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Introduction 

Thank you for volunteering with the Bass Coast Shire Council.  

Volunteering and community participation is an important avenue through which Bass Coast 
Shire Council and the community collaborate to deliver a range of services. 

Community based committees allows for and encourage: 

• delegation of functions, duties and powers to the community, providing direct community 
involvement, accountability and ownership for properties and projects 

• networking and resource sharing between people working towards a common goal 

• strengthening of the sense of community within the Shire 

Purpose 

Community Asset Committees (Committees) are established by Council under section 65 of 
the Local Government Act 2020 (the Act) with delegated responsibilities under section 47 for the 
purpose of managing a community asset which includes halls and recreation reserves on behalf 
of Council, and to: 

• ensure fairness in access and use of the asset, 

• ensure the assets and surrounds are clean and presentable and manage general maintenance 
of buildings, furniture and fittings, 

• be a point of contact for the public with respect to the operation, maintenance, development 
and improvements of the asset, 

• support the development of the local community through activation of the asset. 

Information contained within this manual is to provide Committee members access to 
resources and information required to undertake their role. Committees are supported by the 
Governance and Property Department.   

Instrument of Delegation 

In accordance with section 47 of the Local Government Act 2020 (the Act), the Instrument of 
Delegation (Delegation) outlines the power, duty or function delegated to members of a 
Committee. 

The Delegation includes but is not limited to: 

(a) the specified limit on any financial delegation and the specified purpose for which the 
financial delegation may be used; 

(b) compliance with specified governance requirements to ensure appropriate standards of 
probity are met; responsibilities delegated to Community Asset Committees relating to 
meeting procedures, financial management, reporting to Council and appointment to 
Committee processes. 

(c) specified monitoring and reporting of the activities and performance of the Community 
Asset Committee. 

Committee members are only authorised to manage the asset/s in accordance with the 
Delegation. To ensure compliance members are expected to have read and understood the 
Delegation.  



 

4 

 

Governance Manual 

The Committees Governance Manual is to be read in conjunction with the Committees 
Delegation. Information from the Delegation is italicised within this Manual. The Manual 
expands on the Delegation providing the additional operational and procedural information. 

The Manual will be reviewed annually. Committees and community members may provide 
feedback at any time on the Manual and that will be taken into consideration during the review 
period. 

The Manual will be updated as required to accommodate changes to legislation or Council 
policies or procedures that relate to Committees. The Committees will be advised accordingly. 

Insurance 

Public Liability Insurance 

Council maintains Public Liability Insurance that covers the Committee in its role of managing 
the asset in accordance with the Delegation. Insurance coverage is provided to Committee 
members in the event of an injury or damage to the property of a third party whilst using an 
asset.  

The Committee or an individual member does not have delegation or authority to make 
comments or an assessment of any claims.  

The Committee member must obtain and record as much information as possible, including 
date, time, statements and photographs relating to the circumstances of any event that may lead 
to an insurance claim being made. This is to enable a fair and equitable assessment of the 
insurance claim by Councils insurer. 

Personal Accident Insurance 

Council maintains Personal Accident Insurance that covers Committee members for personal 
accidents whilst performing tasks and activities in the capacity of a Committee member relating 
to the management of the asset in accordance with the Delegation.  

Volunteers authorised by the Committee to perform works around the asset are covered by 
Council’s insurance policy for personal injury provided they are acting in that capacity within 
the scope of their duties for, and on behalf of, the Council.  

The Committee must keep a register of names, dates and nature of the activity prior to the 
volunteer undertaking the activity on behalf of the Committee e.g. working bees. The 
Committee must retain this register for insurance purposes.  

General Information 

• Buildings, fittings and fixtures owned by Council are insured by Council 

• Council Insurance covers the contents belonging to the Committee only. Committees 
must keep a register of all contents.    

• All building structures including shared pavilions, public halls and club rooms are covered 
by Council’s building insurance. Associated structures including coaches boxes, 
scoreboards, playgrounds, and storage sheds, are also covered by Council’s building 
insurance. 

• Committees must notify Council immediately of any damage to buildings or property 



 

5 

 

• For insurance information relating to hirers, refer to the Hire of Assets section of this 
Manual 

Risk Management  

Risk Management Guidelines 

Risk Management for Council involves identifying risks and analysing their potential impact. 
Conducting regular risk assessments means potential risks can be identified.  

The benefits of managing risk include: 

• improved ability to anticipate and respond to risks 

• minimise loss or damage to community assets and injury to the public 

• improve safety of facilities and a reduction in insurance premiums 

As part of Councils risk management, Committees are to conduct an annual assessment of the 
asset/s they manage. 

Should risks occur between annual assessments, the Committee should report specific incidents 
to the Council Committees Officer. Community Asset Committees are responsible for 
minimising or eliminating risks.   

Security 

Committees must employ reasonable measures to protect the asset/s under their management. 

These measures include: 

• removal of cash and valuables from the premises when the building is unoccupied 

• regular inspections of the premises to identify any attempts to gain entry or evidence of 
vandalism and report any suspicious activity in the vicinity of the premises to the police 

• detect any doors and windows that have not been secured 

• report any broken locks, doors, windows and other parts of the building that may allow 
unauthorised entry into the premises via email to the Council Committees Officer 

• maintain a key register and notify the Council Committees Officer if any keys are 
unaccounted for. 

Fraud 

Examples of Fraud include the following activities that result in actual or potential financial loss:  

• forgery or alteration of cheques, invoices, computer records and other documents  

• any misappropriation of funds, securities, supplies or any other asset  

• any irregularity in the handling or reporting of monetary transactions  

• unauthorised use or misuse of Council property equipment, materials or records  

• any computer related activity involving the alteration, destruction, forgery or 
manipulation of data for fraudulent purposes or misappropriation of Council owned 
software  

• any claim for reimbursement of expenses that is not made for the exclusive benefit of the 
Council 
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Committees have an obligation to: 

• comply with Council policies and procedures 

• be aware of the signs of acts of misconduct, fraud and corruption  

• report suspected acts of fraud, corruption and misconduct to the Council Committees 
Officer  

• assist with any enquiries and investigations pertaining to fraud, corruption or misconduct  

Governance 

Privacy 

The Privacy and Data Protection Act 2014 (VIC) governs the way in which the Committee on 
behalf of Council needs to responsibly collect, handle and protect personal information and 
ensure data security. 

The Committee will only collect personal information: 

• necessary for one or more of Council's legitimate functions or activities 

• by lawful and fair means and not in an unreasonably intrusive way 

• if reasonable and practicable, directly from the individual 

At or before the time of collection, the Committee will take reasonable steps to ensure you 
are aware of the reason for collection and to whom the information will be disclosed to. The 
Committee will only use or disclose personal information for a “secondary purpose” in 
specified circumstances. 

Committees must retain the physical copies of all documentation such as but not limited to 
registers, hire forms, receipts, bank statements, certificates of works compliance, pertaining to 
the management of the asset. Committees can arrange for Council to store documentation by 
contacting the Council Committees Officer.  

Please refer https://ovic.vic.gov.au/ for more information. 

Conflict of Interest  

Committee members are in a position of trust and must act impartially when making decisions. 
Any member that may have a Conflict of Interest in an agenda item must disclose the conflict 
and leave the meeting, so as not to take any part in the debate, discussion or vote.  

Council recommends in these circumstances Committee members reference Part 6 Division 2 
Conflict of Interest in the Local Government Act 2020 as a guide for determination. 

 

 

 

 

https://ovic.vic.gov.au/
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Council Roles and Responsibilities 

Councillors 

In accordance with section 28 of the Act: 

(1) The role of every Councillor is— 

(a) to participate in the decision making of the Council; and 

(b) to represent the interests of the municipal community in that decision making; and 

(c) to contribute to the strategic direction of the Council through the development and 
review of key strategic documents of the Council, including the Council Plan. 

Note: Decision making of the Council occurs at a meeting of the Council in accordance with 
section 61 of the Act.  

Chief Executive Officer (CEO) 

The CEO is responsible for managing the organisational structure for the council, ensuring that 
council decisions are implemented, the day to day management of the Council’s operations and 
providing advice to Council. 

The CEO in accordance with section 47 of the Act sets the Delegation for the Committees. 

The CEO is delegated to execute section 65 of the Act to establish a Committee and appoint 
members to the Committee. 

Council Committees Officer 

The Council Committees Officer is the first point of contact for Community Asset 
Committees. Their role is to provide assistance and support to the Committee in 
understanding and meeting their delegated responsibilities. Enquiries from Committees should 
come through an office bearer. 

Council Committees Officer: 

1300 BCOAST (226 278)  

t (03) 5671 2211 

f (03) 5671 2222  

e communityassetcommittees@basscoast.vic.gov.au 

PO Box 118 Wonthaggi, VIC 3995 

Committees 

Committees are by Delegation authorised to manage the community asset/s which includes 
halls and recreation reserves on behalf of Council. 

The Committees are the first point of contact for the community and user groups regarding 
the use and or development of the asset/s. Contact details for Committees are located on 
Councils website in the Community Directory. 

 

 

mailto:communityassetcommittees@basscoast.vic.gov.au
https://www.basscoast.vic.gov.au/community-support-services/community-directory
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Community Planning Team 

The Community Planning team have one placed based community planning officer for each 
ward in Bass Coast Shire Council, Bunurong Ward, Island Ward and Western Port Ward. 

Community planning officers are community members point of contact for Council. Their role 
is to build community capacity, community liaison with capital projects, link community through 
the various Council departments and enhance community engagement opportunities across the 
organisation. Community Planners are passionate about community being connected and 
building community resilience. 

Contact: 

1300 BCOAST (226 278)  

t (03) 5671 2211 

f (03) 5671 2222  

e basscoast@basscoast.vic.gov.au 

PO Box 118 Wonthaggi, VIC 3995 

Committee Structure 

The Committee will comprise of no less than 3 members with a suggested limit of 9 members who are 
officially appointed by the Council. All members of the committee must be officially appointed by the 
Council before acting as a member.  

The Committees term will be three years commencing 1 September 2020. Members of the Committee 
may be appointed or resign at any time during this term. Delegation to all members will cease at the 
end of the three year term. Council will seek expression of interest for members to nominate for each 
Community Asset Committee for the next term. There is no limitation on how many consecutive terms 
an individual may nominate or be a member. 

The committee members will appoint office bearers each year at its Annual General Meeting for a one 
year term. Office bearers will form the committee structure being a President, Vice President, Secretary, 
Treasurer, booking officers (optional) and general members. 

The Committee shall have the power to engage non-voting volunteers for a specific purpose and set 
period. Non-voting volunteers do not form part of the committee. 

Where a vacancy occurs, the Committee may submit nominations to the Council for appointment to fill 
the vacancy for the duration of the remaining term of the Committee. The Council may choose to fill 
the vacancy or call for public nominations. 

The Council may remove, reform or amend membership structure at its discretion. 

President 

The President is the spokesperson for the Committee and has primary responsibility for the 
Committee.  

President responsibilities include: 

• Ensure the Committee manages the asset/s only and in accordance with the Delegation, 
Manual and direction of Council 

mailto:basscoast@basscoast.vic.gov.au
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• Ensure the Committee is compliant and adheres to the requirements of documentation 
and reporting in accordance with the Delegation, Manual and direction of Council 

• Chair Committee meetings in accordance with the Delegation, Manual and direction of 
Council 

• Provide an annual report at the AGM outlining the activities, achievements and future 
planning of the Committee 

Vice President 

The Vice President works closely with the President in a supporting role. 

• Perform the role of the President if they are taking a leave of absence 

• Chair meetings in the absence of the President 

• Assist the President as required 

Secretary 

The Secretary works closely with the President as a record keeper for the Committee and 
provides a link between Committee members, Council, user groups and the community. 

Secretary responsibilities include: 

• Preparation and distribution of meeting agendas and minutes in accordance with the 
Delegation, Manual and direction of Council 

• Taking of minutes at Committee meetings in accordance with the Delegation, Manual and 
direction of Council 

• Ensure all registers in accordance with the Delegation, Manual and direction of Council 
are maintained and up to date 

• Managing incoming and outgoing correspondence, including tabling a report to all 
Committee meetings 

Treasurer 

The Treasurer is responsible for keeping the Committees financial records in good order. 
Finances are to be maintained in accordance with the Delegation, Manual and direction of 
Council. 

Treasurer responsibilities include: 

• Establish and maintain the bank account on behalf of the Committee 

• Ensure all financial transactions are recorded and accounted for 

• Ensure compliance of funds expended 

• Provide Council with a financial report at 6 month intervals. End of financial year to be 
certified. 

• Prepare and table a financial overview to ordinary Committee meetings 

• Prepare and table certified financial year accounts to the AGM of the Committee 

• Provide Council with the previous months GST calculation sheet no later than the 2nd 
week of the month. 
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Booking Officer (optional) 

The booking officer is responsible for enquiries, facilitation and administration of hire of the 
asset. Committees may have another office bearer perform this function ie Secretary or Vice 
President 

• Attend to all hire enquires of the facility 

• Ensure requirements associated with the hire, and all paperwork for hirers is in 
accordance with the Delegation, Manual and Council requirements 

• Take all hire requests to a committee meeting for confirmation and or noting.  

• Table a record of all enquiries and bookings at all Committee meetings. This is a statistical 
overview to assess and understand asset use. To maintain privacy, enquirers or hirers 
names are not to be used. Report may include dates, times, and a general use description 
of the hire ie party, event, dancing.  

General Member 

Committee General Members (including officer bearers) responsibilities include: 

• To represent Council and manage the asset/s only and in accordance with the Delegation, 
Manual and direction of Council 

• To manage the community asset/s on behalf of Council, and for that purpose to: 

• ensure fairness in access and use of the asset, 

• ensure the assets and surrounds are clean and presentable and manage general 
maintenance of buildings, furniture and fittings, 

• be a point of contact for the public with respect to the operation, maintenance, 
development and improvements of the asset, 

• support the development of the local community through activation of the asset. 

• To act with integrity and impartiality in all forms of communication and decision making at 
Committee meetings 

• To respect the direction of the President and to support as required the designated office 
bearers  

• To work collaboratively with the Council Committees Officer  

• Act in accordance with the standards of conduct outlined in Councils Code of Conduct 
and Working Together Policy 

Nominating for a Committee 

Community members can nominate to be a member to a Committee through the Expression 
of Interest process. Council will clear all member positions every three years and call for 
Expressions of Interest to all Committees. The first three year term commenced 1 September 
2020. During the three year appointment members may resign. Where a vacancy occurs, the 
Committee may submit nominations to the Council for appointment to fill the vacancy for the 
duration of the remaining term of the Committee. The Council may choose to fill the vacancy 
or call for public nominations. An assessment of the Committee, taking into consideration the 
remaining membership numbers, skills, duration left of current term and operational 
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performance will assist in determining if a replacement is required and what experience and 
skills would be desirable for a new member.  

Non-voting Volunteers 

Committees may engage the additional support of volunteers to assist with a specific activity.  

Volunteers authorised by the Committee to perform works around the asset are covered by 
Council’s insurance policy for personal injury provided they are acting in that capacity within 
the scope of their duties for, and on behalf of, the Council.  

The Committee must keep a register of names, dates and nature of the activity prior to the 
volunteer undertaking the activity on behalf of the Committee e.g. working bees, garden 
maintenance. The Committee must retain this register for insurance purposes.  

Committee Meetings 

For a meeting to be held, the Committee must meet a quorum of at least the majority of the number of 
members on the Committee.  

The Secretary is responsible for preparation of an agenda in consultation with the President and other 
Committee members. The agenda and any background papers are to be circulated to Committee 
members prior (suggest 3-5 days) to the meeting.  

Accurate minutes must be kept of each meeting of the committee and contain details of the meeting 
attendance, proceedings and resolutions made. 

A copy of the minutes are to be forwarded to Council within 7 days from the meeting. 

Committees to hold a minimum of 2 ordinary meetings and an Annual General Meeting per year.  

The Annual General Meeting is to be held in September of each year and open to the public. 

There is no legislated requirement for ordinary meetings of Committees to be open to the 
public. Council encourages Committees to advertise and open ordinary meetings where 
possible. Open ordinary meetings may require a closed section to deal with confidential 
matters. Council recommends in these circumstances Committees refer to the definition 
“confidential information” in the Local Government Act 2020 as a guide for determination.  

Meeting Procedures: 

• Virtual Meetings – are an option available to Committees should circumstances prevent 
face to face meetings by all or some members ie an urgent item requiring immediate 
attention, CovidSafe restrictions, a member located elsewhere at the time of a scheduled 
meeting 

o Facilitating a virtual meeting would be the responsibility of the Committee. Council 
is unable to provide software licences or technical support 

o  To constitute a meeting, members are deemed as being in attendance if: 

 They can hear proceedings 

 They can see other members in attendance and can be seen by other 
members 

 They can be heard (to speak) 
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o All other meeting procedures are to be adhered to in a virtual meeting  

• Chair - the President, is responsible for Chairing meetings, with the Vice President 
performing the role in their absence. In the absence of both the Committee can elect 
another member to Chair 

• Chair AGM – A temporary Chair must open the meeting. This may be a general member 
as long as they are not nominating for an office bearer position, or the Committee may 
invite a Ward Councillor to perform the role. Once the President is elected, they will 
assume the position of Chair.   

• Committee member attendance - Committee members are expected to attend all 
Committee meetings. If a member is unable to attend a meeting they must register an 
apology prior to the meeting with the Secretary. This will enable the Chair to ascertain if a 
quorum for the meeting will be obtained 

• The Chair has discretion to the running of the meeting on matters not specified within the 
Delegation or Manual 

• Quorum -  Chair to ensure there is at least the majority of the number of members on 
the Committee ie 9 Committee member requires 5 at the meeting. If after 30 minutes 
from the scheduled starting time of any Committee meeting a quorum cannot be obtained, 
or during the meeting cannot be maintained, adjourn the meeting to another date and 
time 

• Public attendance at meetings – The public may attend open Committee meetings. Public 
attendance at meetings is of an observatory nature. Any questions or comments the 
public wish to be addressed by the Committee may be forwarded to the Secretary prior 
to the meeting and will be dealt with as part of the general correspondence report. 

• Maintain order – the Chair is responsible for the running of the meeting. Following two 
formal warnings, they may remove a member of the committee or the public from the 
meeting if required  

• Agenda - ordinary 

o The Secretary is responsible for preparing and distributing the agenda   

o The agenda must include: 

 Open Meeting and Welcome 

 Present / Apologies 

 Quorum confirmation 

 Conflicts of Interest 

 Confirmation of Minutes 

 Officer bearer reports – President (optional), Secretary, Treasurer and 
Bookings Officer 

 Agenda Items 

 Date and location of next meeting 

 Close 

o Agenda items must only attend to matters within the scope of the Delegation 

o Agenda items are to be moved and seconded by the members to allow for debate, 
discussion and voting 
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• Agenda - AGM 

o The Secretary is responsible for preparing and distributing the agenda   

o The agenda must include: 

 Open Meeting and Welcome 

 Present / Apologies 

 Quorum confirmation 

 Conflicts of Interest 

 Confirmation of Minutes of previous AGM 

 Outgoing office bearer reports – President, Secretary, Treasurer and 
Bookings Officer 

 Election of office bearers  

 Agenda Items 

 Set meeting dates for coming year 

 Close 

o Agenda items must only attend to matters within the scope of the Delegation 

o Agenda items are to be moved and seconded by the members to allow for debate, 
discussion and voting 

• Debate and Discussion – the Chair is to ensure all committee members are afforded the 
opportunity to debate and discuss items on the agenda without interruption. Debate and 
discussion must always remain on topic to the agenda item and be impartial 

• Decision Making - Voting 

o Committee decisions can only be made at a Committee meeting 

o The Committee must only attend to decisions within the scope of the Delegation 

o Chair to ensure decisions made by the Committee are informed decisions and that 
the broader views of others have been considered 

o Following the debate and discussion the agenda item decision can be put to the 
vote. The Chair will then declare if carried or lost. 

o Chair has casting vote if required 

• Minutes - 

o The Secretary is responsible for taking and distributing the minutes   

o Minutes are not meant to be verbatim and do not need to capture the debate and 
discussion prior to the vote 

o Minute the decision as moved and seconded and the outcome of the vote  

o Council Officer position titles must be used only, not individual names when being 
referenced  

o Councillors to be referenced as Cr. ________ 
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Hire of Asset 

In consultation with Council establish hire forms, for the asset. 

Ensure hirers have appropriate approvals including but not limited to: 

• Public Liability Insurance, and provide a Certificate of Currency. 

• Temporary food registration if applicable. 

• Consulted with Councils Events Officers regarding the requirement to lodge an event if 
applicable. 

Committee to sight and record details of required permits and insurance for booking. 

A Committee on receiving a request for hire of their asset/s may offer an in principal approval 
and tentatively book the dates. The hire is subject to all conditions and requirements of the 
booking being met by the hirer prior to use of the asset/s as specified by the Committee.  

If a Committee deems a request for hire of their asset to be unsuitable, they must contact the 
Council Committees Officer to assess their determination prior to notifying the applicant.  

All hire requests are to be taken to a committee meeting for confirmation and or noting.  

Community Liability Insurance  

Council has Community Liability Insurance for hirers of Council owned or controlled facilities. 
It covers individuals or groups, for non-profit making activities, that do not have existing public 
liability insurance. It is not available to a Hirer who is operating and running their own business. 
It is not, intended to provide cover for festivals, sporting type activities, rock 
concerts/performances or hirers involved in a profit making activity where an admission fee is 
charged. There is no problem in covering ‘Not For Profit’ entities who may charge for fund 
raising purposes. 

This Public liability insurance protects the Hirer from financial loss which they may become 
legally liable to pay as a result of the personal injury and/or property damage which is a result of 
the Hirer actions or activities. Indemnity is only provided to the hirer of the facility. Indemnity 
is not provided to participants/performers/contractors that may be involved in the hire activity 
eg a band engaged for a wedding reception, paid performers etc. Hirers should ensure these 
other parties have in place their own Public Liability insurance. 

This cover is limited to a maximum of five consecutive days and no more than 52 times in any 
calendar year per hirer. 

Coverage is offered to hirers only when a hire agreement is in place. The agreement must state 
the hirer has no other insurance in place and that cover is required under Councils Community 
Liability Insurance.  

For hires with an attendance of more than 1,000 please contact Councils Committees Officer. 

In order to assess a hire groups eligibility for cover, the Committee will require an outline of 
the use or in the case of an event, its purpose, programme, types of vendors, activities, 
anticipated attendance numbers and any admission fees. 

The Hirer is required to pay the first $250 of any claim. 
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User groups ineligible under Councils Community Liability Insurance may be able to access 
coverage via the Local Community Insurance Services at 
https://www.localcommunityinsurance.com.au/ 

Contents Insurance 

Council Insurance covers the contents of the Committee only. 

Any contents of hirers during the hire or stored on the asset ie in a hall or a shed is not 
covered by Councils Insurance. Hirers will need to obtain their own contents insurance. 

Commercial Hirers 

There are State Government Acts such as the Planning & Environment Act 1987 that governs the 
permitted use on land dependant on how the land is zoned, ie a commercial business is not 
permitted to sell or operate on Council land. This may only be permitted for events such as 
markets, festivals or other similar events.  

Any Committee with a hire enquiry from a commercial business and or the activity will be of a 
commercial nature please contact Councils Committees Officer. 

Commercial hires are not covered by Councils insurance.  

Food Safety Information 

All outlets that sell food, including stalls organised by community groups for fundraising, must 
have their food selling operation classed into one of several food premises risk classifications. 
This is a requirement under the Food Act 1984. Please contact Council’s Environmental Health 
Department for further information about how to classify your food selling operation. 

Information for community groups selling food to raise funds can also be found at health.vic 

Hall Hire Use of Catering Facilities 

In the instance where the Committee hires out the hall kitchen facilities to prepare, handle 
and/or sell food, the hirer is required to have lodged a temporary food registration. This can be 
completed online via https://streatrader.health.vic.gov.au/ 

Food provided at private functions that is not sold to the public but provided to private guests, 
does not require a temporary registration ie. birthday party.  

Food Activities  

Food activities include: 

• any sale or preparation of food for sale (on or off the Committee premises) 

• food is deemed to be sold even if it is given away as part of another service or in the 
promotion of a business eg providing sandwiches for a group that hires a Committee 
asset 

Food provided free of charge at a private event is not considered a food activity:  

• a birthday party where guests are not required to pay to attend and food is provided free 
by hosts 

https://www.localcommunityinsurance.com.au/
https://www2.health.vic.gov.au/public-health/food-safety/food-safety-information-for-community-groups
https://streatrader.health.vic.gov.au/
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• shared between club members in an informal arrangement  

• bring a plate to a meeting 

Structure of Premises and Facilities 

All premises must meet minimum structural health standards in order to be registered. This 
includes but is not limited to: 

• appropriate number of sinks/dishwashers for the cleaning of equipment and utensils 

• separate hand wash basin for use by any food handlers 

• suitably constructed food contact surfaces that can be effectively cleaned ie stainless 
steel/tiles 

For more information, please contact the Bass Coast Shire Council Environmental Health 
Department on (03)56712211 or email EnvironmentalHealthTeam@basscoast.vic.gov.au 

Events 

Events are welcome in Bass Coast, and it's most likely they will need a permit. 

The usual triggers for a permit are: 

• changed traffic conditions, signage on roads and or road closures 

• restricted access to Council or public land 

• temporary structures such as tents, toilets and stages 

• temporary seating, lighting or fencing 

• significant loud noise such as music concerts 

• street trading 

• events where a large number of participants is expected 

Events held within the internal hall asset will not require an event permit.  

Events run on Committee managed land will require approval from the Committee and the 
Council Committees Officer as part of their permit application.   

Hirers/user groups must consult with Councils Events Officers regarding their event. 

Events Team 1300 BCOAST (226 278) or (03) 5671 2211. 

Information regarding Planning an Event is available on Councils website. 

Hirers/users must provide evidence to the Committee from Council’s Events team, that they 
do not require a permit or provide a copy of their permit for the event. 

Fireworks 

Please note that for enquiries regarding Fireworks you must contact Councils Local Laws Team 
on 1300 BCOAST (226 278) or (03) 5671 2211. 

Hirers/users must provide evidence to the Committee from Council if they were to receive 
approval for fireworks. 

 

mailto:EnvironmentalHealthTeam@basscoast.vic.gov.au
https://www.basscoast.vic.gov.au/explore/planning-an-event
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CovidSafe Events 

Events on Council assets are required to submit a CovidSafe plan with all event applications to 
Council to ensure CovidSafe measurers are considered to keep our community safe. 

Events held within internal hall assets, do not require a Council event permit, however a 
CovidSafe plan is required to be submitted to the Committee to ensure CovidSafe measures 
are considered. 

https://www.coronavirus.vic.gov.au/public-events  

Please discuss with the Council Committees Officer. 

Conduct 

Members must perform their duties in accordance with the delegation. 

Refer to Councils Working Together Policy and Staff Code of Conduct. 

The Committee shall be the arbiter of disputes.  If disputes cannot be dealt with by the committee such 
matters shall be referred to Council. 

Council may remove any or all Committee members for breach of conduct, non-compliance with the 
delegation, or where a review determines the Committee are not operating effectively. 

Committee members are expected to demonstrate the standard of behaviour outlined in 
Councils Working Together Policy and Staff Code of Conduct. 

Be accessible to the community, impartial and financially responsible in decision making, and to 
manage the asset/s in the best interest of the community and Council. 

Maintain integrity and confidentiality on matters pertaining to the Committee and Council 
correspondence and information. 

Occupational Health and Safety Management 

The asset is maintained to assist Council to meet Occupational Health and Safety and WorkCover 
obligations. 

Hazards, incidents and/or near misses must be recorded on the Injury Register and reported to Council 
within 24 hours. Council will work with Committees to address through corrective action.   

Each Committee must maintain a volunteer register containing name, address, type of activity 
performed and times of work. 

New volunteers must be inducted to the site using the volunteer induction checklist. 

Council is committed to achieving ZERO HARM by maintaining a safe and healthy operation for 
all areas of Council and following risk management principles. 

All representatives of Council including Community Asset Committee members and volunteers 
are expected to value the safety of themselves and others and will contribute to health and 
safety by:  

• taking reasonable care of their own health and safety 

• not put others or the public at risk 

• comply with any reasonable instructions related to health and safety 

https://www.coronavirus.vic.gov.au/public-events
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• wear Personal Protective Equipment (PPE) where and when it is required  

• follow correct OHS Management System processes relevant to the tasks being 
undertaken by the Community Asset Committee members and volunteers and be familiar 
with the hazards and risks within their direct control, taking the necessary steps to 
eliminate or reduce the risk of harm by: 

o undertaking asset inspections when required and complete the Asset Checklist  

o report all hazards, near misses and incidents to Council by completing a Hazard 
Incident Report form 

o respond to notification of a hazard or near miss to reduce the risk or eliminate the 
hazard by completing the investigation and corrective actions section of the Hazard 
Incident Report.  

• conducting site inductions for new members, employees, volunteers and contractors and 
completing a Community Asset Committee Induction/Registration form 

Community Asset Committees also have an obligation to: 

• provide a safe workplace for members, employees, volunteers and contractors 

• ensure members, employees, volunteers and contractors have the training and 
information to perform their role safely  

• ensure that members, employees, volunteers and contractors are capable of performing 
their role safely and in accordance with the Victorian OHS Act 2004 and OHS Regulation 
2017 legislation 

A Register of Injuries is required to be kept for committee members and volunteers.  

All accidents, injuries or incidents must be reported to the Council Committees Officer.   

Administering delegation in conjunction with manual 

Perform and administer the delegation requirements in conjunction with the Community Asset 
Committee Governance Manual. 

No additional operational and procedural information. 

Comply with guidelines and policies of Council 

Comply with any guidelines or policies which Council from time to time adopts and are advised that 
relates to their delegation. 

Council Policies in conjunction with the Delegation and Manual assist in establishing operational 
and procedural information relevant to the Committees. 

Councils Policies are available on the website.  

 

 

 

 

trim://ED20%2f139269/?db=BC&view
trim://ED20%2f147715/?db=BC&edit
https://www.basscoast.vic.gov.au/about-council/strategies-and-policies/policies
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Monitoring and Reporting 

Following the AGM complete the annual reporting documentation as requested by Council. 

Throughout the year maintain and have available to Council on request: 

• bookings register 

• key register 

• asset register 

• volunteer activity register 

• committee member/volunteer induction register 

• facility checklist 

• open space checklist 

• playground checklist 

• Committee member details register 

• Bank Account signatories checklist 

• Bank Account statements 

• Risk/Injury register 

 

The CEO in accordance with section 47 of the Act must submit an annual report to the 
Council in relation to the activities and performance of the Committees. 

Information supplied by the Committees as part of their annual reporting and minutes 
requirements will inform the report.  

Financial Requirements 

Provide Council with a financial report at 6 month intervals. End of financial year to be certified. 

Provide Council with the previous months GST calculation sheet no later than the 2nd week of the 
month. 

In consultation with Council set fees for the asset. 

The committee must seek approval from Council prior to seeking or receiving grants.  

May operate bank accounts which are to be held in the Committees name. All monies received by the 
Committee must be paid into this account. Council must have the ability at all times to access details of 
the committee bank accounts. Only committee members officially appointed by the Council may be 
signatories. 

Is responsible to pay all utility and other charges incurred in operating the asset. 

Cannot borrow money other than advances from the Council. 

May not expend in excess of $10,000 per financial year without Council approval. May not expend 
more than $2,000 on any single purchase without Council approval.  
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Cannot sponsor any event, program, community group or individual. 

Can pay the Council any sums of money for agreed works undertaken by the Council for the 
Committee. 

All financial record keeping requirements that apply to Council also apply to the Committee. 

The financial reporting year runs from 1 July to 30 June. 

Committees must keep financial records and supporting documentation for all transactions, 
including: 

• original tax invoices, receipts, cheque butts, bank statements 

Income / Expenditure 

Committees are required to ensure good financial practices including: 

• completion of a six monthly income and expenditure report be lodged with Council 

• certified annual reporting of end of financial year financial position 

• recording of GST in relation to income and expenses 

Grants 

In accordance with the Delegation, all grant applications in relation to the asset/s, whether 
lodged by the Committee or a user group of the asset/s, need to be submitted to the Council 
Committees Officer for approval to lodge. The Council Committees Officer will review and 
provide feedback and/or approval in writing to the applicant. The asset/s under a Committees 
Delegation, include but are not limited to all physical buildings being halls, structures and sheds 
as well as gardens, trees, playgrounds, seating, open space, reserves and associated 
infrastructure ie coaches boxes, cricket nets and goals. 

In accordance with the Delegation, projects and asset improvements must be, undertaken in 
accordance with Council advice on process. Capital works and major asset renewal are the 
responsibility of Council. As such, any user group wishing to lodge a grant application relating 
to the asset/s are required to seek land manager approval from the Committee as the delegated 
authority. The Committee must assess the application, taking into consideration the impact to 
the asset/s, other user groups, infrastructure approval requirements, ongoing maintenance and 
insurance at a meeting of the Committee. That assessment is then, forwarded with the user 
group grant application to the Council Committees Officer to review the request for approval 
to lodge. 

Committees and user groups must ensure a minimum of 1 month is allocated in their planning 
for the review by Council to be completed prior to the grant closure deadline.  

Invoicing 

Invoices issued by a Committee must contain the following information: 

• Council’s Australian Business Number (ABN) – 810 715 102 40 

• the words ‘Tax Invoice’ 

• invoice GST amount must be either:  

o shown as a separate amount or  
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o stated that the total amount includes GST 

• date of issue of invoice 

• name and address of the recipient of the invoice 

• description of what is being invoiced eg. Hall hire fees 

Withholding Goods and Services Tax (GST) 

Committees must only make full payments to those suppliers/contractors who provide an 
ABN. If an ABN is not provided then 47% tax (this figure is subject to change each year) must 
be withheld until an ABN is provided to the Committee. Withholding Tax must be recorded in 
the expenditure report, as Council is required to forward the amount to the Australian 
Taxation Office (ATO). 

Withholding Tax will not apply where the recipient is a ‘hobbyist’ or a supplier/contractor that 
is not an enterprise in terms of GST legislation and where the payment is less than $75.00 
excluding GST.  Special forms that allow organisations/groups to claim exclusion from 
Withholding Tax provisions known as ‘Statement by Supplier’ are available from major Banks, 
Post Offices and on the ATO website. 

Raffles 

Any organisation wishing to run raffles need to be registered/declared by the Victorian 
Commission for Gambling and Liquor Regulation (VCGLR) prior to conducting any raffles. 

More information can be found on the VCGLR website. 

Maintenance Requirements 

General works, repairs and maintenance of the asset are the responsibility of the Committee. 

Capital works and major asset renewal are the responsibility of Council. 

Projects and asset improvements must be undertaken in accordance with Council advice on process.  

Committees have the authority to undertake minor repairs up to the value of $2000. Consent must be 
gained from Council for any expenses above this. Works must be carried out by qualified personnel, 
relative to the task being performed. All certificates of compliance and invoice copies must be 
forwarded to Council on completion for registration against the asset. 

General Maintenance 

Committees are responsible for paying for general works, repairs and maintenance through a 
maintenance grant provided by Council. Where applicable works and repairs are to be 
completed by certified trades people and certificates provided to Council for recording against 
the asset. ie electrical, plumbing, air-conditioning. 

Council assets are secured by Abloy key systems. Keys are issued at request from the 
Committee and are to be recorded on key registers held by the Committee. Please contact the 
Council Committees Officer for any replacement keys or new locks for buildings, gates, 
bollards etc.  

 

https://www.vcglr.vic.gov.au/gambling/raffle/apply-new-licence-or-permit/application-process-and-requirements
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Capital Maintenance 

Council will advise Committees of planned Capital works and Major Asset renewal. 
Consultation and implementation will take place with the Committee and/or Community as per 
the Community Engagement Policy. 

Open Space, Garden Maintenance and Infrastructure 

Committees are required to submit a project brief for planting of trees, shrubs and 
development of new garden beds including the names of the trees/plants to be planted and long 
term maintenance requirements. 

Council’s position is to renew park furniture with sustainable ecofriendly park furniture. New 
park furniture is requested by way of a project brief or may be included in reserve master 
plans. 

Projects and Asset Improvements 

Committees and/or User groups (including those under tenancy agreements) of these reserves 
and facilities wanting to implement asset improvements are required to provide Council with 
the following information for consideration and assessment. Council will require a minimum 1 
month notice to assess the request and will advise if more time is required for consultation 
with other Council teams or policy/procedure development. 

Provide a project brief: 

• Include pdf/photo example of product/asset for installation if applicable 

• Project manager/group include contact details 

• What benefit will the proposal have to the asset and the community 

• Who will it impact  

• Who is contributing and what are they contributing (monetary/supply/time) 

• Include a lifecycle cost evaluation that identifies the asset’s design and construction costs, 
maintenance costs, operating cash flow requirements. 

• Include any consultation feedback from users/CAC 

• Quotes minimum two – if possible dependant on contractor/supplier availability 

• Mark up on map the location for proposed installations/alterations (building and/or 
reserve maps have been provided to each committee)  

• Advise if you will be applying for a grant, include dates of grant cut off. 

Council approval for projects/improvements is for the submitted project brief and associated 
plans and quotes only. Alterations to a project scope after approval has been granted will be 
required to be re-submitted or approval provided will be null and void and the project is not to 
be implemented. 
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Solar Panels 

Committees wanting to investigate/install solar panels on community assets are required to 
review and follow Council’s guidelines and checklist for installing solar panels. Please liaise with 
the Council Committees Officer on this project. A project brief will also be required.  

Exceptions, conditions and limitations 

The Community Asset Committee is not authorised to: 

• Sub-delegate any or part of the powers, functions and duties delegated to them.  

• Enter into partnership or combine with any other entity. 

• Establish multiple bank accounts. 

• Donate money. 

• Enter into contracts other than those for administrative functions and engaging of short term 
special purpose entertainers, facilitators and guest speakers. Such persons shall be deemed 
'contractors', not employees of the Council. Such contractors shall have relevant insurance cover 
relating to their engagement. 

Committee members risk being removed from the Committee should they work outside of any 
aspects of the Delegation, Manual and direction of Council. Decisions, actions or works 
undertaken by the Committee may be deemed invalid and may require remedial or rectification 
works to restore an asset back to its prior state. Such actions may carry financial implications 
and effect insurance. 
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Council would like to take this opportunity to once again thank you for 
volunteering your time, expertise and energies to be a member of one of Council’s 
Community Asset Committees. 

The Manual will continue to be developed over time to provide you with the 
additional operational and procedural information to perform your Committee 
roles. 

 

If you require more information or clarification, please contact: 

Council Committees Officer: 

1300 BCOAST (226 278)  

t (03) 5671 2211 

f (03) 5671 2222  

e communityassetcommittees@basscoast.vic.gov.au 

PO Box 118 Wonthaggi, VIC 3995 

                           

mailto:communityassetcommittees@basscoast.vic.gov.au
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Templates 

Under review and will be uploaded to Councils website once finalised  
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