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Terms of Reference
Introduction

Bass Coast Shire Council recognises the significant contribution and sacrifice that many of 
its local citizens have had in participating in armed conflict. 

In recognition of this, various War memorials exist within the Shire and often serve as a 
meeting place for commemorative services.    They take on various forms such as a 
traditional monument or statue, entire buildings, significant places, parks, avenues of 
honour, plaques or honour boards.

It is important that these memorials are promoted, maintained, and upgraded in order for 
their preservation for future generations.

Role of the Committee

• To co-ordinate the recording of War Memorials, Honour Boards, Avenues of 
Honour and places and information of significant Military Heritage for Bass Coast.

• To provide a record of each commemoration in a catalogue detailing inscriptions 
and where possible record photographically

• To assist the RSL and community organisations with grant applications for the 
development, upgrade and maintenance of memorials or custodial records within 
the Bass Coast Shire

• To act as an advisory group to assist Council in the recognition of significant war-
related anniversaries such as the centenary of the end of World War One.

• Members of the Committee will be responsible for representing the needs of the 
whole community, even if representing a local interest group.

Committee Objectives

The objectives of the Committee are to–
• provide community input into planning for the future recognition of war-related 

anniversaries such as the centenary of the end of World War One in 2018 .

• be the link between Council and the general community in providing suggestions 
and feedback in relation to war memorials.

Committee Membership

Composition

The Committee will include a total of 10 people (voting members). There will be a 
maximum of one representative from the following interest groups and the interest group 
is to endorse that representative.    
Membership will comprise the following: 

Bass Coast Shire War Memorial Custodial 
Committee of Management
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Council

• Chair (Bass Coast Shire Council Officer representative (voting)

• Council Officer, Bass Coast Shire Council (non-voting)

Nominations from Interest Groups (1 per group)

• Inverloch, Wonthaggi and Phillip Island sub branches of the RSL

• Bass Valley Friends of the RSL

• National Vietnam Veterans Museum

• Phillip Island and District Historical Society 

• Phillip Island and District Genealogy Society 

• Wonthaggi and District Historical Society

• Wonthaggi and District Genealogy Society

• National Trust of Australia (Victoria) Bass Coast Branch

Term of Office

• The term of office for each Committee member will be until December 2018. 

• At the end of this time the Committee will cease. 

• If leave of absence is requested, then a replacement from the same membership 
category should be sought or else the position will be declared vacant and a new 
appointment made.

• The Committee may be wound up at any time by resolution of Council.

Role of individual members:

• Represent the needs of the whole community, even if representing a local interest 
group.

• Include a variety of perspectives and points of view

• Enable useful knowledge to be shared

• Ensure representation of key local groups

Meetings

• The Committee will meet twice per annum in March and October, for two hours.

• Meetings will be held at Civic Centre in Wonthaggi.

• Minutes will be taken and distributed by Council Officers within one week of the 
meeting.  Agendas will be compiled in consultation with the Chair and distributed 
within one week prior to the meeting. 

Meeting Procedures

All meetings of the Committee will be held in accordance with the following:-
• Local Government Act 1989 
• Occupational Health and Safety Act 2004 
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• Privacy Act 2000 

Bass Coast Shire Council:
• Meeting Procedure Local Law 2009
• Code of Conduct
• Occupational Health and Safety Policy 
• Working Together Policy
• Fraud Policy 

Chairperson

The role of the Chairperson includes:-

• Overseeing and facilitating the conduct of meetings in accordance Council’s Meeting 
Procedure Local Law 2009;

• Ensuring all Committee members have an opportunity to participate in discussions 
in an open, respectful and encouraging manner; 

• Where a matter has been debated significantly, and no new information discussed, 
to call the meeting to order and ask for the debate to be finalised and the motion 
to be put;

• Confirming any Agreements and Actions arising from an item with the minute-taker 
prior to proceeding to the next item;

• When the Chairperson is absent, their delegate is to act as Chairperson for the 
duration of the meeting.

Decision Making

• Members present must vote on all resolutions of the Committee. 

• Decisions will be made by majority vote.  

• Proxy votes are not permitted.  

Quorum

The quorum for a meeting will be half the number of voting members plus one.

Reporting to Council

A final report around the activities of the Committee will be presented in a relevant 
Council forum following cessation of the Committee.

Support

Support for the operation of Committee will be met by Council including:

• Executive support

• Administration costs

• Room hire and catering 
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