10.5

A building may be identified for a fire safety audit in several ways including;

Complaint relating to the fire safety of the building is received.

Where there is an outstanding fire safety order or notice.

Properties and buildings have been identified on Council’s Fire Safety Register and
a current AFSS has not been received. This includes properties and buildings that
were once active on Council’s register and the owners are not currently submitting
an AFSS.

Buildings that are known to present a fire safety risk (e.¢. due to any combination
of factors such as the construction, use, nature of occupants, or age of a building).
Registration of a building on the NSW Cladding Register.

Where notification has been received from F&R NSW.

Notification from an accredited building certifier or Council officer indicating that the
fire safety of the building is not adequate.

Class 1b and Class 2-9 buildings where unauthorised building works or change of
use have been carried out.

Approved Class 1b and Class 2-9 developments where an occupation certificate
has nhot been received and the building is occupied.

Where development approval is granted for change of use, additions or alterations
to an existing building.

Buildings will be placed in one of three categories being high, moderate and low risk,
with priority given to those that present the highest risk. The risk category will also
guide the level of upgrading required. The types of buildings and associated risk have
been categorised as detailed in Table 1 below.

The primary purpose of the building audit is to establish whether the building presents
a fire safety risk to its occupants. This will involve an assessment of the adequacy of
the existing active and passive fire safety measures, and determination as to whether
an upgrade is required.

Council may require fire safety upgrading works as conditions of a development
consent or by issuing orders under Schedule 5 Part 2 of the EP&A Act.

Where it is identified that a building requires a fire safety audit and/or upgrading,
Council may require a report or upgrade sirategy from a CFSP in accordance with
Table 1 below.
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Table 1
Risk Type of Building Competency required -
Category upgrade strategy
High - Aged Care Building (private) - A 1 Cettifier
- Heaith care building (private) (unrestricted), or
- Nursing home - Fire Safety E_ngr’neer
- Hotei, molel or night club - Competentfire safely
. Child care facility practitioner as
recognised by the EP &
- School A Act 1979 and
- Accommodation for people with disabilities Reguiation for this class
- Residential flat building of buiiding
- Boarding house, guest house, hostel
Group homes or the like
- Entertainment venues
- Large assembly buildings
- Buildings that are known to present a fire
safety risk (e.g. due to any combination of
factors such as the construction use,
nature of occupants, or age of a building).
- Registration of a building on the NSW
Cladding Register.
Moderate | - Factory - A 1 Cerlifler
- Assembly building (e.g. church) (unrestricted), or
- Large Warehouse or warehouse where |- Fire Safety Engineer
nature of storage is considered higher than | - Compelent fire safety
hormal Fisk practitioner as
- Large shopping compiex recognised by the EF &
- Restaurant A Act 1979 and
- Enclosed car park Regulation for this class
of building
Low - Office building - A 1 Certifier
- Small shop < 500m? (unrestricted), or
- Open Car patk - A 2 Certifier (un-
- Low rise bulky goods conditional), or
- Small industrial units - Fire Safety Engineer
- Competent fire safety
practitioner as
recognised by the EP &
A Act 1979 and
Regulation for this class
of building
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RELEVANT LEGISLATIVE INSTRUMENTS:

RELATED POLICIES, PLANS AND
PROCEDURES:

RESPONSIBLE DIRECTOR:

*

Environmental Planning & Assessment Act
1979

Environmental Planning & Assessment
Regulation 2000
Compliance & Enforcement Policy.

Fire Safety Program Procedure Manual

Director Planning & Environment

APPROVAL: Council
HISTORY:
Issue Approved by Changes made Date TRIM Number
7 ELG New policy Insert date Trim Number
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LAND ACQUISITION HARDSHIP POLICY

DIVISION: Customer and Corporate Strategy

BRANCH: Finance and Property Services

CATEGORY: =2

PART 1 - INTRODUCTION

1.

BACKGROUND

1.1 With the growth of the Camden Local Govemment Area, this policy has been
developed to ensure that the process for determining owner-initiated
acquisitions (Hardship Claims) is transparent, consistent and impartial.

2.  OBJECTIVE

2.1 This policy outlines the statutory requirements and processes Council staff
should follow to ensure that the assessment of Hardship Claims is fransparent,
consistent and impartial.

2.2 This policy outlines the reguirements that a landowner must meet to submit a
Hardship Claim to Council.

2.3 To undertake processes that provide equitable, effective and efficient
management that fulfills the accountability and transparency requirements of
the Land Acquisition (Just Terms Compensation) Act 7991 (the Act) when
determining Hardship Claims.

2.4 That any Hardship Claim received will be detemined on the merit of the claim
and, if proven, will be required to be acquired.

3. SCOPE

3.1 This policy applies to all Hardship Claims, as defined in this policy.

4. DEFINITIONS

In this policy, a number of terms from the Act are used. Those terms and their
meanings are as follows:

4.1 Authority means:
(a) a Minister of the Crown, or
{b) a statutory body representing the Crown, or

(c) acouncil or county council or a joint organisation within the meaning of
the Local Govemment Act 7993, or

(d) any other authority authorised to acquire land by compulsory process.
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4.2 Hardship means that:

(a) the owner is unable to sell the land, or is unable to sell the land at its
Market Value, because of the designation of the land for acquisition for a
public purpose, and

(b) it has become necessary for the owner to sell all or any part of the land
without delay:

i. for pressing personal, domestic or social reasons, or

ii. in order to avoid the loss of (or a substantial reduction in) the
owner's income.

421 If the owner is a corporation, the corporation does not suffer hardship
unless it has become necessary for the corporation to sell all or any
part of the land without delay:

(a) for pressing personal, domestic or social reasons of an individual who
holds at least 20 per cent of the shares in the corporation, or

(b) in order to avoid the loss of (or a substantial reduction in) the income of
such an individual.

4.3 Hardship Claim means an application made by an owner of land that is
designated for acquisition by Council for a public purpose and the owner
considers that he or she will suffer hardship if there is any delay in the
acquisition.

4.4 Market Value means the market value of land at any time means the amount
that would have been paid for the land if it had been sold at that time by a willing
but not anxious seller to a willing but not anxious buyer, disregarding (for the
purpose of determining the amount that would have been paid):

(a) anyincrease or decrease in the value of the land caused by the carrying
out of, or the proposal to carry out, the public purpose for which the land
was acquired; and

(b) any increase in the value of the land caused by the carrying out by the
authority of the State, before the land is acquired, of improvements for the
public purpose for which the land is to be acquired; and

{c) anyincrease in the value of the land caused by its use in a manner or for
a purpose contrary to law.

4.5 Owner means a person who has the fee simple estate in the land or a person
who has become entitled to exercise a power of sale of the land.

4.6 Valuer General means the independent statutory officer, appointed by the
Governor of New South Wales, to oversee the State’s land valuation system.
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PART 2 - POLICY STATEMENT

5. LAND DESIGNATED FOR ACQUISITION FOR A PUBLIC PURPOSE
5.1 Land is designated for acquisition for a public purpose if:

(a) Council has, in connection with an application for development consent or
building approval, given the local authority or other person dealing with
the application written notice that the land has been designated by Council
for future acquisition for a public purpose, or

(b) The land is reserved by an environmental planning instrument for use
exclusively for a purpose referred to in section 3.14(1){c) of the
Environmental Planning and Assessment Act 1979 and the instrument (or
some other environmental planning instrument) specifies the Council as
the authority required to acquire the land.

6. OWNER-NITIATED ACQUISITION IN CASES OF HARDSHIP

6.1 Council will consider a Hardship Claim if an owner can demonstrate that he or
she will suffer hardship if there is any delay in the acquisition of the land in
accordance with the requirements of the Act.

6.2 Council is not required to acquire the land unless it is of the opinion that the
owner will suffer hardship if there is any delay in the acquisition of the land under
the Act.

6.3 Each party will be responsible for their own costs incurred during the process
outlined in this policy (e.g. valuation fees, legal fees efc.).

6.4 Council cannot provide advice in relation to an owner's situation or Hardship
Claim. The owner should obtain independent legal and financial advice prior to
submitting a Hardship Claim to Council.

6.5 The owner must provide supporting documentation with their Hardship Claim.
These are outlined in Council’s ‘Land Acquisition Hardship Claim Information
Guide’, along with the procedures for managing hardship claims, which is
available on Council's website www.camden.nsw.gov.au.

6.6 Council may request that the owner provide further information to support their
claim. Failure to supply the information will not enable a suitable assessment of
the Hardship Claim.

6.7 If Council officers are not satisfied that there is enough evidence to fom an
opinion of hardship, the owner will be advised that the claim cannot be
assessed.

7. REPORTING
7.1 In accordance with section 377{1) of the Local Government Act 1993, the
compulsory acquisition, purchase, sale, exchange or surrender of any land or
other property requires that the decision be made by Council.

7.2 Following assessment of the Hardship Claim by Council officers, a report will be
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made to Council for a determination of the claim.
8. ADDITIONAL CONSIDERATIONS — SUCCESSFUL HARDSHIP CLAIMS

8.1 Fixtures & Fittings

(a) The owner must advise Council, prior to a valuation, if there are any items
in, on or at the property that is considered fixtures or fittings that the owner
intends to retain.

(b) The market value of the property will be assessed having regard to the
prime cost items and inclusions at the time of inspection.

8.2 Contents & Personal ltems

(a) Council is under no obligation fo purchase any contents and personal
items within the property, such as furniture, televisions, whitegoods,
vehicles and any other moveable items.

(b) Itisat Council’s sole discretion to purchase such items following a request
by the owner. Such a request must be made prior to a valuation being
undertaken.

8.3 Monies Owing

Council will not pay any money owing with respect to the property, including,
but not limited to, Council rates, land tax, fees or any other items.

8.4 |nspections

(a) Council will require access to undertake inspections of the property.
These inspections will be kept to a minimum however there are several
Council officers and agents of Council that will need to inspect the

property.

{(b) These inspections may take place at any time from lodgement of the
Hardship Claim until acquisition of the property.

8.5 Valuations

(a) Council will instruct an independent licensed valuer to determine the
market value of the property.

(b) Inthe instance where the property is deemed to hold a market value over
$1.5 million, Council may engage two independent licensed valuers to
determine market value.

8.6 Condition of Property

(a) Theproperty must be maintained throughout the acquisition by the owner.
Upon acquisition, the owner must ensure that:

i. The property is left in a clean and tidy condition, and

ii. Swimming pools are clean and comply with any relevant statutory
or Council requirements including fencing and signage, and

Land Acquisition Hardship Next Review Date: dd/mm/iyyyy
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iii.  Anyinclusions that form part of the sale must be intact and in proper
working order, unless there has been disclosure of this to Council
prior to any agreement of sale is reached.

8.7 Occupying the Property

(a) Intheinstance that Council does not require the acquired property for the
public purpose immediately upon completion of the acquisition, Council
may, at its discretion, consider a lease to the former owner at market
rental.

(b) Unless the owner submits to Council a written request to |lease the
property within 30 days after acquisition occurs, vacant possession must
be given on settlement.

8.8 Easements
(a) Where the public purpose can be achieved via the grant of an easement

or a right in favour of Council, Council may, in its discretion, decide to
hegotiate the terms of the easement or right with the owner.
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RELEVANT LEGISLATIVE INSTRUMENTS:

Land Acquisition {Just Terms
Compensation) Act 1991

Local Govemment Act 1993

Real Fropeity Act 1900

Conveyancing Act 1819

Roads Act 1993

Environmental Planning and Assessment
Act 1979

RELATED POLICIES, PLANS AND N/A
PROCEDURES:
RESPONSIBLE DIRECTOR: Customer and Corporate Strategy
APPROVAL.: Council
HISTORY:
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Land Acquisition Hardship
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Land Acquisition Hardship Claim
Information Guide

Camden Council has adopted a ‘Land Acquisition Hardship Policy’ to ensure that the
process for determining owner-initiated acquisitions (Hardship Claims) is transparent,
consistent and impartial.

The Policy outlines:

¢ the requirements that a landowner must meet to submit a Hardship Claim to Council.

¢ the processes that Council staff follow to ensure that the assessment of the claim is

transparent, consistent and impartial.

To assist landowners with the Hardship Claim process, this information guide outlines:

Who acquires privately owned land and how privately owned land is acquired,;
An overview of what hardship is and how compensation is determined,

A checklist outlining the supporting documentation that landowners are required to
submit with their Hardship Claim;

An overview of the process that Council Officers undertake to assess the Hardship
Claim;

An overview of the process which outlines Council’s procedure if hardship has been
deteremined in accordance with the Land Acquisition (Just Terms Compensation)
Act 1997, and

Reference to Council’s Land Acquisition Hardship Policy.

Council's Land Acquisition Hardship Policy can be found on Council's website,
www.camden.nsw.gov.au.

70 Central Ave,
Oran Park NSW 2570

PO Box 183, Camden 2570 ’\ 46547777 §53 ' DX 25807

@ mall@camden.nsw.gov.au @ camden.nsw.gov.au E 46547829 E ABN: 31117 341764

Attachments for the Ordinary Council Meeting held on 13 August 2019 - Page 115

ORDO0O4

Attachment 2



ORDO0O4

Attachment 2

Attachment 2

Report Attachment - Land Acquisition Hardship Claim Information Guide

council (=)

Local Councils have a range of roles and
responsibilities in their communities, including the
provision of facilities and the supply of public
services.

Council’s will sometimes be required to ‘acquire’
land to achieve its roles and responsibilities.

Council may need to acquire privately owned land
or an interest in the land for a variety of public
interest purposes, such as developing or
upgrading public infrastructure.

Council may acquire the whole of a property, part
of a property, or an interest in a property, such as
a lease for a construction site or a right to run
power, sewer or water lines. The body acquiring
the land is commonly called the “acquiring
authority”.

In general, when an acquiring authority acquires
privately owned land, it will need to comply with
the Land Acquisition (Just Terms Compensation)
Act 1991. This Act sets out the steps that must be
undertaken by acquiring authorities to acquire
land and the matters to be considered in
determining the amount of compensation to be
paid to a land owner.

This guide provides information about the land
acquisition process, including general guidance
about the rights and responsibilities of acquiring
authorities and land owners, and the role of the
Valuer General. The guide is not intended to
provide legal advice, and land owners may wish
to obtain their own legal advice.

More detailed information on the role of the
Valuer General in the land acquisition process
may be obtained by going to:

http /Avww.valuergeneral.nsw.gov.au

70 Central Ave,
Oran Park NSW 2570

@3 camden.nsw.gov.au

@ mall@camden.nsw.gov.au

PO Box 183, Camden 2570

camden

council

WHO ACQUIRES PRIVATELY OWNED LAND?

In  NSW, acquiring authorities, including
Govemment agencies, some State-owned
corporations, and Local Councils, have the power
to acquire privately owned land for public
purposes.

Local Councils can only acquire land if it has the
power to do so under an Act. Currently, the only
Acts under which a Council can compulsory
acquire land are the Local Government Act 1993
and the Roads Act 1993.

The process for acquiring land will need to
comply with Land Acquisition (Just Terms
Compensation) Act 1997 (the Act).

HOW IS PRIVATELY OWNED LAND
ACQUIRED?

Under the Act, land can be acquired in two ways:
1. Private agreement; or

2. Compulsory process.

A key difference between the two types of
acquisition is that when land is compulsorily
acquired the Valuer General must determine the
amount of compensation to be paid to the land
owner. The Valuer General is an independent
statutory official and does not represent either the
acquiring authority or the land owner.

When land is acquired by agreement, the
acquiring authority and land owner agree on the
amount of compensation, and the Valuer General
is not involved.

Whether land is acquired by agreement or
compulsorily, the matters to be considered in
determining compensation for the land owner are
the same (except in cases of hardship).

. 4654 7777

4654 7829 E ABN: 31117 341764
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HARDSHIP

Before an acquiring authority commences the
process of acquiring of privately owned land, the
land can sometimes have already been
designhated for a public purpose. Desighated can
occur either by written notice from the acquiring
authority or by an environmental planning
instrument. All environmental planning
instruments can be viewed at
http/fwww.legislation.nsw.gov.au.

For various reasons, there may be a period of
time between the designation of the land and the
start of acquisition. Under the Act's hardship
provisions, a land owner can request an acquiring
authority to acquire all or some of the owner's
land before the acquiring authority needs the
land.

Under section 23 of the Land Acqguisition (Just
Terms Compensation) Act 71991, a landowner
who suffers hardship may require the local
Council to acquire their land.

In order for an acquiring authority to acquire land
under the hardship provisions, the land owner
must demonstrate that:

+ |t has become necessary to sell the property
without delay for pressing personal,
domestic or social reasons, or to avoid a
substantial loss in income, and

« The owner is unable o sell the land at its
market value because the land has been
designated for future acquisition.

Where land is acquired under the hardship
provisions, the compensation is generally based
oh the market value of the land as if the public
purpose designated had not been made.

Unlike other acquisitions under the Act,
additional costs are generally not included in the
compensation payment. This is because the
owners request to have his or her land acquired
is taken as a willingness to accept the normal
costs associated with selling a erty.

70 Central Ave,
Oran Park NSW 2570

@ mall@camden.nsw.gov.au @3 camden.nsw.gov.au

PO Box 183, Camden 2570

camden

council

COUNCIL'S LAND ACQUISITION
HARDSHIP POLICY

Camden Council has adopted a ‘Land Acquisition
Hardship Policy’ to ensure that the process
for determining owner-initiated acquisitions
(Hardship Claims) is transparent, consistent and
impartial.

The Policy outlines:

+ the requirements that a landowner must
meet to submit a Hardship Claim to
Council;

+ the processes that Council staff follow to
ensure that the assessment of the claim
is transparent, consistent and impartial.

Council will consider each hardship claim
received on a case by case basis, and each claim
will be determined on the merit of the claim.

To be eligible to submit a Hardship Claim, the
property must be designated for future
acquisition.

Camden Council may accept Hardship Claims in
accordance with the Land Acquisition (Just Terms
Compensation) Act 1981, the Land Acquisition
Hardship Folicy and any additional terms and
conditions negotiated with respect to each claim.

f5% ' DX 25807

' 46547777

| 46547829 1" ABN: 31117 341764

Attachments for the Ordinary Council Meeting held on 13 August 2019 - Page 117

ORDO0O4

Attachment 2



ORDO0O4

Attachment 2

Attachment 2 Report Attachment - Land Acquisition Hardship Claim Information Guide

camden
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CHECKLIST OF INFORMATION REQUIRED FOR HARDSHIP CLAIM APPLICATIONS

Identification

] Copy of driver’s licence or passport

] A telephone, water or electricity bill that confirms the applicants address
Proof of Employment

| Work references

O Proof of pension

] Payslips

Financial Records

(]

Bank statements for the past two years
Superannuation statement for the past two years
Tax returns for the past two years

Any shares owned including their value

Any other assets owned and their value

Any intemational assets, which any of the applicants receive an income from, including
properties, shares or investments

Any rental income the applicant receives

Any income received including Centrelink payments

OO0o0o0fdoodnd

Reasons for financial hardship (if applicable)

[

Rent statements

Mortgage or Loans

] Mortgage documentation and/or bank statements confirming outstanding loan including the
balance and remaining term of the loan

70 Central Ave,
Oran Park NSW 2570

PO Box 183, Camden 2570 ’\ 46547777 f53 ' DX 25807
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Services Rendered

| Evidence of any services rendered for the ongoing day to day maintenance of the property

Assets

H All assets owned by the applicant and the value of the current assets including, but not limited
to, all property, motor vehicles and farm equipment
Professional Advice
[l Details of any relevant financial advice that the applicant has obtained
] Independent financial advice that supports financial hardship claim
Sale of Property

Note: The landowner needs to provide evidence that they have made a reasonable attempt to sell the property.

O

Placing the property on the market for a minimum of 90 days

Provide a copy of the Agency Agreement

Provide a copy of the Contract for Sale

Provide inspection reports, marketing and promotion schedules or campaigns
Information regarding any offers made on the property by perspective buyers
Proof of intemet listings of the property

Statistics of the property internet listing

A listing of three comparable sales that the real estate agent has based their opinion of value
on, as stated on the Agency Agreement

A report from the real estate agent and buyer feedback to advice and support the reasons
affecting the sale

Oooooooad
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Support Available

O Evidence of available community services to assist the applicant to stay in the property

O Evidence of consultation with community services and the outcome of completed
assessments

] Evidence of any support available to the applicant

Medical Conditions
Note: Evidence of any diagnosed medical conditions which are impacted as a result of living in the property.

A written report from the treating medical specialist detailing the conditions suffered
Treatment plan for the management of the medical conditions

Explanation of how living in the home is impacting any medical conditions

Oofdnd

Any other information relevant to support medical conditions

70 Central Ave, (&)
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PROCEDURE
HARDSHIP CLAIM ASSESSMENT

Formal written notice issued to Council from the owners of the land
applying for hardship in accordance with the hardship provision of
Section 24 of the Land Acquisition (Just Terms Compensation) Act 1991

Y

ACKNOWLEDGEMENT
Property Services to acknowledge receipt of notice within 24 hours

A 4

REVIEW
Property Services will conduct an initial review of the supporting documents and
advise the applicant if further information is required.

y

ASSESSMENT
Upon receipt of all information required, Property Services will assess the hardship
claim. Council’s Solicitor may be instructed to conduct an assessment of the claim
or review the claim on Council’s behalf.

Note: Property Services may contact the applicant for further information or
clarification during the assessment.

|

DETERMINATION
Property Services will prepare a report to Council for determination of hardship.

Note: This will be a closed Council Meeting due to the commercial in confidence
information associated with the hardship claim.

HARDSHIP
DETERMINED

HARDSHIP NOT
DETERMINED

A 4

NOTIFICATION OF DETERMINATION
Property Services will hotify the applicant of the Council resolution.

REFER TO HARDSHIP

DETERMINED PROCESS MATTER CLOSED

Land Acquisition Hardship Claim Information Guide
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PROCEDURE - HARDSHIP DETERMINED

Council resolution determined to acquire the property under the
hardship provision of section 24 of the Land Acquisition (Just Teims)
Compensation Act 1991

l

Notify owner of Council resolution

h 4

Inspection of the property by Council Cfficers

v
Instruct registered valuer to provide a valuation

h 4

Arrange a Pest & Building inspection

h 4

Council will make an offer to the landowner for the
purchase price

h 4

Negotiations with owner
(purchase price)

h h J
NEGOTIATIONS NEGOTIATIONS
SUCCESSFUL UNSUCCESSFUL

h 4

v

Instruct Solicitors to proceed with

Contract for Sale prepared by Solicitors Compulsory Acquisition

h 4

h 4

Application to the Office of Local
Government for the Minister's consent and
Governor’s approval to the acguisition

Contracts exchanged

h J

Publish acquisition ncotice in the
Government Gazette

hJ

Final inspection before setlement

Y
Notify Valuer General of hardship claim and
seek a determination of the compensation
payable to the landowners

A 4

Settlement of property

h

Y

Issue Compensation

Notice to landowners

A

¥

Pay Compensation

Land Acquisition Hardship Claim Information Guide
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Procedural Manual for Community Management Committees 2019
Bicentennial Equestrian Park

Version D5

1. INTRODUCTION

The Local Government Act 1993 allows Council to delegate authority to committees to manage some
of Council's facilities or functions. Council has resolved to delegate responsibility to four Community
Management Committees. These Committees are:

. Camden Bicentennial Equestrian Park Committee

. Camden Town Farm Committee

. Camnden International Friendship Association Committee
. Camden Seniors Programs Committee

Community Management Committees play an important role in the local community, and the
volunteers who become members provide a valuable contribution to the local community.

Camden Council recognises the contributions made by wvolunteers appointed to Community
Management Committees and provides advice and direction to assist with their effective operation
through Procedural Manuals.

This Manual outlines the respansibilities; functions and operations of the Camden Bicentennial
Equestrian Park Community Management Committes; and clarifies Council's role in this partnership.

Upan Council's formal approval of a Camden Bicentennial Equestrian Park Community Management
Committee, its members are required to adopt and adhere to the conditions set out in this Manual.

Councillors may on occasion attend the regular meetings of the Committes to enable them to develop
an awareness and/or understanding of the cperation of the Committee.

Council Contacts
Council’s contact information is outlined below:

Contact with Council Officers can be made by contacting Camden Council, 70 Central Avenue, Oran
Park - Phone [02) 4654 7777.

Business Hours (8.30am — 5.00pm) Monday — Friday

Contact can also be made via Council’s After Hours Emergency Number (02) 4654 7777 which is a 24
hour service. This service should only be used for emergency situations. All other contact should be
made during business hours.

Council will also appaoint a Council Liaison Officer to act as the key point of contact within the Council
for the Committee. This information will be provided directly to the Committee.

Attachment - Amended $355 Manual - Version 5 - Camden
Bicentennial Equestrian Park - 20190813 Final braft 5355
Manual BEP 120730190 Page |10f35
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2. DEFINITIONS

Inthis Manual:

a. “Annual use” shall mean any user granted use of any facility on a year-to-year basis.
b. “BEP” is an abbreviation for Carnden Bicentennial Equestrian Park
C. “Casual Hirer” shall mean those groups or individuals that have been granted use of the

sporting or building facilities for a one off activity.

d. “Committee”, or “Managerment Committee” or “Community Management Committee” shall
mean that body of persons appointed in accordance with Section 3 of this Manual.

e. “Community Representative” shall mean those individuals that are not specifically
representative of any User Group and are a representative of the Camden LGA.

f. “Council” shall mean the Council of Camden.

g “Council Ligison Officer” refers to an officer of Council assigned to be the key lialson point
between a Management Committee & Council. The officer will not have voting rights on the
Committesa.

h. “Delegate” refers to “Delegate & Alternate Delegate” as representatives nominated by an

organisation to represent their group on the committee.

“Manuzl” means this Community Management Carmmittee Manual and its appendices.

i. “Member” shall mean a persan and/or organisation appaointed to 2 Management Comrittee
by Council.

k. “Mincr maintenance” shall mean all maintenance works within land, halls, and other buildings

under the control of the Management Caornmittee excluding those specified as being the
responsibility of Council.

“Premier User Group” A user group that fulfils particular ongoing conditions & obligations will
be defined as a Premier User Group. Refer to the relevant section this manual.

m.  “Project” as defined in Council’s Project Management Framework and includes, but is not limited
to, works involving construction, alteration, conversion, fitting-out, commissicning, renovation,
repair, maintenance, refurbishment, and demolition, decommissioning or dismantling of a
structure.

f. “Relative” means the spouse, parent, grandparent, brother, sister, uncle, aunt, nephew, niece,
lineal descendant or adopted child of the person or the person’s spouse.

Q. “Routine Operational Business” refers to administrative matters of the Committee and minor
maintenance of the facility. No capital purchases are permitted without the priar approval of
Council.

p. “User Group” shall mean any club, group or crganisation which is granted use of any portion of

the facilities on a licensed annual, seasonal or longer term basis.

a. “Structure” refers to anything that is constructed, whether fixed or moveable, temporary or
permanent. Structures can include buildings, framewaork, pipelines, roads, pathways, sheds and
fencing.

Attachment - Amended $355 Manual - Version 5 - Camden
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3. ROLES AND RESPONSIBILITIES OF MANAGEMENT COMMITTEES

3.1. Appointment & Election of Management Committees

311 Formation of the Management Committee

3.1.1.1. The appointment of Management Committees is at the discretion of the Council.
Management Committees are appointed and reappointed in accordance with the
provisions of the Local Government Act 1993 every four years.

3.1.1.2. Council airms to appoint Committees that are representative of the local community or
interest group of the facility, which the Committee manages.

3.1.1.3. Council will call a public meeting to enable any interested person to find out about the
cormrmittees available and the responsibilities of committees.

3.1.1.4. Council may call the public meeting by advertising in local newspapers and/or by
advertisement on Councils’ website.

3.1.1.5. To hold office and be responsible for the management of a Council facility or function, all
committee members must be appainted by Council before they are able to vate or take
part in the meetings of the Committee.

3.1.16. Committees are formally appointed by the Councillors in office, therefore as soon as
practicable after the General Election of Councillors, all Cormmunity Committee Members
will cease to hold office and new Management Committees appointed.

3.1.1.7. Existing Committees will maintain a caretaker role until the new committees are formally
appointed by Council. The caretaker role permits the cutgoing Management Committes
to continue with the routine operational business of management & control of their facility
and/or program. If clarification is required, the Committee should consult with their
Council Ligison Officer.

3.1.1.8. All nominations for Community Committees are formally submitted in writing to Council
for consideration of appointment.

3.1.1.8. Following the appointment of committees by Council, Council will issue a Deed of
Delegation to each committee. This Deed must be signed by Committee members within
one month of the appointment to acknowledge their role and responsibilities. The
Committee continue to operate in caretaker capacity until the Deed of Delegation is signed
by all members.

3.1.1.10.  Where members are appointed to the Committee after the criginal Deed of Delegation is
signed an appendix Deed of Delegation will be issued and signed by the new members to
acknowledge their rale and responsibilities.

3.1.1.11.  Councilwill provide a structured induction programme for Committee members to ensure
they understand the Committee’s policies, processes and practices and become effective
Committee members as soon as practicable. Induction may comprise a combination of
face to face sessions, online and printed rescurces and mentoring/buddy system with
other Committee members. Committee members must attend all induction training to
remain a Cammittee member. The Committee Liaison Officer will also be available to
provide infarmation to members as required.
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3.1.2

3.1.2.1.

Management Committee Membership
BEP Management Committee Membership Composition

BEP Committee membership is on a quadrennial basis for the term of Camden Council.

The BEP Committee will comprise those people and arganisations appointed to it by Camden
Council. BEP Committee membership will not number less than 7 persons and not more than
15 persans.

Carden Council may appaint Councillors to the cormmittee however due to the operational
nature of the Committee Councillors will act in an ex-officio capacity only unless upan
appointment they elect to be considered part of the Quorum (see comment in Quorum).

Management Committee membership should reflect the community of Camden and the
organisations that use the facility and is cpen to community members and representatives of
groups from within the local area between the ages of 18 and 90 years.

Membership on the committee is open to individuals and groups in the local area, or the
designated equestrian discipline district local to Camden;

The Committee will comprise of representatives/delegates from:

¥ Premier User Groups (as defined elsewhere in this manual)
¥ Camden Men's Shed

Rermaining positions on the comrmittee will cornprise representatives/delegates from:

» General Equestrian user groups
¥ Equestrian Community Members
¥ General Community Members

Premier User Groups, Camden Men's Shed and General Equestrian user groups may nominate
for membership of the BEP Carmnmittee. These groups will advise the Carnmittee in writing the
names of a delegate and alternate delegate to represent their group on the Cormnmittee. If and
when the group representatives change the relevant group will advise the BEP Cammittee in
writing of the updated representatives.

Upaon application for the Committee, all Members must declare their membership of any
Premier User Groups or General Equestrian Groups and Carnden Men's Shed.

In approving Comrnittee members, Council will consider limiting the nurnber of members of
these groups to ensure a balanced representation.

Staff of Carmnden Council may not be mernbers of the BEP Committee except with the approval
of the General Manager. Approval will only be given where it can be demonstrated that
membership of the Committee will not conflict with the employee’s duties and responsibilities
and does not pose a conflict of interest, or a perceived conflict of interest.

Camden Council will appeoint an appropriate staff member to the position of Council Ligison
Officer for the Committee with the agreement of the General Manager.
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3.1.2.2.  Premier User Groups {PUG)

A user group or organisation that fulfils particular ongoing conditions & obligations will be defined as a
Premier User Group.

. To become and remain a PUG a user group needs to meet 23 of the 4 points below on an
ongoing basis:

» The user group or organisation has made, and continues ta make, 2 substantial
contribution relative to its size and ability to contribute in cash or in kind to the ongoing
approved maintenance and development of the Equestrian Park, its assets and
infrastructure in accordance with the manual;

® The user group or arganisation continuously and axclusively uses the park as their home
ground:;

» The user group or organisation and its officers act with probity within the equestrian and
wider carmmunity and do not undertake any action that might cast their organisation, the
BEP Management Committee or the Council in an unfavourable light; and

* A majority {greater than 50%) of the group’s membership is derived from equestrian users
in the Camden and adjoining local government areas or the designated eguestrian
discipline district local to Camden.

. A Premier User Group receives the following benefits:
®  Priority membership on the BEP Management Committes;

# Reduced hire fees associated with the use of the Park and its facilities as agreed by the
Caommunity Management Committes;

»  Optiontoelect for an indexed annual usage fee in lieu of usage based fees and charges as
agreed by the Community Management Committes;

Advanced ground booking opportunities; and

Owerall benefits derived from being part of the Community Management Committes
representing broader equestrian users.

. To maintain their status Premier User Groups are required to submit an annual report ta the
Community Management Committee Annual General meeting. The report should include the
following in an agreed format:

» Confirmation that the PUG is a viable incorporated association registered with the NSW
Department of Fair Trading;

Details of current public liability insurance at the level required by Council;

Confirmation that the PUG complies with the requirements of the Associations
incorporation Act 1984, including an up to date list of members, Public Officer, Annual
General Meeting and an annual financial statement;

¥  Names, addresses and contact details of the PUGs BEP Management Committee delegate
and alternate delegate, office bearers, and public officer.
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3123

3.1.2.4.

# Schedule of a planned maintenance and development program on the BEP grounds to be
considered by the Management Cornmittee for the coming year to be included in the
annual program of works.

»  Reconciligtion of approved maintenance and development program on the BEP grounds
undertaken and/or coordinated by the PUG for the previous year.

If a Prermier User Group does not furnish its annual report at the Annuzl General Meeting its
voting rights and that of its delegate will be suspended untilsuch time as the repart is furnished.

If a Premier User Group does nat furnish its annual report to the Committee by the General
Meeting held two calendar months following the Annual General Meeting the Premier
User Group Status of the group will be revoked, and they will revert to being a General
User Group and subject to pay all future and outstanding fees at the normal rate.

Leave of Absence

A Committee memberwho is temporarily unable to fulfil their abligations anthe Committee
may request a leave of absence from the Committee.

Typical reasons for needing to take a period of leave include but are not limited to personal
health, family health, work or family commitments.

A leave of absence may be granted by the Committee for a pericd of up to 6 months.

A leave of absence can only be approved by a vote of 75% of members entitled to vote
present at @ properly convened meeting of the Committee.

During a leave of absence, a member may not participate in votes of the Committee and the
member will not be counted when calculating the quorum.

A leave of absence may be requested by the member of the Committee or on behalf of a
member by a relative of the member or by another member of the Managerment Committes.

BEP Committee Voting

A motion is required to be moved and seconded priorto being put to a vate of the Committes.

All Committee members (individuals and groups) shall carry 1 vote at Committee meetings and
ather times where voting is required. The chairperson/presiding officer also carries a casting
vote to resolve any deadlocks for votes undertaken in meetings.

When a Member declares an interest in an item being discussed and voted on by the
Committee, the Committee will act in accordance with Section 5.5.

Voting at BEP Committee meetings is by default undertaken by a show of hands.

A maotion may be passed to canduct votes by secret ballot using written votes. If a secret ballot
is to be undertaken 2 scrutineers will be selected from those in attendance (not necessarily
voting members) at the meeting to conduct and tally the votes.

A member may request to have their voting intention recorded in the meeting minutes
immediately after the result of a vote is announced by the chairperson.
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. Proxy votes or absentee votes are not permitted at any General Meeting, Annual General
Meeting or Extracrdinary General Meeting of the Committee.

. Members on approved leave of absence or suspended are not included in votes of the
Committee during their period of absence.

3.1.2.5.  Electronic Show of Hands (eVote)

. On occasion it may be necessary to seek agreement among the Committee between
Committee meetings for matters relating to emergency works or administrative matters
affecting the immediate use of the facility. On these occasions an Electronic Show of Hands
(eVote) may be used.

. The Executive Committee and/or the BEP Committee may request an eVote to be conducted
either by the Secretary or Council Liaison Officer.

. An eVote requires that all Committee members are requested to respond electronically in
writing (email, SMS etc) to a proposition within a defined period of time.

. Normal rules for a quorum and voting apply to eVotes where a response of more than 50% of
committee members is required (Quorum) and a majority of those responses received in the
affirmative are required for the proposition to be approved.

. Records of eVotes should be tabled at the next General Meeting and included in the official
record of the meeting using a proforma template provided by Council.

. All decisions made by eVote are binding on the BEP Cammittee and are to be tabled at the next
General Meeting for ratification by the BEP Committee.

. Mermmbers an approved leave of absence or suspended are not included in eVotes of the
Committee during their period of absence.

. Secret ballots are not permitted for an eVote and all eVotes are public.
313 BEP Management Committee Membership Recruitment
3.1.3.1. No particular qualifications are necessary to be considered for membership of the

Committee, however the general duties and expectations of being a member of the
Management Committee are as follows:

. commitment to the equestrian and community activities of the Cammittee and
the facility;
. willingness and ability to give adequate time and energy to the duties of being a

Committee member, including the ability to attend monthly meetings and other
meetings as required from time to time;

. willingness to be actively involved in and contribute to Committee activities;

. willingness to work collaboratively, cooperatively and respectfully with other
community volunteers and Council staff;

. willingness to uphold the values and objectives of the Committee;

. ability to act with integrity and avoid or declare conflicts of interest;
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. willingness to contribute to the strategic direction, including agreeing and
monitoring the Plan of Management; and

. willingness to ensure that risks to the organisation, staff, volunteers and service
users are at an acceptable level and are effectively managed.

3.1.3.2. Management Committee members must be aged 18 years or older at the time of
nomination.
3.1.3.3. Council will advertise and call for membership nominations at the time of, or socon after

the quadrennial local government elections.

3.1.3.4. For casual vacancies Council may advertise and call for membership nominations at the
time of the vacancy, provided there is more than 12 months until the next quadrennial
lacal government elections.

3.1.35. Council will seek membership nominations using an application form designed to address
the job description and an outline of relevant skills and experience that is beneficial tothe
Committee. The application may also require character references and other screening
appropriate to the role.

3.1.36. Membership nominees and their written nominations will be screened and assessed by a
selection panel camprised of Council staff. Other suitably experienced individuals may be
invited to participate in the selection panel.

3137 Membership nominees may be interviewed by the selection panel to further assess their
suitability to serve on the Management Committee.

3138 Nominees who have been members on previous committees will also be assessed on their
previous performance with regard to their demonstrated contribution, attendance,
behaviour, and their ability to collaborate as part of the Committee.

3.1.4. Management Committee Office Bearers
3.1.4.1. Election of Office Bearers

. The Committee will elect from its membership an Executive Committee comprising the
Executive Office Bearers to fulfil the activities and responsibilities of the Executive roles.

. The Committee may elect from its membership other non-executive positions and/or sub-
committees to coordinate works and programs relating to the operation of the facility (e.g.
safety, maintenance, recreational riders, equine health, development and grants, projects etc.).

. Elections for office bearers are undertaken at the Annual General Meeting and/or as required
ta fill casual vacancies.

3.14.2. BEP Executive Committee

. The BEP Executive Cormnmittee will comprise of the Executive Office Bearers, narely the
positions of:

¥ President
¥ Secretzry
¥ Treasurer
# Vice President
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» Booking Cfficer

. The Executive Committee is charged with both setting the direction forthe General Committes
and for considering, deciding and approving actions in the context of “control and
management” with pressing operational matters of the BEP that require expedited attention
between general meetings of the BEP Committee.

. All decisions made by the Executive Caormmittee are binding on the BEP Carnmittee and are to
be tabled at the next General Meeting for ratification by the BEP Committee. The BEP
Committee may only overturn a decision of the Executive Committee by resolution.

. The Executive Committee should operate in an agile manner. Decisions of the Executive
Committee can be achieved by formal meetings, phone calls and informal meetings. Minutes
of Executive meetings must be kept and provided to the next General Meeting of the
Committee for ratification. Matters containing confidential items may be reported to the
Committee as resolution only.

. A member may not hald an Executive Position on more than one Council Community
Management Committes at one time.

. Where there is mare than one persan from a family, only one merber of the family can be an
Executive Office bearer on the same Committee at the same time.

. Only one (1) of those related office bearers is to approve individual payments (sign
cheques/approve EFT payments).

. The Executive Committee may request an eVote (as described elsewhere in this document).

3.143. Executive Officer Bearer Position Descriptions

President/Chairperson

The President shall be the Executive head of the Management Committee. The Prasident will:

. Ensure all necessary tasks for day to day running of the activities of the BEP Committee are
carried out;
. Chair Committee and General Meetings ensuring that correct meeting procedures are followed

and control of the meeting is maintained;
. Serve as 3 spokesperson and representative for the BEP Committee when required;

. Prepare and distribute the agenda (in consultation with the Secretary and Council Liaison
Officer), setting cut the iterns of business to be considered;

. Ensure Committee meetings are properly convened in accordance with this manual i.e. proper
notice of a meeting is given and a quorum is present;

. Act impartially and use discretionary powers in the best interests of members and in
accordance with the agreed standing orders and ensure all statutory regulations and
organisational rules are observed; and

. Provide assistance to all members of the Management Committee to help ensure that they
fulfil their respective roles.
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Secretary

The Secretary is the administrative manager of the Managerment Committee and is responsible for
coordination of all administrative tasks. The Secretary will:

Before a meeting
. Draw up the agenda in consultation with the Chairperson;
. Make copies of the agenda if required.

During the meeting

. Mairtain an attendance register;

. Take minutes of Committee meetings;

. Read minutes of previous meeting if necessary;

. Provide a list of correspondence in order and summarise any important points;

. Record any motions and/or decisions of the meeting including, mover and seconder.

After the meeting

. Forward minutes of Meetings to the BEP Committee and to Council;

. Keep a register of inward and outward correspondence and file copies of all letters written;

. Forward copies of all correspondence to Council for inclusion in its electronic document

management system.
in between meetings

. Inform all other committee members of any correspondence reguiring urgent attention.

Treasurer

Council will appoint a staff member to provide bookkeeping support to the Committee. Further details
an the functions this role will undertake is provided in Section 3.1.6.

The Treasurer is the financial manager of the Management Committee and holds responsibility for the
all financial matters. The Treasurer will;

. Ensure that all financial records of the Committee are kept in a proper manner;
. Keep financial recards for incoming and cutgoing transactions;
. Authorise purchase orders and receipt of goods through Council’s book keeper or committee

liaison officer, following a committee resolution to procure goods or services;

. Report the status of all purchase orders raised for goods or services to the committee as part
of the monthly Treasurers Report, information to be provided by Council’s Admin Officer;

. Upon resolution and nomination by the Committee, the Treasurer and one other nominated
committee member be responsible for a purchase card for purchases less than 5500 (ex GST);
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. Report all payments made using a purchase card to the committee as part of the monthly
Treasurers Report, information to be provided by Council’s Admin Officer;

. Bank all monies received by the Committee in an approved bank account;

. Present a Treasurer's report to each Committee meeting with the financials provided by
Council.

. Prepare and present proposed annual budget to the Management Committes; and

. Provide any financial records required to complete the month end financial reports to Council

within 5 working days.

Vice President

The Vice President is the Deputy Executive head of the Management Committee. The Vice President
will:

. Act as President in the event of the President being unable to fulfil his or her duties;
. Support the President and Executive Committee in fulfilling the requirernants of their roles;
. Ensure that the Committee activities are in accordance with the rules, regulations & guidelines

required for the Management Committee;

. Ensure the committees procedures and docurnents are in order;

. Ensure action itemns and resolutions are carried out;

. Oversee Work Health and Safety matters and report any matters to the Committee; and
. Fulfil such other duties as the committee may reguest,

Booking Officer

The Bocking Officer is the public interface between the Management Committee and the community,
and coordinates co-ordinates all uses of the BEP facility. The Booking Officer will:

. Provide a point of contact for people wishing to hire the facility by phone, email or in person;
. Respond to requests for information on the hire of the facility in a timely fashion;

. Meet with potential hirers as required;

. Take bookings and record booking details. Council may supply booking software with a software

provider of Council’s choice for the Committee to use to manage bookings;

. If a booking software is not provided by Council, an electronic diary of bookings must be
maintained;
. Lialse with the Cammittee over the acceptance of bookings where required, for exarmple for

major events;
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. Ensure users/hirers complete a hire agreement and are made aware of the associated terms
and conditions of hire, and that public liability insurance is in place for all hirers;

. Issue invoices in accordance with Council’s approved fees and charges;

. Issue bond refunds/credit notes in accordance with BEP pricing {fees and charges);

. Ligise with BEP Treasurer regarding payments;

. Coordinate post event inspections and recommend refund ar retention of bonds after events;

. Coordinate issuing of keys to hirers as required and maintain a register of keys issued and
returned;

. Report to the Committee the status of all bockings at BEP meetings;

. Coordinate  with  Men's  Shed  (maintenance  coordinator)  for  any  facility

preparation/maintenance requirements;

. Coordinate with Recreational Rider Coordinator (if appointed) regarding recreational rider
applications;

. Advise the Committee of opportunities for reforms and improvements to booking practices;
and

. Advise potential hirers and hirers of Council’s External Events process for any events on the
facility.

3.15. Council Committee Liaison Officer

3.1.5.1. Council, through the General Manager, may appoint a staff member to the role of

Committee Lialson Officer. The Officer is authorised to participate in comrittee
discussions, activities and deliberations but is without any voting rights at any time.

2152 The Committee Liaison Officer reports to the relevant Council Director/Manager, not the
Committes.
3.1.5.3. Council Directors/Managers may direct the Committee Liaison Officer to communicate

certain advice relating to Council policies, legislation, operational matters and adherence
to the controls of this manual to the Committee.

3.1.5.4. The Cormmittee Liaison Officer may provide services such as professional advice and
administrative duties as agreed between the relevant Director/Manager and the
Committee,

3.15.5. The Officer rmay be ternporarily appointed by the Carmnmittee to any of the Office Bearer
roles except the role of President. The Officer may be elected by the Cornmittee to chair
meetings.

3156 Where appropriate, the Committee Liaison Officer will provide advice to the Committee
with regards to Council policies, legislation, operational matters and adherence to the
contrals of this manual. The Committee Lizison Officer may also seek guidance and/or
instruction from Council to assist in the provision of advice to the Committee with regards
to Council policies, legislation, operational matters and adherence to the controls of this
rmanual.
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3.1.5.7. The Committee Liaison Officer will monitor the Committee’s compliance with the manual
and report any instances of non-compliance as well as the performance, activities and
operation of the Committee to their Director/Manager as required.

3.15.8. The Committee Liaison Officer is not to request or receive any payment from the
Committee for provision of services.

3.1.5.8. The Committee Liaison Officer will coordinate the logging of any requests for service or
maintenance required from Council teams into Council's CRM systern on behalf of the
Committee.

3.1.5.10.  The Committee Lialson Officer can raise purchase orders and receipt goods following a
resclution of the Committee.

3.16. Council Admin (Bookkeeping)

3.16.1 Council will appoint a staff member to provide bookkeeping support to the Committee.
The staff member will undertake the following tasks:

. Ensure that all financial records of the Committee are kept in a proper manner;

. Prepare a financial report on behalf of the Management Cammittee. The report will
include a bank reconciliation, income statement, balance sheet and cashflow
staternent as a minimurm. The report will also discuss the financial position of the
Committee including bank account, debtors outstanding, actuzls to budget by
amaount and percentage, and approval for the payment of invoices, purchase arders
and payments made using the Committees purchase card/s. Reguests for
expenditure over $10,000 (ex GST) should also be reported at this time:

. Raise purchase orders and receipt goods following a resclution of the Committes;

. Provide a financial report to the Treasurer within 10 working days at the end of the
month; and

. Prepare financial records of the Management Committee for audit at the end of

financial year;

3.1.6.2 The Council Admin (Bookkeeping) reparts to the relevant Council Director/Manager, not
the Cammittee.

3.16.3 The Council Admin [Bookkeeping) may provide services such as professional advice and
administrative duties as agreed between the relevant Director/Manager and the
Committes.

3.16.4 The Council Admin {(Bookkeeping) is not to request or receive any payment from the

Committee for provision of services.

317 Dissolution of Management Committee

3.1.7.1. Council may dissolve a Management Committee at any time. Council may wish to dissolve
a Managerment Committee to carry out the control of the facility itself.

3.1.7.2. Council may also dissolve a Management Committee if that Committee is not complying
with the roles and responsibilities of the Committee cutlined in this Manual.
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3.1.7.3. The Management Committee shall be dissolved in the event of it becaming unviable where
membership drops to less than seven (7) members.

3.1.7.4. The Committee can by resolution recommend to Council that the Committee be dissolved
by a vote of 75% of members entitled to vote present at an Extraordinary Meeting of the
Committee properly convened to consider this aption. Council has established the
following policy to address this issue:

. if a committee chooses to remain active it is given 6 months tore- establish a viable
membership as above {i.e. minimum of 7 members); or

. if a committee, facility or function becomes inoperable or inactive, the Committee
will be dissolved and all respansibilities will be taken over by Council.

3.1.7.5. Upon a resolution to dissolve the Cornmittee being passed and canfirmed by Council, all
assets and funds of the Management Committee shall, after payment of all expenses and
liabilities, be handed over to Council.

3.1.8. Suspension and Revocation of membership of a Management Committee

3.1.8.1 Revocation of Membership

. A member (individual or organisation) shall have their membership on the Management
Committee revoked and cease to be a member of a Management Committee when Council
passes a resolution to remove the member from the Committee.

. If an individual or organisation has their membership of the BEP Management Committee
revoked that member may not be reappointed to the BEP Managerment Committee during the
same term of Council.

3.1.8.2. Suspension of Membership

. An individual or organisation may be suspended from the Management Committes. During a
period of suspension the member may not participate in any activities of the Committee and
as far as is practicable be excluded from all intra-Committee communication.

. Suspension of a member occurs to either allow time for Councdil to process the revocation of a
membership, or as a punitive action against improper behaviour.

3.1.8.3. Automatic Suspension of membership

A member of the Management Committee will be automatically, immediately and indefinitely
suspended if:

. Council passes a resclution to suspend a member;

. The member resigns from the Committee by nctification in writing to the Committee and/or
Council;

. The member is deceased;

. The member is bankrupt;

. The member halds any office of profit under the Committes;

. The member fails to disclose any pecuniary interest in any matter with which the Committee is
concerned and takes part in the consideration, discussion or votes on any guestion relating to
the mattar;
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. The member while holding that office is convicted of an offence under Part 4 of the Crimes Act
1900 which includes offences relating to property; or

. The member intentionally disobeys the manual, Council policies, procedures and/or a Council
directian.

Where a member is autormatically suspended the Management Committes will provide advice to
Council of the reasons for the suspension without prejudice.

A letter will be provided tothe member by Council advising their membership has been suspended.
3.1.84. Suspension by resolution of the Management Committee

A member of the Management Committee may be suspended for a period of upto 3 months by the
passing of a vote by 75% of members entitled to vote present at a properly convened General or
Extraordinary General meeting far the following reasons:

. the member is absert for 3 or more consecutive general meetings without a leave of absence
granted from the Committee;

. the member is absent far more than 50% of general meetings in a 12 manth period without a
leave of absence granted from the Committee;

. the member seeks to overturn a decision of the committee by making representations to

Councillors or other third parties. This does not include cantacting Council or making
representations through formal mechanisms such as submissions to exhibited materials where
council is seeking cormmunity feedback;

. the member uses or distributes information attained whilst undertaking their duties on the
committee to lobby against a decision of the committee or to lobby Councillors or other third
partias;

. the mermber undertakes actions that defy and/or are contrary to a decision of the Management
Committee;

. the member brings the reputation of the Management Committee and/or Council into
disrepute;

. the member acts in a manner that is not in accardance with the rale of an officer of Council ar
Council Comrmittee; or

. the member directly or indirectly threatens or menaces ather Carmnmittee members;

Where a member is suspended by resclution the Management Committee will provide advice to
Council of the reasons for the suspension and may forward a recommendation for Council to consider
removing the member from the Management Committee permanently without prejudice.

3.2. Duties and Responsihilitias of Management Committeas and Council

The duties and responsibilities of Management Committees and Council varies between committees.

3.2.1. Deed of Delegation

Council sets out the delegation of the committee in a Deed of Delegation. This Deed sets out the
specific function delegated by Council and is accompanied by a Schedule of Delegation and a copy of
this Manual.
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32.2. Responsibilities of Council

3.2.2.1. Council’s Overriding Authority

Management of the fadlity is delegated to the Management Committee by Council. Whilst the
Committee has control over the facility, Council may exercise overriding authority and may revoke the
powers of the Committee or otherwise direct the Committee as Council sees fit.

3.2.2.2, Funding Major Improvements

Council shall be responsible forthe funding and erection of all major improvement works in the facility,
in accordance with the adopted Plan of Management and the availability of funds.

3.2.2.3. Insurance of Assets
The Council shall fully insure all buildings and contents.
3.2.24. Insurance of Committee Members

The Council shall insure the Committes in respect of Public Liability Insurance, Professional Indemnity
Insurance, Personal Accident Insurance and Mctor Vehicle Insurance (for Council registered vehicles
anly).

3.2.2.5. Notification of Fees and Charges

The Council shall notify the Management Committee of any proposed variation of hire or membership
fees proposed for the ensuing year by mid-October in each year.

3.2.2.6. Improvement Recommendations

The Council shall consider all improvements suggested by the Committee as part of its annual budget
and works allocation processes.

3.2.2.7. Training of Committees

Council will provide compulsory training to advise members and the Executive of the Committee of the
requirements of their positions. Training will be arranged by Council. Additional training may be
requested by the Committee.

3.2.2.8. Customer Service Charter

Council will respond to requests of the Committee in accordance with its Customer Service Charter,

3.2.2.9. Legal Expenses

Council may consider the payment of legal expenses in relation to matters involving the Committee and
members when acting in their capacity as members of the Committee.

3.2.3, Responsibilities of Management Committees

3.2.3.1. Responsibilities

The Community Management Committee will be responsible for the care, control, and management of
either a facility (including letting, cleaning, minor maintenance works, minor repairs, operations and
equipment purchases); or a program (including organising, operating and implementing).
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3.2.3.2. Care, control and management

Care includes:

. Duty of care to ensure the health, safety and welfare of persons using the facility or
participating in a prograrm of the Committee; including contractars or volunteers;

. Conducting minor maintenance to maintain the facility or program and protecting the physical
assets from damage, misuse and deterioration;

. Ensuring the security of the facility or program and adequate security systems are in place;

. Advising Council of any potential insurance risk that may arise in regard to buildings and/or
users;

. Attaining sufficient funds to maintain the facility or program as a going concern;

. Ensuring sufficient and equitable access of the facility or program by the community; and

. Ensuring that all users of the facility or program conform to the insurance requirements as set

out inthis Manual.

Control includes:

. Holding regular meetings with recorded minutes;

. Manitoring and maintaining financial records;

. Submitting an annual report and all records to Council for an annual audit;

. Submitting monthly financial reports in accordance with GST requirements;

. Submitting a recommendation of fees and charges for the coming financial year by
mid-October for Council’s determination;

. Administering and overseeing the use of the centre by other groups;

. Clearly defining the role of office bearers and Committee members;

. Subrnitting an annual estimate of income and expenditure for the pericd 1 July - 30 June. The

budget proposal will be submitted in mid-February each year, unless requested earlier by
Council in special circurnstances.

. Subritting a current list of all contents belonging to the Cormmittee (not User Groups) for
inclusion in Council’s Insurance Policy, by 31 January each year;

. Maintaining a post office box or public postal address to which all physical correspondence will
be forwarded;

. Maintaining a public email address to which all email correspondence will be forwarded;

. Subrnitting @ current list of all Committee members including the address and phone number

and emergency contact details to Council immediately following nominations of the
Committes, and advise Council when there are changes; and

. Submitting officer bearers names and an audited financial report to Council following the
Annual General Meeting each year.

Management includes;

. Ensuring that all maonies received will be used far the benefit of the facility or activity in an
equitable, honest and consistent manner;

. Ensuring that the organisation is nat used for the financial gain of individual members;

. Ensuring that all written material provided to patential hirers or used to promote the facility or
pragram acknowledges Camden Council, including display of the Council’s logo;

. Ensuring that the standard hire forms, and terms and conditions are used;
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. Ensuring Council’s Work Health and Safety policies and procedures are followed at all times;

. Being aware of and involved in, appropriate community activities, which are cormpatible with
the goals of the facility;

. Developing and updating Plans of Management;

. Recormmending policies and procaedures which contribute to the effective management of the
facility/activity; and

. Being accountable to the community and the Council for the Committees actions and initiatives

in respect of the facility/activity.

3.2.3.3. Limitations of powers

The Community Management Committee may not carry out any works on or to the facility including
alterations, reconstruction or construction without the prior written consent of Council with the
exception of minar maintenance work.

The Committee may not make decisions concerning the following:

. Fixing of charges or fees. The Committee may submit recommendations for approval to Council
in relation to the fixing of charges and fees for the use of the facility under its control;

. Borrowing any monies without the express written consent of Council an each occasion;

. The sale, lease or surrender of any land or cther property vested in its care underthe provision
of the Locg! Government Act 1993 (as amended);

. The acceptance of tenders which are required to be called by Council;

. The purchase of goods and services of a value exceading $10,000 (ex GST) withaut the prior
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it T eile D rsboein s Al Deset et D
a2 o = = ia o L IR=amEi=aniam

ielesof Council. For any purchase which are
considered to —be related or to be used in relation to the same Project, their combined value
rmust not exceed S10,000 [ex GST) without the prior written approval frarethe General
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Procurament Doliciac nf COUHCH:

. Farmation of submissions to government without the prior written consent of Coundil;

. The payment ar making of any profit, gain or gift, to or by its members as well as allowance or
travelling expenses incurred whilst attending Committee meeting;

. As avoluntary Committes, members do not receive payment far their services. The Committee
may by resolution reimburse the Committee members for reasonable expenses incurred inthe
completion of official Committee activities. No cther payment is to be made to Committee
members without the prior written approval of Council;

. Unreasonably withholding consent for the letting of the facility to any organisations or
individuals who have demonstrated agreement to comply with and adhere to the rules adopted
for the use of the facility, providing an acceptable letting period is available;

. The Committee is not permitted to vote monies far expenditure on the works, services or
operations of Council;

. The Carmmittee is not permitted to enter into any legal action;

. The Carnmittee is not permitted to loan or donate funds far any purpose

. The Cammittee is not permitted to vary the overall design plan for the facility without Council’s
prior written approval; and

. The Comrnittee is not permitted to set or charge fees for Membership of the Management
Committee.
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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 resalution of the Council or in
writing by the General Manager to the Committee. The Committee will observe any rules and
regulations made by Council, in relation to the facility/ function under its management and control.

If at any time the Committee is deermed 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 General Manager
or their representative.

For the purposes of the above clause, a “Project” as defined in Council's Project Management
Framewark includes, but is nat limited to, works involving construction, alteration, conversion, fitting-
out, commissioning,  renovation, repair,  maintenance, refurbishment, and  democlition,
decommissioning or dismantling of a structure.

A structure can be anything that is constructed, whether fixed or moveable, temporary or permanent.
Structures can include buildings, framewark, pipelines, roads, pathways, sheds and fencing.

4. DISPUTES
4,1. General & External:

41.1. Where a citizen(s) of the local government area that is not a member of the Management
Committee disagrees with a resolution of the Managerment Cornmittee these parsons may
refer their grievances in writing to the Cammittee for reconsideration.

412, Where the Management Committee chocses not to alter its decision, the citizen(s) or
citizens may present their grievance to Council in writing, for reconsideration.

413, Where such notice in writing is referred to Council, Council will request a report on the issug
from the Management Committee. Upon receipt of the report the matter will be referred
to Council for resolution.

4.1.4, Upon Council adopting a resolution, the details of Council’s deliberations will be advised to
the Management Committee and the citizen(s) who referred the matter to Council.

415 A member may not seek to amend changeeroverturn a decision of the Committee by
making representations to Councillors or other third parties. This does not include
contacting Council or making representations through formal mechanisms such as
submissions to exhibited materials where council is seeking community feedback.directly
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4.2. Disputes - Internal

42.1. All disputes between members of the Committee areto be attempted to be resolved within
the Committes where possible.

42.2. Where a dispute occurs within a Committee the resolution of the majority of the Committee
as a whole will determine the outcome. Where this is not possible the
Chairperson/President will have the casting vote.

42.3. There will be no right of appeal when the Management Committee has determined its
resolution of a dispute.

4.2.4.
rraking representation directly or indirecthy to Counclland/or Councillors or other official
andiorerganisationsThe member may not seek to overturn a decision of the committee by
making representations to Councillors or other third parties. This does not include
contacting Council or making representations through formal mechanisms such as
submissions to exhibited materials where council is seeking community feedback.
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5. LEGALISSUES
5.1. Delegation from Council

5.1.1. From a legal perspective, it is important that Management Committees of Council and their
members be aware that they are acting on Council's behalf. Legally, the cornmittee is
‘Coundil’ and any action that the Committee undertakes is Council’s responsibility.

5.1.2. Council delegates its authority to the Committee to act on Council’'s behalf.

5.2. Record Keeping

5.2.1. All documents and records relating to the operation of the Management Committees, 2.8.
minutes of meeting, financial reports, correspondence etc. should be kept in accordance
with the State Records Act 1998, Committees should provide coples of all records to their
Council Liaison Officer to be archived in Council’s electronic document management system.

5.2.2. Management Committees need to be aware of the impaortance of minutes, because of their
legal status and their liability to be subpoenasad in court cases.

5.2.3. Minutes are required to be kept for all formal meetings of the Committee. These include
General meetings, Annual General meetings and Extraordinary General meetings.

5.2.4. Meeting minutes must record all motions and amendments put to the meeting, and the
results. Minutes should include the mover and seconder of mations. There is no need to
record what members say at a meeting, however, there may be occasions when it is
appropriate to record the general content of discussions.

5.2.5. The Chairperson/President and the Secretary are responsible for the farm of the minutes
for proper confirmation and must check that there have been no unauthorised alterations
to those minutes.

5.2 6. Where electranic minutes are used as the sole record of proceedings a motion accepting
the minutes as a true record of proceedings of the meeting is required. This includes any
amendments required and accepted by the Committee. The Chairperson/President is not
required to sign the minutes.

5.2.7. Electronic minutes must be stored in Council’s electranic document management systern as
soon after the meeting being held as is practicable in a read-only state prohibiting any
changes or updates.

5.2.8. The rmation to confirm the minutes can anly be moved and seconded by persons who were
in attendance at that meeting to which the minutes relate. Should there be insufficient
members present from the previous meeting the Chairperson may exercise their right to
move and/or second the motion ta confirm previous minutes.

5.3. Pecuniary Interest

5.3.1. A pecuniary interest is one of financial benefit by a Committee person or other persan
with whom the person is associated (that is, spouse, de-facto partner or relative of a
Committee person) from an interest that a Committee perscn has in a Council matter.
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53.2. A pecuniary interest does not exist where the interest is so remate or insignificant that it
could reasonably be regarded as unlikely to influence any decision.

5.3.3. The obligation to disclose a pecuniary interest is a strict duty, and the person's motives for
participation are irrelevant if an interest is said to exist.

5.3.4. Chapter 14 of the Loca! Government Act 1993 includes a framework for the handling of
alleged breaches of the pecuniary interest provision of the Act. The Act is about openness,
accountability and transparency in decision-making by councils and any Committees
representing the Council.

5.3.5. It is the responsibility of members of Management Committees:

e Todisclose to the meeting any pecuniary interest in a matter before the meeting;

e Not to participate in the discussion of the matter befare the Committee in which the
member has a pecuniary interest; and

e Nottovote onthe matter before the Committee meeting in which the member has a
pecuniary interest.

5.3.6. Pecuniary intergst provisions are not breached if the person did nat know or could not
have reasonably been expected to know that the matter under consideration was a matter
inwhich the person had a pecuniary interest.
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5.4. Conflict of Interest

5.4.1. A conflict of interest can arise when a member of the Committee has other involvements or
interests that make it difficult for them to always remain impartial when involved in
discussions and decision makings. These can include:

. Business or professional activities;

*  Employment or accountability to other people ar arganisations;

¢ Membership of cther community organisations or service providers; or
e Ownership of property or other assets.

The canflict may lead to:

*  Financial benefit e.g. sale of goods or privileged knowledge;

¢  Political benefit e.g. gaining or losing electoral support; or

*  Personal benefit e.g. career advancernent or increased standing in the community.
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5.5. Declaration of Interests

5.5.1. [t is the responsibility of Committee members:
e Todisclose to the meeting any pecuniary interest in a matter before the meeting; and

e Not participate in the discussion of the matter before the Committee in which the
member has a pecuniary interest and

e Not to vote on the matter befare the Community Committee meeting in which the
member has a pecuniary interest.

A pecuniary interest does not exist where the interest is so remote or insignificant that it
could not reasonably be regarded as likely to influence any decision. The obligation to
disclose is a strict duty, and the person’s motives for participate are irrelevant if an interest
is sald to exist.

5.5.2. Pecuniary interest provisions are not breached if the person did not know or could not
have reasonably been expected to know that the matter under consideration was a
matter in which the person had a pecuniary interest.

5.5.3. Committee members are also required to lodge an annual written pecuniary interest
declaration in accordance with the section 440AAA of the Local Government Act 1993
Committee members are strangly advised to declare any interests they may have in this
written declaration to ensure transparency, accountability and protection for individual
mermbers.

5.6. Code of Conduct

5.6.1. Committee Members are required to adhere to Council's Code of Conduct. Compulsory
training on the Code of Conduct will be provided to all Cornmittes members.

5.7. Privacy and Personal Information Protection Act

5.7.1. Committee members are required to abide by the Privacy and Personal information
Protection Act, 1998 (PPIPA). The Act provides for the protection of personzl information
and the privacy of individuals generally. Training will be provided to all Committee members.

6. MANAGEMENT OF FACILITY

6.1. The Management Committee in collaboration with Council will develop a Management
and Operational manual containing the standard BEP procedures which are the agreed
methodology of how the BEP will be managed and ocperated.

6.2. The standard BEP procedures will be agreed by the Committee by resolution and will be
reviewed annually the Committee

6.2. Standard BEP procedures should reflect where possible Council policy and/or industry
best practice.
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7. MEETINGS

The Management Committee should meet on a regular basis to discuss relevant business, and make
decisions affecting the facility/program operation. The time, scheduling and location of meetings will
be decided by the Committee.

7.1. Agenda

7.1.1. An agenda should be sent out to all Management Committee members at least 5 days
priarto any meeting giving notice of the proposed meeting and of any items for discussian
and natices of mation.

712, The format of the agenda will be agreed on from time to time by the Committee but will
include as a minimum

* Time, date and date and venue of the meeting;
¢«  Matters to be discussed / considered; and
¢ Means for mermbers to submit apolagies.

7.1.3. Written reports for the President, Treasurer & Booking officer will be sent out with the
agenda to allow the Committee appropriate time to review the report prior to the
mesting.

7.2. Quorum

7.2.1. A quorum of any meeting (General, Annual General, Executive or Extraordinary General)

will consist of more than half the tatal number of entitled voting members (i.e. greater
than 50%). Should a quorum not be present:

e gt the commencement of the meeting where the number of apologies received for the
meeting indicates that there will not be a quorum for the meeting, or

e within half an hour after the meeting time designated for the meeting, or
e atanytimeduring the meeting,
the meeting will be adjourned to a date determined by the Executive Committee.

7.2.2. Members wha are absent or have submitted an apology for their non attendance to a
meeting will be counted when calculating the quorum.

7.2.3. Memberswho have been granted leave of absence or who have been suspended from the
committee will nat be counted when calculating the quorurm.

7.2.4. Councillors who are appointed to a Management Committee in an ex-officio role will not
be counted when calculating the quorum. A Councillor may advise the Committee that
they wish to be included in the quorum and if so, they will be included in the quorum
calculation for the remaining term of the Management Committee.

7.2.5. Where a meeting commences with a quorum any mermbers who wish to depart the
meeting prior to its formal adjournment must seek leave from the meeting by resolution.
If leave is granted the time of the members departure will be noted in the minutes and the
quorum will nat be adjusted. If leave is not granted and the meamber departs the member
will be removed from the calculation of the guorum.
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7.3. Ordinary/General Meetings

731, There should be no less than six (6] Ordinary/General meetings held each year, however
it is recornmended that Ordinary/General Meetings of the Committees occuron a monthly
basis to ensure that any outstanding matters are dealt with expeditiously.

73.2. A calendar of when general meetings are to be held in the ensuing 12 months should be
drafted at the Annual General Meeting.

7.3.3. General meetings of the Management Committee are required fo address
correspondence, management and control matters, finance matters, risk management
matters and general matters relating to the facility/program.

7.3.4. An agenda for a General Meeting should be sent out to all Management Comrittee
members at least 5 days prior giving notice of the proposed meeting and of any items for
discussion and notices of motion.

73.5. Minutes of a General Meeting will be kept of the praceedings and a copy forwarded to
Council for storage in its electronic docurment management system.

736, General meetings will be conducted in accordance with Council's adopted Code of
Meeting Practice.

7.4. Annual General Meeting

7.4.1. The Annual General Meeting will report on the activities of the Cornmittee for the financial
year, to conduct electiaons for Committee positions and to receive the annual financial
report.

7.4.2. The Annual Financial Report will be presented to the Committee for adoption and for

forwarding to Council for auditing purposes.

7.4.3. An agenda for the Annual General Meeting will be sent out no less than 21 days prior to
the meeting.
7.4.4. Minutes of an Annual General Meeting will be kept and presented to a meeting of Council

for consideration.

7.4.5. The Annual General Meeting will be conducted in accordance with Council’s adopted Code
of Meeting Practice.

7.5. Extraordinary General Meetings

7.5.1. An Extraordinary General Meeting of a Committee may be called to discuss urgent
business and matters outside the scope of an ordinary meeting. A meeting must be
requested in writing to the Executive Committes by two (2) members of the Committee.

752, An zgenda for the Extracrdinary General Meeting of matters to be considered by the
Committee will be prepared and circulated to all members of the Committee with at least
three (3) business days notice.

7.5.3. Only matters included in the agenda will be considered at an Extracrdinary General
Meeting.
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7.5.4. Minutes of an Extraordinary General Meeting will be kept and a copy forwarded to Council
outlining the reason for the meeting and for storage in Council’s electronic document
management system.

7.5.5. An Extracrdinary General Meeting will be conducted in accordance with Council’s adopted
Code of Meeting Practice.

7.6, Minute Format

General Meeting minutes of the BEP Management Committee will be forwarded to Council for
storage in its electronic document management system.

[terns to be addressed in the minutes should include:

. Attendance —records of attendees and apologies
. Declaraticon of pecuniary interests

. Previous minutes and matters arising

. Executive and operational reports

. Correspondence and matters arising

. Agenda items with notice

. Project reports

. Action log/register log

. Member reports

. General business

8. FINANCIAL MANAGEMENT
2.1, Introduction

Council Carnmunity Management Carnmittees and their members are appointed under 355 of the Local
Government Act 1993, As such, they are subject to the same standards of financial accountability as
Council and its employees. It is imperative that Committees manage their finances prudently and with
transparency.

Al all times, any funds and assets held by the Committee ultimately remain the property of Council. The
Committee is responsible for the care and management of the funds and assets held on behalf of
Council.

Where necessary Council will provide the committee with advice and support to comply with Council
and the Committees financial management obligations.

8.2. Financial Records

82.1. Bank Accounts

82.1.1. All bank accounts operated by a Committee will be established by Council with a banking
provider of Council's choice. Establishment of bank accounts by committees are not
permitted.

82.1.2. Council will establish a transaction bank account on behalf of the Committee which will

serve to operate for the Committee’s aperational transactions. Council may establish
other accounts (interest bearing, term deposits etc) if requested in writing by a
Committee.
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8.2.2. Financial Record Keeping

8.2.2.1. Financial records must be kept in accordance with this Manual. Training will be provided
by Council's Finance section following the election of a Treasurer as required.

82.2.72. Committees of Council operate under a financial year from 1 July to 30 June. Each
Committee’s accounts need to be completed and submitted to Coundl by 15 July each
year, following their adoption at a Cammittee meeting. This will enable Council to
consolidate the Committee’s accounts into Council’s general accounts as required under
the Local Government Act 1993.

8.2.3. Accounting Software

8.2.3.1. Council may supply accounting software with a software provider of Council’s choice an
behalf of the Committee for the Committee to use to rmanage and record financial
transactions in lieu of paper based systems and records.

8.2.4, Financial Documents

[f @ committee does not use Councils accounting software to record its financial transactions, each
Committee shauld maintain the following records:

. Receipt Book - supplied by Council
. Bank Deposit Book —if applicable
. Petty Cash Book and Tin — if applicable

. Bond Register (electronic) —if applicable
. Key Deposit Register (electranic) —if applicable
. Booking diary (electranic) — if applicable

It is essential that these records are maintained and reconciled maonthly.

8.3. Receiving Payments

83.1. Payments of hire fees, bonds or other services provided by Management Committees can only
be made by cheque, EFT or bank deposit. Cash may not be used.

83.2. The following process should be followed:
e Ensurethat the correct amount has been paid by either cheque, EFT or bank depaosit.
e Write out a receipt from the Receipt Book.
e Give the original receipt to the payer (tear out of boak)
e Ensure that the duplicate receipt is kept in the Receipt Book.
e Store any cheques in an appropriate location until they can be bankead.
e [Ensurethat any cheques on hand are banked weekly.

8.4. Making Payments

84.1. The Committee is empowered to make purchases up to the value of $10,000 (ex GST)
expending sums as necessary from amounts received from fees and charges to meet costs
arising out of the delegation function. All purchases should cornply with Council’s Purchasing
and Procurement Palicies and requirements set out in this Manual. All purchases should be for
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goads and services required for the exercise of the respaonsibilities of the Management
Committee.

8.42. Purchases for goods and services above $10,000 (ex GST) require written approval from the
= il 1,

b g e s e e s ko e e e s e e e e
arc-Rrocurament PollclecCouncil. For — any  purchases  which  are  considered to  be
—related or to be used —in relation to the same Project, their combined walue must not
exceed $10,000 (ex GST) without the prior written approval of Council—fromthe Geperal
BAormoamr o ralovont ooy Aaologstad] Dliractor  im mplian o gtk ey il Direbocimg  —mA
Drocurarnant Policlas,

843, |tisnotappropriate or permissible to:

e Split invoices from the same or similar Projects to avoid the requirement for Council
approval under Clause 8.4.2; or

e Intentionally mislead Council representativas in any way about the cost associated with a
Project.

Any member engaging in behaviour described above may be the subject of disciplinary action
under Clause 3.1.6 of this Manual (Suspension and Revocation of membership of a
Management Committee).

844, Any payments over $82.50 (GST-inclusive) must be supported by an official Tax Invoice
from the supplier. This enables the Committee to claim back the GST portion of the
payment when completing their monthly Business Activity Statement (BAS) and is a
requirement of the Australian Taxation Office (ATO). Without a Tax Invoice, the GST
portion is unable to be clairmed.

8.4.5. Al Committee expenditure will be processed by Council in accordance with Council's financial
policies.

8.4.6. All procurement and payments should be made in accordance with Council’s Purchasing and
Pracurement Policies with additionzl steps appropriate for a Committee as outlined below:

2.46.1. A committee member requests approval from the Managerment Committee for the
procurement and/or supply of service or goods (e.g. engage a contractor, purchase timber
supplies).

2462, The Committee cansiders the request, checks that documents and quotes provided are

suitable, adequate and compliant with Council policies and if deemed appropriate
approves the procurement and/or supply.

2463, The Committee member requests a purchase order be raised for the procurement of
goods or services, then engages the vendor for the service or goods providing the supplier
with a purchase order number who then issues a tax invoice.

8464, Where the invaice matches (or is below) the amount appraved by the Committee, the
Committee member and an Executive Committee member confirms the goods/services
have been received and the invoice Is consistent with the quote accepted and approved
by the Committes. The Committee member advises in writing Council’s admin officer or
Committee Liaison Officer that the goods/services have been received and payrment can
be processed.
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8.4.6.5. Payment of the invoice is made in accordance with Council's financial policies.

8.4.6.6. Where the invoice is above the amount approved by the Committee, the Committes
member must table the invoice at a Committee meeting for consideration.

8467, The Committee reviews the invoice and associated endorsement and if deerned
appropriate approves payment of the invaice by resolution. The Committee member in
writing advises Council's admin officer or Committee Liaison Officers that the
goods/services have been received and payment can be processed, providing Council with
a copy of the Committees resolution.

8.4.7. Where payment of an invoice is required prior to a meeting being convened an “electronic
show of hands (eVote)” as described elsewhere in this Manual may be used. Ratification of the
payment should be tabled at the next General Meeting of the Committee.

8.4.8. Inextreme cases where payment of an invaice is required urgently the Executive Committee
may cansider an invoice for payment. Ratification of the payment and record of the vote should
be tabled at the next General Meeting of the Committee.

8.4.9. |If prior approval from the Executive Carnmittee is received, a Committee member may expend
up to S500ex GST for the purchase of goods and/or services for the facility and be reimbursed
by the Committes on presentation of the appropriate invoices/dockets/receipts.

8.4.10. Capital Assets
. The Committee will follow Council's policies and procedures in relation to capital asset
management & reporting.

. For all asset purchases [including project expenses) Council will identify those assets that require
capitalisation through Council's purchase order systems, the Committee should provide all
appropriate paperwork far capitalisation and reporting purposes within the financial year of
purchase.

8.5. Grant Seeking & Administration

85.1. Al Management Committees must seek approval from the General Manager or relevant sub-
delegated Director befare submitting an application forany grant.

8.5.2. |If a grant application is successful, a report will need to goto an Ordinary Council Meeting for
acceptance, prior tothe funding agreement being signed.

853, Delegation to sign funding agreements largely depends on the funding body and will typically
involve Council’s General Manager or relevant sub-delegated Director ar Manager.

8.5.4. Insome cases, the funding body may reguire the seal of Council, which can only be made under
resolution of Council.

85.5. Grants need to be administered by Council’s Finance section as the acquittal process usually
requires audit certification. There is also a need to report to Council any cammitment of
Council's funds, including Management Committee funds, towards grant funded projects.

856. Members of the Management Committee are accountable for expending and acquitting the
grant in accordance with the service agreement.
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8.6. Refund of Bond Money

8.6.1. Following the conclusion of hire, the Booking Officer or a delegate of the Committes will
undertake an inspection of the facility.

86.2. |If the hirer leaves the facility in a clean and undamaged condition, notification will be
forwarded to the Council Committee Ligison Officer to process the refund of bond maney, in
accardance with payment procedures outlined in Section 8.4,

86.3. |If the hirer leaves the facility in an unclean or damaged condition, the matter will be
referred to the next Committee meeting to discuss the retention of the bond money in
accordance with Section 8.7.

8.7. Retention of Bond Money

8.7.1. |Ifthe bond is forfeited, it is treated as if it was part of the supply. Hence G5T is payable on the
amaount forfeited. A bond register must be maintained to record the movermnents of bonds
received and refunded. Any forfeited bonds should be highlighted within the cash book and
appropriate GST noted at the financial records.

8.7.2. If ahirer leaves the facility in an unclean ar damaged condition, a portion of the bond may be
forfeited and retained by the Committes. The amount forfeited is to be resolved by the
Committee and must include an allowance for GST under the taxable supply rules applicable to
upkeep the facility as a result of a function. The payment entry in the Cash Book would be
written up to show the bond was refunded but a portion was taken in income.

8.8. Bank Reconciliations

88.1. At the end of each month, the Committee will obtain a Bank Staternent for its Bank Account.
This needs to be reconciled with the Cash Book.

8.9, Budgets
8.9.1. A budget will be prepared for the pericd 1 July to 30 June each year.

8.9.2. The Budget isto be prepared in conjunction with the Managernent Plan and rmust be carnpleted
by the end of February for the next reporting period. The budget Is to be prepared in
consultation with the relevant Committee Liaison Officer.

8.53. Acopyofthe budget isto be submitted tothe relevant Director, Manager and Council’s Finance
section.

8.5.4. The budget should be reviewed quarterly with the revised financial position reported to the
Committee.

8.10. Annual Financial Statements

810.1. Goods & Services Tax (GST) Compliance

8.10.1.1.  GST Basics

. All of Council’s Committees must use Carmden Council’s Australian Business Number (ABN) 31

117 341 764.
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. Committees are responsible for administering the requirements of GST legislation i.e charging
GST on taxable supplies and correctly identifying input tax credits claimable from the Australian
Taxation Office (ATQ). Accardingly each Committee must supply Council’s Finance section with
details of GST applicable to all financial transactions for inclusion in Council’s monthly Business
Activity Statements (BAS).

. All suppliers for purchases exceeding S82.50 (GST-inclusive) must supply a valid Tax Invoice to
the Committee prior to payment. If the supplier does not have an ABN and is registered for GST,
the Committee must abtain a Statement by a Supplier declaration from the supplier. This must
be abtained and completed befare any payments can be made to that supplier. The completed
form must then be kept on record for audit purposes.

8.10.1.2. Monthly Business Activity Statements {BAS)
Council is required to lodge its BAS within 21 days after the end of each manth.

8.10.2. Committee Settlement of GST Obligations

. Each quarter Camden Council will issue each Committee with an invoice or a refund in
accordance with GST applicable to the transactions for the past three months. Reconciliations
will be sent with the invoice or payment.

2.11. Funds Held In Bank Accounts

. Funds held in bankaccountswhich are in excess of current operational needs should be invested
with the assistance of Council inorder to achieve a return on funds, rather than leaving balances
in low interest-bearing accounts.

8.12. Debt Management

. Committees will follow Council’s policy in relation to debt managemeant.
. Council's Finance Branch will undertake debt recovery on the Committees behalf.

9. PLANS OF MANAGEMENT
9.1. Formal Plan of Management

9.1.1. Council will prepare and update a formal Plan of Management for the facility every 4 years
aligning as close as possible with the Council terms.

9.1.2. All activities conducted within the facility must conform to the Plan of Management adopted
by Council.

9.2. Development Plan for Facility

9.2.1. The Management Carnmittee will prepare a Development Plan for the facility that covers
future improvements for the facility for consecutive 2 year periods.

9.2.2. The Development Plan proposals will be prioritised by the Management Committee and
referred to Council for endorsement.

9.2.3. Upon gaining endorsement from Council, the prioritised list will be considerad in conjunction
with Council’s annual budgets.
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9.3. Minor Improvements for Facility

9.3.1. The Manzagement Committee will determine each year a Minor Improvement schedule for
the facility and prioritise the iterns in the schedule.

932, This Program will be referred to Council's Asset Management and Building Maintenance
teams.
933, The Managerment Cormmittee will carry out approved impraovement works to the limit of its

improvernent budget in accordance with conditiaons within the Manual covering purchasing
and contracting.

10. RISK MANAGEMENT AND INSURANCE
10.1. Risk Management

Risk managernent Is a methad of identifying and prioritisation of risks, followed by preventative and
precautionary measures to avoid injury, loss and damage, to either persons or property.

As a Committee of Coundil, the Management Committee has a duty of care to ensure the health, safety
and welfare of persons using the facility. This involves regular maintenance, to keep the facility and
grounds safe, clean and tidy, as well as a systemn of inspection to detect faults and hazards at an early
stage.

10.1.1.  General
Council and Committees of Council have a wide range of potential liability.

Liabilities can be based on statute and common law duties of care. To ensure compliance there must
be appropriate palicies, procedures and practices in place.

The Committee are to use documentation provided by Council to evidence the due diligence process
and ensure all responsible steps are being taken to identify risks to the Committes and users of the
facility.

10.1.2.  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 sign should be placed near the hazard to alert users of the
facility to the danger. The Management Carnmittee must contact Council to advise.

Committees are to apply some rules for hirers of facilities such as restacking of tables and chairs,
cleaning spills from floors, rubbish removal eg “chairs must be stacked in sets of no higher than & and
placed against the wall”.

A routine inspection process undertaken by the Committee in consultation with Council’'s Work Health
and Safety Committee will identify possible dangers or faults, fire or accident risks to users of the facility,
and are to be carried out periodically using the Waorkplace Inspection form. Copies must be forwarded
to Council for action if required and inclusion in its electronic document management systern.

10.1.3.  Fire Protection

All Council facilities should be supplied with fire and safety equiprment and information on its correct
use. If this is not available Council must be notified immediately. Equiprment will be inspected twice
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annually by a professionally qualified person. This is organised by Council’s Fire Protection Officer. If
the equipment is used irresponsibly by a hirer this should be deducted fram the hirer's bond.

10.1.4.  Emergency Exits (Buildings)

All exits must be identified by anilluminated exit sign and inspected by Caouncil’s Fire Protection Officer.
Ernergency exit routes must be kept clear at all times. Exit doors should nat be barred or locked at any
time while the facilities are in use. An Emergency Management Plan (EMP) should be developed forany
group who regularly uses a building. Council has a template that will assist Committees with this task.

10.1.5.  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 their control.

Inspections may be either farmal ar informal.
a. Formal Inspections

Inspection of the facilities under the Carnmittee’s control must occur and be documented using
checklists provided by Council at least once every 6 months. Copies of these inspections must be
forwarded to Council for inclusion inits electronic document management systemn.

k. Informal Inspecticns

Informal inspections are incidental in the course of Committee business. Any defect or problermn
discovered must be dealt with.

C. Safety Inspections by Hirers

It is the responsibility of the user groups/hirers to ensure that any field or facility is safe for the use
immediately before and during its use. This will include but not be limited to ensuring there are no
haoles likely to cause injury and that any broken glass and other hazardous matter is remaoved. Hirers
are to be notified of this cbligation as part of the hire agreement.

10.2. Insurance
10.2.1.  General

Council is required to take out insurance palicies to cover Council's liability as a consequence of
Council’s business activities. These policies include:

. Public Ligbility Insurance to cover Council for its liability to third parties for personal injury or
property damaged caused by Council’s business activities;

. Professional Indermnity Insurance to cover Council for professional negligence claims (e.2. caused
by incorrect specialist advice);

. Personal Accident Insurance provides specified benefits for registered volunteers following
accidental injury, disability or death while carrying out their duties on behalf of Council;

. Motor Vehicle Comprehensive Insurance to cover Council vehicles driven by volunteers or staff
for damage to the vehicle or to third party property; and

. Casual Hirers Insurance covers against public liability claims arising from the casual hiring of a

mermber Council facility.
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10.2.2.  Natification

Management Committees and hirer/user groups are instructed that any matter or incident which may
give rise to a claim against Council must be reported to Council as soon as practicable. This will ensure
that investigations and remedial actions can be undertaken to protect Council’s interests.

Council has a responsibility to notify its insurer as soon as a potential claim is known. Management
Committees may receive advice regarding claims via writing ar telephone call or by cbservation. Once
the Committee becomes aware of potential claim they are to notify Council immediately. If Council
does not notify of claims which they could reascnably have known about indemnity may be denied by
the insurer.

10.2.3.  Child Protection

Children and Young Persons (Care and Protection) Act 1998 - under this legislation Community
Management Committee members accompanying children on trips or participating in activities
conducted by the Committee involving contact with children, must complete and pass a Working with
Children Check.

Working with Children's Checks are provided by the NSW Children's Guardian. There is no cost for a
Volunteer  Check.  For  more  information or to make an  application  please  visit:
www . kidsguardian.nsw.gov.au
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Procedural Manual for Community Management Committee 2019
Camden Town Farm

Version D5

1. INTRODUCTION

The Local Government Act 1993 allows Council to delegate authority to committees to manage some
of Council’s facilities or functions. Council has resolved to delegate responsibility to four Community
Management Committees. These Committees are:

. Camden Bicentennial Equestrian Park Committee

. Camden Town Farm Committee

* Camden International Friendship Association Committee
. Camden Seniors Programs Committee

Community Management Committees play an important role in the local community, and the
volunteers who become members provide a valuable cantribution to the local community.

Camden Council recognises the contributions made by wolunteers appointed to Community
Management Committees and provides advice and direction to assist with their effective operation
thraugh Procedural Manuals.

This Manual outlines the responsibilities; functions and operations of the Camden Town Farm
Community Management Committee; and clarifies Council’s role in this partnership.

Upon Council’s formal approval of a Camden Town Farm Community Management Committee, its
members are required to adopt and adhere to the conditions set out in this Manual.

Councillars may on occasion attend the regular meetings of the Committee to enable them to develop
an awareness and/or understanding of the operation of the Committee.

Council Contact
Council's contact inforrmation is outlined below:

Contact with Council Officers can be made by contacting Camden Council, 70 Central Avenue, Oran
Park - Phone (02) 4654 7777.

Business Hours (8.30am — 5.00pm) Monday — Friday

Contact can also be made via Coundll’s After Hours Emergency Number (02) 4654 7777 which is a 24
hour service. This service should anly be used for emergency situations. All other contact should be
made during business hours.

Council will also appoint a Council Ligison Officer ta act as the key point of contact within the Council
for the Committee. This information will be provided directly to the Committee.
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2.

DEFINITIONS

In this Manual:

a. “Annual use” shall mean any user granted use of any facility on a year-to-year basis.

o} “Casual Hirer” shall mean those groups or individuals that have been granted use of the sporting
or building facilities for a one off activity.

C. “‘Committee”, or "Management Committee” or “Community Management Committee” shall
mean that body of persons appointed in accordance with Section 3 of this Manual.

d. “Community Representative” shall mean thase individuals that are not specifically representative
of any User Group and are a representative of the Camden LGA.

e. “Council” shall mean the Council of Camden.

f. “Council Liaison Officer” refers to an officer of Council assigned to be the key liaison point
between a Management Committee & Council. The officer will not have vaoting rights on the
Committee.

g “CTF” is an abbreviation for Camden Town Farm

h. “Delegate” refers to "Delegate & Alternate Delegate” as representatives nominated by an
organisation to represent their group on the committees.

“Manual” means this Cormmunity Management Committee Manual and its appendices.

]. “NMember” shall mean a person and/or organisation appointed to a Management Committee by
Council.

k. “Minor maintenance” shall mean all maintenance works within land, halls, and other buildings

under the control of the Management Cornmittee excluding those specified as being the
respansibility of Council.
“Project” as defined in Council's Project Management Framework, includes, but is not limited to,
works involving construction, alteration, conversion, fitting-out, commissioning, renovation,
repalr, maintenance, refurbishment, and demolition, decarnmissioning or dismantling of a
structure.

m.  “Relative” means the spouse, parent, grandparent, brother, sister, uncle, aunt, nephew, niece,
lineal descendant or adopted child of the person or the persan’s spouse.

n. “Routine Operational Business” refers to administrative matters of the Committes and minor
maintenance of the facility. No capital purchases are permitted without the prior approval of
Council.

0. “Structure” refers to anything that is caonstructed, whether fixed or moveable, temporary or
permanent. Structures can include buildings, framework, pipelines, roads, pathways, sheds and
fencing.
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3. ROLES AND RESPONSIBILITIES OF MANAGEMENT COMMITTEES

3.1. Appointment & Election of Management Committees

3.1.1. Formation of the Management Committee

3.1.1.1. The appointment of Management Committees is at the discretion of the Council.
Management Cornmittees are appointed and reappointed in accordance with the
provisions of the Local Government Act 1993 every four years.

3.1.1.2. Council aims to appoint Committees that are representative of the local community or
interest group of the facility, which the Cormmittee manages.

3.1.1.3. Council will call @ public meeting to enable any interested person to find out about the
comrmittees available and the responsibilities of committees.

3.1.1.4. Council may call the public meeting by advertising in local newspapers and/or by
advertisernent on Councils’ welsite.

3.1.1.5. To hold office and be responsible for the management of a Council facility or function, all
comrmittea members must be appointed by Council before they are able to vate or take
part in the meetings of the Committee.

3.1.1.6. Committees are formally appcinted by the Councillors in office, therefore as soon as
practicable after the General Election of Councillors, all Community Committee Members
will cease to hold office and new Management Committees appointed.

3.1.1.7. Existing Committees will maintain a caretaker role until the new committees are formally
appointed by Council. The caretaker role permits the outgoing Management Committee
to continue with the routine operational business of management and control of their
facility and/or program. If clarification is required, the Committee should consult with their
Council Liaison Officer.

3118 All nominations for Community Committees are formally submitted in writing to Council
for consideration of appointment.

3.1.1.9. Following the appointment of committees by Council, Council will issue a Deed of
Delegation to each committee. The Deed must be signed by Committee members within
ane month of the appointment to acknowledge their role and responsibilities. The
Committee continue to operate in caretaker capacity untilthe Deed of Delegationis signed
by all members.

3.1.1.10.  Where members are appointed to the Committee after the original Deed of Delegation is
signed an appendix Deed of Delegation will be issued and signed by the new members to
acknowledge their role and responsibilities.

3.1.1.11.  Councilwill provide a structured induction programme for Committee members to ensure
they understand the Committee’s policies, processes and practices and become effective
Committee mermbers as soon as practicable. Induction may comprise a combination of
face to face sessions, online and printed resources and mentoring/buddy system with
other Committee members. Committee members must attend all induction training to
remain a Committee member. The Committee Liaison Officer will also be available to
provide information to members as required.
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312

Management Committee Membership

3.1.2.1. CTF Management Committee Membership Composition

CTF Committee membership is on a quadrennial basis for the term of Camden Council.

The CTF Committee will comprise those people and organisations appointed to it by Camden
Council. CTF Committee membership will not number less than 7 persons and not more than 12
PErsOns.

Camden Council may appoint Councillors to the committee however due to the operational
nature of the Cormmittee Councillors will act in an ex-officio capacity only unless upon
appointment they elect to be considered part of the Quorum (see comment in Quorum).

Management Committee membership should reflect the community of Camden and the
organisations that use the facility and is open to community members and representatives of
groups from within the local area between the ages of 18 and 90 years.

The Camnmittee will comprise of community members and representatives/delegates from
interested community groups community (e.g. Cammunity Gardens, Historical Society,
Department of Education).

Community groups and bodies may nominate for membership of the CTF cormmmittee. These
groups will advise the Committes in writing the names of a delegate and alternate delegate to
represent their group on the Cormittee. If and when the group representatives change the
relevant group will advise the CTF committee in writing of the updated representatives.

Staff of Camden Council may not be members of the CTF Cammittee except with the approval of
the General Manager. Approval will only be given where it can be demonstrated that
membership of the Committee will not conflict with the employee’s duties and responsibilities
and does not pose a conflict of interest, or a perceived conflict of interest.

Camden Council will appoint an appropriate staff member to the position of Council Liaison
Officer for the Committee with the agreement of the General Manager.

3122 Leave of Absence

A Cammittee member who is temporarily unable to fulfil their obligations on the Committes may
request a leave of absence from the Committee.

Typical reasons for neading to take a pericd of leave include but are not limited to personal
health, family health, work or family commitments.

A leave of absence may be granted by the Committee for a period of up to 6 months.

A leave of absence can only be approved by a vote of 75% of members entitled to vote present
at a properly convened meeting of the Committee.

During a leave of absence, a member may nat participate in votes of the Committee and the
member will not be counted when calculating the gquorum.
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. Aleave of absence may be requested by the member of the Committee or on behalf of a member
by a relative of the member or by another member of the Management Committee.

3.1.2.3. CTF Committee Voting

. A motion is required to be moved and seconded prior to being put to a vote of the Committee.

. All Committee members (individuals and groups) shall carry 1 vote at Committee meetings and
other times where voting is required. The chairperson/presiding officer also carries a casting vote
to resolve any deadlocks for votes undertaken in meetings.

. When a Member declares aninterest in an item being discussed and voted on by the Committes,
the Committee will act in accordance with Section 5.5.

. Voting at CTF Committes meetings is by default undertaken by a show of hands.

. A motion may be passed to conduct votes by secret ballot using written votes. If a secret ballot
is 10 be undertaken 2 scrutineers will be selected from those in attendance (not necessarily
voting members) at the meeting to conduct and tally the votes.

. A member may request to have their voting intention recorded in the rmeeting minutes
immediately after the result of a vate is announced by the chairperson.

. Proxy wotes or absentee votes are not permitted at any General Meeting Annual General
Meeting or Extracrdinary General meeting of the Committee.

. Members on approved leave of absence or suspended are not included in votes of the
Committee during their period of gbsence.

3.1.2.4. Electronic Show of Hands {eVote)

. On occasion it may be necessary to seek agreement among the Committee between Committee
meetings for matters relating to emergency works or administrative matters affecting the
immediate use of the facility. On these occasions an Electronic Show of Hands (eVote) may be
used.

. The Executive Committee and/or the CTF Committee may request an eVote to be conducted
either by the Secretary or Council Ligison Officer.

. AneVote reguires that all Committee members are requested to respond electronically in writing
{emall, SMS etc) to a propaosition within a defined period of time.

. Normal rules for a quorum and voting apply to eVotes where a response of more than 50% of
committee members is required (CQuorum) and a majority of those responses received in the
affirmative are required for the prapasition to be approved.

. Records of eVotes should be tabled at the next General Meeting and included in the official
record of the meeting using a proforma template provided by Council.

. All decisions made by eVote are binding on the CTF Committee and are to be tabled at the next
General Meeting for ratification by the CTF Committee.

. Members on approved leave of absence or suspended are not included in eVotes of the
Committee during their period of gbsence.
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. Secret ballots are not permitted for an eVote and all eVotes are public.

32.1.3. CTF Management Committee Membership Recruitment

3.1.3.1. No particular qualifications are necessary to be considered for membership of the
Committee, however the general duties and expectations of being a member of the
Management Committee are as follows:
. commitment to delivering the adopted vision for the Camden Town Farm;

Vision: “The farm will be developed and maintained primarily for agricuftural, tourism
and educational purposes. it wiil be operated and managed in a sustainable manner
that retains its unique character and encourages and facilitates community access,
participation and visitation”.

. comritment to the agricultural, tourism, educational and community activities of
the Committee and the facility;

. ability to give adequate time and energy to the duties of being a Committes
member, including the ability to attend monthly meetings and other meetings as
required fram time to time;

. willingness ta be actively involved in and contribute to Committee activities;

. willingness to work collaboratively, cooperatively and respectfully with other
comrnunity volunteers and Council staff;

. willingness to uphold the values and objectives of the Committee;
. ability to act with integrity and avoid or declare conflicts of interest;
. willingness to contribute to the strategic direction, including agreeing and

manitoring the Plan of Management; and

. willingness to ensure that risks to the organisation, staff, volunteers and service
users are at an acceptable level and are effectively managed.

3.1.3.2. Management Committee Members must be aged 18 years or older at the time of
nomination.
3.133. Council will advertise and call for membership nominations at the time of, or soon after

the quadrennial local governrment elections.

3.1.34. For casual vacancies Council may advertise and call for membership nominations at the
time of the vacancy provided there is more than 12 manths until the next guadrennial
local government elections.

3.1.3.5. Council will seek membership nominations using an application form designed to address
the job description and an outline of relevant skills and experience beneficial to the
operation of the facility. The application may also require character references and other
screening appropriate to the role.

3.136. Membership nominees and their written nominations will be screened and assessed by a
selection panel comprised of Council staff. Other suitably experienced individual may be
invited to participate in the selection panel.
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3.1.3.7. Membership nominees may be interviewed by the selection panel to further assess their
suitzbility to serve on the Management Committee.

3.1.3.8. Norminees who have been members on previous committeas will also be assessed ontheir
previous performance with regard to their demonstrated contribution, attendance,
behaviour, and their ability to collaborate as part of the Committee.

3.1.4. Management Committee Office Bearers
3.14.1. Election of Cffice Bearers

. The Committee will elect from its membership an Executive Committee comprising the Executive
Office Bearers to fulfil the activities & responsibilities of the Executive roles.

. The Cormmittee may elect from its membership other non-executive positions and/or sub-
committeas to coordinate works and programs relating to the operation of the facility (e.g.
safety, maintenance, farming operations, primary industries education, visitation and community
access, promotions, p, marketing, community visitation, developrment and grants, projects etc.)

. Elections for office bearers are undertaken at the Annual General Meeting and/or as required to
fill casual vacancies.

3142 CTF Executive Committee

. The CTF Executive Committee will comprise of the Executive Office Bearars, narmely the positions
of:

President
Secretary
Treasurer

Vice President
Booking Officer

Y ¥ ¥V VY

. The Executive Committee is charged with both setting the direction far the General Comrmittee
and for cansidering, deciding and approving actions in the context of “contral and managerent”
with pressing operational matters of the CTF that require expedited attention between general
meetings of the CTF Committee.

. All decisions made by the Executive Committee are binding on the CTF Committee and are to be
tabled at the next General Meeting for ratification by the CTF Committee. The CTF Comrittee
may only overturn a decision of the Executive Committee by resolution.

. The Executive Cammittee should operate in an agile manner. Decisions of the Executive
Committee can be achieved by formal meetings, phone calls and informal meetings. Minutes of
Executive meetings must be kept and tabled at the next General Meeting of the Committee for
ratification. Matters containing confidential iterms may be reported to the Committee as
resalution anly.

. A rmember may not hold an Executive Position on more than one Council Community
Management Committes at ane time.
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. Where there is more than one person from a family, only one member of the family can be an
Executive Cffice bearer onthe same Committee at the same time.

. Only one (1) of those related office bearers is to approve individual payments (sign
cheques/approve EFT payments).

. The Executive Committee may request an eVote (as described elsewhere in this docurnent).

3.143. Executive Officer Bearer Position Descriptions

President/Chairperson

The President shall be the Executive head of the Management Committee. The President will:

. Ensure all necessary tasks for day to day running of the activities of the CTF Committee are
carried out;
. Chair Cormmittee and General Meetings ensuring that carrect meeting procedures are followed,

and control of the meeting is maintained;
. Serve as a spokesperson and representative for the CTF Committee when required;

. Prepare and distribute the agenda (in consultation with the Secretary and Council Liaison
Officer), setting out the iterns of business to be considerad;

. Ensure Committee meetings are properly convened in accordance with this manual i.e. proper
notice of a meeting is given and a quorum is present;

. Ensures correct meeting procedures are followed and control of the meeting is maintained;

. Act impartially and use discretionary powers in the best interests of members and in accordance
with the agreed standing crders and ensure all statutory regulations and organisational rules are
observed; and

. Provide assistance to all members of the Management Committee to help ensure that they fulfil
their respective roles.

Secretary

The Secretary is the administrative manager of the Management Committee and is responsible for
coordination of all administrative tasks. The Secretary will:

Before a meeting

. Draw up the agenda in consultation with the Chairperson;

. Make copies of the agenda if required.

During the meeting

. Maintain an attendance register;

. Take minutes;

. Read rminutes of previous meeting if necessary;
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. Provide a list of correspondence in arder and summarise any important points;

. Record any motions and/or decisions of the meeting including, mover and seconder.

After the meeting

. Forward minutes of meeting to CTF Committee and to Council;

. Keep a register of inward and cutward correspondence and file copies of all letters written;

. Forward copies of all correspondence to Council for inclusion in its electronic document

management system.
in between meetings

. Inform all other cornmittee members of any correspondence requiring urgent attention.

Treasurer

Council will appoint a staff member to provide bookkeeping support to the Committee. Further details
an the functions this role will undertake is provided in 3.1.6.

The Treasurer is the financial coordinator of the Management Committee and holds responsibility for
the following financial matters:

. Ensure that all financial records of the Committee are kept in a proper manner;

. Keep financial records for all incoming and ocutgoing transactions;

. Authorise purchase orders and receipt of goods through Council’s book keeper or committee
liaison officer, following a committee resolution to procure goods or services;

. Report the status of all purchase orders raised for goods or services to the committee as part
of the monthly Treasurers Report, information to be provided by Council's Admin Officer;

. Upon resolution and nomination by the Committee, the Treasurer and one other nominated
committee member be responsible for a purchase card for purchases less than 5500 (ex GST);

. Report all payments made using a purchase card to the committee as part of the monthly
Treasurers Report, information to be provided by Council’s Admin Officer;

. Bank all monies received by the Committee in an approved bank account;

. Present a Treasurers report to each Committee meeting with the financdials provided by
Council;

. Prepare and present proposed annual budget to the Management Committeg; and

. Provide any financial records required to complete the month end financial reports to Council

within 5 working days.

Vice President

The Vice President is the Deputy Executive head of the Management Committee. The Vice President
will:

. Act as President in the event of the President being unable ta fulfil his or her duties;

. Support the President and Executive Cormnmittee in fulfilling the requirements of their roles;
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. Ensurethat the Committee activities are in accardance with the rules, regulations and guidelines
required for the Management Committeg;

. Ensure the committees procedures and documents are in arder;

. Ensure action items and resclutions are carried out;

. Oversee Work Health and Safety matters and report any matters to the Committee; and
. Fulfil such other duties as the committee may request.

Booking Officer

The Booking Officer is the public interface between the Management Committee and the cammunity,
and coordinates co-ordinates all uses of the CTF facility. The Booking Officer will:

. Provide a point of cantact for people wishing to hire the facility by phone, email or in person;

. Respond to requests for information on the hire of the facility in a timely fashion;

. Meet with potential hirers as required;

. Take bookings and record booking details. Council may supply booking software with a software

provider of Council's choice for the Committee to use to manage bookings;

. If @ booking software is not provided by Council, an electronic diary of bookings must be
maintained;

. Ligise with the Committee over the acceptance of bookings where required (major events);

. Ensure users/hirers complete a hire agreament and make them aware of the assocdated terms

and conditions of hire, and that public ligbility insurance is in place for all hirers;

. Issue invoices in accordance with Council’s approved fees and charges;

. Issue bond refunds/cradit notes in accordance with CTF Pricing (fees and charges);

. Ligise with CTF Treasurer regarding payments;

. Coordinate post evant inspections and recormmend refund or retention of bonds after events;

. Coordinate issuing of keys to hirers as required and maintain a register of keys issued and
returned:;

. Report to the Committee the status of all bookings at CTF meetings;

. Advise the Committee of oppartunities for reforms and improvements to booking practices; and

. Advise potential hirers and hirers of Council’s External Events process for any events on the
facility.
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3.1.5. Council Committee Liaison Officer

3.1.5.1.

3.1.5.2.

3.15.3.

3.1.5.4.

3.1.5.5.

3.1.5.6.

3.15.7.

3.15.8

3.1.5.9.

3.1.5.10.

3.16.

3161

Council, through the General Manager, may appeint a staff member to the role of
Committee Liaison Officer. The Officer is authorised to participate in committee
discussions, activities and deliberations but without any vating rights at any time.

The Cormnmittee Liaison Officer reports to the relevant Council Director/Manager, not the
Committesa,

Council Directors/Managers may direct the Committee Ligison Officer to communicate
certain advice relating to Council policies, legislation, operational matters and adherence
to the contrals of this manual to the Committee.

The Committee Liaison Officer may provide services such as professional advice and
administrative duties as agreed between the relevant Director/Manager and the
Committea.

The Officer may be temporarily appointed by the Committee to any of the Office Bearer
roles except the role of President. The Officer may be elected by the Cornmittee to chair
rmeeatings.

Where appropriate, the Committee Liaison Officer will provide advice to the Committes
with regards to Council policies, legislation, ocperational matters and adherence to the
controls of this manual. The Committee Lizison Officer may also seek guidance and/or
instruction from Council to assist in the provision of advice to the Committee with regards
to Council policies, legislation, operational matters and adherence to the controls of this
manual.

The Cornmittee Liaison Officer will monitor the Committee’s compliance with the manual
and repart any instances of non-compliance as well as the performance, activities and
operation of the Committee to their Directar/Manager as required.

The Committee Lialson Officer is not to request or receive any payrment from the
Committee for pravision of services.

The Committee Liaison Officer will coordinate the logging of any requests for service or
maintenance required from Council teams into Council’s CRM systern on behalf of the
Committee.

The Comrittee Liaison Officer can raise purchase orders and receipt goods following &
resolution of the Cormmittee.

Council Admin {Bookkeeping)

Council will appoint a staff member to provide bookkeeping support to the Committee.
The staff member will undertake the following tasks:

. Ensure that all financial records of the Committee are kept in @ proper manner;

. Prepare @ financial report on behalf of the Managament Committee. The report will
include a bank reconciliation, income staterment, balance sheet and cashflow
statement as a minimum. The report will also discuss the financial position of the
Committee funds in bank account, debtors outstanding, actuals to budget by
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amaount and percentage, and approval for the payment of invoices, purchase orders
and payments made using the Committees purchase card/s. Requests for
expenditure over 510,000 (ex GST) should also be reported at this time;

. Raise purchase orders and receipt goods following a resolution of the Committee;

. Provide a financial report to the Treasurer within 10 working days at the end of the
maonth; and

. Prepare financial records of the Management Committee for audit at the end of

financial year;

3.16.2 The Council Admin (Bookkeeping) reports to the relevant Council Director/Manager, not
the Cammittee.

3163 The Council Admin [Bookkeeping) may provide services such as professional advice and
administrative duties as agreed between the relevant Director/Manager and the
Committee.

3.1.6.4 The Council Admin (Bookkeeping) is not to request or receive any payment from the
Committee for provision of services.

3.1.7. Dissolution of Management Committee

3.1.7.1. Council may dissolve a Management Committee at any time. Council may wish to dissolve
a Management Committee to carry out the control of the facility itself.

3.1.7.2. Council may also dissolve a Management Committee if that Committee is not complying
with the roles and responsibilities of the Committee outlined in this Manual.

3.1.7.3. The Management Committee shall be dissclved in the event of it becoming unviable where
membership drops to less than seven (7) members.

3.1.7.4. The Committee can by resolution recormmend to Council that the Committee be dissolved
by a vote of 75% of members entitled to vote present at an Extraordinary Meeting of the
Committee properly convened to consider this option. Council has established the
following policy to address this issue:

e if 2 Committee chooses to remain active it is given 6 months to re- establish a viable
membership as above (i.e. minimum of 7 members); or

o if a Committee, facility or function becomes inaperable or inactive, the Committee will
be dissolved, and all responsibilities will be taken over by Council.

3.1.7.5. Upan a resolution to dissclve the Committes being passed and confirmed by Council, all
assets and funds of the Management Committee shall, after payment of all expenses and
liabilities, be handed over to Council.

32.1.8. Suspension and Revocation of membership of a Management Committee

3.1.8.1. Revocation of Membership

. A member (individual or organisation) shall have their membership on the Management
Committee revoked and cease to be a member of a Management Committee when Council
passes a resolution to remove the member from the Committee.
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. If an individual or organisation has their membership of the CTF Management Committee revoke
that member may not be reappointed tothe CTF Management Committee during the sameterm
of Council.

3.1.8.2. Suspension of Membership

. An individual or arganisation may be suspended from the Management Cormmittee. During @
pericd of suspension, the member may not participate in any activities of the Committee and as
far as is practicable be excluded from all intra-Committee cornmunication.

. Suspension of a member occurs to either allow time for Council to process revocation of a
mermbership, or as a punitive action against improper behaviour.

3.1.8.3. Automatic Suspension of membership

A member of the Management Committee will be automatically, immediately and indefinitely
suspended if:

. Council passes a resolution to suspend a member;

. The member resigns from the Committee by notification in writing to the Committee and/or
Council;

. The member is deceased;

. The member is bankrupt;

. The member holds any office of profit under the Committee;

. The member fails to disclose any pecuniary interest in any matter with which the Committee is
concerned and takes part in the consideration, discussion or votes on any question relating to
the matter;

. The member while holding that office is convicted of an offence under Part 4 of the Crimes Act
1900 which includes offences relating to property; or

. The member intentionally discbeys the manual, Council policies procedures and/or a Council
direction.

Where a member is automatically suspended the Management Committee will provide advice to
Council of the reasons for the suspension without prejudice.

A letter will be provided to the member by Council advising their membership has been suspended.
3.1.84. Suspension by resolution of the Management Committee

A member of the Management Committee may be suspended for a period up to 3 months by the
passing of a vote by 75% of members entitled to vote present at a properly convened General or
Extraordinary General meeting for the following reasons:

. the member is absent for 3 or more consecutive general meetings without @ leave of absence
granted from the Committee;

. the member is absent for more than 50% of general meetings in a 12 month period without a
leave of absence granted from the Committes;

. the merber seeks to averturn a decision of the Committee by rmaking representations to

Councillars or cother third parties. This does not include contacting Council or making
representations through formal mechanisms such as submissions to exhibited materials where
council is seeking community feedback;
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. the member uses or distributes information attained whilst undertaking their duties on the
committee to lobby against a decision of the committee or to lobby Councillors or other third
parties;

. the mermber undertakes actions that defy and/ar are contrary to a decision of the Management
Cammittee;

. the rermber brings the reputation of the Managerment Committee and/or Council into disrepute;

. the member acts in a manner that is not in accordance with the role of an officer of Council or
Council Committee; or

. the mermber directly or indirectly threatens or menaces other Committee members.

Where a member is suspended by resoclution the Management Committee will provide advice to
Council of the reasons for the suspension and may forward a recommendation for Council to consider
rermoving the member from the Management Committee permanently without prejudice

3.2, Duties & Responsihilities of Management Committees and Council
The duties and responsibilities of Management Committees and Council varies between committees.

3.2.1. Deed of Delegation

Council sets out the delegation of the committee in a Deed of Delegation. This Deed sets out the specific
function delegated by Council is accompanied by a Schedule of Delegation and a copy of this Manual.

3.2.2. Responsihilities of Council

3.2.2.1. Council’s Overriding Authority

Management of the facility is delegated to the Management Cormmittee by Council. Whilst the
Committee has contral over the facility, Council may exercise overriding authority and may revoke the
powers of the Committee or otherwise direct the Committee as Council sees fit.

3.2.2.2. Funding Major Improvements

Council shall be responsible for the funding and erection of all major improvement works in the facility,
in accordance with the adopted Flan of Management and the availability of funds.

3.2.23. Insurance of Assets
The Council shall fully insure all buildings and contents.
3.2.24. Insurance of Committee Members

The Council shall insure the Committes in respect of Public Liability Insurance, Professional Indemnity
Insurance, Personal Accident insurance and Motor Vehicle Insurance (for Council registered vehicles
only).

3.2.2.5. Notification of Fees and Charges

The Council shall notify the Management Committee of any proposed variation of hire or membership
fees proposed for the ensuing year by February in each year.

3.2.26. Improvement Recommendations

The Council shall consider all improvements suggested by the Committee as part of its annual budget
and works allocation processes.
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3.2.2.7. Training of Committees

Council will provide compulsory training to advise members and the Executive of the Committee of the
requirements of their positions. Training will be arranged by Council. Additional training may be
requested by the Committee.

3.2.2.8. Customer Service Charter

Council will respond to requests of the Committee in accordance with its Customer Service Charter,
3.229. Legal Expenses

Council may consider the payment of legal expenses in relation to matters involving the Committee and
members when acting in their capacity as members of the Committee.

3.2.3. Responsibilities of Management Committees

3.2.3.1 Responsibilities

The Community Management Cammittee will be responsible for the care, control and management of
either a facility {including letting, cleaning, minor maintenance works, minor repairs, operations and
equipment purchases); or a program (including crganising, operating and implementing).

3.2.3.2 Care, control and management

Care includes:

. Duty of care to ensure the health, safety and welfare of persons using the facility or participating
ina program of the Carmmittee; including contractors or volunteers;

. Conducting minor maintenance to maintain the facility or program and protecting the physical
assets from damage, risuse and deterioration;

. Ensuring the security of the facility or program and adequate security systems are in place;

. Advising Council of any potential insurance risk that mayarise in regard to buildings and/or users;

. Attaining sufficient funds to maintain the facility or program as a going concern;

. Ensuring sufficient and equitable access of the facility or program by the carnmunity; and

. Ensure that all users of the facility or program canform to the insurance requirernents as set out

inthis Manual.

Control includes:

. Holding regular meetings with recorded minutes;

. Manitoring and maintaining financial records;

. Submitting an annual report and all records to Council for an annual audit;

. Submitting manthly financial reports in accordance with GST requirements;

. Submitting a recommendation of fees and charges for the coming financial year by mid-October
for Council’s determination;

. Adrninistering and overseeing the use of the centre by other groups;

. Clearly defining the role of office bearers and committee members;

. Submitting an estimate of income and expenditure for the pericd 1 July to 30 June. The budget

proposal will be submitted in mid February each year, unless requested earlier by Council in
special circurnstances.
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. Submitting a current list of all contents belonging to the Committee [(not User Groups) for
inclusion in Council’s Insurance Policy, by 31 January each year;

. Maintaining a post office box or public postal address to which all physical correspondence will
be forwarded;

. Maintaining a public email address to which all email correspondence will be forwarded;

. Submitting @ current list of all Committee members including the address and phone number

and emergency contact details to Council immediately following nominations of the Committee,
and advise Council when there are changes; and

. Submitting officer bearers names and an audited financial report to Council following the Annual
General Meeting.

Management includes:

. Ensuring that all monies received will be used for the benefit of the facility or activity in an
equitable, honest and consistent manner;

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

. Ensuring that all written material provided to potential hirers or used to promote the facility or
program acknowledges Camden Council, including display of the Council’s logo;

. Ensuring that the standard hire forms, and terms and conditions are used;

. Ensuring Council's Work Health and Safety policies and procedures are followed at all times;

. Being aware of and involved in, appropriate community activities, which are compatible with the
goals of the facility;

. Developing and updating Plans of Management;

. Recommending policies and procedures which contribute to the effective management of the
facility/activity; and

. Being accountable to the comrunity and the Council for the Committees actions and initiatives

in respect of the facility/activity.
3.23.3. Limitations of powers

The Community Management Comrmittee may not carry out any works on or to the facility including
alterations, reconstruction, construction without the prior written consent of Council with the
exception of minor maintenance work.

The Cornmittee rmay not rmake decisions concerning the following:

. Fixing of charges or fees. The Committee may submit recommendations for approval to Council
in relation to the fixing of charges and fees for the use of the facility under its control;

. Borrowing any monies without the express written consent of Council on each such occasion;

. The sale, lease or surrender of any land or other property vested in its care under the provision
of the Local Government Act 1993 (as amended);

. The acceptance of tenders which are required to be called by Council;

. The purchase of goods and services of a value exceeding 510,000 (ex GST) without the prior
written approval trormthe Genaral Marager or relavant cubdalagated Director in cormollan
v Cegred s RurchasinsondProcurermentRPeletesot Council. For any purchases which are

Procuramant Policiasof Cound‘;

. Formation of submissions to government without the prior written consent of Council;
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. 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 meeting;
. As a voluntary Committee, members do not receive payment for their services. The Committee

may by resolution reimburse the Committee members for reasonable expenses incurred in the
completion of official Committee activities. No other payment is to be made to Committee
members without the prior written approval of Council;

. Unreasonably withholding consent for the letting of the facility to any organisations or individuals
who have demonstrated agreement to comply with and adhere to the rules adopted for the use
of the facility, providing an acceptable letting pericd is available;

. The Committee is not permitted to vote monies for expenditure on the works, services or
aperations of Council;

. The Committee is not permitted to enter into any legal action;

. The Committee is not permitted to loan or donate funds for any purpose;

. The Committee is not permitted to vary the overall design plan for the facility without Council's
priar written approval; and

. The Committee is not permitted to set or charge fees for Membership of the Management
Committee.

. Council approval must be obtained prior to the commencement of any task, activity or project

to be undertaken by a volunteer who has been deemed competent to carry out the task.
Approval for certain tasks or activities contained within a Volunteer's Position Description can
be provided by Council on an ongoing basis. For any work or activity relating to a program of
works or relating to an unplanned event, the relevant Council Officer must be contacted for
approval prior to that work or activity being commenced.

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 ar in
writing by the General Manager to the Committee. The Committee will observe any rules and
regulations made by Council, in relation to the facility/ function under its managerent and contral.

If at any time the Committee is deerned 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 General Manager
ar their representative.

Far the purposes of the above clause, a "Project” as defined in Council’s Project Management
Framework, includes but is not limited to warks involving construction, alteration, conversion, fitting-
out, commissioning,  renovation, repair,  maintenance, refurbishment, and demolition,
decommissioning or dismantling of a structure.

A structure can be anything that is constructed, whether fixed or moveable, termpaorary or permanent.
Structures can include buildings, framework, pipelines, roads, pathways, sheds and fencing.
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4. DISPUTES

4.1.General & External:

4.1.1. Where a citizen(s) of the local government area that is not a member of the Management
Committee, disagrees with a resolution of the Management Committee these persons may
refer their grievances in writing to the Committee for reconsideration.

4.1.2. Where the Management Committee chooses not to alter its decision, the citizen(s] or citizens
may present their grievance to Council in writing, for reconsideration.

4.1.3. Where such notice in writing is referred to Council, Council will request a repoart an the issue
from the Management Committee. Upon receipt of the report the matter will be referred to
Council for resolution.

4.1.4.  Upon Council adopting a resolution, the details of Council’s deliberations will be advised to the
Management Committee and the citizen(s) who referred the matter to Council.

4.1.5. A rnernber may not seek to amend change oroverturn a decision of the Committee by making
representations to Councillors or other third parties. This does not include contacting Council
or making representations through formal mechanisms where council is seeking community
Teedback—direcy—or—indirecthr o Councill apdicr Councillors—orother officials—and/or

=y T T i e G

4.2, Disputes - Internal

4.2.1.  All disputes between members of the Committee are to be atternpted to be resalved within
the Committee where possible.

4.2.2. Where adispute cccurs withina Committee the resclution of the majority of the Committee as
a whole will determine the cutcome, where this is not possible the Chairperson/President will
have the casting vote.

4.2.3. There will be no right of appeal when the Management Committee has determined its
resolution of a dispute.

4.2.4. A rerber may not seek to emend chanze oroverturn a decision of the Committee by making
representations to Councillors or other third parties. This does not include contacting Council
or_making representations through formal mechanisms such as submissions to exhibited
materials where councilis seeking cornrmunity feedbackdirecthrarindirecthy to Councll and/or

Comsthsssrsraeramtalalo cndlas s oo sian

5. LEGALISSUES
5.1. Delegation from Council

5.1.1. From a legal perspective, it is important that Management Committees of Council and their
members be aware that they are acting on Council's behalf. Legally, the committee is ‘Council’
and any action that the Committee undertakes is Council’s responsibility.

5.1.2. Council delegates its authority to the Committee to act on Council’s behalf.
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5.2.Record Keeping

5.2.1.

522,

5.2.3.

5.2.4.

5.2.5.

5.2.6.

5.2.7.

5.2.8.

All documents and records relating to the operation of the Management Committees, e.g.
minutes of meeting, financial reports, carrespandence etc. should be kept in accordance with
the State Records Act 1998. Committees should provide copies of all records to their Council
Liaison Officer to be archived in Councils electronic document management system.

Community Committees need to be aware of the importance of minutes, because of theirlegal
status and their liability to subpoenaed in court cases.

Minutes are required to be kept for all formal meetings of the Committee. These include
General meetings, Annual General meetings and Extraordinary General meetings.

Meeting minutes must record all mations and amendments put to the meeting, and the results.
Minutes should include the mover and seconder of motions. There is no need to record what
members say at a meeting, however, there may be occasions when it is appropriate to record
the general content of discussions.

The Chairperson/President and the Secretary are responsible for the form of the minutes for
proper confirmation and must check that there have been no unauthorised alterations tothose
minutes.

Where electronic minutes are used as the sole record of proceedings a motion properly moved
and carried accepting the minutes as a true record of proceedings of the meeting is required.
This includes any amendments reguired and accepted by the Committee. The
Chairperson/President is not required to sign the minutes.

Electronic minutes must be stored in Council's electronic document management system as
soon afterthe meeting being held asis practicable in a read-only state prohibiting any changes
or updates.

The rmation to confirm the minutes can anly be moved and seconded by persans who were in
attendance at that meeting to which the minutes relate. Should there be insufficient members
present from the previous meeting the Chairperson may exercise their right to move and/or
second the motion to canfirm previous minutes.

5.3. Pecuniary Interest

5.3.1. A pecuniary interest is one of financial benefit by a Committee person or other person with
whom the person is associated (that is, spouse, de-facto partner or relative of a Committes
person) from an interest that a Committee person has in a Council matter.

5.3.2. A pecuniary interest does not exist where the interest is so remote or insignificant that it could
reasonably be regarded as unlikely to influence any decisian.

5.3.3. The obligation to disclose a pecuniary interest is a strict duty, and the person's motives for
participation are irrelevant if an interest is said to exist.
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5.2.4. Chapter 14 of the { ocal Government Act 1993 includes a frarmework for the handling of alleged
breaches of the pecuniary interest provision of the Act. The Act is about openness,
accountability and transparency in decision-making by councils and any Committees
representing the Council.

5.2.5. It is the responsibility of members of Management Committees:

e Todisclose to the meeting any pecuniary interest in a matter before the meeting;

¢ Not to participate in the discussion of the matter before the Cornmittee in which the
member has a pecuniary interest; and

* Not to vote on the matter before the Community Committee meeting in which the
member has a pecuniary interest.

5.2.6.  Pecuniary interest provisions are nat breached if the person did not know or could not have
reasonably been expected to know that the matter under consideration was a matter in which
the persan had a pecuniary interest.,

5.4, Conflict of Interest

5.4.1. A conflict of interest can arise when a member of the Committee has other involvements or
interests that make it difficult forthem to always remain impartial when invalved in discussions
and decision makings. These can include:

¢ Business or professional activities;
*  Employment ar accountability to other peaple or organisations;
¢ Membership of ather community organisations ar service providers; or
e Ownership of property or other assets.
The conflict may lead to:
*  Financial benefit e.g. sale of goods or privileged knowledge;
¢ Political benefit e.g. gaining or losing electoral support; or

e Personal benefit e.g. career advancement or increased standing in the community.
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5.5. Declaration of Interests

5.5.1. Itisthe responsibility of Committee members:
e Todisclose to the meeting any conflict of interest in a matter before the meeting: and

e Not participate inthe discussion of the matter before the Committee in which the mermber
has a conflict of interest; and

e Not to vote on the matter before the Comrmunity Committee meeting in which the
member has a conflict of interest.

A conflict of interest does not exist where the interest is so remote or insignificant that it could
not reasonably be regarded as likely to influence any decision. The obligation to disclose is a
strict duty, and the person’s motives for participate are irrelevant if an interest is said to exist.

Conflict interest provisions are not breached if the person did not know or could not have
reascnably been expected to know that the matter under consideration was a matter in which
the person had a pecuniary interest.

5.5.2.  All declarations of conflicts of interest and how the conflict of interest was managed by the
person who made the declaration must be recorded inthe minutes of the meeting at which the
declaration was made.

5.5.3. Committee members are also required to lodge an annual written pecuniary interest
declaration in accordance with the section 440AAA of the Local Government Act 1993,
Committee members are strongly advised to declare any interests they may have in this written
declaration to ensure transparency, accountability and protection for individual members.

5.6.Code of Conduct
5.6.1. Committee Members are required toadhere to Council’s Code of Conduct. Compulsorytraining
onthe Code of Conduct will be provided to all Cormnmittes members.

5.7.Privacy and Personal Information Protection Act

5.7.1. Committee members are required to abide by the Privacy and Personal Information Protection
Act, 1998 [PPIPA). The Act provides for the protection of personzlinformation and the privacy
of individuals generally.

6. MANAGEMENT OF FACILITY

6.1. The Management Caommittee in collaboration with Council will develop a Management and
Operational manual containing the standard farm procedures which are the agreed
methodology of how the CTF facility will be managed and operated.

6.2. The standard farm procedures will be agreed by the Committee by resolution and will be
reviewed annually the Committee.

6.3. Standard farm procedures should reflect where possible Council policy and/or industry best
practice.
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7.

MEETINGS

The Management Committee should meet on a regular basis to discuss relevant business, and make
decisions affecting the facility/program operation. The time, scheduling and location of meetings will

be dec

ided by the Committee.

7.1. Agenda

7.1.1.

An agenda should be sent out to all Management Committee members at least 5 days prior to
any meeting giving natice of the proposed meeting and of any items for discussion and notices
of mation.

7.1.2. Theformat of the agenda will be agreed on from time to time by the Cornmittee but will include

as a minimurm:

*  Time, date and venue of the meeting

*  Matters to be discussed/considered; and
+  Means for members to submit apologies.

7.1.3. Written reports for the President & Booking officer will be sent out with the agenda to allow
the Committee appropriate time to review the report prior to the meeting.

7.1.4. Council's Finance tearn will lizise with the Treasurer to provide the carmnmittes a monthly
financial report to be sent out with the agenda. The report will include a bank
reconciliation, income statement, balance sheet and cashflow staterment. The financial
report will also discuss the financial position of the Committee (funds in bank account,
debtors outstanding, actuals to budget by amount and percentage, and approval for the
payment of invoices including confirmation has been received from Council if any
expenditure (including full project costs) is over $10,000 (gx GST).

7.2.Quorum

7.2.1. A quorum of any meeting (General, Annual General, Executive or Extracrdinary General) will
consist of more than half the total number of entitled voting members (i.e. greater than 50%).
Should 2 quorum not be present:

e at the commencement of the meeting where the number of apologies received for the
meeting indicates that there will not be a quorum forthe meeting, or

e within half an hour after the meeting time designated for the meeting, or

e atanytimeduring the meeting,

the meeting will be adjournad to a date determined by the Executive Committee.

7.2.2. Memberswho are absent or have submitted an apology for their non attendance to a meeting
will be counted when calculating the quorum.

7.2.3. Members who have been granted leave of absence or who have been suspended from the
committee will not be counted when calculating the quorum.

7.2.4. Councillors who are appointed to a Management Comrmittee in an ex-officio role will not be
counted when calculating the quorurn. A Councillor may advise the Committee that they wish
to be included in the quorum and if so they will be included in the quorum calculation for the
remaining term of the Management Committee.
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7.2.5.

Where a meeting commeances with a quorum any members who wish to depart the meeting
priar to its formal adjournment must seek leave fraom the meeting by resolution. If leave is
granted the time of the members departure will be noted inthe minutes and the guorum will
not be adjusted. If leave is not granted and the member departs the member will be removed
from the calculation of the quorum.

7.3.0Ordinary/General Meetings

7.3.1.

7.3.2.

7.3.5.

7.3.4.

7.3.5.

7.3.6.

There should be no less than six (6) Ordinary/General meetings held each year, however it is
recormmended that Ordinary/General Meetings of the Committees occcur on a monthly basis to
ensure that any outstanding matters are dealt with expeditiously.

A calendar of when general meetings areto be held in the ensuing 12 maonths should be drafted
at the Annual General Meeting.

General meetings of the Management Committee are required to address correspondence,
management and control matters, finance matters, risk management matters and general
matters relating to the facility/program.

An agenda for a General Meeting should be sent out to all Management Committee members
least 5 days prior giving notice of the proposed meeting and of any items for discussion and
notices of maotion.

Minutes of a General Meeting will be kept of the proceedings and a copy forwarded to Council
for storage in its electronic data management system.

General meetings will be conducted in accordance with Council’s adopted Code of Meeting
Practice.

7.4, Annual General Meeting (AGM)

7.4.1.

7.4.2.

7.4.3.

7.4.4.

7.4.5.

The Annual General Meeting will report on the activities of the Committee for the year, to
conduct elections for Committee positions and to receive the annual financial report.

The Annual Financial Report will be presented to the Committee for adoption and for
forwarding to Council for auditing purposes.

An agenda for the Annual General Meeting will be sent out no less than 21 days prior to the
meeting.

Minutes of an Annual General Meeting will be kept and a copy forwarded to Council for storage
in its electronic document management syster.

The Annual General Meeting will be conducted in accordance with Council's adopted Code of
Meeting Fractice.

7.5, Extraordinary General Meetings (EGM)

7.5.1. AnExtracrdinary General Meeting of a Committee may be called to discuss urgent business and
matters outside the scope of an ordinary meeting. & meeting must be requested in writing to
the Executive Committes by two (2) members of the Committes.

7.5.2. An agenda for the Extracrdinary General Meeting of matters to be considered by the
Committee will be prepared and circulated to all members of the Committee with at least three
(3) business days notice.
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7.5.3. Only matters included in the agenda will be considered at an Extraordinary General Meeting.

7.5.4. Minutes of an Extraordinary General Meeting will be kept of the proceedings and a copy
forwarded to Council outlining the reason for the meeting and for storage in its electronic
document managemeant system.

7.5.5. An Extracrdinary General Meeting will be conducted in accordance with Council's adopted
Code of Meeting Practice.

7.6.Minute Format

General Meeting minutes of the CTF Management Committee will be forwarded to Council for
storage in its electronic docurment management system.

[tems to be addressed in the minutes should include:

. Attendance — records of attendees and apologies
. Declaration of pecuniary interests

. Previous minutes and matters arising

. Executive and operational reports

. Correspondence and matters arising

. Agenda iterns with notice

. Project reparts

. Action log/Register

. Member reports

. General business

8.  FINANCIAL MANAGEMENT

&.1.Introduction

Council Community Management Committees and their members are appointed under 355 of the Local
Government Act 1993. As such, they are subject to the same standards of financial accountability as
Council and its employees. It is imperative that Committees manage their finances prudently and with
transparency.

At all times, anyfunds and assets held by the Carnmittee ultimately rernain the property of Council. The
Committee is responsible for the care and management of the funds and assets held an behalf of
Council.

Where necessary Council will provide the committee with advice and support to comply with Council
and the Committees financial management obligations.

8.2. Financial Records

8.2.1. Bank Accounts

£.2.1.1. All bank accounts operated by a Committee will be established by Council with a banking
provider of Council’s choice. Establishrment of bank accounts by committees are not
permitted.

£.2.1.2. Council will establish a transaction bank account on behalf of the Committes which will

serve to operate for the Committeg’s operational transactions. Council may establish
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other accounts (interest bearing, term deposits etc) if requested in writing by a
Cammittee.

8.2.2. Financial Record Keeping

82.2.1. Financial records will be kept in accordance with Council's financial policies. Training will
be provided by Council's Finance section following the election of a Treasurer as
required.

822.2. Committees of Council operate under a financizal year from 1 luly to 20 June. Council will

consolidate the Committes’s accounts into Council’s general accounts as required under
the local Government Act 1993.

8.2.3. Financial Documents

If a Cornmittee does not use Councils accounting software to record its financial transactions, each
Committee should maintain the following records:

. Receipt Book - supplied by Council
. Bank Deposit Book — if applicable
. Petty Cash Book and Tin — if applicable

. Bond Register (electronic) —if applicable
. Key Deposit Register (electronic) — if applicable
. Booking diary (electronic) —if applicable

It is essential that these records are maintained and reconciled monthly,

8.3. Receiving Payments

&3.1. Payments of hire fees, bonds or other services provided by Management Committees can only
be made by Cheque, EFT or bank deposit. Cash may not be used.

8.3.2. The following process should be followed:
. Ensure that the correct amount has been paid by either cheque, EFT or bank depaosit.
. Write out a receipt fram the Receipt Book.
. Give the original receipt ta the payer (tear aut of book).
. Ensure that the duplicate receipt is kept in the Receipt Book.
. Provide any cheques within 1 week to Council’'s Committee Liaison Officer to process.

8.4, Making Payments

84.1. The Committee is empowered to make purchases up to the value of S10000 (ex GST)
expending surns as necessary from amounts received from fees and charges to meet costs
arising out of the delegation function. All purchased should comply with Council’s Purchasing
and Procurement Policies and requirements set out in this Manual. All purchases should be for
goads and services required for the exercise of the respansibilities of the Management
Committees.

£.4.2. Purchases for goods and services above $10,000 (ex GST) require written approval from the
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and-Rrocuremant Policiec Council. For any purchases which are considered to be related or to
be used in relation to the same Project, their combined value must nat exceed $10,000 (ex GST)
without the prior written approval Fem—the GoperaManagerorrolovantsub-delegated

tesof Council.

&.4.3. It is not appropriate or parmissible to:

. Split invoices frar the same or similar Projects to avoid the requirerment for Council
approval under Clause 8.4.2; or

. Intentionally mislead Council representatives in any way about the cost assocdiated with
a Project.

Any member engaging in behaviour described above may be subject of disciplinary action under
clause 3.1.7 of this Manual {Suspension and Revocation of mernbership of a Management
Committee.

8.4.4. Any payments over $82.50 (GST-inclusive) must be supported by an official Tax Invoice from
the supplier. This enables the Committee to claim back the GST portion of the payment when
the manthly Business Activity Staternent (BAS) is completed and is a requirement of the
Australian Taxation Office (ATO). Without a Tax Invoice, the GST portion is unable to be claimed.

£.4.5. Al Committee expenditure will be processed by Council in accordance with Council's financial
policies.

&.4.6. All procurement and payments should be made in accordance with Council’s Purchasing and
Procurement Policies with additional steps appropriate fora Committee as outlined below:

846.1. A committee member requests approval from the Management Committee for the
procurement and/or supply of service or goods (e.g. engage & contractor, purchase timber
supplies).

8.46.2. The Committee considers the request, checks that documents and quotes provided are

suitable, adequate, and compliant with Council policies and if deermed appropriate
approves the procurement and/or supply.

8.46.3. The Committee member requests a purchase order be raised for the procurement of
goods or services, then engages the vendor for the service or goods providing the supplier
with a purchase order number who then issues a tax invoice.

8.46.4. Where the invoice matches (or is below) the amount approved by the Committee, the
Committee member and an Executive Committee member confirms the goods/services
have been received and the invoice is consistent with the quote accepted and approved
by the Committee. The Committee member advises in writing Council’s admin officer or
Committee Liaison Officer that the goods/services have been received and payment can
be processed.

8.46.5. Payment of the invaice is made in accordance with Council’s financial policies.

8.46.6. Where the invoice is above the amount approved by the Committee, the Committes
member must table the invoice at a Committee meeting for consideration.

8.46.7. The Committee reviews the invoice and associated endorsement and if deerned
appropriate approves payment of the invoice by resolution. The Committee member in
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writing advises the Council's admin officer or Committee Liaison Officer that the
goods/services have been recelved and payment can be pracessed, praviding Council with
a copy of the Committees resolution.

8.4.7. Where payment of an invoice is required prior to a meeting being convened an “electronic
show of hands (eVate)” as described elsewhere in this Manual may be used. Ratification of the
payment should be tabled at the next General Meegting of the Committee.

848, Inextreme cases where payment of an invoice is required urgently the Executive Committee
may consider an invoice for payment. Ratification of the paymenrt and record of the vote should
be tabled at the next General Meeting of the Committee.

&.4.9. |If prior approval from the Executive Committee is received, a Committee member may expend
up to 5500 ex GST for the purchase of goods and/or services for the facility and be reimbursed
by the Committee on presentation of the appropriate invoices/dockets/receipts.

8.4.10. Capital Assets
e Committees will follow Council's palicy and procedures in relation to Capital Asset
management & reporting.

e Forall asset purchases (including project expenses) Councll will identify those assets that
require capitalisation through Council's purchase order system, the Committee should
pravide all appropriate paperwork for capitalisation and reporting purposes within the
financial year of purchase.

8.5.Grant Seeking & Administration

&8.5.1. Al Management Committees must seek approval from the General Manager or relevant sub-
delegated Director before submitting an application far any grant.

85.2. |If a grant application is successful, a report will need to go to an Ordinary Council Meeting for
acceptance, priorto the funding agreement being signed.

&.5.3. Delegation to sign funding agreements largely depends on the funding body and will typically
involve Council’'s General Manager or relevant sub-delegated Director or Manager.

854, Insome cases, the funding body may require the seal of Council, which can only be made under
resalution of Council.

8.5.5. Grants need to be administered by Council's Finance section as the acquittal process usually
requires audit certification. There is also a need to report to Council any commitment of
Council's own source of funding, including Managerment Committee funds, towards grant
funded projects.

856. Members of the Management Committes are accountable for expending and acquitting the
grant in accordance with the service agreement.

8.6. Refund of Bond Money

£6.1. Following the conclusion of hire, the Booking Officer or a delegate of the Committee will
undertake an inspection of the facility.
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8.6.2. If the hirer leaves the facility in a clean and undamaged condition, notification will be
forwarded to the Council Cornmittee Lialson Officer to process the refund of bond money, in
accordance with payment procedures outlined in Section 8.4,

8.6.3. If the hirer leaves the facility in an unclean or damaged condition, the matter will be
referred to the next Committee meeting to discuss the retention of the bond money in
accordance with Section 8.7.

8.7.Retention of Bond Money

8.7.1. Ifthe bondis forfeited, it is treated as if it was part of the supply. Hence GST is payable on the
arnount forfeited. A bond register rnust be maintained to record the movemnents of bonds
received and refunded. Any forfeited bonds should be highlighted within the cash book and
appropriate GST noted at the financial records.

8.7.2. If a hirer leaves the facility in an unclean or damaged condition, & portion of the bond may be
forfeited and retained by the Committee. The amount forfeited is to be resclved by the
Committee and must include an allowance for G5T under the taxable supply rules applicable to
upkeep the facility as a result of a function. The payment entry in the Cash Book would be
written up to show the bond was refunded but a portion was taken in income.

8.8.Bank Reconciliations

8.8.1. At the end of each ronth, the Council will obtain a Bank Statement for the Committees bank
account to be reconciled with the Cash Book.

&.9.Budgets
£.9.1. A budget will be prepared for the period 1 July to 30 June each year.

8.9.2. The Budget isto be prepared in conjunction with the Management Plan and must be completed
by the end of February for the next reporting period. The budget is ta be prepared in
consultation with the relevant Committee Liaisan Officer.

£.9.3. Acopyofthe budget is to be submitted to the relevant Director, Manager and Council’s Finance
section.

£.9.4. The budget should be reviewed quarterly with the revised financial position reported to the
Committee.

8.10. Annual Financial Statements
8.10.1. Goods & Services Tax (GST) Compliance

8.10.1.1. GST Basics

. All of Council's Committees must use Camden Council’s Australian Business Number (ABN) 21
117 341 764.
. Committees are responsible for administering the requirements of GST Legislation i.e charging

GST on taxable supplies and correctly identifying input tax credits claimable frorm the Australian
Taxation Office (ATO). Accordingly, each Committee must supply Council’s Finance section with
detalls of GST applicable to all financial transactions for inclusion in Council’s raonthly Business
Activity Staternents (BAS).
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. All suppliers for purchases exceeding $82.50 (GST-inclusive) must supply a valid Tax Invoice to
the Committee prior to payment. If the supplier does not have an ABN and is registered for G5T,
the Committee must obtain a Statement by a Supplier declaration from the supplier. This must
be obtained and completed before any payments can be made to that supplier. The completed
form must then be kept on record for audit purposes.

8.10.1.2. Monthly Business Activity Statements {BAS)
Council is required to lodge its BAS within 21 days after the end of each month.
8.10.2. Committee Settlement of GST Obligations

e Fach quarter Camden Council will issue each Committee with an invaice or a refund in accordance
with G5T applicable tothe transactions for the past three months. Reconciliations will be sent with
the invoice ar payment.

8.11. Funds Held In Bank Accounts

e Funds held in bank accounts which are in excess of current operational needs should be invested
with the assistance of Council in order to achieve a return an funds, rather than leaving balances
in low interest-bearing accounts.

8.12. Deht Management

. Committees will follow Councils policy in relation to debt management.
. Council's Finance branch will undertake debt recavery on the Cormnmittees behalf.

9. PLANS OF MANAGEMENT

9.1.Formal Plan of Management

9.1.1. Council will prepare and update a formal Plan of Management for the facility every 4 years
aligning as close as possible with the Council terms.

9.1.2. All activities conducted wit hin the facility must conform to the Plan of Management issued by
Council.

9.2. Development Plan for Facility

9.2.1. The Management Committee will prepare a Developrment Plan for the facility that covers
future improvernants for the facility for consecutive 2 year periods.

9.2.2. The Development Plan proposals will be prioritised by the Management Committee and
referred to Council for endorsement.

9.2.3. Upon gaining endorsement from Council, the pricritised list will be considered in conjunction
with Council’s Annual Budgets.

9.3. Minor Improvements for Facility

9.3.1. The Management Committee will determine each year a Minor Improvement schedule for the
facility and prioritise the iterms in the schedule.

9.3.2. This Program will be referred to Council’s Asset Management and Building Maintanance teams.
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9.2.3. The Management Committee will carry out approved improvement waorks ta the limit of its
Improverment Budget in accordance with canditions within the Manual covering purchasing and
contracting.

10. RISK MANAGEMENT AND INSURANCE
10.1. Risk Management

Risk management is a method of identifying and pricritisation of risks, followed by preventative and
precautionary measures to avoid injury, loss and damage, to either persons or property.

As a Committee of Council, the Management Cormmittee has a duty of care to ensure the health, safety
and welfare of persons using the facility. 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.

10.1.1. General
Council and Committees of Council have a wide range of patential lability.

Liabilities can be based on statute and common law duties of care. To ensure campliance there must
be appropriate policies, procedures and practices in place.

The Committee are to use documentation provided by Council to evidence the due diligence process
and ensure all responsible steps are being taken to identify the risk to the Committee and users of the
facility.

10.1.2. Hazards

A hazard is a situation which could potentially cause injury to a person or damage to property. If @
hazard requires urgent attention a warning sign should be placed near the hazard to alert users of the
facility to the danger. The Management Cormmittea must contact Council to advise.

Committees are to apply some rules for hirers of facilities such as restacking of tables and chairs,
cleaning spills from floors, rubbish removal eg “chairs must be stacked in sets of no higherthan & and
placed against the wall”.

A routine inspection process undertaken by the Committee will identify possible dangers or faults, fire
or accident risks to users of the facility, and can be carried out periodically using the Workplace
Inspection form. Copies must be forwarded to Council for action if required and inclusion in its
electronic document management systerm.

10.1.3. Fire Protection

All Council facilities should be supplied with fire and safety equipment and inforrmation on its correct
use. If this is not avallable Council must be notified immediately. Equipment will be inspected twice
annually by a professionally qualified person. This is organised by Council’s Fire Protection Officer. If
the equipment is used irresponsibly by a hirer this should be deducted from the hirer's bond.

10.1.4, Emergency Exits (Buildings)

All exits must be identified by anilluminated exit sign and inspected by Council’s Fire Protection Officer.
Ermergency exit routes must be kept clear at all times. Exit doors should not be barred or locked at any
time while the facilities are in use. An Emergency Management Plan (EMP) should be developed forany
group who regularly uses a building. Council has a template that will assist Comrmittees with this task.
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10.1.5. 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 their control.

Inspections may be either formal or infarmal.
a. Formal Inspections

Inspection of the facilities under the Committee’s cantrol must occur and be documented using
checklists provided by Council at least ance every 6 months. Copies of these inspections must be
forwarded to Council for inclusion in its electronic document management system.

b, Infarmal Inspections

Informal inspections are incidental in the course of Cammittee business. Any defect or problemn
discoverad must be dealt with.

C. Safety Inspections by Hirers

[t is the responsibility of the user groups/hirers to ensure that any field or facility is safe for the use
immediately before and during its use. This will include but not be limited to ensuring there are no
holes likely to cause injury, and that any broken glass or other hazardous matter is removed. Hirers are
to be notified of this abligation as part of the hire agreement.

10.2. Insurance
10.2.1. General

Council is required to take out insurance policies to cover Council's liability as a consequence of
Council’s business activities. These policies include:

. Public Liability Insurance to cover Council for its liability to third parties for personal injury or
property damaged caused by Council's business activities;

. Professional Indemnity Insurance to cover Council for professional negligence claims (e.2. caused
by incorrect specialist advice);

. Personal Accident Insurance provides specified benefits for registered volunteers following
accidental injury, disability or death while carrying out their duties an behalf of Council;

. Motor Vehicle Comprehensive Insurance to cover Council vehicles driven by volunteers or staff
for damage to the vehicle or to third party property; and

. Casual Hirers covers against public liability claims arising from the casual hiring of a member

Council facility.

10.2.2. Notification

Management Committees and hirer/user groups are instructed that any matter or incident which may
give rise to a claim against Council must be reported to Council as soon as practicable. This will ensure
that investigations and remedial actions can be undertaken to protect Council’s interests.

Council has a responsibility to notify its insurer as soon as a potential claim is known. Management
Committees may receive advice regarding clzims via writing or telephone call or by cbservation. Once
the Committee becomes aware of potential claim they are to notify Council immediately. If Council
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does not natify of claims which they could reasanably have known about indemnity may be denied by
the insurer.

10.2.3. Volunteer Labour

Far projects involving volunteer labour Council’s palicy relating to use of volunteers is to be referenced
and all process and procedures contained therein must be followed.

10.2.4. Child Protection

Chitdren and Young Persons (Care and Protection) Act 1998 - under this legislation Community
Management Committee members accompanying children on trips or participating in activities
conducted by the Committee involving contact with children, must complete and pass @ Working with
Children Check.

Working with Children's Checks are provided by the NSW Children's Guardian. There is no cost for a
Volunteer Check. For more  information  or to make an  application please  visit:
www.kidsguardian.nsw.gov.au
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Procedural Manual for Community Management Committees 2019
Camden International Friendship Association

Version draft032

1. INTRODUCTION

The Local Government Act 1993 allows Council to delegate authority to committees to manage some
of Council’s facilities or functions. Council has resolved to delegate responsibility to four Community
Management Committess. These Committees are:

. Camden Bicentennial Equestrian Park Committee

. Camden Town Farm Committee

* Camden International Friendship Assoclation Committee
. Camden Seniors Programs Committee

Community Management Committees play an important role in the local community, and the
volunteers who become members provide a valuable contribution to the local community.

Camden Council recognises the contributions made by wvolunteers appointed to Community
Management Committees and provides advice and direction to assist with their effective operation
through Procedural Manuals.,

This Manual outlines the responsibilities; functions and operations of the Camden Bicentennial
Equestrian Park Community Management Committee; and clarifies Council’s role in this partnership.

Upon Council's formal approval of a Camden International Friendship Association Community
Management Committee, its members are required to adopt and adhere to the conditions set out in
this Manual.

Councillors may on occasion attend the regular meetings of the Committee to enable them to develop
an awareness and/or understanding of the operation of the Committee.

Council Contacts
Council's contact information is outlined below:

Contact with Council Officers can be made by contacting Carnden Council, 70 Central Avenue, Oran Park
- Phone (02) 4654 7777.

Business Hours (8.30am — 5.00pm) Monday — Friday

Contact can also be made via Council’s After Hours Emergency Number (02) 4654 7777 which is a 24
hour service. This service shauld anly be used for emergency situations. All other contact should be
made during business hours.

Council will also appoint a Council Liaison Officer to act as the key point of contact within the Council
forthe Committee. This information will be provided directly ta the Committee.
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2. DEFINITIONS

In this Manual;

a. “CIFA” is an abbreviation for Camden International Friendship Associztion

b. “Committee”, or “Management Committee” or “Cammunity Management Cormmittee” shall
mean that body of persons appointed in accordance with Section 3 of this Manual.

C. “Community Representative” shall mean those individuals that are nel—specficallya
representative of aryleer Groupthe Camden LGA,

d. “Council” shall mean the Council of Camden.

e, “Council Ligison Officer” refers to an officer of Council assigned to be the key liaison point
between a Management Committee & Council. The officer will nat have voting rights on the
Committes.

f. “Delegate” refers to "Delegate & Alternate Delegate” as representatives nominated by an
organisation to represent their group on the committee.

g. “Manual” means this Community Management Committee Manual and its appendices.

h. “Member” shall mean a person and/or organisation appointed to a Management Committee by

Council.

“Relative” means the spouse, parent, grandparent, brother, sister, uncle, aunt, nephew, niece,
lineal descendant or adopted child of the person or the person’s spause.
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3.

ROLES AND RESPONSIBILITIES OF MANAGEMENT COMMITTEES

3.1 Appointment & Election of Management Committees

3.1.1. Formation of the Management Committee

The appointment of Management Carnmittees is at the discretion of the Council. Management
Committees are appointed and reappointed in accordance with the provisions of the Local
Government Act 1993 every four years.

Council airms to appoint Committees that are representative of the local carnmunity or interest
group of the Committee.

Council will call a puklic meeting to enable any interested person to find out about the
committees avallable and the responsibilities of committees.

Council may call the public meeting by advertising in local newspapers and/or by advertiserment
on Councils” website.

To hold office and be responsible for the management of a Council facility or function, all
comrnittee members must be appointed by Council before they are able to vote or take part in
the meetings of the Committee.

Committees are formally appointed by the Councillors in office, therefore as scon as practicable
after the General Election of Councillors, all Community Committee Members will cease to hold
office and new Management Committees appointed.

Existing Committees will maintain a caretaker role until the new committees are formally
appointed by Council. The caretaker role permits the outgoing Management Committee to
continue with the routine operational business of management & control of their facility and/or
program. If clarification is required, the Committee should consult with their Council Liaison
Officer.

All nominations for Community Committees are formally submitted in writing to Council for
consideration of appointment.

Following the appointment of committees by Council, Council will issue a Deed of Delegation to
each committee. This Deed must be signed by Committee members within one month of the
appaintrnent to acknowledge their role and responsibilities. The Committes continue to operate
in a caretaker capacity until the Deed of Delegation is signed by all members.

Where members are appointed to the Committee after the original Deed of Delegation is sighed
an appendix Deed of Delegation will be issued and signed by the new members to acknowledge
their role and responsibilities.

Council will provide a structured induction programme for Committee members to ensure they
understand the Committeg’s policies, processes and practices and become effective Committes
members as soon as practicable. Induction may camprise a combination of face to face sessions,
online and printed resources and mentoring/buddy systerm with other Cormmittee members. The
Committee Ligison Officer will also be available to provide information to members as required.
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3.1.2. Management Committee Membership

3.1.2.1. CIFA Management Committee Membership Composition

. CIFA Committea membership is on a quadrennial basis for the term of Carmden Council.

. The CIFA Committee will comprise those peaple and arganisations appainted to it by Carnden
Council. CIFA Committee membership will not number less than 7 persons and not more than 15
PErsons.

. Camden Council may appoint Councillors to the committee however due to the operational

nature of the Committee Councillors will act in an ex-officio capacity only unless upon
appointrment they elect to be considered part of the Quorum (see comment in Quorum).

. Marnagement Cormmittee membership should reflect the cormnmunity of Camden and is open to
community mermbers and representatives of groups from within the local area.

. Staff of Camden Council may not be members of the CIFA Cormmittee except with the approval
of the General Manager. Approval will only be given where it can be demonstrated that
membership of the Committee will not conflict with the employes’s duties and responsibilities
and does not pose a conflict of interest, or a perceived conflict of interest.

. Camden Council will appoint an appropriate staff member to the position of Council Liaisan
Officer for the Cornmittee with the agreement of the General Manager.

3123 Leave of Absence

. A Committee member who is temporarily unable to fulfil their obligations on the Committes may
request a leave of absence from the Committee.

. Typical reasons for needing to take a period of leave include but are not limited to personal
health, family health, work or family cormmitments.

. A leave of absence may be granted by the Committee for a period of up to 6 manths.

. A leave of absence can only be approved by a vote of 75% of members entitled to vote present
at z properly convened meeting of the Committee.

. During a leave of absence, a member may not participate in votes of the Committee and the
rmember will not be counted when czlculating the quorum.

. A leave of absence may be requested by the member of the Committee or on behalf of a member
by a relative of the member or by anather member of the Management Committee.

3124 CIFA Committee Voting

. A motion is required to be moved and seconded prior to being put to a vote of the committee.

. All Cammittee members (individuals and groups) shall carry 1 vote at Committee meetings and
othertimes where voting is required. The chairperson/presiding officer also carries a casting vote
to resolve any deadlocks for votes undertaken in meetings.

. Whena memberdeclares an interest inan item being discussed and voted on by the Committee,
the Committee will act in accordance with section 5.5
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. Voting at CIFA Committee meetings is by default undertaken by a show of hands.

. A motion may be passed to conduct votes by secret ballot using written votes. If a secret ballot
is to be undertaken 2 scrutineers will be selected from those in attendance ((not necessarily
voting members) at the meeting to conduct and tally the votes.

. A member may request to have their voting intention recorded in the meeting minutes
immediately after the result of a vote is announced by the chairperson.

. Proxy votes or absentee votes are not permitted at any General Meeting, Annual General
Meeting or Extracrdinary General Meeting of the Committee.

. Mermbers on approved leave of absence or suspended are not included in votes of the Committes
during their period of absence.

3125 Electronic Show of Hands {eVote}

. On occasion it may be necessary to seek agreemeant among the Committee between Committes
meetings. Examples of this include but are not limited to important operational matters, approval
toengage a contractor, approval to make a payment or approval to undertake repairs. On these
occasions an Electronic Show of Hands (eVote) may be used.

. The Executive Committee and/or the CIFA Committee may request an eVote to be conducted
either by the Secretary or Council Liaison Officer.

. An eVote requires that all Committee members are requested to respond electronically inwriting
(email, SMS etc) to a proposition within a defined period of time.

. Normal rules for a quorum and voting apply to eVotes where a response of more than 50% of
comrittee members is required (Quorum) and a majority of those responses received in the
affirmative are required for the proposition to be approved.

. Records of eVotes should be tabled at the next General Meeting and included in the official
record of the meeting using a proforma template provided by Council.

. All decisions made by eVote are binding an the CIFA Committee and are to be tabled at the next
General Meeting for ratification by the BEP Committee.

. Members on approved leave of absence or suspended are not included in eVotes of the
Committee during their pericd of absence.

. Secret ballots are not permitted for an eVote and all eVotes are public.

3.1.3. CIFA Management Committee Membership Recruitment

3.1.3.1. No particular qualifications are necessary to be considered for membership of the
Committee, however the general duties and expectations of being a member of the
Management Committee are as follows:

. commitment to the community activities of the Committee;
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3.132

3.1.33

3.13.4

3.1.35

3.1.36

3.1.37

3.13.8

3.14.

3.1.4.1.

. willingness and ability to give adequate time and energy to the duties of being a
Committee member, including the ability to attend monthly meetings and other
meetings as required fram time to time;

. willingness ta be actively involved in and contribute to Committee activities;

. willingness to work collaboratively, cooperatively and respectfully with other
carmmunity volunteers and Council staff;

. willingness to uphold the values and objectives of the Committee;
. ability to act with integrity and avoid or declare conflicts of interest;

. willingness to contribute to the strategic direction, including agreeing and
monitaring Project Plan; and

. willingness to ensure that risks to the organisation, staff, volunteers and service
users are aft an acceptable level and are effectively managed.

Management Committee members must be aged 18 years or older at the time of
nomination.

Council will advertise and call for membership nominations at the time of, or scon after
the quadrennial local government elections.

For casual vacancies Council may advertise and call for membership nominations at the
time of the vacancy, provided there is more than 12 months until the next quadrennial
local gavernment elections.

Council will seek membership nominations using an application form designed to address
the job description and an outline of relevant skills and experience that is beneficial ta the
Committee. The application may also require character references and other screening
appropriate to the role.

Membership nominees and their written nominations will be screened and assessed by a
selection panel comprised of Council staff. Other suitably experienced individuals may be
invited to participate in the selection panel.

Mermbership nominees may be interviewed by the selection panel to further assess their
suitability to serve on the Management Committee.

Nominees who have been members on previous committees will also be assessed antheir
previous performance with regard to their demonstrated contribution, attendance,
behaviour, and their ability to collaborate as part of the Committee.

Management Committee Office Bearers
Election of Office Bearers

The Committee will elect from its membership an Executive Committee comprising the
Executive Office Bearers to fulfil the activities and responsibilities of the Executive roles.

The Committee may elect from its membership cther non-executive positions and/or sub-
committees to coordinate programs.
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. Elections for office bearers are undertaken at the Annual General Meeting and/or as required
to fill casual vacancies.

3.14.2. CIFA Executive Committee

. The CIFA Executive Committee will comprise of the Executive Office Bearers, namely the positions
of:
» President
»  Secretary
» Treasurer
¥ Vice Prasident

. The Executive Committee is charged with both setting the direction for the General Committes
and for considering, deciding and approving actions in the context of control and management.

. All decisions made by the Executive Committee are binding onthe CIFA Cammittee and are to be
tabled at the next General Meeting for ratification by the BEP Committee. The CIFA Committes
may only overturn a decision of the Executive Comrnittee by resolution.

. The Executive Committee should operate in an agile manner. Decisions of the Executive
Committee can be achieved by formal meetings, phone calls and informal meetings. Minutes of
Executive meetings must be kept and provided to the next General Meeting of the Committee
for ratification. Matters containing confidential iterns may be reported to the Cornmittee as
resolution anly.

. A member may not hold an Executive Position on more than one Council Community
Management Committes at one time.

. Where there is more than one person from a family, anly one member of the family can be an
Executive Office bearer on the same Committee at the same time.

. Only one (1) of those related office bearers is to approve individual payments (sign
cheques/approve EFT payments).

. The Executive Committee may request an eVote (as described elsewhere in this docurment).
3143 Executive Officer Bearer Position Descriptions

President/Chairperson

The President shall be the Executive head of the Management Committee. The President will:

. Ensure all necessary tasks for day to day running of the activities of the BEP Committee are carried
out;
. Chair Committee and General Meetings ensuring that correct meeting procedures are followed

and control of the meeting is maintainad;
. Serve as a spokesperson and representative for the BEP Committee when required:
. Prepare and distribute the agenda (in consultation with the Secretary and Council Liaison Officer),

setting out the iterns of business to be considered;
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. Ensure Committee meetings are properly convened in accordance with this manual i.e. proper
notice of a meeting is given and a quorum is present;

. Act impartially and use discretionary powers in the best interests of members and in accordance
with the agreed standing orders and ensure all statutory regulations and organisational rules are
observed; and

. Provide assistance to all members of the Management Carmnmittee to help ensure that they fulfil
their respective roles.

Secretary

The Secretary is the administrative manager of the Management Committes and is responsible for
coordination of all administrative tasks. The Secretary will:

Before a meeting

. Draw up the agenda in cansultation with the Chairperson;

. Make copies of the agenda if required.

During the meeting

. Maintain an attendance register;

. Take rminutes of Committee meetings;

. Read minutes of previous meeting if necessary;

. Provide a list of correspondence in order and summarise any important points;

. Record any motions and/or decisions of the meeting including, mover and seconder.

After the meeting

. Forward minutes of Meetings to the BEP Committee and to Council;

. Keep a register of inward and outward correspondence and file copies of all letters written;
. Forward copies of all correspondence to Council for inclusion in its electronic document

management system.
in between meetings

. Inform all other committee mermbers of any correspondence reguiring urgent attention.

Treasurer

The Treasurer is the financial manager of the Management Carnmittee and holds responsibility for the
all financial matters. The Treasurer will:

. Ensure that all financial recards of the Committee are kept in a proper manner;
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. Prepare and present monthly a treasurer's reports to the Management Committee. The report
must include a bank reconciliation, income statement, balance sheet and cash flow statement as
a minirmum;

. Prepare and bring to audit all financial records of the Managerment Committes;

. Prepare and present proposed annual budget to the Management Committes;

. Keep financial records for all incoming and outgoing transactions;

. Bank all monies received by the Committee in an approved bank account;

. Present to each Committee meeting a current financial statement;

. Present to each Committes meeting all invoices received on behalf of the Committee and follow
up on payments of invoice; and

. Prepare and submit the financial books of the Committee to Council as required.

. Where the committee requests council to take on the role of Treasurer on behalf of the

committee. Council will appoint a staff member to undertake the tasks above.
Vice President

The Vice President is the Deputy Executive head of the Management Cammittea. The Vice President
will:

. Act as President in the event of the President being unable to fulfil his or her duties;
. Support the President and Executive Committee in fulfilling the requirements of their roles;
. Ensure that the Committee activities are in accordance with the rules, regulations & guidelines

required for the Management Committes;

. Ensure the committees procedures and documents are in order;

. Ensure action items and resolutions are carried out;

. Oversee Work Health and Safety matters and report any matters to the Committee; and
. Fulfil such other duties as the committee may reguest.

3.1.5. Council Committee Liaison Officer

3.151 Council, through the General Manager, may appaint a staff member to the role of
Committee Liaison Officer. The Officer is authorised to participate in committes
discussions, activities and deliberations but is without any voting rights at any time.

3.15.2 The Committee Liaison Officer reports to the relevant Council Director/Manager, not the
Committees.
3.1.5.3 Council Directors/Managers may direct the Committee Liaison Officer to communicate

certain advice relating to Council palicies, legislation, operational matters and adherence
to the controls of this manual to the Committee.
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3.1.54 The Committee Liaison Officer may provide services such as professional advice and
administrative duties as agreed between the relevant Director/Manager and the
Committee.

3155 The Officer may be temporarily appointed by the Committee to any of the Office Bearer
roles except the role of President. The Officer may be elected by the Committee to chair
rmeetings.

3156 Where appropriate, the Committee Ligison Officer will provide advice to the Committee
with regards to Council policies, legislation, operational matters and adherence to the
contrals of this manual. The Cammittee Liaison Officer may also seek guidance and/or
instruction from Councilto assist in the provision of advice to the Committee with regards
to Council policies, legislation, operational matters and adherence to the controls of this
rmanual.

3.1.5.7 The Cammittee Liaisan Officer will monitor the Cammittes’s compliance with the manual
and report any instances of non- compliance as well as performance, activities and
aperation of the Committee to their Director/Manager as required.

3.1.58 The Committee Liaison Officer is not to request or receive any payrment from the
Committee for provision of services.

3.1.59 The Committee Liaison Officer will coordinate the logging of any requests for assistance
from Council into Council’'s CRM systern on behalf of the Cormmittee.

3.1.6. Dissolution of Management Committee

3161 Council may dissolve a Management Committee at any time. Council may wish to dissolve
a Management Committee to carry out the control of the program itself.

3.1.6.2 Council may also dissolve a Managemeant Committee if that Committee is not complying
with the roles and responsibilities of the Committee outlined in this Manual.

3163 The Management Cormmittee shall be dissolved in the event of it becomning unviable where
membership drops to less than seven (7) members.

3.1.6.4 The Committee can by resolution recommend to Council that the Committee be dissolved
by a vote of 75% of members entitled to vote present at an Extracrdinary Meeting of the
Cormmittee properly convened to consider this option. Council has established the
following policy to address this issue:

. if a committee chooses to remain active it is given & months to re- establish a viable
membership as above (i.e. minimum of 7 members); or

. if a committee, facility or function becomes inoperable or inactive, the Comrittee
will be dissolved and all responsibilities will be taken over by Coundil.

3,165 Upon a resolution to dissolve the Committee being passed and confirmed by Council, all
assets and funds of the Management Carmmittee shall, after payment of all expenses and
liabilities, be handed over to Council.
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3.1.7. Suspension and Revocation of membership of a Management Committee

3171 Revocation of Membership

. A member (individual or organisation) shall have their membership on the Management
Committee revoked and cease to be a member of a Management Committee when Council
passes a resolution to remove the member from the Committee.

. If an individual or organisation has their membership of the CIFA Management Committes
revoked that member may not be reappointed to the CIFA Management Committee during the
same term of Council.

317.2 Suspension of Membership

. An individual or organisation may be suspended from the Management Committee. During a
period of suspension the member may not participate in any activities of the Committee and as
far as is practicable be excluded fram zll intra-Committee cormmunication.

. Suspension of a member occurs to either allow time for Council to process the revocation of a
mermbership, or as a punitive action against improper behaviour.

3173 Automatic Suspension of membership

A member of the Management Committee will be automatically, immediately and indefinitely
suspended if:

. Council passes a resalution to suspend a member;

. The member resigns from the Committee by notification in writing to the Committee and/or
Council;

. The member is deceased;

. The member is bankrupt;

. The member holds any office of profit under the Committes;

. The member fails to disclose any pecuniary interast in any matter with which the Committee is
concerned and takes part in the consideration, discussion or votes an any question relating to
the matter;

. The member while holding that office is convicted of an offence under Part 4 of the Crimes Act
1900 which includes offences relating to property; or

. The member intentionally discbeys the manual, Council policies, procedures and/or Council
direction.

Where a mermber is automatically suspended the Management Committee will provide advice to
Council of the reasons for the suspension without prejudice.

A letter will be provided to the member by Council advising their membership has been suspended.
3174 Suspension by resolution of the Management Committee

A member of the Management Committee may be suspended for a period of up to 3 months by the
passing of a vote by 75% of members entitled to vote present at a properly convened General or
Extraordinary General meeting for the following reasons:

. the member is absent for 3 or more consecutive general meetings without a leave of absence
granted fram the Comrmittee;
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. the member is absent for more than 50% of general meetings ina 12 month period without a
leave of absence granted from the Committee;

. the member seeks to overturn a decision of the Committee by making representations to
Councillars or other third parties. This does not include contacting Council or making
representations through formal mechanisms such as submissions to exhibited materials where
councilis seeking community feedback;

. the merber uses or distributes information attained whilst undertaking their duties on the
committee to lobby against a decision of the committee or to lobby Councillors or other third
parties;

. the member undertakes actions that defy and/or are contrary to a decision of the Management
Committee;

. the member brings the reputation of the Management Committee and/or Council into disrepute;

. the member acts in @ manner unbecoming of an officer of a Council Committee; or

. The member directly or indirectly threatens or menaces other Committee members;

Where a member is suspended by resolution the Management Committee will provide advice to
Council of the reasons for the suspension and may forward a recommendation far Council to consider
remaving the member from the Management Carmmittee permanently without prejudice.

3.2. Duties and Responsibilities of Management Committees and Council

The duties and responsibilities of Management Committees and Council varies between committees.
3.2.1. Deed of Delegation

Council sets out the delegation of the committee in a Deed of Delegation. This Deed sets out the
specific function delegated by Council and is accompanied by a Schedule of Delegation and a copy of
this Manual.

3.2.2. Responsibilities of Council

3221 Council’s Overriding Authority

Management of the facility is delegated to the Management Committee by Council. Whilst the
Committee has control over the program, Council may exercise overriding authority and may revoke
the powers of the Carmnmittee or atherwise direct the Caormmittee as Council sees fit.

3222 Insurance of Committee Members

The Council shall insure the Committee in respect of Public Liability Insurance, Professional Indemnity
Insurance, and Personal Accident Insurance and Motor Vehicle Insurance (for Council registered
vehicle’s only)

3223 Training of Committees

Council will provide compulsory training to advise members and the Executive of the Committee of the
requirements of their positions. Training will be arranged by Council. Additional training may be
reguested by the Committee.

3224 Customer Service Charter
Council will respond to requests of the Cornmittee in accordance with its Customer Service Charter.
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3225 Legal Expenses

Council may consider the payment of legal expenses in relation to matters involving the Committes and
members when acting in their capacity as members of the Committee.

3.2.3 Responsibilities of Management Committees

3.23.1 Responsibilities

The Community Management Committee will be responsible for the care, control, and management of
the program (including organising, operating and implementing).

3.2.3.2 Care, control and management

Care includes:

. Duty of care to ensure the health, safety and welfare of persons participating in a program of the
Committee; including contractors or volunteers;

. Advising Council of any potential insurance risk that mayarise in regard to buildings and/or users;

. Attaining sufficient funds to maintain the program as a going concern;

. Ensuring sufficient and equitable access of the program by the community; and

. Ensuring that all users of the program canform to the insurance requirerments as set out in this
Manual.

Control includes:

. Holding regular meetings with recorded minutes;

. Maonitoring and maintaining financial records;

. Subrnitting an annual report and all records to Council for an annual audit;

. Subrnitting monthly financial reports in accordance with GST requirements;

. Clearly defining the role of office bearers and Cammittee members;

. Submitting a current list of all contents belonging to the Committee (hot User Groups) for
inclusion in Council’s Insurance Policy, by 31 January each year;

. Maintaining a post office box or public postal address to which all physical correspondence will
be forwarded;

. Maintaining a public email address to which all email correspondence will be forwarded;

. Submitting a current list of all Committee members including the address and phone number and

emergency contact details to Council immediately following nominations of the Committes, and
where there are changes; and

. Subrnitting officer bearers names and an audited financial report ta Council following the Annual
General Meeting each year.

Management includes:

. Ensuring that all monies received will be usedfor the benefit of the activity 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 program;

. Developing and updating Project Plans;
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Recommending policies and procedures which contribute to the effective management of the
program; and

Being accountable to the community and the Council for the Committees actions and initiatives
in respect of the program.

3.233 Limitations of powers

The Committee may not make decisions concerning the following:

Fixing of charges or fees. The Committee may submit recommendations for approval to Coundil
in relation to the fixing of charges and fees for the use of the facility under its contral;
Borrowing any monies without the express written consent of Council an each occasion;

The sale, lease or surrender of any land or other property vested in its care under the provision
of the Local Government Act 1993 (as amended);

The acceptance of tenders which are required to be called by Council;

The purchase of goods and services of @ value exceeding 510,000 (ex GST) without the prior
written approval from-the General-Manager or relevant sub-delegated Director-incomplian

welthConmeil's Purebhocing ged Deasprarnant Daliciacaf Council. For any pur‘chase which are

considered to be related orto be used in relation to the same Project, their combined value must
not exceed $10,000 (ex GST) without the prior written approval frem-the Genoral Monogar o

I ! D D

Farmation of submissions to government without the prior written consent of Coundil;

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 meeting;

As a voluntary Committee, members do not receive payment for their services. The Committee
may by resolution reimburse the Cammittee mermbers for reasonable expenses incurred in the
completion of official Committee activities. No other payment is to be made to Committee
members without the prior written approval of Council;

The Committes is not permitted to vote monies for expenditure on the works, services or
cperations of Council;

The Committee is not permitted to enter into any legal action;

The Committes is not permitted to loan or donate funds for any purpose

The Committee is not permitted to set or charge fees for Membership of the Management
Committee.

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 resclution of the Council or in
writing by the General Manager to the Committes. The Cammittee will cbserve any rules and

regulations made by Council, in relation ta the facility/ function under its management and cantrol.

If at any time the Committee is deemed to be functioning outside the limits of its powers as described
herein, all pawers may be revoked by written natice to the Committee signed by the General Manager
ar their representative.
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4.

DISPUTES

4.1. General & External:

4.1.1  Where a citizen(s) of the local government area that is not a member of the Management
Committee disagrees with a resolution of the Management Committee these persons may refer
their grievances in writing to the Cammittee for reconsideration.

412 Where the Manzgement Committee chooses not to alter its decision, the citizen(s) or citizens
may present their grievance to Council in writing, for reconsideration.

413 Where such notice in writing is referred to Council, Council will request a report on the issue
from the Management Committee. Upon receipt of the report the matter will be referred to
Council for resolution.

4.1.4  Upon Council adopting a resolution, the details of Council’s deliberations will be advised to the
Management Committee and the citizen(s) who referred the matter to Council.

4.1.5 A member may not seek to asmend charzeoroverturn a decision of the Committee by making
representations to Councillors or third parties. This does not include contacting Council or
making representations through formal mechanisms such as submissions to exhibited materials
where council is seeking community feedback —direch—er—rdirecty—to—Cownci—ane F
L e s T A
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4.2. Disputes - Internal

42.1 Al disputes between members of the Committee are to be attempted to be resclved within
the Committee where possible.

4.2.2  Where a dispute occurs within a Committee the resolution of the majority of the Committee
as awhole will determine the outcome. Where this is not possible the Chairperson/President
will have the casting vote.

4.2.3  There will be no right of appeal when the Management Committee has determined its
resolution of a dispute.

4.2.4 A member may not seek to arpend charze croverturn a decision of the Cormnmittee by
making representations to Councillors or third parties. This does not include contacting

Council or making representations through formal mechanisms such as submissions to
exhibited materials where council is seeking comrmunity feedback-diracthror indirecthst
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5 LEGALISSUES
5.2 Delegation from Council

5.2.1  From a legal perspective, it is important that Management Committees of Council and their
members be aware that they are acting on Coundl’s behalf. Legally, the committee is ‘Council’
and any action that the Committee undertakes is Council’s responsibility.

5.2.2 Council delegates its authority to the Committee to act on Council’s behalf.

5.3 Record Keeping

5.3.1 All documents and recards relating to the program of Management Committees, e.g. minutes
of meeting, financial reports, correspondence etc. should be kept in accordance with the Stote
Records Act 1998.Committees should provide copies of all records to their Council Liaison
Officer to be archived in Councils electronic document management system.

5.3.2  Management Committeas need to be aware of the importance of minutes, because of their
legal status and their liability to be subpoenaed in court cases.

5332 Minutes are required to be kept for all formal meetings of the Committee. These include
General meetings, Annual General meetings and Extracrdinary General meetings.

5.2.4  Meeting minutes must record all motions and amendments put to the meeting, and the results.
Minutes should include the mowver and seconder of motions. There is no need to record what
members say at a meeting, however, there may be accasions when it is appropriate to record
the general content of discussions.

5.3.5 The Chairperson/President and the Secretary are responsible for the form of the minutes for
proper confirmation and rmust check that there have been no unauthorised alterations to those
rminutes.
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5356

5.3.7

538

Where electronic minutes are used as the sole record of proceedings a motion accepting the
minutes as a true record of proceedings of the meeting is required. This includes any
amendments required and accepted by the Committee. The Chairperson/President is not
required to sign the minutes.

Electranic minutes must be stored in Council’s electronic document management system as
soon after the meeting being held as is practicable in a read-only state prohibiting any changes
or updates.

The mation to confirm the minutes can only be moved and seconded by persans who were in
attendance at that meeting to which the minutes relate. Should there be insufficient members
present from the previous meeting the Chairperson may exercise their right to move and/or
second the motion to confirm previous minutes.

5.4 Pecuniary Interest

541

542

5.4.3

5.4.4

5.4.5

546

A pecuniary interest is one of financial benefit by a Committee person or other person with
wham the person is associated (that is, spouse, de-facto partner or relative of a Committes
person) from an interest that a Committee person has in a Council matter.

A pecuniary interest does not exist where the interest is so remcte or insignificant that it could
reasonably be regarded as unlikely to influence any decision.

The obligation to disclose a pecuniary interest is a strict duty, and the person's motives for
participation are irrelevant if an interest is said to exist.

Chapter 14 of the local Government Act 1993 includes a framewark for the handling of alleged
breaches of the pecuniary interest provision of the Act. The Act is about openness,
accountability and transparency in decision-making by councils and any Committees
representing the Council.

It is the responsibility of members of Management Cammittees:

* Todisclose to the meeting any pecuniary interest in a matter before the meeting;

¢ Not to participate in the discussion of the matter before the Committee in which the
member has a pecuniary interest; and

* Not to vote on the matter before the Committee meeting in which the member has a
pecuniary interest.

Pecuniary interest provisions are not breached if the person did not know or could not have
reasonably been expected to know that the matter under consideration was a matter in which
the person had a pecuniary interest.
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5.5 Conflict of Interest

551 A conflict of interest can arise when a member of the Committee has other involvements or
interests that make it difficult for them to always rernain impartial when involved in discussions
and decision makings. These can include:

e Business or professional activities;

*  Employment or accountability to other people or arganisations;

¢ Membership of other community organisations or service providers; or

e Ownership of property or other assets.

The canflict may lead to:

*  Financial benefit e.g. sale of goods or privileged knowledge;

¢  Political benefit e.g. gaining or losing electoral support; or

¢ Personal benefit e.g. career advancernent or increased standing in the community.

5.6 Declaration of Interests

5.6.1 Itisthe responsibility of Committee members:
. Todisclose to the meeting any pecuniary interest in a matter before the meeting, and

. Not participate in the discussion of the matter before the Committee in which the member has
a pecuniary interest, and

. Not to vote on the matter before the Committee meeting in which the member has a pecuniary
interest.

A pecuniary interest does not exist where the interest is so remate or insignificant that it could not
reasonably be regarded as likely to influance any decision. The obligation to disclose is a strict duty and
the persons matives to participate are irrelevant if an interest is said to exist.

5.6.2 Pecuniary interest provisions are not breached if the person did not know or could not have
reasonably been expected to know that the matter under consideration was a matter in which
the person had a pecuniary interest.

563 Committee members are also required to lodge an annual written pecuniary interest
declaration In accordance with the section 440AAA of the Loca! Government Act 1993,
Committee members are strongly advised to declare any interests they may have in this
written declaration to ensure transparency, accountability and protection for individual
members.
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5.7 Code of Conduct

5.7.1 Committee Members are required to adhere to Council’s Code of Conduct. Compulsory training
an the Code of Canduct will be provided to all Committee members.

5.8 Privacy and Personal Information Protection Act

5.81 Committee members are required to abide by the Privacy and Personal Information Protection
Act, 1998 (PPIPA). The Act provides for the protection of personal information and the privacy
of individuals generally. Training will be provided to all Cornmittee members.

6 MEETINGS

The Management Committee should meet on a regular basis to discuss relevant business, and make
decisions affecting the facility/program operation. The time, scheduling and location of meetings will
be decided by the Committee.

6.2 Agenda

6.2.1 Anagenda should be sent out to all Managament Committee members at least 5 days prior to
any meeting giving notice of the proposed meeting and of any items for discussion and notices
of mation.

6.2.2  Theformat of the agenda will be agreed on from time to time by the Committee but will include
asa minimum:

. Time, date and date and venue of the meeting;
. Matters to be discussed / considered; and
. Means faor members to submit apologies.

Written reports for the President, Treasurer will be sent out with the agenda to allow
Committee appropriate time to review the repart prior to the meeting.

6.3 Quorum

6.3.1 A quarum aof any meeting (General, Annual General, Executive or Extraardinary General) will
consist of morethan half the total number of entitled voting members (i.e. greater than 50%).
Should a quorum not be present:

. At commencement of the meeting where the number of apologies received for the
meeting indicates that there will not be a quorum for the meeting, or

. Within half an hour after the meeting time designated for the meeting, or
. At any time during the meeting,
the meeting will be adjourned to a date determined by the Executive Committee.

6.3.2 Members who are absent or have submitted an apology for their nan attendance to a meeting
will be counted when calculating the quorum.

6233 Members who have been granted leave of absence or who have been suspended from the
carnrmittee will nat be counted when calculating the quorum.

Attachment - Amended 5355 Manual - Version 3 - Camden
International Friendship Association - 20190813 Final Draft -

e o S A S Page | 190f28

Attachments for the Ordinary Council Meeting held on 13 August 2019 - Page 209

ORDO7

Attachment 3



ORDO7

Attachment 3

Attachment 3

Amended S355 Manual - Camden International Friendship Association

6.3.4

6.3.5

Councillors who are appainted to a Management Committes in an ex-officio role will not be
counted when czlculating the quorum. A Councillor may advise the Comrittee that they wish
to be included in the guorum and if so they will be included in the quorum calculation for the
remzining term of the Management Committee.

Where a meeting commences with a quorum any members who wish to depart the meeting
prior to its formal adjournment must seek leave from the meeting by resolution. If leave is
granted the time of the members departure will be noted in the minutes and the quorum will
not be adjusted. If leave is not granted and the mermber departs the mermber will be remaoved
from the calculation of the quorum.

6.4 Ordinary/General Meetings

6.4.1

6.4.2

6.43

6.4.4

56.4.5

6.46

There should be no less than six (6) Ordinary/General meetings held each year, however it is
recormmended that Ordinary/General Meetings of the Committees cccur on a monthly basis to
ensure that any outstanding matters are dealt with expeditioushy.

A calendar of when general meetings are to be held inthe ensuing 12 months should be drafted
at the Annual General Meeting.

General meetings of the Management Committee are required to address correspondence,
management and control matters, finance matters, risk management matters and general
matters relating to the program.

An agenda for a General Meeting should be sent out to all Management Committee members
at least 5 days prior giving notice of the proposed meeting and of any items for discussion and
notices of mation.

Minutes of a General Meeting will be kept of the proceedings and a copy forwarded to Council
for storage in its electronic docurment management systern.

General meetings will be conducted in accordance with Council’s adopted Code of Meeting
Practice.

6.5 Annual General Meeting

6.5.1

6.5.2

6.5.3

6.5.4

6.55

The Annual General Meeting will report on the activities of the Committee for the year, to
conduct elections for Committee positions and to receive the annual financial report.

The Annual Financial Report will be presented to the Committee for adoption and for
forwarding to Council for auditing purposes.

An agenda for the Annual General Meeting will be sent out no less than 21 days prior to the
meeting.

Minutes of an Annual General Meeting will be kept and a capy forwarded to Council far starage
in its electronic data management system.

The Annual General Meeting will be conducted in accordance with Council’s adopted Code of
Meeting Practice.
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6.6 Extraordinary General Meetings

6.6.1 AnExtraordinary General Meeting of a Committee may be called to discuss urgent business and
matters outside the scope of an ordinary meeting. A meeting must be requested in writing to
the Executive Committee by two (2] members of the Committee.

6.6.2 An agenda for the Extraordinary General Meeting of matters to be considered by the
Committee will be prepared and circulated to all mermbers of the Committee with at least three
(3) business days notice.

6.6.2  Only matters included in the agenda will be considered at an Extracrdinary General Meeting.

6.6.4 Minutes of an Extracrdinary General Meeting will be kept and a copy forwarded to Council
autlining the reason for the meeting and for storage in Council's electronic document
management system.

6.6.5 AnExtraordinary General Meeting will be conducted in accordance with Council’s adopted Code
of Meeting Practice.

6.7 Minute Format

General Meeting minutes of the CIFA Managerment Committee will be forwarded to Council for
storage in its electronic document management system.

lterns to be addressed in the minutes should include:

. Attendance — records of attendees and apologies
. Declaration of pecuniary interasts

. Previous minutes and matters arising

. Executive and operational reports

. Correspondence and matters arising

. Agenda iterns with notice

. Project reports

. Action log/register log

. Mermber reports

. General business

7 FINANCIAL MANAGEMENT
7.2 Introduction

Council Community Management Committees and their members are appointed under Section 355 of
the local Government Act 1993. As such, they are subject to the sarme standards of financial
accountability as Council and its employees. It is imperative that Committees manage their finances
prudently and with transparency.

At all times, any funds and assets held by the Committee ultimately remain the property of Council. The
Committee is responsible for the care and management of the funds and assets held on behalf of
Council.

Where necessary Council will provide the committee with advice and support to comply with Council
and the Committees financial management obligations.
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7.3 Financial Records

7.3.1 Bank Accounts

7.3.1.1 All bank accounts operated by a Committee will be established by Council with a banking
provider of Council’s choice. Establishment of bank accounts by committees are not
permitted.

7312 Council will establish a transaction bank account on behalf of the Committee which will

serveto operate forthe Committee’s operational transactions. Council may establish ather
accounts (interest bearing term deposits etc) if requested in writing by a Committees.

7313 All bank accounts will require dual (2) approval for any payments. These approvals can be
dual signatures on cheques or dual EFT approval.

7.3.14 The signatories of all accounts will include the Committee Executive, aswell as at least two
Council Finance staff members. Committee signatories require approval at the time of
their election to an Executive role.

7.3.2  Financial Record Keeping

7321 Financial records must be kept in accordance with this Manual. Training will be provided
by Council’s Finance section following the election of a Treasurer as required.

73272 Committees of Council operate under a financial year from 1 July to 30 June. Each
Committee’s accounts need to be completed and submitted to Council by 15 July each
year, following their adoption at a Cormmittee rmeeting. This will enable Council to
consolidate the Committee’s accounts into Council’s general accounts as required under
the Local Government Act 1953,

733 Financial Documents

If a cammittee does not use Councils accounting software to record its financial transactions, each
Committee shauld rmaintain the following records:

. Cheque Book - supplied by Council

. Receipt Book - supplied by Council

. Bank Deposit Baok — if applicable

. Bank Statement Folder — if applicable
. Petty Cash Book and Tin — if applicable

. Cash-book (electronic version available)
. Business Activity Staternent Forms far GST records (electranic)
. Bank Reconciliation Forms (electronic)

It is essential that these records are maintained and reconciled manthly.

7.4 Receiving Payments

7.4.1  Paymentsof hirefeesor other services provided by Management Committees can only be made
by cheque, EFT or bank deposit. Cash may not be used.

7.4.2  The following process should be followed:

e  [nsure that the correct amount has been paid by either cheque, EFT or bank deposit.
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e Write out a receipt fram the Receipt Book.

e Givetheoriginal receipt to the payer (tear out of boaok)

e Ensure that the duplicate receipt is kept in the Receipt Book.

e Store any cheques in an apprapriate location until they can be banked.

e Ensure that any cheques on hand are banked weekly.

7.5 Making Payments

7.51

752

753

7.54

755

7.56

The Committee isempowered to make purchases up to the value of 510,000 (ex G5T) expending
sums as necessary from amounts received from fees and charges to meet costs arising out of
the delegation function. All purchases should comply with Council’s Purchasing and
Procurement Policies and requirements set out in this Manual. All purchases should be for
goods and services required for the exercise of the responsibilities of the Management
Committee.

Purchases for goods and services above 510,000 (ex GST) require written approval frer-the
o i i reille D i

and-ProcurementPaliciesol Councll, For any purchases which are considered to be related or
to be used in relation to the same Project, their combined value must not exceed $10,000 (ex

GST) without the prior written approval fromthe General Marasar or rolovant cubdalogatod

[ + i | it e D o oD £ Dol i
= —H+ AR B e e Bl B

It is not appropriate or permissible to:

e  Split invoices from the same or similar Projects to avoid the requirement for Council
approval under clause 8.4.2; or

e [ntentionally mislead Council representatives in any way about the cost associated with a
Project.

Any member engaging in behaviour described above may be the subject of discplinary action
under Clause 3.1.6 of this Manual [Suspension and Revocation of membership of a
Management Committee).

Any payments aver $82.50 (GST-inclusive) must be supported by an official Tax Invoice from
the supplier. This enables the Committee to claim back the GST portion of the payment when
completing their monthly Business Activity Statement (BAS) and is a requirement of the
Australian Taxation Office (ATO). Without a Tax Invoice, the GST portion is unable to be claimed.

All Committee expenditure must only be paid by cheque or Electronic Funds Transfer (EFT).
Under no circurnstances should a blank cheque be signed.

All procurement and payments should be made in accordance with Council’s Purchasing and
Procurement Policies with additional steps appropriate for a Committee as outlined below:

7.56.1 A committee member requests approval from the Management Committee for
the procurement and/or supply of service or goods (e.g. engage a contractor,
purchase timber supplies).
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7.56.2 The Committee considers the request, checks that docurments and quotes
provided are suitable and adequate and compliant with Council palicies and if
deemed appropriate approves the procurement and/or supply.

7563 The Committee member engages the vendor for the service or goods and the
supplier issues atax invoice.

7.5.6.4 Where the invoice matches (ar is below) the amount approved by the Committee,
the Committee member and an Executive Committee member notes the invoice
advising that the goods/services consistent with the quote accepted and approved
by the Committee is presented to the Committee have been provided.

7.56.5 The Treasurer and one other chegue signatory confirms that the amount and
invoice details and other calculations are correct (including GST, etc)

7.566 The Treasurer pays the invoice by cheque or EFT.

7.56.7 The invoice and any supporting documentation is stored for future reference.

7568 Payment of the invoice is then recorded either in the cashbook or accounting
saftware.

7.5.6.9 Where the invoice is above the amount approved by the Committee, the

Committee member must table the invoice at a Committee meeting for
consideration.

7.5.6.10 The Cammittee reviews the invoice and associated endorsement and if deemed
approprigte approves payment of the invoice by resclution. If approved, the
payment of the invoice is to done in accordance with clause 8.4.45-84.6.8

7.4.6.11 Where payment of an invaice is required prior to a meeting being convened an
“electronic show of hands (eVote)” as described elsewhere in this Manual may be
used. Ratification of the payment should be tabled at the next General Meeting of
the Committee.

7.5.7 Inextreme cases where payment of an invoice is required urgently the Executive Comrittee
may consider an invoice for payment. Ratification of the payment and record of the vote should
be tabled at the next General Meeting of the Committee.

7.5.8 |If prior approval from the Executive Committee is received a Committee member may expend
up to $500 ex GST for the purchase of goods and services for the program and be reimbursed
by the Committee on presentation of the appropriate invoices/dockets/receipts.

7.6 Grant Seeking & Administration

7.6.1  All Management Committees must seek approval from the General Manager or relevant sub-
delegated Director before submitting an application for any grant.

7.6.2 Ifa grant application is successful, a report will need to go to an Ordinary Council Meeting for
acceptance, priortothe funding agreement being signed.

7.6.2  Delegation to sign funding agreements largely depends on the funding body and will typically
involve Council’s General Manager ar relevant sub-delegated Director or Manager.
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7.6.4 Insome cases, the funding body may require the seal of Council, which can only be made under
resalution of Cauncil.
7.6.5 Grants need to be administered by Council’s Finance section as the acquittal process usually
requires audit certification. There is also a need to report to Council any commitment of
Council's funds, including Management Committee funds, towards grant funded projects.
7.6.6  Members of the Managerment Committee are accountable for expending and acquitting the

grant in accordance with the service agreement.

7.7 Maintaining the Cash Book

771

7.7.2

A Cash Book is used to record the Committee’s receipts and payments.

The Cash Bookwill be kept either electronically using the Council preferred accourting software
or ather agreed method.

7.8 Using the Cash Book

7.81

7.82

7.83

7.84

7.85

7.886

Every time the Committee receives or pays money, the Treasurer records the date, source,
arnount, and receipt/cheque/payment number in the Cash Book.

Receipts and payments are entered consecutively in date and receipt number/cheque number
order in the appropriate location of the cash book.

If using the electronic version, all columns will total automatically.

If using the accounting saftware incarne should be allacated against the appropriate itermn (e.g.
Ground Hire, Building Hire, Bins, Bonds etc).).

If using the accounting software the system will collate all income and expenditure.

If using the electronic version, save the file for that month, e.g. January 2019, and start a new
file for each month.

7.9 Bank Reconciliations

791

/.10
7.10.1

7.10.2

7.10.3

At the end of each month, the Committee will obtain a Bank Statement for its Bank Account.
This needs to be reconciled with the Cash Book.

Preparing a Bank Reconciliation

Review the Cash Book, checking to see if all cheques have been presented and deposits
confirmed at the Bank (ie. noted on the Bank Statement as having been paid or received). Check
that the dollar amounts are the same.

Enter into the Cash Book any ertries on the Bank Statement which are not already recorded,
ie. there are likely to be bank charges and interest to add to the Cash Book.

For electranic Cash Books, you must save the file for that manth, and start @ new file for the
next month.
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7.11 Balancing the Bank Reconciliation

7.11.1 Write down the amount in the bank at the time of the last reconciliation {generally the amount
at the beginning of the month). Add the total amount of money received (according to the Cash
Boak) since the last reconciliation. Subtract the total amount paid (according tothe Cash Book).

7.11.2 Add the total amount for unpresented cheques and subtract the total of any cutstanding
deposits in the Cash Book (the last banked amount should be recorded in the Banking column,
and all receipts afterthat should not yet have been banked). This will all calculate automatically
if using the electronic Cash Book spreadsheets.

7.11.3 Checkthat the amount you have calculated is the same as the armount on the bottorn of your
Bank Statement. If not, check all figures and repeat this process.

7.11.4 Ifthe amount is unable to be reconciled, this shall be reported tothe Committee Liaison Officer
to seek assistance from Council’s Finance section.

7.12  Annual Financial Statements
Goods & Services Tax (GST) Compliance

7.12.1 GST Basics

All of Council’'s Committees must use Camden Council’s Australian Business Number (ABN) 31
117 341 764.

Cornmittees are responsible for administering the requirements of GST legislation i.e charging
GST on taxable supplies and correctly identifying input tax credits claimable from the Australian
Taxation Office (ATO). Accordingly each Committee must supply Council’s Finance section with
details of GST applicable to all financial transactions for inclusion in Council’'s monthly Business
Activity Statements (BAS).

All suppliers for purchases exceeding 582.50 (GST-inclusive) must supply a valid Tax Invoice to
the Committee prior to payment. If the supplier does not have an ABN and is registered for G5T,
the Comrmittee must obtain a Statement by a Supplier declaration from the supplier. The
completed form must then be kept on record for audit purposes.

7.12.2 Monthly Business Activity Statements (BAS)

Council is required to lodge its BAS within 21 days after the end of each month. To enable the Finance
section to meet this deadline, Committees are requested to submit a photocopy of the following Cash
Book entries within 10 days after the end of each month:

Income transactions
Expenditure transactions
BAS Report (if using electronic cash boaks this is automatically generated)

7.12.3 Committee Settlement of GST Obligations

Atta

At the end of six months Camden Council will issue each Committee with an invoice or a refund
in accordance with GST applicable to the transactions for the past six months. Reconciliations
will be sent with the invoice or payment.
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7.13  Funds Held In Bank Accounts

. Funds held in bank accounts which are in excess of current operational needs should be invested
with the assistance of Council in order to achieve a return on funds, rather than leaving balances
in low interest-bearing accounts.

7.14  Debt Management
. Cormmittee will follow Councll palicy in relation to debt management

. Where debt recovery action is required Committees will engage Council Finance Branch to
undertake the debt recovery on their behalf.

8 PROJECT PLAN

8.1 Council will prepare a Project Plan for the Committee annually, all activities must conform to
the Project Plan.

9 RISK MANAGEMENT AND INSURANCE
9.2 Risk Management

Risk manzgement is 2 method of identifying and pricritisation of risks, followed by preventative and
precautionary measures to avoid injury, loss and damage, to either persons or property.

As a Committee of Council, the Management Committee has a duty of care to ensure the health, safety
and welfare of persons using the program.

9.2.1 General
Council and Committees of Council have a wide range of potential liability.

Liabilities can be based on statute and cornmon law duties of care. To ensure compliance there must
be appropriate palicies, procedures and practices in place.

The Committee are to use documentation provided by Council to evidence the due diligence process
and ensure all responsible steps are being taken to identify risks to the Committee and users of the
facility.

9.3 Insurance

931 General

Council is required to take cut insurance policies to cover Council's liability as a consequence of
Council’s business activities. These policies include:

. Public Liability Insurance to cover Council for its liability to third parties for personal injury or
property damaged caused by Council’s business activities;

. Professional Indemnity Insurance to cover Council for professional negligence claims (e.g. caused
by incorrect specialist advice):

. Personal Accident Insurance provides specified benefits for registered volunteers following

accldental injury, disability or death while carrying out their duties on behalf of Council;
. Mator Vehicle Comprehensive Insurance to cover Council vehicles driven by volunteers or staff
for darmage to the vehicle or to third party property; and
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. Casual Hirers Insurance covers against public liability claims arising from the casual hiring of &
member Council facility.

9.3.2 Notification

Management Committees and hirer/user groups are instructed that any matter or incident which may
glve rise to a caim against Council must be reported to Council as soon as practicable. This will ensure
that investigations and rermedial actions can be undertaken to protect Council’s interests

Council has a responsibility to notify its insurer as soon as a potential claim is known. Management
Committees may receive advice regarding claims via writing or telephone call or by chservation. Once
the Committee becomes aware of potential claim they are to notify Council immediately. If Council
does not natify of claims which they could reasonably have known about indemnity may be denied by
the insurer.

9.3.3  Child Protection

Children and Young Persons (Care and Protection) Act 1998 - under this legislation Community
Management Committee mermbers accompanying children on trips ar participating in activities
conducted by the Committee involving contact with children, must complete and pass a Working with
Children Check.

Working with Children's Checks are provided by the NSW Children's Guardian. There is no cost fora
Volunteer Check. For more information or to make an application please visit:
www.kidsguardian.nsw.gov.au
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Procedural Manual for Community Management Committees 2019
Camden Seniors Program Committee

Version 03

1. INTRODUCTION

The Local Government Act 1993 allows Council to delegate authority to committees to manage some
of Council's facilities or functions. Council has resolved to delegate responsibility to four Community
Management Committees. These Committees are:

. Camden Bicentennial Equestrian Park Committee

. Camden Town Farm Committee

. Camnden International Friendship Association Committee
. Camden Seniors Programs Committee

Community Management Committees play an important role in the local community, and the
volunteers who become members provide a valuable contribution to the local community.

Camden Council recognises the contributions made by wvolunteers appointed to Community
Management Committees and provides advice and direction to assist with their effective operation
through Procedural Manuals.

This Manual outlines the responsibilities; functions and operations of the Camden Seniors Program
Management Committee; and clarifies Council's role in this partnership.

Upan Council's formal approval of a Seniors Program Committee, its members are required to adopt
and adhere to the conditions set aut in this Manual.

Councillors may on occasion attend the regular meetings of the Committes to enable them to develop
an awareness and/or understanding of the operation of the committee.

Council Contacts
Council’s contact information is outlined below:

Contact with Council Officers can be made by contacting Camden Council, 70 Central Avenue, Oran
Park - Phone [02) 4654 7777.

Business Hours (8.30am — 5.00pm) Monday — Friday

Contact can also be made via Council’s After Hours Emergency Number (02) 4654 7777 which is a 24
hour service. This service should only be used for emergency situations. All other contact should be
made during business hours.

Council will also appaoint a Council Liaison Officer to act as the key point of contact within the Council
for the Committee. This information will be provided directly to the Committee.
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2. DEFINITIONS

In this Manual;

a. “Committee”, or “Management Committee” or “Community Management Committee” shall
mean that body of persons appointed in accordance with Section 2 of this Manual.

b. “Community Representative” shall mean those individuals that are retepeciicalyre presentative
of aryHser Growpthe Camden LGA.

C. “Council” shall mean the Council of Camden.

d. “Council Liaison Officer” refers to an officer of Council assigned to be the key lialson point
between a Management Committee & Council. The officer will not have voting rights on the
Committee.

e. “CSPC” is an abbreviation for Camden Seniors Program Committes

f. “Delegate” refers to “Delegate & Alternate Delegate” as representatives nominated by an
organisation to represent their group on the committee.

g “Manuzl” means this Community Management Carmmittes Manual and its appendices.

h. “Member” shall mean a person and/or organisation appointed to a Management Committee by

Council.

“Relative” means the spouse, parent, grandparent, brother, sister, uncle, aunt, nephew, niece,
lineal descendant or adopted child of the person ar the person’s spouse.
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3. ROLES AND RESPONSIBILITIES OF MANAGEMENT COMMITTEES

3.1. Appointment & Election of Management Committees

3.1.1, Formation of the Management Committee

3.1.1.1. The appointment of Management Committees is at the discretion of the Council.
Management Committees are appointed and reappointed in accordance with the
provisions of the Local Government Act 1993 every four years.

3.1.1.2. Council airms to appoint Committees that are representative of the local community or
interest group of the Committee.

3.1.1.3. Council will call a public meeting to enable any interested person to find out about the
cormrmittees available and the responsibilities of committees.

3.1.1.4. Council may call the public meeting by advertising in local newspapers and/or by
advertisement on Councils’ website.

3.1.1.5. To hold office and be responsible for the management of a Council facility or function, all
committee members must be appainted by Council before they are able to vate or take
part in the meetings of the Committee.

3.1.1.6. Committees are formally appointed by the Councillors in office, therefore as soon as
practicable after the General Election of Councillors, all Cormmunity Committee Members
will cease to hold office and new Management Committees appointed.

3.1.1.7. Existing Committees will maintain a caretaker role until the new committees are formally
appointed by Council. The caretaker role permits the cutgoing Management Committes
to continue with the routine operational business of management & control of their facility
and/or program. If clarification is required the Committee should consult with their Council
Ligison Officer.

3.1.1.8. All nominations for Community Committees are formally submitted in writing to Council
for consideration of appointment.

3.1.1.8. Following the appointment of committees by Council, Council will issue a Deed of
Delegation to each committee. This Deed must be signed by Committee members, within
one month of their appointment to acknowledge their role and responsibilities. The
Committee continue to operate in a caretaker capacity until the Deed of Delegation is
signed by all members.

3.1.1.10.  Where members are appointed to the Committee after the original Deed of Delegation is
signed an appendix Deed of Delegation will be issued and signed by the new members to
acknowledge their rale and responsibilities.

3.1.1.11.  Councilwill provide a structured induction programme for Committee members to ensure
they understand the Committee’s policies, processes and practices and become effective
Committee members as soon as practicable. Induction may comprise a combination of
face to face sessions, online and printed rescurces and mentoring/buddy system with
other Committee members. The Committees Liaison Officer will also be available to provide
information to members as required.
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3.1.2. Management Committee Membership

3.1.2.1. CSP Management Committee Membership Composition

. CSP Committee membership is an a quadrennial basis for the term of Camden Council.

. The C5P Committes will comprise those people and organisations appointed to it by Carnden
Council. CSP Committee membership will not number less than 7 persons and not more than 15
PErsons.

. Camden Coundl may appoint Councillors to the committee however due to the operational

nature of the Committee Councillors will act in an ex-officio capacity only unless upan
appointrment they elect to be considerad part of the guorum (see comment in Quarum).

. Management Committee membership should reflect the community of Carnden and is open to
community members and representatives of groups from within the local area between the ages
of 18 and 90 years.

. Staff of Camden Council may not be members of the CSP Committee except with the approval of
the General Manager. Approval will only be given where it can be demonstrated that
membership of the Committee will not conflict with the employee’s duties and responsibilities
and does not pose a conflict of interest, or a perceived conflict of interest.

. Camden Council will appoint an appropriate staff member to the position of Council Liaison
Officer far the Committee with the agreement of the General Manager.

3.1.2.2. Leave of Absence

. A Committee member who is temporarily unable to fulfil their obligations on the Committee may
request a leave of absence from the Comrmittee.

. Typical reasons for needing to take a period of leave include but are not limited to personal
health, family health, work or family carnmitrments.

. A leave of absence may be granted by the Cornmittee for a period of up to & months.

. A leave of absence can only be approved by a vote of 75% of members entitled to vote present
at a properly convened meeting of the Committes.

. During a leave of absence, a member may not participate in votes of the Committee and the
member will not be counted when calculating the quorum.

. Aleave of absence may be requested by the member of the Committes oron behalf of a member
by a relative of the member or by anather merber of the Management Committee.

3.1.2.3. CSP Committee Voting

. A motion is required to be moved and seconded prior to being put to a vote of the Committee.

. All Committee members shall carry 1 vote at Committee meetings and other times where voting
is required. The chairperson/presiding officer also carries a casting vote to resolve any deadlocks
for votes undertaken in meetings.
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Whena Member declares an interest in an item being discussed and voted on by the Committes,
the Committee will act in accordance with Section 5.5.

Voting at CSP Committee meetings is by default undertaken by a show of hands.

A maotion may be passed to conduct votes by secret ballot using written votes. If a secret ballot
is to be undertaken 2 scrutineers will be selected from those in attendance ((not necessarily
voting members) at the meeting to conduct and tally the votes.

A member may request to have their voting intention recaorded in the meeting minutes
immediately after the result of a vote is announced by the chairperson.

Proxy votes or absentee votes are not permitted at any General Meeting, Annual General
Meeting or Extracrdinary General Meeting of the Committee.

Members on approved leave of absence or suspended are not included in vates of the
Committee during their period of absence.

3.1.24. Electronic Show of Hands {(eVote)

On occasion it may be necessary to seek agreement armang the Committee between Committes
meetings for administrative matters affecting the immediate program. On these accasions an
Electronic Show of Hands (eViote) may be used.

The Executive Committee and/or the CSP Committee may request an eVote to be conducted
elther by the Secretary or Council Liaison Officer.

An eVote requires that all Committee membersare requested to respond electronically in writing
{email, SMS etc) to a proposition within a defined period of time.

Normal rules for a quorum and voting apply to evotes where a response of more than 50% of
committee members is required (Quorum) and a majority of those responses received in the
affirmative are required for the proposition to be approved.

Records of eViotes should be tabled at the next General Meeting and included in the official
record of the meeting using a proforma template provided by Council.

All decisions made by eVaote are binding on the CSP Committee and are to be tabled at the next
General Meeting for ratification by the CSP Committes.

Members an approved leave of absence or suspended are not included in eVotes of the
Committee during their period of absence.

Secret ballots are not permitted for an eVote and all eVotes are public.

3.1.3. CSP Management Committee Membership Recruitment

3.1.3.1. No particular qualifications are necessary to be considered for membership of the

Committee, however the general duties and expectations of being a member of the
Management Committee are as follows:
. commitment to the community activities of the Committes;
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. willingness and ability to give adequate time and energy to the duties of being a
Committee member, including the ability to attend monthly meetings and other
meetings as required from time to time;

. willingness to be actively involved in and contribute to Cammittee activities;

. willingness to work callaboratively, cooperatively and respectfully with other
comrmunity volunteers and Council staff;

. willingness to uphold the values and objectives of the Committee;
. ability to act with integrity and avoid or declare conflicts of interest;
. willingness to contribute to the strategic direction, including agreeing and

monitoring the Project Plan; and

. willingness to ensure that risks to the organisation, staff, volunteers and service
users are at an acceptable level and are effectively managed.

3.1.3.2. Management Committee members must be aged 18 years or older at the time of
nomination.
3.1.3.3. Council will advertise and call for membership nominations at the time of, or socon after

the quadrennial local government elections.

3.1.3.4, For casual vacancies Council may advertise and call for membership nominations at the
time of the vacancy, provided there is more than 12 months until the next quadrennial
lacal government elections.

3.1.35. Council will seek membership nominations using an application form designed to address
the job description and an outline of relevant skills and experience that is beneficial tothe
Committee. The application may also require character references and other screening
appropriate to the role.

3.1.36. Membership nominees and their written nominations will be screened and assessed by a
selection panel camprised of Council staff. Other suitably experienced individuals may be
invited to participate in the selection panel.

3.1.3.7. Mermbership nominees may be interviewed by the selection panel to further assess their
suitability to serve on the Management Committee.

3.1.3.8, Norninees who have been members on previous committees will also be assessed ontheir
previous performance with regard to their demonstrated contribution, attendance,
behaviour, and their ability to collaborate as part of the Committee.

3.1.4. Management Committee Office Bearers
3.1.4.1. Election of Office Bearers

. The Committee will elect from its membership an Executive Committee comprising the Executive
Office Bearers to fulfil the activities and responsibilities of the Executive roles.

. The Committee may elect from its membership other non-executive positions and/or sub-
committees to coordinate prograrms.
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. Elections for office bearers are undertaken at the Annual General Meeting and/or as required to
fill casual vacancies.

3.14.2 CSP Executive Committee

. The CSP Executive Committee will comprise of the Executive Office Bearers, narnely the positions
of:

President
Secretary
Treasurer
Vice President

LA A A 4

. The Executive Committee is charged with both setting the direction for the General Committes
and for considering, deciding and approving actions in the context of control and management.

. All decisions made by the Executive Cormmittee are binding on the CSP Cormmittee and are to be
tabled at the next General Meeting for ratification by the CSP Committee. The CSP Committes
may overturn a decision of the Executive Committee by resolutian.

. The Executive Cormmittee should operate in an agile manner. Decisions of the Executive
Committee can be achieved by formal meetings, phone calls and informal meetings. Minutes of
Executive meetings must be kept and provided to the next General Meeting of the Committee
for ratification. Matters containing confidential iterms may be reported to the Cornmittee as
resolution only.

. A member may not hold an Executive Position on more than one Council Community
Management Cammittes at one time.

. Where there is more than one person from a family, only one member of the family can be an
Executive Office bearer onthe same Committee at the same time.

. Only one (1) of those related office bearers is to approve individual payments (sign
cheques/approve EFT payments).

. The Executive Committee may request an eVote (as described elsewhere in this docurment).
3.143. Executive Officer Bearer Position Descriptions

President/Chairperson

The President shall be the Executive head of the Management Committee. The President will:

. Ensure all necessary tasks for day to day running of the activities of the CSP Committee are
carried out;
. Chair Committes and General Meetings ensuring that correct meeting procedures are followed

and control of the meeting is maintained;
. Serve 3s a spokesperson and representative for the CSP Committee when required:
. Prepare and distribute the agenda (in consultation with the Secretary and Council Liaison

Officer), setting out the iterns of business to be considered;
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. Ensure Committee meetings are properly convened in accordance with this manual i.e. proper
notice of a meeting is given and a quorum is present;

. Act impartially and use discretionary powers in the best interests of members and in accordance
with the agreed standing arders and ensure all statutory regulations and organisational rules are
observed; and

. Provide assistance to zll members of the Management Cornmittee to help ensure that they fulfil
their respective roles.

Secretary

The Secretary is the administrative manager of the Management Committee and is responsible for
coordination of all administrative tasks. The Secretary will:

Before a meeting

. Draw up the agenda in consultation with the Chairperson;

. Make copies of the agenda if required.

During the meeting

. Maintain an attendance register;

. Take minutes of Committee mestings;

. Read minutes of previous meeting if necessary;

. Provide a list of correspondence in order and summarise any important points;

. Recard any motions and/or decisions of the meeting including, mover and seconder.

After the meeting

. Farward minutes of Meetings to the CSP Committee and to Council;

. Keep a register of inward and cutward correspondence and file copies of all letters written;
. Forward copies of all correspondence to Council for inclusion in its electronic document

management system.
in between meetings

. Inform all other cornmittee members of any correspondence requiring urgent attention.

Treasurer

The Treasurer is the financial manager of the Management Committee and halds responsibility for the
all financial matters. The Treasurer will:

. Ensure that all financial records of the Committee are kept in a proper manner;
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. Prepare and present monthly a treasurer's report to the Management Committee. The report
must include a bank reconciliation, income statement, balance sheet and cash flow statement as
a minimurm;

. Prepare financial records of the Management Committee for audit at the end of financial year;

. Keep financial records for all incorning and outgoing transactions;

. Bank all monies received by the Cormmittee in an approved bank account;

. Present to each Committee meeting a current financial statement;

. Present to each Committee meeting all program invoices received on behalf of the Committee;
and

. Prepare and submit the financial books of the Committee to Coundil as required.

Where the committee requests council to take on the role of Treasurer on behalf of the committee.
Council will appoint a staff member to undertake the tasks above.

Vice President

The Vice President is the Deputy Executive head of the Management Committee. The Vice President
will:

. Act as President in the event of the President being unable to fulfil his or her duties;
. Support the President and Executive Cornmittee in fulfilling the requirements of their roles;
. Ensure that the Committee activities are in accordance with the rules, regulations & guidelines

required for the Manzagement Committes;

. Ensure the committees procedures and docurments are in order;

. Ensure action items and resolutions are carried out;

. Oversee Work Health and Safety matters and report any matter to the Committee; and

. Fulfil such other duties as the committee may request.

3.1.5.1. Council, through the General Manager, may appoint a staff member to the role of

Committee Ligison Officer. The Officer is authorised to participate in committes
discussions, activities and deliberations but is without any voting rights at any time.

3.152. The Committee Liaison Officer reports to the relevant Council Director/Manager, not the
Committee.
3.1.5.3. Council Directors/Managers may direct the Committee Liaison Officer to communicate

certain advice relating to Council policies, legislation, cperational matters and adherence
to the controls of this manual to the Committee.

3.1.5.4. The Committee Liaison Officer may provide services such as professional advice and
administrative duties as agreed between the relevant Director/Manager and the
Committee.
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3.1.5.5. The Officer may be termporarily appointed by the Cammittee tao any of the Office Bearer
roles except the role of President. The Officer may be elected by the Cornmittee to chair
meetings.

3156, Where appropriate, the Committee Liaison Officer will provide advice to the Committee
with regards to Council policies, legislation, operational matters and adherence to the
contrals of this manual. The Committee Liaison Officer may also seek guidance and/or
instruction from Council to assist in the provision of advice to the Committee with regards
to Council policies, legislation, operationzl matters and adherence to the controls of this
rmanual.

3.1.5.7. The Committee Liaison Officer will monitor the Committee’s compliance with the manual
and report any instances of non- compliance as well as performance, activities and
operation of the Committee to their Director/Manager as required.

3.1.5.8. The Committee Liaison Officer is not to request or receive any payment from the
Committee for provision of services.

3.1.58. The Committee Liaison Officer will coordinate the logging of any requests for assistance
from Council into Council’s CRM systern on behalf of the Committee.

3.1.6.1. Council may dissolve a Management Committee at any time. Council may wish to dissolve
Management Committee to carry out the control of the program itself.

3.1.6.2. Council may also dissolve a Management Committee if that Committee is not complying
with the roles and responsibilities of the Committee outlined in this Manual.

3.1.6.3. The Management Committee shall be dissolved in the event of it becoming unviable where
membership drops to less than seven (7) members.

3.1.6.4. The Committee can by resolution recommend to Council that the Committee be dissalved
by a vote of 75% of members entitled to vote present at an Extracrdinary Meeting of the
Committee properly convened to consider this aption. Council has established the
following policy to address this issue:

e if a committee chooses to remain active it is given 6 months to re- establish a viable
membership as above (i.e. minimum of 77 members); or

e ifa committee, facility or function becomes inoperable or inactive, the Committee will
be dissolved and all responsibilities will be taken over by Council.

3.1.6.5. Upon a resolution to dissolve the Committee being passed and confirmed by Council, all
assets and funds of the Management Committee shall, after payment of all expenses and
lizbilities, be handed over to Council.

3.1.7. Suspension and Revocation of membership of a Management Committee
3.1.7.1. Revocation of Membership
. A member (individual or organisation) shall have their membership on the Management

Committee revoked and cease to be a member of a Management Committee when Council
passes a resolution ta remove the member from the Committee.

Attachment - Amended - $355 Manual - Version 3 - Camden
Seniors Programs Committee - 20190813 Final Draft $355

ML Am B2 0 0 Page | 10 of 27

d

Attachments for the Ordinary Council Meeting held on 13 August 2019 - Page 228



Attachment 4

Amended S355 Manual - Camden Seniors Programs Committee

. If an individual or organisation has their membership of the CSP Management Committee
revoked that member may not be reappointad to the CSP Management Committee during the
sarme term of Council.

3.1.7.2. Suspension of Membership

. An individual may be suspended from the Management Committee. During a period of
suspension the member may not participate in any activities of the Committee and as far as is
practicable be excluded from all intra-Committee communication.

. Suspension of @ member occurs to either allow time for Council to process the revocation of a
membership, or as a punitive action against improper behaviour.

3.1.7.3. Automatic Suspension of membership

A member of the Management Committee will be automatically, immediately and indefinitely
suspended if:

. Council passes a resclution to suspend a member;

. The member resigns from the Committes by notification in writing to the Committee and/or
Council;

. The member is deceased;

. The member is bankrupt;

. The member holds any office of profit under the Cormmittes;

. The mermber fails to disclose any pecuniary interest in any matter with which the Committee is
concerned and takes part in the consideration, discussion or votes on any question relating to
the matter:

. The member while holding that office is convicted of an offence under Part 4 of the Crimes Act
1900 which includes offences relating to property; or

. The member intentionally discbeys the manual, Council policies, procedures and/or Council
direction.

Where a member is automatically suspended the Management Committee will provide advice to
Coundil of the reasons for the suspension without prejudice.

A letter will be provided to the member by Council advising their membership has been suspended.
3.1.74. Suspension by resolution of the Management Committee

A member of the Management Committee may be suspended for a period of upto 3 months by the
passing of a vote by 75% of members entitled to vote present at a properly convened General or
Extraordinary General meeting far the following reasons:

. the member is absent for 3 or more consecutive general meetings without a leave of absence
granted from the Committes;

. the member is absent for more than 50% of general meetings in a 12 month period without a
leave of absence granted from the Committes;

. the member seeks to overturn a decision of the Committee by making representations to

Councillors or third parties. This does not include contacting Council or making representations
through formal mechanisms such as submissions to exhibited materials where council is seeking
community feedback;
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. the member uses or distributes information attained whilst undertaking their duties on the
committee to lobby against a decision of the committee to lobby Councillors or third parties;

. the member undertakes actions that defy and/or are contrary to a decision of the Management
Committee;

. the member brings the reputation of the Management Committee and/or Coundi! into disrepute;

. the member acts in a manner unbecoming of an officer of a Council Committee; or

. The member directly or indirectly threatens or menaces other Committee members;

Where a member is suspended by resolution the Management Committee will provide advice to
Council of the reasons for the suspension and may forward a recommendation for Council to consider
removing the merber from the Management Committee permanently without prejudice.

3.2. Duties and Responsihilities of Management Committees and Council
The duties and responsibilities of Managerment Committees and Council varies between committees.
3.2.1. Deed of Delegation

Council sets out the delegation of the committee in a Deed of Delegation. This Deed
sets out the specific function delegated by Council and is accompanied by a Schedule
of Delegation and a copy of this Manual.

3.2.2. Responsibilities of Council
3.2.2.1. Council's Overriding Authority

Management of the program is delegated to the Management Committee by Council. Whilst the
Committee has control over the program, Council may exercise overriding authority and may revoke
the pawers of the Committee or otherwise direct the Cormmittee as Council sees fit.

3.2.2.2. Insurance of Committee Members

The Council shall insure the Committee in respect of Public Liability Insurance, Professional Indemnity
Insurance, and Personal Accident Insurance and Motor Vehicle Insurance (for Council registered
vehicle’s only)

3.2.2.3. Training of Committees

Council will provide compulsory training to advise members and the Executive of the Committee of the
requirements of their positions. Training will be arranged by Council. Additional training may be
requested by the Committes.

3.2.2.4, Customer Service Charter

Council will respond to requests of the Committee in accordance with its Customer service Charter
3.2.2.5. Legal Expenses

Council may consider the payment of legal expenses in relation to matters involving the Committee and
members when acting in their capacity as members of the Committee.
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3.2.3. Responsibilities of Management Committees

3.23.1 Respeonsibilities

The Community Management Committee will be responsible for the care, control, and management of
a prograrm (including organising, operating and implementing).

3.2.3.2. Care, control and management

Care includes:

. Duty of care to ensure the health, safety and welfare of persons participating in a program of the
Committee; including contractors or valunteers;

. Advising Council of any potential insurance risk that may arise in regard to programs and
participants;

. Attaining sufficient funds to maintain the program as a going concern;

. Ensuring sufficient and equitable access to the program by the community; and

. Ensuring that all users of the prograrm conform to the insurance requirements as set out in this
Manual.

Control includes:

. Holding regular meetings with recorded minutes;

. Monitoring and maintaining financial records;

. Submitting an annual report and all records to Council for an annual audit;

. Submitting monthly financial reports in accordance with GST requirements;

. Clearly defining the role of office bearers and Cornmittee members;

. Maintaining a post office box or public postal address to which all physical correspondence will
be forwarded;

. Maintaining a public email address to which all erall correspondence will be forwarded;

. Submitting a current list of all Committee members including the address and phone number

and emergency contact details to Council immediately following nominations of the Committee,
and where there are changes; and

. Submitting officer bearers names and an audited financial report to Council following the Annual
General Meeting each year.

Management includes:

. Ensuring that all monies received will be used for the benefit of the activity in an eguitable,
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 program;

. Developing and updating Project Plans;

. Recommending policies and procedures which contribute to the effective management of the
program; and

. Being accountable to the comrmunity and the Council for the Committees actions and initiatives

in respect of the program.

3.233. Limitations of powers
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The Committee may not make decisions concerning the following:

. Borrowing any manies without the express written consent of Council on each occasion;

. The purchase of goods and services of a value exceeding $10,000 {ex GST) without the prior
written approval frorthe General Manager or relevant cub-deleaated Diractor ncorphan
wrth Counells Parchasing and Procurement Policiesof Councll. For any purchase which are

considered to —be related or to be used in relation to the same Project, their combined value

must not exceed 510,000 {ex GST) without the prior written approval bemthe Cenorgl

Messmamsrsala et ok delazatas—Llrastardr—eoreplioree—yalia Tl acille Doechac oz ong

Brocuramaent Boliclasof Council.

. Farmation of subrnissions ta government without the prior written consent of Council;

. 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 meeting;

. As a voluntary Committee, merbers do not receive payment far their services. The Committee

may by resolution reimburse the Committee members for reasonable expenses incurred in the
completion of official Committee activities. No other payment is to be made to Committes
members without the prior written approval of Council;

. The Committee is not permitted to vote monies for expenditure on the works, services or
operations of Council;

. The Committee is not permitted to enter into any legal action;

. The Committee is not permitted to loan or donate funds for any purpose

. The Committee is not permitted to set or charge fees for Membership of the Management
Committee.

The exercise by the Cormmittee 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 ar in
writing by the General Manager to the Committee. The Committee will observe any rules and
regulations made by Council, in relation to the facility/ function under its managerent and contral.

If at any time the Committee is deerned 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 General Manager
ar their representative.
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4.

DISPUTES

4.1.General & External:

4.1.1.

4.1.2.

4.1.3.

4.1.4.

415

Where a citizen(s) of the local government area that is not a member of the Management
Committee disagrees with a resolution of the Manzgement Committee these persons may
refer their grievances in writing to the Committee for reconsideration.

Where the Management Committee chooses not to alter its decision, the citizen(s) or citizens
may present their grievance to Council in writing, for reconsideration.

Where such natice in writing is referred to Council, Council will request a report on the issue
from the Managemeant Committee. Upon receipt of the report the matter will be referred to
Council for resolution.

Upon Council adopting a resolution, the details of Council’s deliberations will be advised to
the Management Committee and the citizen(s) who referred the matter to Council.

A rmember may not seek to armend change or overturn a decision of the Committee by
making representations to Councillors or third parties. This does not include contacting
Council or making representations through formal mechanisms such as submissions to

exhibited materials where council is seeking community feedback-directhyorindirec et
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4.2. Disputes - Internal

4.2.1. All disputes between members of the Committee are to be attempted to be resolved within
the Committee where possible.

4.2.2. Where adispute occurs within a Committee the resolution of the majority of the Committee as
awhaole will determine the cutcome. Where thisis not possible the Chairperson/President will
have the casting vote.

4.2.3. There will be no right of appeal when the Management Committee has determined its
resolution of a dispute.

4.2.4. A mernber may not seek to armerd chanze oroverturn a decision of the Committee by making
representations to Councillors or third parties. This does not include contacting Coundil or
making representationsthrough formal mechanisms such as submissions to exhibited materials
where council s seeking community feedback—directhy or indirectly to Councll and/or

5. LEGALISSUES
5.1. Delegation from Council

5.1.1. From a legal perspective, it is impartant that Management Committees of Council and their
members be aware that they are acting on Council's behalf. Legally, the committee is ‘Council’
and any action that the Committee undertakes is Coundil’s responsibility.

5.1.2. Council delegates its authority to the Committee to act on Council’s behalf.

5.2.  Record Keeping

5.2.1. Al documents and records relating to the delivery of the Management Carnmittees, e.g.
minutes of meeting, financial reports, correspondence etc. should be kept in accordance with
the State Records Act.1998. Committees should provide copies of all records to their Council
Liaison Officer to be archived in Council’s electronic document management system.

5.2.2. Management Committees need to be aware of the importance of minutes, because of their
legal status and their liability to be subpoenaed in court cases.

5.2.3. Minutes are required to be kept for all formal meetings of the Committes. These include
General meetings, Annual General meetings and Extraordinary General meetings.

5.2.4. Meeting minutes must record all motions and amendments put to the meeting, and the results.
Minutes should include the mover and seconder of maticns. There is no need to record what
members say at a meeting, however, there may be occasions when it is appropriate to record
the general content of discussions.

5.2.5. The Chairperson/President and the Secretary are responsible for the form of the minutes for
proper confirmation and must check that there have been no unauthorised alterations tothose
minutes.
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5.2.6. Where electronic minutes are used as the sole record of proceedings a motion accepting the
minutes as a true record of proceedings of the meeting is required. This includes any
amendments required and accepted by the Committee. The Chairperson/President is not
required to sign the minutes.

5.2.7. Electronic minutes must be stored in Council’s electronic document management system as
soon after the meeting being held asis practicable in a read-only state prohibiting any changes
or updates.

5.2.8. The motion to confirm the rminutes can only be moved and seconded by persons who were in
attendance at that meeting to which the minutes relate. Should there be insufficient members
present from the previous meeting the Chairperson may exercise their right to move and/or
second the motion to confirm previous minutes.

5.3. Pecuniary Interest

5.3.1. A pecuniary interest is one of financial benefit by a Committee person or other person with
whorm the person is associated (that is, spouse, de-facto partner or relative of a Committes
person) from an interest that a Committee person has in a Council matter.

5.3.2. A pecuniary interest does not exist where the interest is so remote or insignificant that it could
reasonably be regarded as unlikely to influence any decision.

5.3.3. The obligation to disclose a pecuniary interest is a strict duty, and the person's motives for
participation are irrelevant if an interest is said to exist.

5.3.4. Chapter 14 of the L ocal! Government Act 1993 includes a framework for the handling of alleged
breaches of the pecuniary interest provision of the Act. The Act is about openness,
accountability and transparency in decision-making by councils and any Committees
representing the Council.

5.3.5. Itisthe responsibility of members of Managerment Cammittees:

* Todisclose to the meeting any pecuniary interest in a matter before the meeting;

¢ Not to participate in the discussion of the matter before the Carnmittee in which the
member has a pecuniary interest; and

+  Not to vote on the matter before the Committes meeting in which the member has a
pacuniary interest.

5.3.6. Pecuniary interest pravisions are nat breached if the persan did not know or could not have
reasonably been expected to know that the matter under consideration was a matter in which
the person had a pecuniary interest.

5.4. Conflict of Interest

5.4.1. A conflict of interest can arise when a member of the Committee has other involvements or
interests that make it difficult for thern to always remain impartial when involved in discussions
and decision makings. These can include:

* Business or professional activities;
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*  Employment ar accountability to other peaple or organisations;

¢ Membership of other community organisations ar service providers; or

e Ownership of property or cther assets.

The conflict may lead to:

¢ Financial benefit e.g. sale of goods or privileged knowledge;

* Political benefit e.g. gaining or losing electoral support; or

¢ Personal benefit e.g. career advancement or increased standing in the cormnmunity.
5.5.Declaration of Interests

5.5.1. It isthe responsibility of Cornmittee members:
. To disclose to the meeting any pecuniary interest in a matter before the meeting, and

. Not participate in the discussion of the matter befare the Cormmittee in which the
member has a pecuniary interest, and

. Not to vote on the matter before the Committee meeting in which the member has a
pecuniary interest.

A pecuniary interest does not exist where the interest is so remote or insignificant that it could
not reasonably be regarded as likely to influence any decision. The obligation to disclose is @
strict duty and the persons motives to participate are irrelevant if an interest is said to exist.

E.5.2  Pecuniary interest provisions are not breached if the person did not know or could not have
reasonzably been expected to know that the matter under consideration was a matter in
which the person had a pecuniary interest.

5.5.2 Committee members are also required to lodge an znnual written pecuniary interest
declaration in accordance with the section 440AAA of the Loco! Government Act 1993,
Cormmittee members are strongly advised to declare any interests they may have in this
written declaration to ensure transparency, accountability and protection for individual
members.

5.6.Code of Conduct
£.£.1. Committee Members are required to adhere to Council’s Code of Conduct. Campulsory training
an the Code of Canduct will be provided to all Committee members.

5.7.Privacy and Personal Information Protection Act

5.7.1. Committee members are reqguired to abide by the Privacy and Personal information Protection
Act, 1998 (PPIPA). The Act provides for the protection of personal infarmation and the privacy
of individuals generally. Training will be provided to all Committee members.
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6. MEETINGS

The Management Committee should meet on a regular basis to discuss relevant business, and make
decisions affecting the facility/program operation. The time, scheduling and location of meetings will
be decided by the Committee.

6.1. Agenda

6.1.1. Anagenda should be sent out to all Management Committee members at least 5 days prior to
any meeting giving notice of the proposed meeting and of any items for discussion and notices
of maotion

6.1.2. The format of the agenda will be agreed on from time to time by the Cormmittee but will
include as a minimum:

. Time, date and date and venue of the meeting;
. Matters to be discussed / considered; and
. Means for members to submit apologies.

6.1.3  Written reports for the President, Treasurer will be sent out with the agenda to allow
Committee zppropriate time to review the report prior to the meeting.

6.2, Quoruma guorum of any meeting (General, Annual General, Executive or Extraordinary
General) will consist of more than half the total number of entitled voting members [i.e. greater
than 50%). Should a quorum not be present:

. at the commencement of the meeting where the number of apologies received for
the meeting indicates that there will not be a quorum for the meeting, or

. within half an hour after the meeting time designated for the meeting, or
. at any time during the meeting,
the meeting will be adjournad to a date determined by the Executive Committee.

6.2.2. Memberswho are absent or have submitted an apology for their non attendance to a meeting
will be counted when calculating the quorum.

6.2.3. Members who have been granted leave of absence or who have been suspended from the
comrnittee will not be counted when calculating the quorurm.

6.2.4. Councillors who are appointed to a Management Committee in an ex-officio role will not be
counted when calculating the quorum. A Councillor may advise the Committee that they wish
to be included in the quorur and if so they will be included in the quorum calculation for the
remaining term of the Management Comrittee.

6.2.5. Where a meeting commences with a quorum any members who wish to depart the meeting
prior to its formal adjournment must seek leave from the meeting by resolution. If leave is
granted the time of the members departure will be noted inthe minutes and the guorum will
not be adjusted. If leave is not granted and the member departs the member will be rermoved
from the calculation of the quorum.
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6.3.Ordinary/General Meetings

6.3.1. There should be no less than six (&) Ordinary/General meetings held each year, however it is
recormmended that Ordinary/General Meetings of the Committess occur on a ronthly basis to
ensure that any outstanding matters are dealt with expeditiously.

6.2.2. Acalendarof when general meetings areto be held in the ensuing 12 months should be drafted
at the Annual General Meeting.

6.2.3. General meetings of the Management Committee are required to address correspondence,
management and control matters, finance matters, risk management matters and general
matters relating to the program.

6.2.4. An agenda for a General Meeting should be sent out to all Management Committee members
at least 5 days prior giving natice of the proposed meeting and of any items for discussion and
notices of mation.

6.2.5. Minutes of a General Meeting will be kept of the proceedings and a copy forwarded to Council
for storage inits electronic document management system.

6.3.6. General meetings will be conducted in accordance with Council’s adopted Code of Meeting
Practice.

6.4. Annual General Meeting

6.4.1. The Annual General Meeting will report on the activities of the Committee for the year, to
conduct elections for Committee positions and to receive the annual financial report.

6.4.2. The Annual Financial Report will be presented to the Committee for adoption and for
forwarding to Council for auditing purposes.

6.4.2. An agenda for the Annual General Meeting will be sent out no less than 21 days prior to the
rmesting.

6.4.4. Minutes of an Annual General Meeting will be kept and a copy forwarded to Council for storage
in its electronic data management system.

6.4.5. The Annuzl General Meeting will be conducted in accordance with Council's adopted Code of
Meeting Practice.

6.5. Extraordinary General Meetings

6.5.1. AnExtraordinary General Meeting of a Committee may be called to discuss urgent business and
matters outside the scope of an ordinary meeting. A meeting must be requested in writing to
the Executive Committee by two (2) members of the Committee.

6.5.2. An agenda for the Extracrdinary General Meeting of matters to be considered by the
Cornmittee will be prepared and circulated to all members of the Committee with at least three
(3) business days notice.

£.5.3. Only mattersincluded in the agenda will be considered at an Extraordinary General Meeting.

6.5.4. Minutes of an Extraordinary General Meeting will be kept and a copy forwarded to Council
autlining the reason for the meeting and for storage in Council's electronic document
rmanagement system.
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6.5.5. An Extraordinary General Meeting will be conducted in accordance with Council's adopted
Code of Meeting Practice.

6.6. Minute Format

General Meeting minutes of the CSP Managerment Cormmittee will be forwarded to Council for
storage in its electronic document management system,.

[terns to be addressed in the minutes should include:

. Attendance —records of attendees and apologies
. Declaration of pecuniary interests

. Previous minutes and matters arising

. Executive and operational reports

. Correspondence and matters arising

. Agenda items with notice

. Project reports

. Action log/register log

. Member reports

. General business

7. FINANCIAL MANAGEMENT
7.1. Introduction

Council Cammunity Management Committees and their members are appointed under Section 355 of
the focal Government Act 1993, As such, they are subject to the same standards of financial
accountability as Council and its employees. It is imperative that Committees manage their finances
prudently and with transparency.

Al all times, any funds and assets held by the Committee ultimately remain the property of Council. The
Committee is responsible for the care and management of the funds and assets held on behalf of
Council.

Where necessary Council will provide the committee with advice and support to comply with Council
and the Committees financial management obligations.

7.2.Financial Records

7.2.1. Bank Accounts

7.2.1.1. All bank accounts operated by a Cormmittee will be established by Council with a2 banking
pravider of Council’s choice. Establishment of bank accounts by committees are not
permitted.

7.2.1.2. Council will establish a transaction bank account on behalf of the Committee which will

serve to operate for the Committee’s aperational transactions. Council may establish
other accounts (interest bearing, term deposits etc) if requested in writing by a
Committee.

7.2.1.2. All bank accounts will require dual (2) approval for any payments. These approvals can be
dual signatures on chegues or dual EFT approval.
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7.2.1.4 The signatories of all accounts will include the Committee Executive, as well as at least two
Council Finance staff members. Committes signatories require approval at the time of
their election to an Executive role.

7.2.2. Financial Record Keeping

7.2.2.1. Financial records must be kept in accordance with this Manual. Training will be provided
by Council’s Finance section following the election of a Treasurer as required.

7.2.2.2. Committees of Council operate under a financial year from 1 July to 30 June. Each
Committee’s accounts need to be completed and submitted to Coundil by 15 July each
year, following their adoption at a Cammittee meeting. This will enable Council to
consolidate the Committeg’s accounts into Council’s general accounts as required under
the Local Government Act 1993.

7.2.3. Financial Documents

If a committee does not use Councils accounting software to record its financial transactions, each
Committee should maintain the following records:

. Cheque Book - supplied by Council
. Receipt Book - supplied by Council
. Bank Deposit Book —if applicable

. Bank Statement Folder — if applicable

. Petty Cash Book and Tin — if applicable

. Cash-book (electronic version available)

. Business Activity Statement Forms for GST records (electronic)
. Bank Reconciliation Forms (electronic)

It is essential that these records are maintained and reconciled monthly.

7.3.Receiving Payments

7.2.1. Payments of program fees or ather services provided by Managerent Committees can anly be
made by cheque, EFT or bank deposit. Cash may not be used.

7.2.2. The following process should be followed:
e Ensurethat the correct amount has been paid by either cheque, EFT or bank deposit.
e Write out a receipt from the Receipt Book
e Give the original receipt to the payer (fear out of book)
e Ensurethat the duplicate receipt is kept in the Receipt Book.
e Storeany cheques in an appropriate location until they can be banked.

* Ensurethat any cheques on hand are banked weekly.

7.4. Making Payments

7.4.1. The Committee is empowered to make purchases up to the value of 510,000 (ex GST)
expending sums as necessary from amounts received from fees and charges to meet costs
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7.4.2.

7.4.3.

7.4.4.

7.4.5.

7.4.6.

arising out of the delegation function. All purchases should comply with Council’s Purchasing
and Procurement Paolicies and requirements set out inthis Manual. All purchases should be for
goods and services required for the exercise of the responsibilities of the Management
Committee.

Purchases far goods and services above $10,000 (ex GST) require written approval frem-the

Ganaral Mansoar e ralagaet ey dalaaotad Dire

zpd-Procurement Policiesof Council. For any purchases which are considered to be related or
to be used in relation to the sarme Project, their cormbined value must not exceed $10,000 (ex
GST) without the prior written approva| frorm the Conoral Bdoroanr ar roles st oyl Aols oot

Diroctor mcormolioncowith- Coumels Purehacima sed Deceirmmne et Dalicinef Cognc].

It is not appropriate or permissible to:

e Split invoices from the same or similar Projects to avoid the requirement for Council
approval under Clause 8.4.2; or

e Intentionally mislead Council representatives in any way about the cost associated with a
Project.

Any member engaging in behaviour described above may be the subject of disciplinary action
under Clause 3.16 of this Manual (Suspension and Revocation of membership of a
Management Comrnittee).

Any payments over 582.50 (GST-inclusive) must be supported by an official Tax Invoice from
the supplier. This enables the Committee to claim back the GST portion of the payment when
completing their monthly Business Activity Statement (BAS) and is a requirement of the
Australian Taxation Office (ATO). Without a Tax Invaice, the GST partion is unable to be claimed.

All Cormmittee expenditure must only be paid by cheque or Electronic Funds Transfer (EFT).
Under no circumstances should a blank cheque be signed.

All procurement and payments should be made in accordance with Council’s Purchasing and
Pracurement Policies with additionzl steps appropriate for a Committee as outlined below:

7.46.1. A committee member requests approval from the Management Committee for
the procurement and/or supply of service or goods (e.2. engage a contractor,
purchase timber supplies).

7.46.2. The Committee considers the request, checks that docurments and quotes
provided are suitable, adequate and compliant with Council policiesand if deemed
appropriate approves the procurement and/or supply.

7.46.3. The Committee member engages the vendor for the service or goods and the
supplier issues a tax invoice.

7.4.6.4. Where the invoice matches (oris below) the amount approved by the Committee,
the Committee member and an Executive Committee member notes the invoice
advising that the goods/services consistent with the quote accepted and approved
by the Committee is presented to the Committes have been provided. The invoice
is then presented to the Treasurer for payment.

Attachment - Amended - $355 Manual - VYersion 3 - Camden

Seniors Programs Committee - 20190813 Final Draft 5355

ML g hn Bl 200 O Page |23 of27

Attachments for the Ordinary Council Meeting held on 13 August 2019 - Page 241

ORDO7

Attachment 4



ORDO7

Attachment 4

Attachment 4

Amended S355 Manual - Camden Seniors Programs Committee

7.46.5. The Treasurer and ane other cheque signatory confirms that the amount and
invoice details and cther calculations are correct [including GST, etc)

74656, The Committee member provides certification/endorsement that the service or
goods have been supplied consistent with the quote provided.

7.46.7. Treasurer pays the invaice by EFT. If EFT is not available, payment may be made
by cheque

7.46.8. The invoice and any supparting docurnentation is stored for future reference.

7.469. Payment of the invoice is then recorded either in the cashbook or accounting
software.

7.46.10.  Where the invoice is above the amount approved by the Committes, the
Committee member must table the invoice at a Committee meeting for
consideration.

7.46.11.  The Committee reviews the invoice and associated endarsement and if deemed
appropriate approves payment of the invoice by resolution. If approved, the
payrnent of the invoice Is to be done in accordance with clause 7.4.45-7.4.6.8

7.4.7. Where payment of an invoice is required prior to a meeting being convened an “electronic
show of hands (eVote)” as described elsewhere in this Manual may be used. Ratification of the
payment should be tabled at the next General Meeting of the Committee.

7.4.8. Inextreme cases where payment of an invaice is required urgently the Executive Committee
may cansider an invoice for payment. Ratification of the payment and record of the vote should
be tabled at the next General Meeting of the Committee.

7.4.9. |If prior approval from the Executive Committee is received a Committee member may expend
up to $500 ex GST for the purchase of goods and services for the program and be reimbursed
by the Committes on presentation of the appropriate invoices/dockets/receipts.

7.5.Maintaining the Cash Book
7.5.1. A Cash Bookis used to record the Committee’s receipts and payments.

7.5.2. The Cash Bookwill be kept either electronically using the Council preferred accounting software
ar ather agreed method.

7.6.Using the Cash Book

7.6.1. Every time the Committee receives or pays money, the Treasurer records the date, source,
amount, and receipt/cheque/payment number in the Cash Book.

7.6.2. Receipts and payments are entered consecutively in date and receipt nurnber/cheque number
arder in the appropriate location of the cash book.

7.6.3. If using the electronic version, all columns will total automatically.

7.6.4. If using the accounting software income should be allocated against the appropriate itern (e.g.
Ground Hire, Building Hire, Bins, Bonds etc).).

7.6.5. If using the accounting software the system will collate all income and expenditure.
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7.6.6. If using the electronic version, save the file for that month, e.g. lanuary 2019, and start a new
file for each month.

7.7.Bank Reconciliations

7.7.1. At the end of each month, the Committee will obtain a Bank Staternent for its Bank Account.
This needs to be reconciled with the Cash Book.

7.8. Preparing a Bank Reconciliation

7.81. Review the Cash Bock, checking to see if all cheques have been presented and deposits
confirmed at the Bank (ie. noted on the Bank Statement as having been paid or received). Check
that the dollar amounts are the same.

7.82. Enterintothe Cash Book any entries on the Bank Statement which are not already recorded,
ie. there are likely to be bank charges and interest to add to the Cash Book.

7.83. For electranic Cash Books, you must save the file for that month, and start a new file for the
next month.
7.9.Balancing the Bank Reconciliation

7.9.1. Write down the amount in the bank at the time of the last recondiliation (generallythe amount
at the beginning of the month). Add the tatal amount of money received (according tothe Cash
Boak) since the last recanciliation. Subtract the total amount paid (according to the Cash Book).

7.9.2. Add the total amount for unpresented cheques and subtract the total of any outstanding
deposits inthe Cash Book (the last banked amount should be recarded in the Banking column,
and all receipts after that should nat yet have been banked). This will all calculate automatically
if using the electronic Cash Book spreadsheets.

7.9.3. Checkthat the amount you have calculated is the same as the amount on the bottom of your
Bank Statement. If not, check all figures and repeat this process.

7.9.4. Iftheamount is unable to be reconciled, this shall be reparted to the Committee Lialson Officer
to seek assistance from Council’'s Finance section.

7.10. Annual Financial Statements

Goods & Services Tax (G5T) Compliance

7.10.1 GST Basics

. All of Council’s Committees must use Camden Council’s Australian Business Number (ABN) 31
117 341 7564,
. Committees are responsible for administering the requirements of GST legislation i.e charging

GST on taxable supplies and correctly identifying input tax credits claimable from the Australian
Taxation COffice (ATO). Accordingly each Cormnmittee must supply Council’s Finance section with
details of GST applicable to all financial transactions for inclusion in Council’s monthly Business
Activity Statements (BAS).

. All suppliers for purchases exceeding S82.50 (GST-inclusive) must supply a valid Tax Invoice to
the Committee pricr to payment. If the supplier does not have an ABN and is registered for GST,
the Committee must obtain a Statement by a Supplier declaration from the supplier. This must
be obtained and completed before any payments can be made to that supplier. The carnpleted
form must then be kept on record for audit purposes.
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7.10.2 Monthly Business Activity Statements (BAS)

Council is required to lodge its BAS within 21 days after the end of each month. To enable the Finance
section to meet this dezadline, Committees are requested to submit a photocopy of the following Cash
Book entries within 10 days after the end of each month:

. Income transactions
. Expenditure transactions
. BAS Report (if using electronic cash books this is automatically generated)

7.10.3 Committee Settlement of GST Obligations

. At the end of six maonths Camden Council will issue each Committee with an invoice or a refund
inaccordance with GST applicable to the transactions for the past six months. Recondiliations will
be sent with the invoice or payment.

7.11. Funds Held In Bank Accounts

. Funds held in bankaccountswhich are in excess of current cperational needs should be invested
with the assistance of Council inorder to achieve a return on funds, rather than leaving balances
in low interest-bearing accounts.

7.12. Debt Management

. The Committee will follow Council’'s policy in relation to debt management
. Where debt recovery action is required Committees will engage Council Finance Branch to
undertake the debt recovery on their behalf.

8. RISK MANAGEMENT AND INSURANCE
8.1.Risk Management

Risk management is a method of identifying and prioritisation of risks, followed by preventative and
precautionary measures to avoid injury, loss and damage, to either persons or property.

As a Committee of Council, the Management Committee has a duty of care to ensure the health, safety
and welfare of persons using the program.

8.1.1. General

Council and Committees of Council have a wide range of patential lability.

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 are to use documentation provided by Council to evidence the due diligence process
and ensure all responsible steps are being taken to identify risks to the Committee and users of the
facility.
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8.2.Insurance

8.2.1. General

Council is required to take out insurance policies to cover Council’s liability as @ consequence of
Coundil’s business activities. These policies include:

e Public Liability Insurance to cover Council for its liability to third parties for personal injury or
praperty damaged caused by Council’s business activities;

e Professional Indemnity Insurance to cover Council for professional negligence claims (e.g. caused
by incorrect specialist advice);

e Personal Accident Insurance provides specified benefits for registered volunteers following
accidental injury, disability or death while carrying out their duties on behalf of Council;

e Motor Vehicle Comprehensive Insurance to cover Council vehicles driven by volunteers or staff for
damage to the vehicle or to third party property; and

e (Casual Hirers Insurance covers against public liability claims arising from the casual hiring of 2
mermber Council facility.

8.2.2. Notification

Management Committees are instructed that any matter or incident which may give rise to a claim
against Council must be reported to Council as scon as practicable. This will ensure that investigations
and remedial actions can be undertaken to protect Council's interests

Council has a responsibility to notify its insurer as soon as a potential claim is known. Management
Committees may receive advice regarding clzims via writing ar telephone call or by cbservation. Once
the Committee becomes aware of potential claim they are to notify Council immediately. If Council
does not notify of claims which they could reasonably have known about indemnity may be denied by
the insurer.

8.2.3. Child Protection

Children and Young Persons (Care and Protection) Act 1928 - under this legislation Community
Management Committee members accompanying children on trips or participating in activities
conducted by the Committee involving contact with children, must complete and pass a Working with
Children Check.

Working with Children’s Checks are provided by the NSW Children’s Guardian. There is no cost for a
Volunteer  Check.  For more information or to make an  application please visit
www . kidsguardian.nsw.gov.au.
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