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NOTICE is hereby given that the next ORDINARY COUNCIL MEETING OF THE COLAC-
OTWAY SHIRE COUNCIL will be held in COPACC Meeting Rooms, Colac on 28 April 2010
at 3.00 pm.

AGENDA

1. OPENING PRAYER

Almighty God, we seek your

blessing and guidance in our

deliberations on behalf of the

people of the Colac Otway Shire.

Enable this Council’s decisions to be

those that contribute to the true

welfare and betterment of our community.
AMEN

2. PRESENT
3. APOLOGIES
4. MAYORAL STATEMENT

Colac Otway Shire acknowledges the original custodians and law makers of this
land, their elders past and present and welcomes any descendents here today.

Colac Otway Shire encourages active community input and participation in Council
decisions. Council meetings provide one of these opportunities as members of the
community may ask questions to Council either verbally at the meeting or in writing.

Please note that some questions may not be able to be answered at the meeting,
these questions will be taken on notice. Council meetings also enable Councillors to
debate matters prior to decisions being taken.

| ask that we all show respect to each other and respect for the office of an elected
representative.

An audio recording of this meeting is being made for the purpose of verifying
the accuracy of the minutes of the meeting. In some circumstances the
recording may be disclosed, such as where Council is compelled to do so by
court order, warrant, subpoena or by any other law, such as the Freedom of
Information Act 1982

Thank you, now question time. 30 minutes is allowed for question time.

I remind you that you must ask a question, if you do not have a question you will be
asked to sit down and the next person will be invited to ask a question. This is not a
forum for public debate or statements.

1. Questions received in writing prior to the meeting (subject to attendance and
time)
2. Questions from the floor



5. QUESTION TIME

6. DECLARATION OF INTEREST

7. CONFIRMATION OF MINUTES

Ordinary Council Meeting held on the 24/03/10.

Recommendation

That Council confirm the above minutes.
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CONSENT CALENDAR

OFFICERS' REPORT

D = Discussion
W = Withdrawal

ITEM D W

CHIEF EXECUTIVE OFFICER

OM102804-1 CEO'S PROGRESS REPORT TO
COUNCIL

Department: Executive

Recommendation(s)

That Council notes the CEO’'s Progress Report to
Council

Recommendation

That recommendations to items listed in the Consent Calendar, with the exception of
items ............ , be adopted.

MOVED e

SECONDED e
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OM102804-1 CEO'S PROGRESS REPORT TO COUNCIL
AUTHOR: Rhonda Deigan ENDORSED: Rob Small
DEPARTMENT: Executive FILE REF: GENO00460
EXECUTIVE

G21 Regional Alliance Board Meeting
The CEO and Mayor attended the G21 Board meeting on the 21 March 2010. Agenda items
included:

o Consideration of Skilled Stadium as a Priority Project
e Barwon South West Regional Development Australia Update
o Regional Strategic Planning Process

As previously advised, the CEO was involved in the recruitment process for the new CEO of
G21 which saw Elaine Carbines appointed into this role. We wish Elaine every success in
her new role and look forward to working with her to further highlight our Shire’s priority
projects in a bid to maximize funding opportunities for the Colac Otway Shire.

Meeting with RDV & RDA Representatives

On the 8 April 2010, the CEO and senior managers met with Andrew Wear, the new Director
of Regional Development Australia, and Jim Phillips, Acting Regional Manager of Regional
Development Victoria. This meeting provided management with an opportunity to highlight
our priorities and future vision for the Colac Otway Shire.

Victorian Local Governance Association (VLGA) Leading Edge Forum
The Mayor and Acting CEO, Jack Green, attended a VLGA Leading Edge Forum in
Warrnambool on the 15 April 2010.

Councillors & CEOs were invited to this forum, “Forethought or afterthought: what needs to
happen to improve liveability, funding and strategic planning in regional and rural Victoria?”
to discuss a range of issues relevant to the topic.

Colac By-Pass

Discussions have been held with VicRoads with respect to a potential by-pass, or an
alternative heavy vehicle route, for Colac. Given the importance the Council has placed on
the duplication of the Princes Highway between Winchelsea and Colac, this issue needs to
be resolved in order to attract the funding required. It is hoped that the plan to divert traffic
away from Murray Street will be finalized by the end of June 2011.

Great South Coast Municipality Group CEOs’ Meeting
Colin Hayman, General Manager Corporate & Community Services, attended a meeting of
the Great South Coast Municipality Group CEOs on the 16 April 2010 in Warrnambool.
Agenda items included:

e Essential Services Commission — Local Government Performance Framework —
Great South Coast Response
Great South Coast Workplan
Public Transport Plan
Regional plan progress
Draft Western Region Sustainable Water Strategy
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CORPORATE & COMMUNITY SERVICES
AGED & DISABILITY SERVICES

Recruitment
Positions for community care workers will be advertised in late April and the focus will be on
staff availability for weekend respite services.

Ecowise

Twenty people attended the final session presented by the Environment Victoria Trainers.
Many who attended have put into practice the suggested way of saving electricity, heating,
light, travel and garden wise applications.

All those who attended received a show bag with materials and gadgets to support their
savings around the home and garden.

Mens’ Shed

The Men'’s Shed has now commenced and is in the early stages of development. A program
is to be developed in the near future with the view of having centre based meals once a
week.

Through the Client Assessment carried out by Aged & Disability Services Unit, promotion of
this program will be included in the Social Support and Knock Out the Risks coordination
program.

Out & About

The March ‘Out and About’ program to Glenormiston College was thoroughly enjoyed by
some 52 people. All enjoyed the meal and the historic homestead. The April ‘Out and About’
to Geelong is nearly booked out. Feedback from seniors has been very positive and they are
coming forward with a range of ideas for futures trips.

Home And Community Care (HACC) Accreditation Audit.

The HACC Accreditation Audit that was to occur in June-July 2010, has been moved to later
in 2010 or early 2011. The Audit will focus on Comprehensive Assessment that includes
Service Coordination and the newly introduced Active Service Model. The other focus is on
clients’ rights to complain, rights to an advocate and the right to have reviews if refusal
occurs.

Recreation

Community Funding

Applications for Community Projects, Community Recreation Facilities and COPACC
Assistance grants are currently open. These grants provide financial assistance to local and
regional groups and organisations to undertake facility works, programs and activities which
otherwise may not receive funding from State or Federal Government sources. Information
sessions were held in Colac and Apollo Bay to discuss funding criteria, the application
process and relevant requirements with officers in early April. Groups who are considering
applying under this scheme are encouraged to make individual appointments with members
of the Recreation Unit to further discuss their applications, if required.
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Festival and Events Support Scheme Funding 2010-2011

The Colac Otway Shire 2010-2011 Festival and Events Support Scheme provides funding to
encourage festivals and events that celebrate the region’s diversity and cultural, economic
and social development.

Application forms and funding guidelines for both the Community Funding Program and
Festival and Event Support Scheme are currently available at Customer Service Centres at
Colac and Apollo Bay and on Council’'s website www.colacotway.vic.gov.au. Applications for
both funding programs close 7 May 2010.

Eastern Reserve Netball Facility Redevelopment

Contractors Lake and Land continue to work on undertaking the redevelopment of the
Eastern Reserve Netball facility. Works are on schedule despite the wet weather during the
middle of the month. Quotes are currently being obtained for the supply and installation of
shelters. An information sheet was distributed to neighbouring residents of the facility
providing an update of the progress of the works.

Birregurra Skate Park

The official opening of the Birregurra Skate Park was held on Sunday 11 April 2010.

The Skate Park opening featured a diverse range of activities catering for a wide range of
young people (skate, BMX and scooter enthusiasts as well as parents, carers and other
young people not actively involved in riding/skating the park) including pro skate, BMX and
scooter demonstrations, professional coaching clinics, food, giveaways and prizes.

Unfortunately the inclement weather on the day impacted on the skate/BMX/scooter
demonstrations and coaching clinics. After several attempts to get on the facility using
blower vacuum cleaners and brooms to dry the concrete, it was decided to use the local
Health Centre to distribute sponsorship prizes via a raffle ticket system. The myriad of prizes
and giveaways were kindly donated by sponsors: Pro-Tec, Globe International, Madd Gear,
Mutt's Scooter Shack, Mainly BMX, Sharky’s Lorne and Stowaway Distribution. The
professional skate/BMX/scooter team promoted all the sponsors despite the inclement
weather. All children in attendance won a prize.

Installation of seating and the hard stand area will complete this project over the coming
weeks.

Forrest Netball Facility Redevelopment
The redevelopment of the Forrest netball facilities at the Forrest Recreation Reserve is
nearing completion. Installation of training lights is expected to be completed by mid May
and these works will complete this project.

Old Beechy Rail Trail

A review of all license agreements with private land owners along the trail is currently being
undertaken to ensure that licenses will commence simultaneously so that any renewal
process can be dealt with more efficiently. Following an audit of existing signs along the trail,
a series of new directional signs will be introduced and installed in areas that have been
identified as requiring further directional information for trail users. A range of new
interpretive signs is also planned for development before the end of the financial year. These
signs will identify significant points of interest along the trail to enhance the experience of the
walker/cyclist.

Beechy Precinct

Beechy Precinct Library Opening

Council’'s Events Unit continues to collaborate with Neighbourhood Renewal in the
development of the official opening event of the Beechy Precinct Library. The lead up to this
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event will provide opportunities for volunteers to participate in a range of training to then
participate in the activities during the official opening and more importantly as ongoing
volunteers throughout the Beechy Precinct.

Beechy Precinct Library Joint Committee

Over the coming weeks, expressions of interest will be called for persons interested in
becoming a community representative on the joint committee to oversee the ongoing
management and strategic direction of the new Beechy Precinct Library. This opportunity
will be widely advertised throughout the Shire via both print and radio media.

Colac Youth and Recreation Centre

The Central Reserve Advisory Committee has considered the draft concept designs for the
redevelopment of the centre’s toilets. The proposal is to redevelop these amenities to
enable a broad range of reserve user groups to access these facilities. Primarily the
improved facilities will provide toilets and change space for the netballers using the Central
Reserve Netball Courts. Further to the comments received further work will be undertaken
on these plans. The final plans will need to be costed to determine budget capacity. This
project is being funded through funding secured from the Federal Government.

Alvie Recreation Reserve

The redevelopment of the Alvie Recreation Reserve facilities is progressing with contractors
well advanced on the redevelopment of the clubrooms. The Alvie hall has been demolished
making way for the redevelopment of the netball facilities including new court and amenities.

Geelong Region Soccer Strategy

A draft report has been received by the project working group for consideration. Upon
agreement from the project working group each of the project member local government
authorities will work through their respective processes to advise their Council of the
proposed recommendations. It is proposed that a briefing will be provided to Council over
the coming months.

G21 Sport and Recreation Pillar

The G21 Sport and Recreation Pillar group have recently participated in a workshop with
project consultants to develop a governance model and strategic guidance for future
activities and objectives. This project has been funded by the Department of Planning and
Community Development and Colac Otway Shire is the auspice organisation.

Events

FREEZA — Concert in conjunction with the OCR FM Radio Expo 10 April 2010

Colac FReeZA (Lac & Co Productions) worked in partnership with OCR FM Radio on 10
April 2010 to assist the radio station’s efforts to showcase their capabilities. The event
marked the beginning of National Youth Week and provided opportunities for youth to
become involved in station activities. The FReeZA group ran a successful concert on the
Saturday night featuring local bands “Phyllis and the Crab People” and “Vicious Fish”. Our
local FReeZa group elected to support the radio station event acknowledging the ongoing
volunteer contribution over several years from the station towards the FReeZA program.
The gig was a taste of the annual Battle of the Bands competition to be held in August.

National Youth Week — 12 to 16 April 2010

Colac’s three main groups representing youth (FReeZA, Youth Council and SYCIC) met on
the 12 April at La Porchetta as part of National Youth Week. The meeting was a ‘meet and
greet’ and a representative of each group talked about what events have been held and
what is planned in 2010. Workshops were held with representatives from each group sharing
ideas and discussing youth issues.
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Centrelink also held a Youth Week celebration on 16 April 2010 from 1pm to 5pm in
Memorial Square. The ‘Street Surfer Bus’ featured, along with a BBQ and other activities
planned for youth. The event was attended by local police and youth workers.

2010 Autumn / Winter printed Calendar of Events Project

The 2010 Autumn / Winter Calendar of Events posters and brochures have been distributed
to both Visitor Information Centres, rural transaction centres, general stores as well as to a
range of community venues and accommodation providers across the Shire. The brochure
was also featured in the Colac Herald on 5 April 2010 as a full page advertisement. The
brochure information was also provided to local news sheets across the Shire.

Event Organisers Workshop

Planning is underway to conduct ‘back to basics’ volunteering and event planning workshops
for event organisers. These workshops will enable groups to build the skills of new and
existing volunteers to add value to volunteer activities within local communities.

A series of short workshops will be offered consisting of topics developed from the results of
a survey to event organisers.

The workshops will be held in conjunction with the training and volunteer benefits offered to
Beechy Precinct Library volunteers.

Upcoming Events

Events which will be held throughout the Colac Otway Shire in May will be the GOR
Marathon (15 and 16 in Apollo Bay), the Duck Drop Derby (15 and 16 in Colac) and the
Colac Veterans Cycling Club race (23 in Cororooke).

COPACC

Internal Centre Painting

The third stage of the internal painting, including the corporate and theatre production areas,
is now complete. The next stage includes painting of the public foyer and gallery in early
May, along with the theatre foyer areas and the COPACC administration area.

School Holiday Project

‘Make your own dinosaur’ the school holiday workshop sold out 2 weeks in advance. The
day, facilitated by Lynne Richardson, was a ‘roaring’ success with a special guest
appearance by the Dryosaur babies at the end of the session. The response from the
children and carers was extremely positive.

erth Dinosaur Petting Zoo

On 9 April COPACC hosted the team from erth with their Dinosaur Petting Zoo in the Civic
Hall. This performance received 90% house for show 1 and 75% house for show 2. And the
screams of laughter and fear coming from the audience (big and small) were testament to
the great success of the show. The cast and production crew were extremely complimentary
of their experience in the centre.

Business Results

The first 3 months of 2010 have seen very positive growth from last year’s figures; up 8% for
January, 25% for February and 40% for March. The strong customer service and team-
oriented approach seems to be reaping rewards for the Centre.
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Blue Water Fitness Centre
Russell Whiteford has joined the staff at Bluewater Fitness Centre as Dry Programs Co-
ordinator.

The Centre has supported schools in the surrounding area by introducing two secondary
school students into work experience at the centre. Both students are undertaking Certificate
Il in Fitness and the work experience is a requirement of the subject.

The term 2 exercise class timetable has now been released. The time table now consists of
various times including new 5.45pm and 6.45pm time slots. This responds to customer
demand and feedback.

Enrolments for the Learn to Swim Program for term 2 currently sits at 203 students (as of 14
April 2010), this reflects a decrease in enrolments from term 1. This is a winter trend, which
affects both terms 2 and 3.

We have three schools participating in School Learn to Swim Programs this term. These are:
Colac Specialist School, Hampden Specialist School and Beeac Primary School. Colac
Secondary College and Trinity College will also utilise the Centre for their respective physical
education programs.

Starting 19 April, work began on the Aquatic Change room upgrades. The works will take 3-4
weeks to complete and media coverage has been undertaken to ensure Centre patrons are
aware of the works.

Youth Council
Colac Otway Shire Youth Council members attended the overnight Beechy Rail Trail Hike on
29 and 30 March 2010, where they were able to experience team building and discuss ideas
for the coming year. From discussions held on the hike Youth Councillors plan to focus on
the following areas within the community:

- Morning Music;

- Working with 16, 17 & 18 year olds;

- Spending time with the elderly;

- Helping other local youth groups;

- Getting all towns within the Shire involved; and

- Volunteering our services in the Shire.

Overall the Beechy Hike was a great experience for Youth Councillors to take part in.

Youth Council along with FReeZA and SYCIC hosted a National Youth Week activity on 12
April 2010. This event saw the groups learning more about one another and how the groups
can work together in the future.

On 30 April, Youth Councillors will help out at COPACC’s Morning Music — “Almost Anything

Goes” serving food to theatre patrons. A visit to Mercy will then take place on 3 May where it
is intended Youth Councillors will talk and play games with the residents.

12
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INFRASTRUCTURE & SERVICES

GENERAL

Key activities carried out since the last reporting period are as follows:
e Planning for introduction of new Waste Contracts;

e Ongoing budget review for Capital Works; and

e Construction of the Capital Works Program.

CAPITAL WORKS UNIT
The Capital Works Unit has been actively involved in undertaking the following projects as
part of the Capital Works Program for the current financial year.

e Apollo Bay Car Park

The design of the carpark has been reviewed by Council staff. The proposed design will be
sent to the relevant property owners shortly for their comment.

Works are to be deferred until all Section 173 agreements have been finalised. Construction
works are therefore unlikely to be commenced this financial year. This being the case, the
budget for these works will need to be deferred in the 2010/11 budget.

e Irrewillipe Road Widening

This project comprises the widening of the existing sealed pavement in 2 sections between
South Larpent Road and G Barry’s Road (5.9km to 6.8km and 7.7km to 9.4km) to provide a
6.2m wide seal. Works have now been completed.

e Cawood Street Rehabilitation

The original scope of the works was the rehabilitation of the full width of pavement between
Casino Avenue and Banksia Street. The scope of the works was expanded to take the
rehabilitation works up to McLachlan Street. These works have now been completed.

¢ Morley Avenue Kerb & Channel

The concept design for the construction of kerb and channel was reviewed by the Project
Review Group, with a detailed design now completed. The scope of works includes the
construction of concrete kerb and channel along Morley Ave from the Great Ocean Road
intersection through to McCrae Road. Work is due to start in late April 2010.

e Carpendeit-Bungador Road - Realign Culvert at Speedway Road

The design has been reviewed. Work cannot be carried out without land acquisition to
realign the drain. A meeting has been arranged with the property owner to discuss the
necessary land acquisition.

¢ Old Beechy Rail Trail

Works commenced on the construction of the 800m section of trail between the Beech
Forest Information Centre and Ditchley Reserve. It is anticipated that works will be complete
by mid May.

Environmental Management / Planning Update

Over the last month Council’s Infrastructure Environment Officer has been reviewing the
Environmental Assessment Process. These processes are relatively new and various
improvements have been made as a result of their practical application over this short
period. The processes developed for the Infrastructure and Services Department ensures
that environmental assessments are undertaken by suitably qualified Council officers, in
conjunction with the Project Manager. The processes identify environmental assets present,
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assess impacts of the proposed works method, seeks endorsement from the Infrastructure
Environment Officer and the Environmental Planner prior to works commencing.

o Cressy Shelford Road Rehabilitation
A Progress Report has been prepared for the Department of Environment, Water, Heritage
and the Arts (DEWHA) and the Department of Sustainability and Environment (DSE) with an
update on the actions the Colac Otway Shire Council has undertaken in line with the relevant
Cressy-Shelford Road agreements. Some of the key actions are stated below:
0 The establishment of a Working Group (with DSE representation) to oversee the
implementation of the Agreements;
o Removal of the imported road making material placed along the road reserve,
completed in December 2008;
0 A full vegetation survey of the disturbed sites in spring to assess the recovery of
the sites; and
0 Vegetation surveys of all Council’'s roadsides to determine their conservation
significance.

This Progress Report along with supporting documents, will be forwarded to DEWHA and
DSE, when finalised.

SUSTAINABLE ASSETS UNIT

Building Renewal Program
Works are progressing to implement the 2009/10 Building Renewal Program. The following
is an update of some of the projects which comprise this program:

Lavers Hill Hall Painting Exterior painting has commenced with around 60% done.

Exterior painting has been completed.

Disabled toilet is 80% complete only the painting to go.
Work on the disabled access ramp has commenced with
the concrete to be poured on Thursday this week.

All works should be completed by the end of April 2010.

Colac Lawn Tennis Club

Interior/Exterior painting to commence within the next two
weeks. Completion of painting will finalise a number of
major improvements which have recently been

Swan Marsh Hall undertaken on this facility. This includes improving
access, provision of heating and cooling, fencing
improvements, and provision of a roof between the hall
and toilets.

Significant cracking along the South wall of the Rae
Street Office has previously been identified. This is
Structural wall Repairs — | generally as a result of foundations settling due to

Rae Street Office ongoing dry conditions. Three (3) large trees in the
vicinity of the wall have been replaced and repairs to the
wall have been scheduled for late April.

Graffiti on toilets has been painted out.
Red Rock Conveniences | Weatherboards on BBQ shelter have been replaced and
painted.
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Lavers Hill Hall

T

Vandalism Repairs

A number of Council buildings have been subject to minor vandalism over the last month.
The details of this damage are as follows:

Gellibrand Street Toilets - Memorial
Square

Broken partitions to water closets in male
toilets

Central Reserve Grandstand

Damaged external windows to Grandstand

Central Reserve Public Toilets

Damaged toilet pan

Ross Point Toilets

Damaged toilet pan

All identified damage has now been repaired. The police were also notified in each instance.
It is estimated that the total damage bill is in the order of $5000. Costs incurred by Council in
undertaking repairs are able to be recovered in instances where the perpetrators are able to

be identified.

Routine Road and Footpath Inspections

The following is a summary of the routine road and footpath network inspections completed
for the month of March 2010:

Carlisle River — Rural
Roads

Signs and guideposts were found to be either damaged
or missing. All identified maintenance works have been
programmed to be completed by Cosworks’ works crews
in the near future.

Rural Link Roads

Missing signs and guideposts were the most significant
issues noted during this quarter’s inspection of Council’'s
link road network.

Colac Footpath Level 3 —
Residential Streets,
south west area
extending from Murray
Street, Corangamite
Street to Harris Road,
Elliminyt

Movement in sections of footpath were noted during
inspection. This is largely due to ongoing dry conditions
and root intrusion from nearby trees. Any raised sections
will be ground off or a pre mix wedge applied to ensure
that pedestrian safety is maintained. Other maintenance
issues noted related to overhanging trees including both
nature strip trees and trees located in private property.
Trimming of overhanging street trees will be
programmed. Notices have been issued to private
property owners where vegetation is noted as
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overhanging the property boundary. These types of
issues are reported to Council’'s Local Laws department
for further follow up.

Switchboard Upgrade — Irrewillipe Recreation Reserve
Replacement and upgrade of the switchboard was completed in early April 2010.

Asset Management Strategy

Review and development of the Council’'s Asset Management Strategy is continuing. The
second round of interviews have been conducted with key Council Staff with the next round
due in late April. The interview process has proven extremely valuable in validating the
review of Council’'s current asset management status and ensuring organisation wide
participation in the development of the strategy.

Birregurra Bus Shelter

Preliminary works including minor excavation and construction of formwork were completed
by mid April 2010 with the slab poured the following week. Relocation of the redundant
shelter in Gravesend Street is expected by month end. These works are being partly funded
by the Department of Transport.

Bus Stop Upgrades

Works continue to upgrade each of the existing bus stops located along the Colac Town Bus
Service Routes. The purpose of these upgrades is to ensure that each stop meets specified
disability access requirements. Twenty out of sixty stops have been completed so far with a
further ten programmed for April. Quotations are presently being assessed in order to
complete the upgrade of the remaining stops. It is intended that all works are completed by
the end of May 2010. These works are fully funded by the Department of Transport and are
being coordinated by Council staff.

Murroon Road Bridge Abutment works

Works to armour the abutments to this bridge are nearing completion. This has involved the
installation of gabions and rock mattresses along the stream bed and banks in the vicinity of
the bridge. The earthen embankments had been subject to excessive scour and erosion.
The application of this treatment will preserve the long term structural integrity of this bridge.
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COSWORKS DEPARTMENT

Road Regrading: Maintenance grading has increased due to more favourable weather
conditions.

Road Pavement Minor Patching: Ongoing in all areas.

Capital Works:

Binns Road Drainage works Completed
Cawood Street Completed
Sunnyside Road Slip Completed
Binns Road Slip Completed
Murroon Bridge Rehabilitation 50% completed

Gravel Road Re-sheeting: Resheeting works have been undertaken on Storans Road,
Barpimba Road, Killala Road, Sunnyside Road, Montrose Avenue, Tuxion Road, Barham
River Road, Busty Road and Biddles Road.

Major Drainage: Works have been undertaken on Barham River Road, Killala Road, Tuxion
Road, Montrose Avenue, McDonalds Road, Minchintons Road, Kents Road and
Moomowrong Road.

Line marking: Rural centreline repainting 90% completed. Urban & rural Statcons
repainting 90% completed.

Routine Drainage: Drainage works have commenced in Kennet River, Wye River,
Kawarren and Carlisle areas. This is an ongoing program in all areas.

Tree Maintenance: Tree maintenance has been completed at Irrewillipe, Tomahawk
Creek, Birregurra and Yeodene.

Roadside Slashing: Second round of slashing has commenced in Cressy & Eurack areas.
Township Mowing: This has been undertaken in townships as required.

Weed Spraying: Weed spraying has been undertaken in rural areas and around Council’s
roadside furniture.

Bridge Maintenance: Pearces’s Bridge Decking has had repairs undertaken to the bridge
decking.

Gardens: General maintenance to the gardens has been undertaken over the last month.
Playground Maintenance: Birregurra Playground redevelopment is 75% complete.

MAJOR CONTRACTS/WASTE DEPARTMENT

EPA Licencing Reform

The Environment Protection Agency are about to introduce the new landfill licencing
initiatives. Under the new licencing initiatives there will be focus on a risk based approach
allowing Councils to develop their own “Fit for Purpose” landfill monitoring program that
should be in place by June 2011. EPA'’s intention would be to act more in the capacity of a
regulatory body and Council may have to engage consultants for assistance with
development of landfill monitoring program. Endeavour is being made by EPA to make the
licencing process simpler by providing licencing online and bringing all the licences
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belonging to an organisation together. An Annual Performance Statement will need to be
signed by Council’'s CEO and all supporting documents will need to be retained for future
scrutiny. Penalties would apply for providing false or misleading information and Council is
in touch with BRWMG Group for making suitable comments on the proposal.

Replacement of Apollo Bay Harbour Dredge — Meeting with DSE

A meeting was held with Department of Sustainability and Environment on 8 April 2010 to
discuss the replacement of the dredge at Apollo Bay Harbour, which will be a major Capital
Works plant replacement item. The replacement has been necessitated due to the age of
the existing dredge, the Gannett, the support vessel, Corsair, and the lack of a tug boat to
assist the Gannett dredge in strong wave conditions. The existing dredge does not comply
with all safety criteria and can operate in calmer wave conditions only. The DSE have noted
Council's concerns and will pursue the funding options with the relevant Government
departments. Due to the significant costs associated with the replacement, DSE were
unable to give any firm commitment to a replacement date. The item will continue to be
pursued with DSE for a positive outcome in the future.

Waste Update
e EPA Licence Reform

Officers attended an EPA licence reform information session at Warrnambool in mid
March.

e Landfill Levy
The Department of Sustainability has announced an increase in landfill levies
commencing next year. Colac Otway Shire currently sends its putrescibles waste to
Corio Landfill which will see the landfill levy increase from $9.00 per tonne in 2009/10
to $30.00 in 2010/11 and $40.00 per tonne in 2011/12.

¢ \Waste Contract Update

Letter of acceptance, Instrument of Agreements and letters of non acceptance have
been forwarded to all contractors.

Initial meetings with Mastec (bin suppliers) and Wheelie Waste have occurred to
plan, review processes and establish timelines.

An Education Brief is being prepared to seek quotes for educational material, media
releases and promotional material

e “Too Lovely To Litter"
This is a regional litter prevention campaign which has received interest from other
regional waste management groups. These groups are now applying for funding
under the Packaging Forum to extend this as a coastal campaign throughout regional
Victoria.

Tenders
Since the last reporting period the following tenders were opened:
1004 Supply & Deliver 77 KW Tractor - Closed 14 April 2010

Current tenders awarded under CEO delegation are:
0914 Eastern Reserve Netball Court Redevelopment — to Lake & Land Pty Ltd

Current tenders advertised are:
1005 Cleaning Services — closes 5 May 2010
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Subdivision Works

The following table shows the current status of various subdivisional works which will be
handed over to Council when completion is approved:-

Subdivision

Status

Apollo Bay Industrial
Estate Stage 1
9 lots

The developer is completing outstanding civil works including
guard rail at the culverts on Montrose Avenue and landscaping
on the roadsides. Service authorities will also need to sign off
their relevant works for compliance to be issued.

Rossmoyne Road
Industrial Estate Stage
2,23 lots

Subdivisional construction works are almost complete following
the recent asphalting of the roads. Compliance is expected in
May 2010.

Seeberg Estate Stage 2,
24 lots and reserve

The main construction works are now complete with some minor
ancillary works (landscaping and gravel path) to be finished in the
next month. A short section of footpath is to be laid when
underground power is installed.

Cants Road Stage 3
12 lots

Works are completed. A compliance certificate is expected to be
issued shortly.

Hawdon Avenue (at
Hazel Court), Kennett
River, 2 lots

Construction of a concrete driveway apron is now complete with
compliance expected to be issued shortly.

Seeberg Estate

Bituminous Sealing Works

Sprayline has been working over the past couple of weeks to complete the annual spray
sealing contract for 2009/2010. Council supplied aggregate for the work and following
completion of sealing Cosworks will clean up all aggregate stacksites.

Apollo Bay Transfer Station

The Contractor is preparing to construct the transfer station building over the completed
slabs and retaining walls. Prefabricated steel beams and columns will arrive on site soon to
be installed on prepared footings. Works will be about 55% completed by the end of April.
The poor nature of the ground initially presented delays to the program however,
construction is now progressing quickly.
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Alvie Recreation Reserve Development

Extensions to the football clubrooms commenced in February and are expected to be
completed within the next few weeks. Internal plastering is finished with the next stage
being fitting out the building and brickwork which is currently underway. Extension of the
netball court is proceeding.

Birregurra Skatepark

The new Birregurra Skate Park was formally opened to the public by Colac Otway Shire
Council Mayor, Cr Lyn Russell, on 11 April after a successful completion of the construction
contract.

SUSTAINABLE PLANNING & DEVELOPMENT

Rural Living Strategy

Consultant firm CPG-Global Australia is currently preparing a draft Rural Living Strategy.
There have been delays in the preparation of this strategy due to the need for clarification of
issues concerning development in declared water catchments and high fire threat areas. It
is anticipated that the Strategy will be presented to Council shortly after the release of the
Royal Commission findings in relation to the Black Saturday fires, which are due in July.

Birregurra and Forrest Structure Plans

Consultant firm CPG-Global Australia is currently also preparing draft structure plans for
Birregurra and Forrest. There have been delays in the preparation of these plans due to the
need for clarification of issues concerning development in high fire threat areas, and as with
the Rural Living Strategy, it is anticipated that the structure plans will be presented to
Council shortly after the release of the Royal Commission findings in relation to the Black
Saturday fires.

Colac and Apollo Bay Car Parking Study
An Issues and Opportunities Paper for the Colac and Apollo Bay Car Parking Study has
been on public exhibition for comment and feedback since mid-March, and public workshops
were held in Apollo Bay and Colac on 12 and 13 April. Submissions will be sought in
relation to the documents by 30 April 2010.
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Planning Scheme Review

Council is required to review the performance of its Planning Scheme every four years. The
next review is required by legislation to be completed by June 2010. The project is being
undertaken in-house by Council officers, and commenced late in January. Stakeholder
workshops with relevant stakeholders such as regular permit applicants, agencies, State
Government and staff are currently underway, with a workshop scheduled for Councillors in
June to seek their input into the Review.

Coastal Climate Change Advisory Committee Issues and Options Paper

The State Government appointed Coastal Climate Change Advisory Committee released an
Issues and Options paper in March relating to the problem of forecast rising sea levels along
the coast. The Paper presents various options for how the Victorian planning system could
respond to this challenge. Council officers will be providing input to this exercise, with
submissions due late in April. Members of the community are also able to make their own
submissions.

Proposed National Heritage Listing Proposal for the Great Ocean Road

Council considered a report at the March meeting relating to the Australian Heritage Council
proposal to list the Great Ocean Road and Scenic Environs on the National Heritage List. A
submission supporting this proposal was lodged in accordance with Council's resolution,
noting a number of issues that need to be considered.

Protection of East Barham River Potable Water Catchment

The Planning Minister has recently gazetted an amendment C60 to the Colac Otway
Planning Scheme that reintroduces an interim Environmental Significance Overlay —
Schedule 5 which applies to the East Barham River water catchment, north-west of Apollo
Bay. The West Barham Catchment has been long protected by a similar overlay, however
the East Barham River area was subject to an interim control until declaration of the whole
area of the catchment under the Catchment and Land Protection Act 1994, which occurred
in 2009. The interim control, which had inadvertently lapsed in July 2009 has been extended
until 31 December 2011 so as to allow time for Barwon Water to submit a formal amendment
request to Council for introduction of the Environmental Significance Overlay on a more
permanent basis.

Proposed Apollo Bay Water Storage

Barwon Water has announced that the Board has decided to proceed with acquisition of part
of the land owned by the Apollo Bay Golf Club fronting Barham River Road (known locally as
the Garrett land) to facilitate the construction of a new water storage that is required to
augment the capacity of the water supply system to Apollo Bay and Marengo. Barwon
Water is currently in discussions concerning the proposed acquisition, and a planning
scheme amendment request to rezone the affected land will be submitted for Council
consideration when this is resolved.

Fire Prevention and Planning

Council officers will continue to undertake follow up inspections of properties across the
region to assess whether they comply with fire prevention requirements during the fire
danger period that ends on 30 April. Permits to burn off stubble and other green waste are
required until the end of the fire danger period. Although stubble burn permits can be issued
within 1-2 days some larger burns require site inspections to be carried out and therefore
applicants need to allow a week for the permit application to be processed.

Council continues to work closely with other government agencies to implement the

recommendations from the Bushfire Royal Commission. At this stage there are no sites
designated as Neighbourhood Safer Places in the Colac Otway region and it is unlikely that
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any will be designated during the 2009-10 fire season. The Bushfire Royal Commission is
expected to release further recommendations in March that may have further implications for
Council.

Dry Lake Working Group

The Colac Otway Shire is working with other key stakeholders to manage the issues
associated with Lake Colac being dry. The focus of the group is identifying ways to manage
the remaining carp in the catchment and to monitor the growth of fairy grass on the lake.
Although the lake did not dry out completely this year it is expected to very low again next
summer unless there is very high rainfall over winter. Council will continue working with key
stakeholders to try to prevent the re-establishment of carp in the lake and to investigate how
to best manage fairy grass. The community is being reminded that they need to stay off the
exposed lake bed because it is unstable and potentially dangerous.

Barongarook Creek ElIm Removal

A second round of exotic tree removal has commenced along the Barongarook Creek to
improve the health of the Lake Colac catchment. The removal of willows, poplar and elms
between Murray and Chapel streets will be followed by revegetation of the area with native
plant species. The work follows on from a similar project last year, when Council removed
about 10 mature exotic trees near the Murray Street bridge and replaced them with more
than 2000 native trees, shrubs and grasses, with the help of local scouts. Council is also
doing some rock beaching on two stormwater outlets to slow down stormwater as it enters
the creek to prevent erosion, and sediment entering the creek. The work along Barongarook
Creek is part of a larger project to improve the quality of water entering Lake Colac.

Exotic trees are detrimental to waterway health when they grow along the banks of creeks
and rivers because exotic trees drop their leaves every autumn; the creek suffers a dramatic
increase in nutrient load. As the leaves break down, this causes a shift in the water
temperature and decreases dissolved oxygen for fish and macro invertebrates. Native trees
have far less impact on the creek. It will take a while for newly-planted trees to get
established, but in a few years the area will look better and the benefits will really show in
the health of the creek.

Western Region Sustainable Water Strategy

The State Government has recently released a Draft Sustainable Water Strategy for the
Western Region of Victoria that aims to improve water resource management and the
reliability of supplies while also protecting the region’s rivers, aquifers, wetlands and
estuaries. The strategy attempts to strike the balance for sharing water between agriculture,
towns, industry and the environment. Getting the right balance in the final strategy relies on
the broader community understanding the draft strategy and then providing informed
comment.

The draft strategy has been developed through discussion with many agencies and
community groups but now there is the opportunity for the broader community to provide
comment that will influence the final document. Copies of the strategy are available on the
web at www.ourwater.vic.gov.au/programs/sws/western and hard copies can be viewed at
the Council offices in Colac and Apollo Bay.

Trade Training Centre (TTC)

Colac Otway Vocational Education Cluster (COVEC) was advised in March 2010 that it had
not been successful in its Expression of Interest in making an application to the Federal
Government for TTC funding.
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Following a request to both State and Federal Government Ministers, the decision was
reversed enabling COVEC to proceed to a full application due by 30 June 2010.

The decision was reversed in recognition of the lack of trade skill training in Colac Otway
Shire

Small Towns

OT has initiated a small towns project commencing with Forrest. Economic Development
Unit is participating and seeking to integrate Small Town Investment Program (STIP) and
Regional Development Victoria funded Small Town Development Fund projects to support
tourism initiatives. Likely outcome would be streetscape improvements.

The STIP Steering Group has met and will make a recommendation to Council in May on the
2010/2011 program.

Lake Colac
Council Officers are waiting on the receipt of tender documents for the new Cultural Heritage
Management Plan (CHMP) to be completed for the Lake Foreshore and Meredith Park.

Business Events
The first ‘On the Front Foot for Business’ events in Apollo Bay and Colac were addressed by
David Haymes, Director of Haymes Paint. Both were well attended.

The next event is in May and will cover business planning, taxation and insurance issues.

Attachments
Nil

Recommendation(s)

That Council notes the CEO’s Progress Report to Council
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CONSENT CALENDAR

OFFICERS' REPORT

D = Discussion
W = Withdrawal

ITEM

CORPORATE AND COMMUNITY SERVICES

OM102804-2 SECTION 173 AGREEMENTS

Department: Corporate and Community Services

Recommendation(s)

That Council notes the change in practice to the signing
and sealing of Agreements under Section 173 of the
Planning and Environment Act 1987.

OM102804-3 COLAC OTWAY YOUTH COUNCIL
CHARTER

Department: Corporate and Community Services

Recommendation(s)

That Council receive and endorse the Colac Otway Youth
Council Charter.

OM102804-4 EXPRESSION OF INTEREST PROCESS
TO HOST AUSTRALIA DAY
CELEBRATIONS

Department: Corporate and Community Services

Recommendation(s)

That Council endorses the recommendation by the
Australia Day Advisory Committee to adopt an Expression
of Interest process as the method to determine the host
township for Australia Day celebrations.
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OM102804-5 REVIEW OF COUNCIL POLICIES

Department: Corporate and Community Services

Recommendation(s)

That Council:
1. Adopt the following revised policies:

2.6 Customer Service Policy/Guidelines
4.1 Hire of COPACC Policy
5.1 Community Bus Policy
7.3 Risk Management Policy
13.1 Closure of Unused Government Roads;
Licensing of an Unused Road or Water
Frontage Policy
13.3 Display/Locate Sign/s and Goods on the
Footpath/Road Reserve Policy
13.4 Installation and Usage of Stock
Underpasses Policy
13.7 Asset Management Policy
13.8 Heavy Vehicle Access Policy
13.9 Event Road Closure Consultation and
Communication Policy
18.3 Whistleblowers Protection Act 2001

2. Endorse the draft policy No 4.2 Council Property
Leasing Policy for public comment. Public
comments to be received until Friday 11 June 2010.

OM102804-6 PROPOSED NAMING OF ACCESS
ROAD IN BEECH FOREST AS "CLIFF
YOUNG DRIVE" AND LAND AS "CLIFF
YOUNG PARK'

Department: Corporate and Community Services

Recommendation(s)

That Council:

(1) Commence statutory procedures pursuant to clause 5,
Schedule 10 of the Local Government Act 1989 to
name the access road at the front of the Beech Forest
Public Hall as “ Cliff Young Drive”

(2) Provide public notice of its intention to name the
Council owned land located immediately west of the
Public Hall as “Cliff Young Park”.

(3) Consider submissions to the proposal received from
interested parties at a Council meeting at a time to be
arranged in accordance with the provisions of Section
223 of the Local Government Act 1989.
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OM102804-7 INDICATORS OF COMMUNITY
STRENGTH

Department: Corporate and Community Services

Recommendation(s)

That Council note the report on “Indicators of Community
Strength at the Local Government Area level in Victoria
2008".

OM102804-8 THIRD QUARTER PERFORMANCE
REPORT 2009/2010

Department: Corporate and Community Services

Recommendation(s)

That Council receive for information the third quarter
Performance Report for the three months ending 31 March
2010.

OM102804-9 REVIEW OF COUNCIL PLAN

Department: Corporate and Community Services

Recommendation(s)

That Council:

1. Endorse the revised 2009-2013 Council Plan and
the revised 2010-2014 Strategic Resource Plan and
put out for public submissions for a five week
period.

2. Consider any submissions on the Council Plan and
the Strategic Resource Plan at a Special Council
Meeting on Wednesday 9 June 2010 at 1.00pm at
COPACC.

Recommendation

That recommendations to items listed in the Consent Calendar, with the exception of
items ............ , be adopted.

MOVED e

SECONDED e
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OM102804-2 SECTION 173 AGREEMENTS

AUTHOR: Colin Hayman ENDORSED: Rob Small

DEPARTMENT: Corporate & FILE REF: GENO0460
Community Services Delegations

Purpose

To advise Council of a change in practice with respect to the sealing of Section 173
Agreements.

Declaration of Interests
No officer declared an interest under the Local Government Act 1989 in the preparation of
this report.

Background
Currently Section 173 Agreements are included in the monthly Council agenda for signing
and sealing.

The current Colac Otway Shire Instrument of Delegation to Members of Council staff states
that officers have power to enter into agreement covering matters set out in S174.

The Instrument does not include any limitations or conditions on the exercising of this power.

Council Plan / Other Strategies / Policy
Under the Key Result Area of Leadership and Governance, it has the following objective:

“Council will fulfil its leadership, statutory and legal obligations to its community and staff in a
way that is: fair, ethical, inclusive, sustainable, financially responsible and meets the needs
and practical aspirations of current and future generations.”

Issues / Options
Section 173 and Section 174 of the Planning and Environment Act 1987 (Act)

Sections 173 and 174 of the Act provides details of a S173 Agreement and the form and
contents of an agreement.

According to Section 174(1) of the Act, a Section 173 Agreement ‘must be under seal'.
Advise has been sought which indicates it does not mean a common seal must be fixed.
The phrase ‘under seal’ is a reference to a deed. A deed is evidenced by an execution
clause which uses the words ‘signed, sealed and delivered’ before the signatory’s appears.

A Section 173 Agreement will be under seal and therefore comply with section 174(1) — if it
takes the form of a deed by being ‘signed, sealed and delivered’ on Council’s behalf. No
common seal is necessary.

Delegation
Council has delegated to members of Council staff the power to enter into a Section 173

Agreement. S173 Agreements are the outcome of planning processes.
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Improvement to Processes
It is the view that the signing of S173 Agreements under delegation is an efficient use of
Council and staff time and will improve the turnaround times to applicants.

Other Councils
In examination of minutes of other Councils it highlights that the majority of municipalities
either do not have S173 Agreements or they do not submit them to Council.

Proposal
That Council note the change in practice with respect to the signing and sealing of Section
173 Agreements.

Financial and Other Resource Implications
The change will improve the processes required to undertake the finalisation of an
agreement.

Risk Management & Compliance Issues
A Section 173 Agreement is a legal contract made between Council and another party or
parties under Section 173 of the Planning and Environment Act 1987.

Environmental and Climate Change Considerations
Not applicable

Community Engagement
Not applicable

Implementation
The change to the process has commenced. This report is for information of Council.

Conclusion

Council can enter into a Section 173 Agreement without the common seal appearing on it
and has already delegated to members of Council staff the power to executive a Section 173
Agreement on its behalf.

The change will improve the processes and is an efficient use of Council and staff time.

Attachments
Nil

Recommendation(s)

That Council notes the change in practice to the signing and sealing of
Agreements under Section 173 of the Planning and Environment Act 1987.
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OM102804-3 COLAC OTWAY YOUTH COUNCIL CHARTER

AUTHOR: Katherine Attrill ENDORSED: Colin Hayman

DEPARTMENT: Corporate & FILE REF: GENO00374
Community Services

Purpose

The purpose of the report is to provide Council with the final draft of the Youth Council
Charter as discussed and endorsed by Colac Otway Youth Council 2010 and seek Council's
endorsement for these changes.

Declaration of Interests
No officer declared an interest under the Local Government Act 1989 in preparation of this
report.

Background

Council adopted the original Youth Council Charter in 2001 and the current charter in 2005
along with changes approved in December 2009. The charter limits the student membership
to a maximum of fifteen, three from each of the secondary schools in Colac, Apollo Bay and
Lavers Hill.

The charter provides Youth Council with guidelines to which they are to operate. Specifically
the charter includes objectives, membership, term of appointment, meetings, quorum, officer
bearers, administration, financing and insurance.

Youth Council meets twice each month with the exception of the school holidays, therefore
operating from February to November each year.

The draft charter was provided to Council in December 2009 and further to this the new
Youth Councillors forming the 2010 Colac Otway Youth Council have discussed the charter,
its intent and membership and agreed on the final draft as attached.

The changes to the current charter recognise the merge of the High School and the Colac
College and subsequently now the charter allows for three representatives from each of the
secondary schools within the Colac Otway region. This charter also allows for home-
schooled youth and non-school based youth to nominate for the Youth Council.

Council Plan / Other Strategies / Policy

The Youth Council recognises the Colac Otway Shire Council Mission and Values.
Specifically those relating to areas of Community Health, Wellbeing, Leadership and
Governance.

The Colac Otway Youth Council Mission Statement:

“The Colac Otway Youth Council intends to make the Colac Otway district a better place for
today’s youth and for future generations, by honorably representing the youth within the
district, initiating youth projects, enhancing existing youth activities and promoting youth
involvement in the community.”

The Youth Council Charter defines their objectives as the following and these are to be
retained:

31




ORDINARY COUNCIL MEETING CORPORATE AND COMMUNITY SERVICES

1. To provide a forum for the Colac Otway Shire Council to consult with and receive
advice from youth in order to ensure the provision of a high quality, affordable and
flexible youth program.

2. To promote and encourage the involvement of youth in the planning, development
and implementation of matters associated with young people in the community.

3. To ensure that the views of youth are canvassed and conveyed to Council.

4. To provide advice to Council on appropriate youth programs.

The Health, Recreation and Community Services segment of the Council Plan, with delivery
of our vision, mission and values via the provision of “...quality health, recreation and
community services by working in partnership with local health, aged care, welfare, youth,
housing, education providers, sporting groups and employment organisations to promote
community wellbeing”.

Issues / Options
There are two options;

To endorse the proposed changes would provide a greater opportunity for participation by
Youth within the Colac Otway Shire.

To not endorse the proposed changes would mean youth representation within the Colac
Otway Shire to Youth Council would be limited.

Proposal
It is proposed that further to Council endorsing the Colac Otway Youth Council Charter, the
final charter will be implemented.

Financial and Other Resource Implications

There are no financial implications from the recommendations as the proposed changes only
impact the governance structure of the Youth Council and existing budget allocations are
considered appropriate.

Risk Management & Compliance Issues
There are no additional risks associated with the recommendations.

Environmental and Climate Change Considerations
There are no adverse environmental effects to be considered as a result of the
recommendations.

Community Engagement
Consultation has been carried out with members of the 2010 Youth Council and mentors
with regard to these proposed changes.

Implementation
It is proposed to implement the changes at the next 2010 Youth Council meeting scheduled
to take place on 10 May, 2010.

Conclusion

The proposed changes will encourage a wider youth involvement within the Colac Otway
Shire specifically enabling non-school based and home based youth to be nominated for
Youth Council. This charter will provide the current and future Youth Councillors with clarity
regarding their roles and responsibilities.
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Attachments
1. Youth Council Charter

Recommendation(s)

That Council receive and endorse the Colac Otway Youth Council Charter.
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Report OM102804-3 - Colac Otway Youth Attachment 1
Council Charter

Colac Otway Shire Youth Council
"Proposed Charter"

1.0 CONSTITUTION OF THE YOUTH COUNCIL

The Colac Otway Youth Council intends to make the Colac Otway District a better
place for today’s youth and for the future generations, by honourably representing
the youth within the district, initiating your projects, enhancing existing youth
activities and promoting youth involvement in the community.

2.0 PRELIMINARY

Expectations
Attendance: Youth Council meets twice each month with the exception of the

summer school holidays. It is expected the Youth Councillors will send a formal
apology by phone or letter to the Shire Offices if they are unable to attend a meeting
which should include a brief explanations as to why attendance is not possible. It is
expected that Youth Councillors attend a minimum of 15 meeting per year. Leave of
absence may be granted under-exceptional certain circumstances.

Performance:

Youth Councillors are expected to take an active role in activities supported or
undertaken by Youth Council which are for the benefit of young people or the
community.

Confidentiality:

It is expected that all discussions within Youth Council Meetings will remain
confidential.

3.0 OBJECTIVES OF THE YOUTH COUNCIL

3.1 To provide a forum for the Colac Otway Shire Council to consult with
and received advice from youth in order to ensure the provision of high
quality, affordable and flexible youth program.

3.2 To promote and encourage the involvement of youth in the planning,
development and implementation of matters associated with young
people in the community.

3.3 To ensure that the views of youth are canvasses and conveyed to
Councill

3.4 To provide advice to council on appropriate youth programs.
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4.0 MEMBERSHIP

4.1

4.2

4.3

The Youth Council shall be comprised of the following members

hree (3 os § h ot 4 . hools

lac-bei | - lege_Col I | Col
from-Lavers HillP-12 Three (3) secondary-level student
representativesfrom-Apollo BayP-12.

Trinity Secondary College(3)

Colac Secondary College (3)

Lavers Hill P-12 College (2)

Apollo Bay P-12 College (2)

In addition an extra student would be allowed per 300 students if
requested.

Acknowledging the logistical barriers for Lavers Hill and Apollo
Bay students it is recognised that these students may provide
input through other means when attendance is impractical.

Such methods of communication could include but not limited to
contact directly with the Youth Council Administrator or via
telephone conference calls.

To provide an opportunity for non school based youth and home
schooled youth to have input a maximum of two representatives
are allowed.

The final composition and number of youth Councillors are
determined by the Interview Panel to ensure a workable size but
also encouraging participation where possible.

One (1) Councillor (as mentor)

One (1) Council Officer (as administrative support)

The Youth Council may invite delegates mentors to attend from other
youth focussed service organisations.-sueh-as-CO-PYLI{Ceolac Otway
! h Liai Y I " I | "

Youth-Department-ete-These appointments would have no voting
rights.

To allow adults mentors to be voted in by the Youth Council even if not
part of a youth focused service within the community. These
appointments would have no voting rights.
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5.0 TERM OF APPOINTMENT

5.1  Any person appointed to the Youth Council shall hold office for a period
of one (1) year.

5.2  Any member of the Youth Council may be nominated for subsequent
terms but would be required to undergo the recruitment process again.

5.3 Inthe event of a resignation of a Youth Councilllors, the secondary
schools will submit the name of one (1) or more persons to the Youth
Council for appointment in accordance with the membership clause.

5.4  The Youth Council will operate from February to Becember November
each year.

6.0 MEETINGS

6.1  Meetings must be held not less than once a month. Each formal
meeting of the Youth Council must be conducted in accordance with
normal meeting procedures.

6.2  Falilure to attend meeting on three (3) consecutive occasions by a
Youth Councillor will result in the automatic loss of membership to the
Youth Council unless a leave of absence is otherwise applied for to
Youth Council. Excludes Lavers Hill and Apollo Bay Youth Councillors
where explanations or alternatives have been arranged as detailed in
4.0

6.3 A Youth Councillor may apply for a leave of absence.

7.0 QUORUM
7.1 A quorum is formed when a simple majority of members of the Youth
Council is present at a meeting.
8.0 ADMINISTRATION
8.1  The Colac Otway Shire will oversee the administration of the Youth

Council and may call upon the expertise of other youth organisations
within the municipality for assistance.
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9.0 OFFICER BEARERS OF YOUTH COUNCIL

9.1 The Youth Council at its first meeting will elect the following office
bearers:

9.1.1 Chairperson, Deputy Chairperson, Treasurer and Minute Taker
9.1.2 The duties of the Youth Council Chairperson will be to:
a) To Chair all meetings of the Youth Council.
b) To act as the liaison person between the Youth Council and
the Colac Otway Shire.
c) To arrange for an Annual Report of the Youth Council to be
prepared for presentation to the Colac Otway Shire Council
at the conclusion of each Youth Council term.

10.0 FINANCES

10.1 The Youth Council of the Colac Otway Shire has delegated authority to
expend monies from allocated budget.

11.0 INSURANCES

11.1 The Colac Otway Shire Council shall arrange and maintain a portfolio

of insurance to cover all possible risks—including-aPersonal-Aceident

omm a0 Mmamhe v LN Ao ar’ DAl =Tala N

indemnity Poliey-forcommittee-members: Youth Councillors need to
complete Photographic Disclaimer and Volunteer Registration forms
prior to taking part in any activities.

12.0 REVIEW

12.1 The Youth Council is required to recommend any changes to the
Charter on an annual basis.

12.2 All changes to the Charter will be subject to approval of the Colac
Otway Shire Council.
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OM102804-4 EXPRESSION OF INTEREST PROCESS TO HOST
AUSTRALIA DAY CELEBRATIONS

AUTHOR: Anneli Frisk ENDORSED: Colin Hayman

DEPARTMENT: Corporate & FILE REF: GENO00338 Australia
Community Services Day 2011

Purpose

This report seeks Council's endorsement of the decision by the Australia Day Advisory
Committee to implement an Expression of Interest process to determine the host township of
the 2011 Australia Day event.

Declaration of Interests
No officer declared an interest under the Local Government Act 1989 in the preparation of
this report.

Background

In July 2008 the Colac Otway Shire Australia Day Advisory Committee recommended to
Council that one main event be held, creating the possibility for various townships in the
Shire to host Australia Day celebrations. This recommendation was supported by Council
and in 2009 Australia Day celebrations were held in Forrest and in 2010 in Birregurra.

Formal Australia Day activities for the Colac Otway Shire are coordinated by the Victorian
Australia Day Committee which is part of the Department of Premier and Cabinet and
supported by the Government of Victoria. The Victorian Committee is affiliated with the
National Australia Day Council and part of its mission is to “promote the celebration of
Australia Day for the purpose of developing national pride and spirit...".

The Colac Otway Shire Council Australia Day Advisory Committee supports Australia Day
celebrations at a local level. The main function of the Advisory Committee is to appraise
nominations for Australia Day award recipients and, if the proposed Expression of Interest
process is adopted, evaluate applications for townships to host Australia Day celebrations
and make recommendations to Council.

Australia Day celebrations include an official component comprising a flag raising ceremony,
Australian national anthem, official speeches, citizenship ceremony and the presentation of
the Australia Day awards. The official elements are planned and implemented by the Colac
Otway Shire events team. The host community will be encouraged to develop other
celebratory activities around the general Australia Day concept.

The Australia Day celebrations provide the host township with a unique opportunity to
showcase local community venues, artists and performers to a diverse range of residents
and visitors. It also develops partnerships and connections within the local and broader
community.

The recommended Expression of Interest process is designed to support community groups
in initially planning and bidding for the event.
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A Colac Otway Shire Australia Day Advisory Committee meeting, comprising Mayor Lyn
Russell, Cr Brian Crook and Cr Frank Buchanan, together with events officer Anneli Frisk,
was held on 24 March 2010.

Events officer Anneli Frisk introduced the Expression of Interest document to the committee,
which was followed by a discussion, ending in agreement to recommend Council adopt this
Expression of Interest method.

Council Plan / Other Strategies / Policy

The report directly relates to Council’s vision: “Council will work together with our community
to create a sustainable, vibrant future” and forms a part of Council's mission “Council will
work in partnership with our community and other organisations to provide:...An advocacy
and engagement approach to sustainably grow our community”.

Issues / Options
There are three options available to Council.

1. Oppose the adoption of the recommendation made by the Australia Day Advisory
Committee.

2. Undertake further assessment of the recommendation and return to Council for
further consideration. A delay in adopting the recommendation by the Australia Day
Advisory Committee may be detrimental to the planning of the event as it impacts on
the planning timelines and management process required for the potential hosting

group.
3. Adopt the recommendations made by the Australia Day Advisory Committee.

Proposal

The Expression of Interest document is intended to provide the group or organisation with an
overview of the process, submission requirements and the application form as well as assist
the Australia Day Advisory Committee in evaluating the submitted applications.

The Colac Otway Shire Australia Day Committee will meet on 30 June 2010 to review
Expression of Interest applications. Information in relation to the outcome of the selection
process will be incorporated in the July 2010 Council Report.

It is proposed that Council supports the recommendation of the Australia Day Advisory
Committee to adopt this Expression of Interest process to determine the township to host the
2011 Australia Day celebrations. This proposal will become the process to select future host
towns.

Financial and Other Resource Implications

The Colac Otway Shire Australia Day Event receives dedicated project funds allocated
through the annual budget process. It is anticipated that the sum of $10,000 will be allocated
for the 2011 Australia Day event.

Risk Management & Compliance Issues
The successful Australia Day host is required to complete Council's Events Approval
process which addresses risk management and compliance issues specific to the event.

Environmental and Climate Change Considerations

There are no direct environmental and climate change considerations. These would be
considered as part of the event approval process.
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Community Engagement

The Expression of Interest to host Australia Day celebrations document will be advertised
and promoted through the media as well as directly to community groups, progress
association groups and chambers of commerce.

Following Council’s decision in July 2010 as to which township will host the 2011 Australia
Day event there will be ongoing consultation and engagement with the successful
community.

Implementation

Expressions of Interest are to be submitted by 18 June 2010.

The Australia Day Advisory Committee will meet on 30 June 2010 to evaluate and
recommend a selected township to Council in the July 2010 Council Report.

Conclusion
The Australia Day Advisory Committee recommends the implementation of an Expression of
Interest process to select the township to host Australia Day celebrations.

Attachments
1. Expression of Interest to host Australia Day celebrations document

Recommendation(s)

That Council endorses the recommendation by the Australia Day Advisory Committee
to adopt an Expression of Interest process as the method to determine the host
township for Australia Day celebrations.
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THIS PAGE HAS BEEN LEFT BLANK

42



Report OM102804-4 - Expression of Interest

nrannce tn hact Anictralia Nav ~ralahratinne

Colac Otway

SHIRE

Background Jl

Historically Colac Otway Shire hosted two similar but separate
events for Australia Day, one in Colac followed by another in
Apollo Bay.

In July 2008 the Colac Otway Shire Australia Day
Advisory Committee recommended to Council that one
main event be held, creating the possibility for various -Backgr_ound

townships in the Shire to host Australia Day. Australia Day Components

*Submission Requirements
The Australia Day celebrations provide the host township «Evaluation Criteria and

with a unique opportunity to showcase local community Process
venues, artists and performers to a diverse range of -

residents and visitors. It also develops partnerships and *Application Form
connections within the local and broader community.

This Expression of Interest process is designed to support
community groups in initially planning and bidding for the
event. The successful application is required to further
complete Council’s events approval process which specifically
addresses risk management and compliance issues relevant to

the event. Previous Colac Otway Shire
townships that have hosted

Colac Otway groups that have the passion and drive to Australia Day:

plan, organise and execute this event, in partnership with 2009 - Forrest

the Colac Otway Shire events team, are encouraged to 2010 - Birregurra

apply to host the 2011 Australia Day celebrations.

Expressions of Interest are to be submitted by 5pm
Friday 18 June 2010 to:

Mr Rob Small, Chief Executive Officer
Colac Otway Shire

PO Box 283
Colac 3250

memmy celebratio
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Formal Australia Day activities for the Colac Otway Shire are coordinated by the Victorian Australia
Day Committee which is part of the Department of Premier and Cabinet and supported by the
Government of Victoria. The Victorian Committee is affiliated with the National Australia Day Council
and part of its mission is to “promote the celebration of Australia Day for the purpose of developing
national pride and spirit...”

The Colac Otway Shire Council Australia Day Advisory Committee supports Australia Day
celebrations at a local level. The main functions of the Advisory Committee are to appraise
nominations for Australia Day award recipients and evaluate applications for townships to host
Australia Day celebrations and make recommendations to Council.

Australia Day celebrations include an official component comprising a flag raising ceremony,
Australian national anthem, official speeches, citizenship ceremony and the presentation of the
Australia Day awards. The official elements are planned and implemented by the Colac Otway Shire
events team. The host community is encouraged to develop other celebratory activities around the
general Australia Day concepts.

Community drive, passion and involvement are the most important attributes in deciding to plan
Australia Day celebrations. Host towns are encouraged to be as innovative and imaginative as they
wish in coming up with new ideas and approaches to create memorable activities that attract a
diverse audience within the dedicated Australia Day project funds.

Over the past two years, the Colac Otway Shire has allocated a total budget of $10,000 each year for
the delivery of the event. This budget has covered activities provided free of charge to the general
public such as face painting, jumping castle and musical entertainment. By way of example, in 2010
the Birregurra community group elected to provide activities such as markets, ‘free BBQ' (sponsored
by Colac Otway Shire), sheep shearing and working dog trail demonstrations with a local financial
commitment of $800 to the Australia Day celebrations. This amount does not factor the “in kind”
time and contributions. It should also be noted that Council’s contribution is subject to budget
approval however this guide provides an indication of the level of funding provided to this event.

The following table lists proposed allocation of some major responsibilities:

Colac Otway Shire to plan and implement: Community Group/organisation to plan and implement:

e  Official ceremony, including: Australia e Theme, for example: Australiana — bush theme,
Day ambassador, all formal components, multicultural, ‘Aussie Icons’, pioneer /heritage
music and/or band, production e.g. e Activities, for example: face painting / balloon
sound systems sculpture, jumping castle, markets, art exhibition

e Provision of Australian flags and bunting (craft, paintings, photos), BBQ, parade, concert,
for township decorations musical performance / entertainment

e Provision of Australian flags and bunting e Decoration of the official ceremony venue
for official ceremony e Reception following the official ceremony e.g.

e Provision of Colac Otway Shire marquees, Devonshire Tea
flags and banners e Invite host town shop owners to participate in

e Courtesy Bus to and from the event decorating shop-fronts

e First Aid e Meet the terms of Colac Otway Shire Events

e Marketing of event- e.g. advertising and Approval process
distribution of posters and flyers

e Conduct Colac Otway Shire events
approval process
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Expression of Interest Submission Requirements

1. Completed ‘Application Form’ (see page 5)

Including names of people in key roles, involved in the preparation and running of the day.

2. Apreliminary outline of:

a.
b.
c.

d.
3. A statement of anticipated community benefits from hosting this event.

The successful application is further required to be involved in the Colac Otway Shire
Events Approval Process which addresses risk management and compliance issues

An Expression of Interest to host the 2011 Colac Otway Shire Australia Day Celebrations must include
the following components:

Proposed theme

Proposed activities (including estimates of costs)

Outline of management process (including a list of dates of scheduled
group/organisation meetings)

Brief outline of the proposed site and venue/s

specific to the event.

Further Information

/ For further details and information, please contact:

Fax:

Anneli Frisk
Events Project Officer

Colac Otway Shire

PO Box 253

Colac 3250

Telephone: 5232 9523

Email: anneli.frisk@colacotway.vic.gov.au

5232 1046

/
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process to host Australia Day celebrations

Bids will be evaluated against the following criteria:

1. Expression of Interest must address the submission requirements outlined on page 3 and be

accompanied by a completed application form (page 5).

2. Draft Program

* outline of theme and proposed activities and venue/s with a demonstrated awareness

and capacity to engage diverse audience groups

3. Creativity

e appropriate and memorable proposed theme and attractive and varied program of

proposed activities

4. Project Management

e suitability of management arrangements to ensure productivity and efficiency and

capacity to meet timeliness
5. Community Involvement

* demonstrated strong community engagement, enthusiasm and support

Overall application will be scored as follows:

5 | Exceeds the requirements High Success

3 | Meets the requirements Moderate success
1 | Below the requirements Low success

0 | Unable to rate No success

Evaluation Process:

The Colac Otway Shire Australia Day Advisory Committee will evaluate all received

Expression of Interest applications and make a recommendation to the Colac Otway Shire

Council for endorsement as per the following key dates:

18 June 2010 Expression of Interests to be submitted

30 June 2010 Australia Day advisory Committee meet to evaluate and recommend
township to Council

28 July 2010 Colac Otway Shire Council to decide on host township

30 July 2010 Successful group/organisation invited to host 2011 Australia Day

celebrations

All Expression of Interest applicants will be notified in writing of the outcome of the evaluation

process and of the selected township.

Attachment 1 - Expression of Interest to host Australia Day celebrations document

Page 46



Report OM102804-4 - Expression of Interest
process to host Australia Day celebrations

Attachment 1

Please return this application form together with your Expression Of Interest proposal.

Name of group/organisation:

Address:

Town:

Contact person’s name:
QMr O Mrs
1 Miss 1 Ms

Postcode:

Position:

Postal Address:

Town:

Telephone (BH):

Mobile:

Postcode:

Telephone (AH):

Fax:

Email:

List of names in management group and people nominated for key roles on Australia Day:

Name:

Role: President

Name:

Role: Secretary

Name:

Role: Volunteer Coordinator

Name:

Role: Food/Market Stall Coordinator

Name:

Role: Scheduled Activities Coordinator

Name:

Role: Decorations/Hall Coordinator

Name:

Role: Photographer

Name:

Role:

Name:

Role:

Signed:

Name:

Submit completed application form and all Expression of Interest
submission requirements by 5pm Friday 18 June 2010 to:

Mr Rob Small, Chief Executive Officer

Colac Otway Shire

PO Box 283
Colac 3250

Date:
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OM102804-5 REVIEW OF COUNCIL POLICIES

AUTHOR: Colin Hayman ENDORSED: Rob Small

DEPARTMENT: Corporate & FILE REF: GENO01688 Policies
Community Services

Purpose
The purpose of this report is to present for Council's consideration the next batch of Council
policies that have been revised and/or reviewed.

Declaration of Interests
No officer declared an interest under the Local Government Act 1989 in the preparation of
this report.

Background
A Council Policy Manual has been in place for a number of years. A review of a number of
policies has been undertaken.

The first stage of the process to review the policies was to forward to staff and managers
copies of policies for them to make comment and/or changes where appropriate.

The current review has meant changes to all policies except the Cattle Grids policy which
has recently been adopted by Council.

In a number of policies this relates to the change of wording with respect to the Council Plan
2009/2013.

Previous policies were adopted by Council at meetings held in October 2009, November
2009, December 2009 and January 2010. This is the next batch of policies to be reviewed
consisting of 12 policies.

Council Plan / Other Strategies / Policy
This report is consistent with the Council Plan 2009/2013.

The Council Plan 2009/2013 under the key result area of Leadership and Governance has
the following objective.

“Council will fulfil its leadership, statutory and legal obligations to its community and staff in a
way that is fair, ethical, inclusive, sustainable, financially responsible and meets the needs
and practical aspirations of current and future generations.”

In the plan there is also a key action “Review of Council’s Policies”.

Issues / Options

Policy Manual
The Policy Manual currently contains 45 policies which are broken up into 16 categories.

For example:
- Communication/Information
- Rating
- Recreation and Culture
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- Traffic/Road Management
- Governance

Current Review
All of the policies subject to this current review have been provided to Councillors and
reviewed in a workshop.

Changes to Policies
The policies are being reviewed in batches. The following provides further information on
the next group of policies.

Policy No 2.6 - Customer Service Policy/Guidelines
Summary of Changes
- Council Plan reference
- Other minor change

Policy No 4.1 - Hire of COPACC Policy
Summary of Changes
- Council Plan reference
- A number of other changes

Policy No 4.2 - Council Property Leasing Policy
Summary of Changes
The review policy replaces the current “Rental of Community Assets Policy”. The policy
has been changed throughout.

As the policy has been significantly revised and may impact on a number of organisations
and individuals it is proposed that the policy is submitted for public consultation.

Policy No 5.1 - Community Bus Policy
Summary of Changes
- Council Plan reference
- Revised schedules
- A number of other changes

Policy No 13.1 — Closure of Unused Government Roads Licensing of an Unused Road or
Water Frontage Policy
Summary of Changes
- Council Plan reference
- Matters to be taken into account has been changed to take into account land locked
parcels of land
- A number of other changes

Policy No 13.3 - Display/Locate Sign/s and Goods on the Footpath/Road Reserve Policy
Summary of Changes
- Council Plan reference
- Other Minor changes

Policy No 13.4 — Installation and Usage of Stock Underpasses Policy
Summary of Changes
- Council Plan reference
- Replacing “cattle” with “stock”
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Policy No 13.7 - Asset Management Policy
Summary of Changes
- Main changes included in section 6 “Roles and Responsibilities”

Policy No 13.8 — Heavy Vehicle Access Policy
Summary of Changes
- Council Plan reference
- Additional definitions

Policy No 13.9 — Event Road Closure Consultation and Communication Policy
Summary of Changes
- Council Plan reference
- Other minor changes

Policy No 18.3 — Whistleblowers Protection Act 2001
Summary of Changes
- Minor changes to set out eg capital letters

Policy No 7.3 — Risk Management Policy
The Risk Management Policy was recently adopted in December 2009.

At the suggestion of the Audit Committee a dot point under Section 7 Responsibility — Audit
Committee has been changed from:

“Maintaining an efficient and effective external and internal audit processes.”

to
“Seeking assurance of efficient and effective external and internal audit processes.

Proposal
It is proposed that Council adopts the following revised policy:

Policy No Policy Name
2.6 Customer Service Policy/Guidelines
4.1 Hire of COPACC Policy
5.1 Community Bus Policy
7.3 Risk Management Policy
13.1 Closure of Unused Government Roads; Licensing of an Unused Road or
Water Frontage Policy
13.3 Display/Locate Sign/s and Goods on the Footpath/Road Reserve Policy
13.4 Installation and Usage of Stock Underpasses Policy
13.7 Asset Management Policy
13.8 Heavy Vehicle Access Policy
13.9 Event Road Closure Consultation and Communication Policy
18.3 Whistleblower Protection Act 2001

and resolves to put Policy No 4.2 — Council Property Leasing Policy out for public
consultation.

Financial and Other Resource Implications

There are no direct financial implications in relation to the adoption of the review of the
Council policies.
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Risk Management & Compliance Issues
The policies have been reviewed based on appropriate legislation.

Environmental and Climate Change Considerations
No environmental considerations are applicable.

Community Engagement
All of the policies have been through a comprehensive consultation process in their
development.

All of the policies have been reviewed internally by Councillors and Executive. All policies
have been provided to Councillors and reviewed at a workshop.

As the policies are revised policies, they are not required to go out for public consultation.

The Council Property Leasing Policy has been reviewed internally by Councillors and
Executive. The policy was also forwarded to appropriate managers for comment.

It is proposed that the policy is put for public comment for a 6 week period.

Implementation
Once the policies are endorsed the policy manual will be revised. The various policies will
also be available to the public via Council’'s website.

With respect to the Council Property Leasing Policy an advertisement will be placed in the
local paper and a copy of the policy forwarded to lessees of Council facilities for comment.

Conclusion
A comprehensive review of Council policies is continuing. This is the next batch of policies
to be reviewed.

Eleven policies are recommended for adoption and the Council Property Leasing Policy is
recommended to be put out for public comment.

Attachments
Policy 2.6 Customer Service Policy/Guidelines

Policy 4.1 Hire of COPACC Policy

Policy 4.2 Council Property Leasing Policy
Policy 5.1 Community Bus Policy

Policy 7.3 Risk Management Policy

Policy 13.1 Closure of Unused Government Roads; Licensing of an Unused Road or
Water Frontage Policy
Policy 13.3 Display/Locate Sign/s and Goods on the Footpath/Road Reserve Policy

8. Policy 13.4 Installation and Usage of Stock Underpasses Policy

9. Policy 13.7 Asset Management Policy

10. Policy 13.8 Heavy Vehicle Access Policy

11. Policy 13.9 Event Road Closure Consultation and Communication Policy
12. Policy 18.3 Whistleblowers Protection Act 2001 Procedure

o0k whRE
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Recommendation(s)

That Council:

1. Adopt the following revised policies:

2.6 Customer Service Policy/Guidelines
4.1 Hire of COPACC Policy
5.1 Community Bus Policy
7.3 Risk Management Policy
13.1 Closure of Unused Government Roads; Licensing of an Unused Road or
Water Frontage Policy
13.3 Display/Locate Sign/s and Goods on the Footpath/Road Reserve Policy
13.4 Installation and Usage of Stock Underpasses Policy
13.7 Asset Management Policy
13.8 Heavy Vehicle Access Policy
13.9 Event Road Closure Consultation and Communication Policy
18.3 Whistleblowers Protection Act 2001

2. Endorse the draft policy No 4.2 Council Property Leasing Policy for
public comment. Public comments to be received until Friday 11 June
2010.
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CUSTOMER SERVICE
POLICY/GUIDELINES

Policy No: 2.6
Date Adopted: 25/11/08
File No: GEN01688
Revised:

Attachment 1 - Policy 2.6 Customer Service Policy/Guidelines

Page 55



Report OM102804-5 - Review of Council Policies

Attachment 1

Policy No 2.6
Customer Service Policy/Guideline

1. PURPOSE
The purpose of this policy is to outline Council's approach to Customer Service.

Colac Otway Shire is committed to ensuring customers using Council fagilities or services

receive quality, efficient and responsive service through our Performance Standards. . _ _ _. - [ Deleted:
2, INTRODUCTION
Colac Otway Shire aims to work in a courteous, consistent, imely and fair manner.and satisfy___ . - { Deleted: .

all reasonable requests from customers.

The Customer Service Policy aims to provide a document for staff, councillors and customers
alike regarding enquiries or complaints recsived by the Colac Otway Shire, and how they
should be resolved.

All areas of the organisation are committed to being customer focussed and our working
environment is based on respect for the individual and the community.

Councillors and staff are required to maintain the highest standards of conduct and abide by
the Shire's vision, mission andvalues;  ___ _______________._________._.__.

Qur Vision
Coungil will work together with our community to create a sustainable, vibrant future.

QCur Mission
Council will work in partnership with our community and other organisations to provide:

ive, leadership, governance and financial accountabili
s Affordable and effective services

» _An advocacy and engagement approach to sustainably grow our community

Our Values
Council will achieve its Vision and Mission by acting with:

* Respect

+ _Integrity
*  Goodwill
¢ Honesty

* Trust

Council's dual role as a service provider and a regulatory body can create situations where not
all customer requests can be met. However, Council has an obligation to provide customers
with an accessible, fair and equitable mechanism to access services, make service requests
and obtain assistance. The establishment of a standardised, courteous and professional
approach to the management of customer contagt, in conjunction with clear policies and
procedures, will facilitate the achievement of Council's obligation to its customers. This will
enhance Council's image and provide customers with a positive experience of Council.

2.1 Definition of Customers

For the purpose of this policy, customers include individuals and erganisations to whom
Council provides service. Customers include ratepayers, residents, asset users, daily visitors
as well as people passing through the Colac Otway local gavernment area en route to another

destination. Internal customers include other Council Departments and members of staff, __ _ __

Page 2 of 21

Date Adopted: 25/11/08
Revised

File No. GEN01688

- '[ Deleted: values

Deleted: Partnershipy
Woae will werk in partnership with the
commisnity fo achieve agreed goals.1

Consultationy

Woe will undertake genuine consultation
on key issutes as part of pur decision-
making processes to improve the
quality, accountabiity and transparency
of those decisions.{

Servicef

We will provide a culture in which our
services respond to community needs
and aspirations.{

- - { Deteted: g
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Customer Service Policy/Guideline

3. SCOPE OF THE POLICY

This policy applies to all Council staff and Councillors, confractors, consultants, work
placement students and volunteers who deal with customers of Colac Otway Shire.

All Council staff and Councillors provide service to Council's customers either directly or
indirectly.

All Council staff and Councillors must strive to meet the needs of our customers in a
professional and ethical manner with courteous and efficient service. Staff and Councillors will:

« Actimpartially and actively listen to other people’s views, seek advice from a range of
sources before forming opinions, making decisions or taking actions

e Treat all people with courtesy and respect even when disagreeing with their views and
recognise there are legitimate differences in opinions, race, culture, religion, language,
sexuality, gender and abilities and act to prevent offence or embarrassment being
caused

s Actin the interest of the Colac Otway Shire community as a whole

+ Take personal responsibility for decisions, actions and behaviours

* Exercise all reasonable care and diligence in performing the responsibilities and
functions of a Colac Otway Shire employee/councillor.

Further, in conducting our business we will:

act with integrity and honesty
be customer-focused

deliver ‘value for money' services in a professional manner

be innovative, with a focus on performance, outcomes and excellence
be environmentally responsible

be effective and open in our communication,

4, WHAT IS CUSTOMER SERVICE?

Customer service refers to the interaction between internal staff, councillors, interaction
between agencies and these in the community who want or need a product or service from the
Colac Otway Shire. Such contact can take a variety of forms including personal or telephone
communication, media messages, forms and publications.

Quality customer services is defined as the provision of service which meets customer needs
and expectafions on the aspects of service which matter most to the customers, within the
framework of legisiation, policy and budget.

5. PERFORMANCE STANDARDS

To achieve Council's Service value, Performance Standards have been developed to ensure
consistency and quality in presentafion and responsiveness to meet our customer's
expectations, and accessibility to information:

1 Customer Interaction

2 Request Handling

3. Corporate Image

4 Information Management

These Performance Standards will guide our overall organisational customer focus however,
Business Units may adopt site-specific standards to assist them to meet their particular
customer expectations within their resources. These must be in line with the standards and
the Shire values.
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A copy of the standards are attached at Appendix 1 of this document. They contain an
explanation of the Performance Standards, how they are going to be measured and what
actions can be taken to improve the overall organisational targets.

The Performance Standards are monilored and measured through the following

___mechanisms:

« The Annual Customer Satisfaction Survey (co-ordinated by the Office of Local
Government) indicator for Council's interaction and responsiveness in dealing with the
public.

» Performance Management process (PES).

* Colac Otway Requests System (MERIT).

» Regular reviews by individual Business Unit Team Leaders and Managers.

»__Feedback Sheets for Customer Interaction, _ __ __ ________ .- —[ Deleted: 7

GUIDING PRINCIPLES OF SERVICE PROVISION

The standards our customers have a right to expect:

Atall times Council aims to:

» listen to what you say

s be approachable and professional

« f{reat customers courteously and with respect

* address you by your name when we know it

» give officer identification when talking to customers

« follow up on service commitments that we make to you

» respond as quickly and efficiently as possible to service requests and service complaints

« be punctual for meetings and appointments

* treat customer's perscnal information with confidentiality

+ be factual and accurate in the information provided.

_____________________________________________________________ _ - - 7| Deteted: 1

TYPES OF CUSTOMER SERVICES }II
1

Customers contact Council for a wide variety of issues ranging from enquiries and requests for 1

information or advice, to the provision of direct services, i.e., Development Applications, Dog 1

Registrations, etc. %
1

(1) Telephone Calls L

Council recognises the importance of telephone calls and will answer all calls prompily and
efficiently, referring calls to the appropriate officer quickly and providing clear and concise
information in response o caller enquiries. Council endeavours to:

+ Advise all callers of the name of the person answering the call, or making the call where it
is outgoing from Council

+ Deal with the call, redirect the call or take a clear message from the caller as required

+ Ensure all messages include details of the caller's name, contact number and message as
well as details of who took the message and when

+« When calls cannot be fully responded to immediately, give clear advice to the caller about
when the caller can expect a response

+ Putcalls on hold for the minimum amount of fime possible

«  Speak clearly, deal with customers calmly, courteously and patiently, even when the
callers are angry, aggressive or distressed

«  Answer unattended telephones in the absence of staff in the particular section/department
whenever practical.
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Telephone protocols have been developed which provide basic guidelines for staff in terms of
managing telephone calls and establishes some standards and practices with the use of
technical features of telephone services. It aims to ensure that telephones are answered in a
welcoming, consistent and informative manner that gives a positive and professional
impression of the Shire.

A copy of the Telephone Protocols is attached at Appendix 2 of this palicy.
(2) Written

Council recognises the importance of correspondence (letters, facsimiles and email
messages) and will provide clear and concise responses promptly. Council endeavours to:

* Provide a resporise to all matters in line with the Request Handling Performance
Standard

« Ensure that all outward carrespondence includes the name and contact details of the
officer dealing with the matter and Council's file reference

« Use language that is clear and concise

» Provide documentalion in a larger font on request.

Colac Otway Shire style guidelines provide further information on communications on
behalf of the organisation.

(3) Face to Face

Council recognises the need to promptly serve members of the public who come to Council to
seek information or transact business. Council will endeavour to have officers available to the
public during office hours and at designated times. Council endeavours to:

* Make staff available for interviews by prior arrangement

s Attend to members of the public at the customer service help desks in a professional
and helpful manner

+ Promptly advise staff if there is a member of the public in the reception area for an
appointment

* Provide a full range of information for public inspection in customer service areas

+ Speak clearly and deal with visitors calmly, courteously and patiently, even when
visitors are angry, aggressive or distressed

« Make appointments to visit a customer external to Council's facilities. At the beginning
of any Council visit, staff or Councillors must clearly identify themselves and the
purpose of the visit

s Ensure that all relevant staff are present to address each matter appropriately.

RECORDING AND FOLLOWING THROUGH ON REQUESTS

Colac Otway Shire has a Customer Request Management System (MERIT) which is used to
record internal and external customer requests and complaints.

All requests are directed to the relevant department for a response and actions taken are
recorded. Timelines for resolving responses are set and adherence fo the timelines are
monitored.

The system has many benefits including:

« Arecord of all customer requests.

» Enables the quality of the response to be monitored through reporting and escalation
processes.

+ Produces quality reports for senior management.

» Facilitates the identification of patterns and trends for the purposes of service
improvement and planning.
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10.1

10.2

HOW STAFF ARE SUPPORTED TO PROVIDE CUSTOMER SERVICES

In order to meet the objectives of the Customer Service Policy, organisational resources have
been provided in the areas of training and induction programs, telephone facilities, monitoring
systems, accessibility and maintenance of Council information, survey and feedback

mechanisms,

DEALING WITH DIFFICULT CUSTOMER BEHAVIOUR *

Council staff and Councillors aim to treat customers with courtesy and respect at all times and
to make every reasonable effort to address the customer's needs even when s/he is rude or
difficult. Customers are also expected to treat Council staff and Councillors with respect and
courtesy. Itis certain however, that whatever standard of professional and positive customer
service Council achieves, there will always be a small percentage of customers whose issues
cannot be dealt with to their satisfaction.

This may be due to refusal by the customer to accept a Council decision, demands placed on
Council which are not within our scope or resources to meet, or a level of rudeness or
aggression shown to staff or a councillor by the customer that makes it unsafe or
unreasonable to proceed.

In these situations Colac Otway Shire will take steps to ensure our staff's health, safety and
weltheing is protected.

Definitions

Difficult customer behaviours: Rude, abusive or aggressive behaviour may include rude or
otherwise vulgar noises, expressions or gestures, verbal abuse either of a personal or general
nature, intimidating, threatening or offensive behaviour, physical violence against property or
physical violence against a person.

Customers who cannot be satisfied and/or who constantly raise the same issue with
different staff: may include any person or groups who do not accept that Councit is unable to
assist them, provide any further assistance or level of service than has been provided already
andfor disagree with the action Council has taken in relation to their complaint or concemn and
who continue to make representations fo staff insisting, demanding action/attention/resolution
to their matter.

Customers who make unreasonable demands: Customers who make unreasonable
demands Include any person whose demands on Council start to significantly and
unreasonably divert Council's resources away from core functions or create an inequitable
allocation of resources to other customers. Such demands may result from the amount of
information requested, the nature or scale of services sought or the number of approaches
seeking information, assistance or service.

Procedure for Dealing with Difficult Customer Behaviours
Rights and responsibilities

If, in any interaction with a customer over the phone or in person a staff member or a
councillor feels uncomfortable due to the hostile or volatile nature of the customer, it is
appropriate that the call/interaction is terminated by doing one of the following:

» Advise the person that “/ can not help you and will get someone else fo ..."

e [If they are swearing, abusive or threatening advise the person that “/ would like to assist
you and will do so if you refrain from using inappropriale language, but | am unable to
assist you if you conlinue to behave in this manner. | will ask my Manager/Coordinator fo
come and assist you” ;and

« |f appropriate introduce a third person info the interaction.
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e ___________.___ -

10.3

if the behaviour continues advise the customer *f am unable fo help you and | am terminating
the califmeeting”. If necessary the staff member should either hang up or leave the room and
move to another safe area to ensure personal safety.

Where a conversation or interview is terminated or if a staff member or councillor is verbally or
physically abused, the staff member must then immediately inform his/her Manager or the
CEO of the incident and complete an incident report. The matter will then be discussed to
determine what action, if any should be taken with respect to the customer's behaviour. If
necessary a meeting should be arranged with the Councillor, relevant staff, their Manager and
General Manager to discuss the details of the situation.

If a staff member is observed or heard to be involved in a difficult interaction with a customer,
other staff are expected to provide assistance or immediately seek assistance from another
staff member. Assistance may be provided simply by being present during the interaction.

Staff are encouraged to talk to and seek advice from their Manager regarding dealing with
difficult customers.

Council will provide training on dealing with difficuit people following an assessment of
Organisation Development requirements/needs.

Management responsibilities

Where the General ManagerManager Is satisfied that every effort has been made by staff to
address a customers needs, he/she may make a decision that there is no reasonable
prospect of reaching a position where a particular customer is satisfied with Council's actions
and service. In such a case the General Manager may make a decision to stop or limit
responses to the customer in relation to the issue in quesfion andfor further interactions with
the customer.

This may include:

Refusal to accept telephone calls or make appointments with the customer

A request that all future communication be in writing

Provision of responses to queries

Information requests only where a new issue has been presented

Identification of a single staff member as contact person through whom all
communication must occur.

Where such a decision has been made the General Manager will communicate the decision in
writing to the customer and ensure the custemer is given the opportunity to make
representation or appeal to the Chief Executive Officer about the proposed course of action.

The Chief Executive Officer will advise the Mayor/Councillors of any correspondence issued in
relation to such a decision.

The General ManagerManager will ensure that relevant staff including the Customer Services
Unit are advised of any decisions/actions

Customer Services are to be provided with a standard response: “Thank you for calling,
however as you have been previously advised, you are required {o put all your requests in
wrifing addressed o the Chief Executive Officer Colac Otway Shire.”

The General Manager/Manager in consultation with relevant staff will continue to monitor any
further contact with the customer over the issue and the above directions be amended as
appropriate.
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The General Manager/Manager shall advise the Organisational Support & Development Unit
of situations referred to in this policy. As appropriate the Organisational Support &

| Development Unit shall arrange appropriate support services forstaff., - { Deleted: )
104 General responsibilities
In all of the situations referred to, adequate documentary records, incident reporls etc must be
| made and maintained on the appropriate Councilfile, ____________________ - - Deteted: 1 ]
11. RESPONSIBILITY/ACCOUNTABILITY
11.1  One of the key functions for the organisation is to create a customer-focused environment.
Itis important that all staff in the organisation know the Shire's Vislon, Mission and Values, __ __ . - - Deleted: awn the Shire's valus. )
OurVision =TT T T T T T TTTTTTTTTTT o TTTooToooTmoosoommsssosooooos .. { Deleted: 1 : )
Council will work together with our community to create a sustainable, vibrant future. Defeted: <#>Partnarshipf
We will work in partnership with the
Our Mission community to achieve agreed goals.y
LDur MisSsion 1
Council will work in partnership with our community and other organisations to provide: <#>Consultation] i
o __Effective leadership, governance and financial accountability ‘;‘:‘ek“;]",'i';"s:“:’;e gf‘"(‘)’f"(‘;fgzzt‘s':;‘f"
» __Affordable and effective services making p:(m:sseg 1o improve the
= __An advocacy and engagement approach to sustainably grow our community quatity, accountability and transparency
of those decisions.{
Our Values EﬁbSenliceT]
Council will achieve its Vision and Mission by acting with: We will provide a culture in which our
* Respect services respond to community needs
»__Integrity and aspirations.§
*  Goodwill
s Honesty
o Trust
Creating a customer service environment is integral to the business of the Colac Otway Shire.
In a customer service organisation everyone, not just customer service staff need to be
focused on the customer as everyone is part of the customer service chain.
11.2  Everyone who acts on behalf of the Colac Otway Shire is:
s accountable for the quality of the service they deliver
« responsible for identifying and reporting any impediments to delivery of good customer
service.
11.3  General Managers are accountable for ensuring consistently high levels of customer
service in their Departments.
Management is responsible for acting upon any identified impediments to the delivery of good
customer service.
11.4  The Organisation, Support and Development Department is responsible for  arranging
| __any training andfor coaching on customer service and communicationgkills._ - - - Deleted: . ]
12, REPORTING AND COMMUNICATION
Council will communicate outcomes of our performance to Staff, Councillors and the
Community through the Annual Report.
| ol _ - Deleted: § )
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13. BREACH OF PQLICY

Non-compliance with this policy will be determined through individual staff performance - - - peteted: . ]
management.
| Opportunity for re-training made avaitable if required, ____ ____ __________________ - [ Deleted: ]
14, RELATED POLICIES/PROCEDURES/GUIDELINES
» Performance Management System
» Colac Otway Shire Style Guidelines
+ Council Code of Conduct
| »  StaffCodeof Conduct,_ _ __ _ _ L ____ .- {Deleted: <#>Colac Otway Shire }
________________________________________ T~ | Service Charter]
15. POLICY IMPLEMENTATION : ‘[ Deleted: 1 j
All staff will be responsible for implementing this policy. Managers and Supervisors will be
responsible for monitoring their staff through the Performance Management System and
] caontractors through contract monitoring processes, _ _ _ __ _ ___ __ _ _ ____ _______.___. - —[ Deleted: { ]

16. ATTACHMENTS/APPENDIX

| APPENDIX 1 __— Performance Standards
APPENDIX 2 - Telephone Protocols
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APPENDIX 1 -~ CUSTOMER SERVICE PERFORMANCE STANDARDS

Introduction

One of Colac Otway Shire's organisational values is Service and a key objective is to ensure all staff
are committed to being customer focused and embrace the Customer Service Performance Standards.
These Performance Standards will ensure cansistency and quality in our presentation, responsiveness
to meet our customer's expectations, and accessibility fo information.

In June 2004, a staff committee reviewed the current performance standards and integrated them into
four organisational customer service responsibilities:-

1. Customer Interaction

2. Request Handling

3. Corporate Image

4. Information Management

These Performance Standards will guide our overall organisational customer service focus. Business
Units may adopt site-specific standards to assist them to meet their particular customer expectations
within their resources. These must be in line with the standards and the Shire's values.

Customer Service fraining and refresher courses will be made available to all staff annually or as
required to ensure consistent standard of service delivery.

Customer Satisfaction is independently measured on an annual basis on all Councils throughout
Victoria.

MERIT includes ongoing and agreed time lines for responses against each category and outstanding
requests are monitored on a regular basis.

The Organisation recognises staff who comply with criteria set out in the Performance Standards
through the Performance Management process. Council further recognises excellence in Customer
Service through Reward & Recognition programs.

This document contains an explanation of the Performance Standards, how they are going to be
measured and what actions staff can take to improve the overall organisational targets.
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1. Customer Interaction

Performance Standard Objective
To guide the way we interact with internal and external customers directly by telephone or personat
contact.

Criteria

Telephone Interaction

» All telephone calls will be answered within 3 rings where possible.

s Council staff will identify themselves to callers, being courteous and professional at all imes {Refer
fo Appendix 2 — Telephone Profocols).

« Telephone messages will be retumned within 24 hours, wherever possible.

* Staff should answer other staff members’ phones in their common group in their absence and
assist the caller or take a message and record on MERIT.

* Where staff have use of a dedicated mabile phone, their office phone should be diverted to their
mobile phone or message bank for short term absences.

Customer Contact

» When visiting Council premises, customers will be attended fo without delay in a friendly,
courteous, helpful and professional manner.

+ Use the customer's name to help build rapport and diffuse tense situations.

+ Show empathy and acknowledge the customer's concerns.

+ Actively listen, take notes and tell the customer what you are going to do, and when they can
expect a response. Be realistic, “only promise what you can deliver”.

+ Do not take comments personally — sometimes people may be angry at the system — not you
personally.

+ Do not argue or enter into dispute — remain calm, objective and professional.

« Do not blame other peaple, units or the customer.

+ Staff will take responsibility for finding a resolution to the customers’ enquiry and ensure the
customer has a contact name for follow up.

« Staff will be responsive to requests for information.

«  Staff will arrive on time for meetings and appointments.

+ When absent, staff will use appropriate mechanisms to advise other staff when they will be
available.

+ Where a record of conversation form is used, staff are to ensure that it is filed electronically in the
Library system.

LV

How Performance Standards will be Measured

By the Annual Customer Satisfaction rating for Council's interaction and responsiveness in dealing
with the public. Customers are asked fo rank Council's performance in the way they were treated with
things like ease of contact, helpfulness and ability of staff, speed of response, and atfitude. (Survey co-
ordinated by the Office of Local Government).

Performance will also be measured through the organisation’s Performance Management process., _

How Staff can improve their Performance

+ Answer and return telephone calls promptly and identify yourself and the organisation.

s Treat all customers consistently and use a professional and friendly manner.

+ Use Absence Text on your office phone indicating time/date of your return, or use message bank
faciliies during absences.

«__Divert your phone to another staff member when you are on annual leave or away for a period of
time longer than one day.
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Take messages for other staff in your common group and record on MERIT.

Attend to all customers promptly.

Provide timely, useful and accurate informatian.

Listen to the customer’s concerns.

Be aware of the Dealing with Difficult Customer Behaviour clause in the Customer Services Policy.
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2. Request Handling

Performance Standard Objective
To guide the way we deal with and respond to internal and external requests, and action items arising
from meetings.

Our aims are to:

+ Provide an easy mechanism through which a customer or staff member can make a request.

+ Recognise the community and staff have a right to make a request and that this should be seen as
a positive and constructive process.

« Ensure that staff are committed to responding to the requests of other staff members, our
customers, the Council and the wider community.

« Ensure all internal and external requests, including action items from minutes are entered in
MERIT and are acted upon within designated timeframes.

Criteria

+ Staff who handle requests, either in writing, over the telephone, or face-to-face, which require any
further action should enter the request into the MERIT System so that the requests can be recorded
and tracked.

. V¥fhen you are absent for extended periods, ensure your MERIT requests are actioned by another

officer.

Discretion is to be used as to whether the custorner is asked to put a request in writing.

Take personal responsibility for the request and provide a contact name for follow up.

Requests for information should be distributed within 1 working day of the request.

Attempt fo resolve the request at the time. It is acknowledged that many requests take time to

resolve. Ifitis not possible fo deal with the request immediately, make a commitment to resolve the

matter within a timeframe that is realistic and agreed with the custorner. Note the expected
completion times are prograrmed into the MERIT systern.

» Give the customer options to consider when negotiating a resolution to a request.

« Once resolved, and if appropriate, confirm in writing what the resolution is. if any actions are
required, make sure you complete themn.

» Conclude or complete a verbal or written enquiry or request by thanking the customer.

+ Regularly inform the customer on the progress of matters that cannot be resolved in a given short
time frame.

« |If a request is received by letter, it may be appropriate to call the person involved to find out more
information or to advise that the matter is being investigated.

o [f the customer is still not happy at the end of the process, explain that you will refer it to your Team
Leader/Manager/ General Manager. Prior to briefing your Manager ensure that MERIT is updated
with the latest information.

. e 00

-

» Executive and Managers will regularly monitor outstanding requests through reports generated
from MERIT.

* By the Annual Customer Satisfaction rating for Council's interaction and responsiveness in dealing
with the public. Customers are asked to rank Council's performance in the way they were treated
with things like ease of contact, helpfulness and ability of staff, speed of response, and attitude.
(Survey co-ordinated by the Office of Local Government).

» Performance will also be measured through the organisation’s Performance Management process.
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How Staff can Improve their Performance

* Recognise that requests can provide constructive information through which we can improve our
service and performance.

Listen, remain calm and professional and always treat the customer with respect.

Take responsibility for resolving the request, including finding information from other work areas.
Negotiate with the customer to provide a response within an agreed timeframe.

Keep the customer informed of progress if a matter takes some fime to resolve.

Log ail customer requests which require any further action on MERIT.

Log all actions from minutes on MERIT.

Ensure you check your MERIT requests regularly and respond to requests within the agreed
timeframes as stated in the MERIT system.
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3. Corporate Image

Performance Standard Objective

To present a professional approach when interacting with our customers both in person, over the
telephone and through witten correspondence; and to ensure the clean, tidy and neat image of our
Customer Service areas,

Criteria

Presentation

» Ensure all areas especially areas in public view are clean, tidy and professionally presented.

« Staff will present a professional image in appearance (full uniform where required) ang have a high
standard of personal presentation (well groomed).

» Staff will wear Council name badges or identification when dealing with external customers or when
representing Council.

» No food, drink {other than water) or chewing gum will be consumed by staff in Customer Service or
areas in public view.

« All signage on walls to be professionally presented.

» Conference/meeting rooms and Staff rooms are to be left in a neat and tidy manner by users,
including ensuring all food and drink is removed.

Written Correspondence, Agendas & Minutes

+ Standard templates and Corporate Style Guidelines will be used for all correspondence, agendas
and minutes.
+ When preparing correspondence, all staff will ensure:
+ [ayout complies with Carporate Style Guidelines
« contact name and phone number is provided
a professional and personal tone is used
the correct greeting is used
letters are signed
correspondence is free of spelling, grammatical and typing errors
all attachments are enclosed
“With Compliments” slips are attached when appropriate
envelopes are addressed correctly and typed
Carporate forms should be printed on Corporate Form paper {available from DMS).

e 8 e ® 0 8 0

How Performance Standards will be Measured

Customer Service staff will regularly ensure that public areas are clean, tidy and neat and information
brochures and documents are up to date. Team Leaders and Managers will also monitor staff
presentation to ensure a professional image is conveyed to our customers.

It is essential that correspondence is written in a professional and accurate manner following the
criteria set out above. Execufive and Managers will monitor response times to written requests using
reports generated through the MERIT system.

| o - Deteted: §
Every quarter, Document Management Services Business Unit will review random items of outgoing il
correspondence for compliance with the Corporate Style Guidelines, template used, spelling/grammar il
checked, envelopes typed, letters signed and copy filed in Teamware Library (to be further discussed).

Performance will also be measured through the arganisation’s Performance Management process.
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How Staff can Improve their Performance

« Ensure all areas have a clean, tidy and professional appearance.

¢ Ensure work areas and meeting rooms are kept tidy and clear of clutter.

« Attend to all customers promptly and present a friendly and professional approach when dealing
with customers.

» Staff members are appropriately presented with name badge or identification.

Provide timely useful information.

Use Microsoft Word templates and Corporate Style Guidelines to guide layout, font size, text,

addressing efc.

Use a professional and persconal tone of writing.

Use spell check and proof read all outgoing correspondence.

Ensure attachments are enclosed with correspondence.

Make sure all envelopes are correctly addressed and typed (either directly or using labels).

Make sure all written requests are responded to within specified timeframe.

When you are away for extended periods ensure your MERIT reguests are actioned by another

officer.

*® e e 0 0 0
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4, Information Management

Performance Standard Objective
To ensure our customers have access to relevant and accurate Council information and services.

Criteria

» Ensure the most relevant media is used to inform our customers through advertising, media
releases and news columns.

Ensure that web site and intranet information is up to date, relevant and accurate.

Ensure brochures, directories, public documents and other publications are available from our
Customer Service Centres in Colac and Apollo Bay and avallable via the Intemet.

Infarm our customers of Council's performance through our Annual Report.

Circulate information to new residents through our New Residents Kit.

Incoming information will be managed and disfributed daily.

Ensure accurate and complete information is maintained in the Teamware Library system,
Corporate Library and hardcopy files.

Ensure information contained within the Colac Otway Shire Databases is maintained.

« Ensure the organisation’s induction program is made available to all new staff.

« Ensure an induction program Is made available to staff who transfer within the organisation.

e s s 0 LI )

How Performance Standards will be Measured

The Public Relations Co-ordinator will conduct quarterly audits of website and intranet information to
ensure information is up to date, relevant and accurate. All Business Units are responsible for
ensuring their information is correct and up to date.

The Public Relations Co-ordinator will regularly review brochures, directories, public documents, New
Residents Kit and other publications to ensure availability, relevance and accuracy.

The Annual Report will be made available to our customers and residents.

Document Management Services Business Unit will conduct quarterly reviews to ensure staff are using
Teamware Library effectively.

Performance will also be measured through the organisation's Performance Management process.
How Staff can improve their Performance

* Regularly review relevant web site and intranet pages and provide up to date, relevant and
accurate information to the Public Relations Co-ordinator.

» Provide the Public Relations Co-ordinator with information to be included in media, brochures,
public documents and other relevant publications.

» Contribute information to Council's Anhual Report.

« Participate in training and refresher workshops on Teamware Library system.

s Ensure all relevant incoming and outgaing corporate documents, correspondence, faxes, e-mails
and information are stored in the Teamware Library system.
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APPENDIX 2 - TELEPHONE PROTOCOLS

Section 1: PURPOSE

N Colac Otway Shire staff make and receive many telephone calls each day.
Telephone contact is one of the most important communication points for the
Shire.

(2) These protocols present basic guidelines for staff in terms of managing telephone calls and
establishes some standards and practices with the use of technical features of telephone
services. It aims to ensure that telephones are answered in a welcoming, consistent and
informative manner that gives a positive and professional impression of the Shire.

{3 ) Toimprove staff professionalism when managing customer enquiries over the telephone and
to minimise the time taken to respoend to and conclude an enquiry to the customer's
satisfaction,

R ‘[ Deleted: T ]

Section 2: POLICY STATEMENT

(4) The Shire's policy is to answer all telephone calls in a welcoming and professional manner that
conveys confidence to the caller that their enquiry is valued and that they will be
acknowledged and responded to within a stipulated timeframe.
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Part A — Telephone Answering Protocols

Initial Answering
{5) It is important that telephones are answered within three rings and that when you
answer an external call you should welcome the caller using the following phrase
“Good morning/afternoon, Colac Otway Shire, this is (first name)".
A professional manner and friendly tone of voice should be demonstrated.

(6) Telephones should not be [eft to ring out. Where a telephone is unattended, arrangements
should be made with other staff or call forwarding.

Placing a Call on Hold

{7} Always ask the customer's permission to put them on hold and thank them for waiting. Make
sure you get back to the caller every 30 seconds and ensure the caller is to be placed on hold
for no longer than 2 minutes. The hold or “park” facility on phones will ensure the customer
can not hear any office noise.

Transferring a Call

(8) Always ask the customer's permission to transfer them to the appropriate officer. The
customer should be advised who they are being transferred to and the area/department.
Always advise the person you are transferring the call to of the caller's name and the nature of
their enquiry to allow the staff member to be prepared.
if the officer is absent from their phonefoffice, advise the caller “they are unavaifable” and
offer to take a message or transfer to another staff member.

The officer is not “out to lunch”, “on their RDO", “not here right now” or “around somewhere”.
Customers should not be transferred more than once wherever possible.

Forwarding/Diversion of Calls

(9) All telephones have the capacity to redirect an incoming call to another telephone.
Where calls are being intentionally forwarded to another staff member, the name of the staff
member and their number should be provided ta the caller. Calls should be diverted to
another staff member within the particular department wherever possible.

(10)  Calls should not be transferred more than once but if a staff member receives a call that has
come to them in error and it is obvicus that the caller has been transferred more than once
then the staff member should take down the details and get an appropriate staff member of the
Shire to return the call. The only exception to this should be where the recipient of the call can
make direct and immediate contact with the correct staff member and there is certainty that the
call will not have to be transferred again. Calls should not simply be redirected to reception.

{(11)  Where a staff member is away from their workplace and in appropriate circumstances needs
to use call forwarding, it is essential that the person to receive the calls is aware of thatand is
available and willing to take the calls.

(12)  Call forwarding to mobile telephones may be appropriate in particular cireumstances and
decisions need to be taken having regard to the needs, balanced against the cost to the Shire.
The forwarding of telephone calls to mobile phones is a more expensive apfion and should be
avoided where possible.

{13)  If calls are forwarded to the Customer Service Unit, staff are to ensure that the Absence Text
option is also used.
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Answering of Other Staff Phones

(14)  The telephone system is setup in such a way that common groups have the ability to answer
each others phone easily and simply. People in the differing groups should answer calls in
their own areas. If a phone call is not answered it will direct to the Customer Services Unit
who will take a message and submit a MERIT request.

Staff should use the Absence Text option on their phone to let internal callers know detaits of
their absence ie. when they will return or that they are away for the day efc.

It is ineffective to answer a telephone call in an area that you do not work unless your desk is
close to another area and you have a good understanding of issues. Itis more effective to
allow the call to transfer to customer services who will then take the message and submit a
MERIT request.

Ending a Call
(15)  Always thank the customer for calling and finish the call on a positive note. For external calls
allow the customer to hang up first.

Returning a Call
(16)  Alicalls should be returned within 24 hours wherever possible.

Absence Text

(17)  In your absence, your phone must be diverted to another staff member or your mobile number
(for short term absences) and enter a time/date text message advising when you will be
returning on your office phone.

A time/date message allows staff to look at your phone or to ring your line and see when you
are returning.

Mobile Phone Message Bank

(18)  Itis your responsibility to ensure that your message bank facility is set up with a message
similar to the following:
“Thank you for calling {your full name) of the Cofac Otway Shire. |1am unable to fake
Yyour call at the moment. Please leave 2 message after the tone and f will return your
call as soon as possible.”

Part B — Role of Customer Services/Reception

(19)  Customer Services/Reception operates the general Shire telephone number 03 5232 400. The
role of Customer Services/Reception is to answer incoming calls to the Shire in a positive and
informative manner and refer them to the appropriate units within the Council. The Custormer
Services Unit assists both external callers and Shire staff with their general telephone enquiries.

(20)  Toundertake its role effectively the Customer Services Unit must be advised where there are
significant changes or disruptions to unit telephones. For example where the entire staff of a
unit will he away from their area (eg training, meeting) it is essential that custormer services be
notified in advance. Also where a special interest issue has arisen that is likely to prompt
increased calls to the Shire, the Customer Services Unit should be briefed on the appropriate
forwarding of the calls and advised of relevant informaticn to provide to customers.

_ - { peteted: ]

Date Adopted: 25/11/08 Page 20 of 21
File No. GEN01688 Revised

Attachment 1 - Policy 2.6 Customer Service Policy/Guidelines Page 74



Report OM102804-5 - Review of Council Policies

Attachment 1

Palicy No 2.6
Customer Service Paolicy/Guideline

Part C — Responsibilities of Supervisors and Staff

(21)

(22}

(23)

(24)

(25)

Managers/Supervisors are responsible for ensuring that all staff who have significant
telephone answering duties aftend training as required and are aware of the telephone
procedures.

Managers/Supervisors need to ensure that callers are managed in a professional and
informed way.

Managers/Supervisors are responsible for ensuring that their units have in place procedures to
manage calls, particularly where staff are absent from the workplace.

Managers/Supervisars and individual staff members have a responsibility to ensure that the
Customer Services Unit are advised where the staff phone list is not up to date.

In terms of use of Shire telephones for personal purposes, staff should adhere to the principles
outiined in the Code of Conduct and also in the Telephony Policy (Operational).

Part D — Mobile Telephones

(26)

Approved staff are provided with mcbile telephones by the Shire. Criteria and usage of mobile
telephones are provided in the Telephony Operational Policy.

Part E — How Staff Can Improve their Performance — Summary

27) Answer and return telephone calls promptly and identify yourself and the arganisation.
. Treat all customers consistently and use a professional and friendly manner.
. Use absence text on your office phone indicating time/date of your return or use
voicemail or message bank facilities during absences.
. Divert your phone to another staff member when you are on annual leave or
away for a period of time longer than one day.
. Take messages for other staff in your area and record in MERIT where appropriate.
. Attend to all customers prompfly.
. Provide timely, useful and accurate information.
. Listen to the customer's concemns.
. Staff to respond fo being paged in less than 1 minute.
. Phone calls are returned within timeframe agreed with customer.
. Improve in the way you deal with “difficult’ customers.
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1. INTRODUCTICN

| COPACC is located on the corner of Gellibrand and Rae Streets, Colac. e { D at99 ]

COPACC is a quality entertainment and performing arts venue owned and operated by the Colac
Otway Shire,

The COPACC building comprises a large Foyer, Cinema, Auditerium/Theatre and back stage
facllities, History Room, Civic Hall (including portable stage and change rooms), Meeting Rooms,and__ _ - -{_ Deleted: Rehearsal Rooms ]
commercial Kitchen. Parking areas are available for Civic Hall users in Gellibrand and Rae Streets,
Colac.

AUDITORIUM

EASTWING

/{ Deleted: 13/12/00 ]
// { Deleted: 45106 )
S
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2. RELATIONSHIP WITH COUNCIL PLAN
Jhe Council Plan under the key result area of Community Health and Wellbeing has the following _ . - -[ Deleted: The Colac Otway Shire's
objective: Council Plan highlights under the
“Council will promote community health and wellbeing in partnership with other health services. """'t:;““":l\lfi P’]""‘%'I ‘]ﬁ"a‘gc'a'
Through a partnership approach uncil will provide a broad range of customer focused health :;:cchneg 3?1% :‘,"osn‘;’m":,ms the
recreational, cultural and community amenities, services and facilities.” minimization of the Council subsidy for
the Bluewater Filness Centre, Colac
I e Otway Perfnrl_'n_ing Arts and. Cultura!
3. POLICY . Centre and Visitor Information Centre.
. Deleted_: -User Pays charges are set
itis Council policy to ensure that the Colac Otway Performing Arts and Cultural Centre (COPAGC) is o Wows o 3 enilty 1oty o 0
available for hire by its residents and the broader community subject to the following conditions. accessed by its users.q]
341 COST OF HIRE
User fees for the hire of COPACC including the Civic Hall are set by Council as part of its annual
budget process.
3.2 COMPULSORY CONDITIONS OF HIRE
| 1. An Application form must be completed before any COPACC booking is confirmed. . _ - - Deleted: area within COPACC is
booked
2. A Code of Conduct will apply to all persons hiring or seeking to hire COPACC facilities )SEE
3.16).
| 3 Separate charges apply for rehearsal and set up bookings for, the Civic Hall or Auditorium. _ __ - - —[ Deleted: booking in
| 4. Some equipment can be hired from COPACC for use in the Centre and a separate fee
applies.
| 5. A Deposit is required for the Civic Hall and prior to the booking being confirmed.
] 6 Smoking is not permitted within, COPACC atany tme. .- - [ Deleted: Nos
T All applicants to hire must provide identification that they are over the age of 18 years. {De’mm n any areas of
8. During a function all EXIT doors must be kept unlacked and ready for use as escape doors
in case of fire.
9. No liquor in barrels will be permitted on the floor section of the Foyer, Auditorium, Civic Hall,
History Centre, back stage areas or Meeting Rooms. Liquor may only be served from behind
the bar.
10. A ‘liqguor permit” is required for any function at which liquor is supplied by
Crganisers/Club/Host etc. for a charge, whether separate or included in the admission
charge.
11. The Building Code of Australia sets out requirements for a maximum number of persons that
can be accommodated within the Centre, this condition must be met.
12. Seating and table requirements etc. must be supplied to Operations, Officer at least 48 hours__ _ - —[ Deleted: Property J
prior to function.
13. The hirer will be responsible for the good order of the Centre and environs, sefting up of
table and chairs and the orderly conduct of their guests or patrons. Repair to damage and/or
replacement of stolen equipment or fittings will be charged to the hirer's account.
J{Deleted: 13/12/00
// [ Deleted: 24/5/06
/
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3.3

14. The hirer (or provision for security labour can be made by the Landlord) will be responsible
for providing security between the Foyer and Civic Hall during special funcfions to ensure the
Civic Hall area remains a private function.

15. For the purpose of decorations, hooks are located on the walls. Masking tape and other
similar adhesives must not be used. Damage incurred through not using available hooks will
be charged to the hirer's account.

18. The Hall, rooms and land adjacent to COPACC, must be cleared of all materials in use for
any function. It is the responsibility of the hirer to remove barrels, bottles, glasses, crockery,
food, decorations and the like from the venue. An industrial waste bin is provided at the rear

be charged. All gocds and materials must be removed at the conclusion of the event or the

e <[ Deleted: Property Officer ]

hirer will incur another dav's hire, .

17. Roll Over Day charges apply to any event where bump-in requires set up the day prior to an
event or bump-out is the day after an event and the venue is not available to any other hirer,

18. Users of copyright music should be aware that a Copyright Music Licence is required for
performance of music at any social/club function.

19. Council Meetings are held regularly in the Civic Hall precinct. These meetings will have

priority over other bookings.
20. Insurance arrangements must be completed in accordance with section 3.11 of this policy.
21. The Hirer must comply with the following condition:

The hirer agrees to indemnify and keep indemnified and to hold harmless the Council,
its servants and agents and each of them from and against all actions, costs, claims
charges, expenses and damages whatsoever, which may be brought or made or
claimed against them or any of them arising out of or in relation to (the said contract).

LIQUOR
A "limited liquor permit” is required for any function at which liquor is supplied by the Hirer.

A “limited liquor permit’ is not required for any B.Y.O. function at COPACC if guests bring_and__

consume their own liquor, or when liquor is supplied by the host for invited guests without any
admission charge applying.

Municipal Officers (Victoria) Award and overtime will apply if such work is carried out on the weekend
or a public holiday.

- - -| Deleted: If the Civic Hall is booked by
another Hirer on the following morning,
all goeds and materials, ete. must be
removed by 6.00 a.m. otherwise a Roll
QOver Day Charge applies.|

A

- -[ Deleted: in }
- - { Deleted: PROPERTY ]
- ‘[ Deleted: Properly ]
- -[ Deleted: Froperty ]
| Deteted: 137127100 ]
/ { Deteted: 241506 )

/

3.5 ROLE OF THE COPACC DUTY MANAGER
The COPACC Duty Manager will be hired for all large functions held in the Civic Hall area. It will be
hisfher responsibility to undertake tasks clearly defined by the COPACC Manager, to ensure the
smooth operation of functions after business hours and identify and act on matters of security and
safety.
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3.6 CANCELLATION

a} Written advice more than 1 month prior to booking date, deposit refunded in full, less 20%
administration charge.
b) Written or verbal advice within 1 month of booking date, deposit retained by Council.

3.7 CLEANING

The Hirer will incur additional cleaning charges if the use, occupancy, function or performance has
created cleaning requirements that are considered to be over and above normal general cleaning.

3.8 OCCUPATIONAL HEALTH & SAFETY

COPACC staff will be fully acquainted with the requirements of the Occupational Health and Safety
act, conduct regular risk identification and offer “duty of care” at all times for staff, general public,
Hirers and performers.

3.9 FIRE AND SAFETY DEVICES
Hirers must not tamper with:

Fire Hydrants

Key Pad Alarm Systems

Extinguishers

Sprinkler Pump Unit

Emergency Fire Levers and Evacuation Switches
Safety Curtain

Exit Signs and Lights

| 340 LOSS DAMAGE TO HIRER'S BELONGINGS

COPACC will not accept responsibility for damage or loss of goods and/or personal belongings left in
the Centre prior to, during or after functions.

3.11  INSURANCE

| Without evidence of current Public Liability Policy personsforganisations hiring SCOPACC must be _ . -{ Deleted: the ]

]

| + The Policy covers only activities conducted within, COPACC. e { Deleted: in alt areas of

« An indemnity limit of $5,000,000 up to a maximum of $10,000,000 in one claim is applicable under__ . - -[ Deleted: any

the policy, and the Hirer is responsible for the first $100 of any claim.

« Premium costs based on ($5,000,000 liability) are set based on the type of function and the
number of people attending.

« Where an event falls into two or more of the premium categories the one attracting the highest
premium will apply.

+ A Certificate (available at Municipal Offices) is to be completed_at_[east one week prior to the
event commencing. Each certificate must be completed in the presence of a Council staff
member to ensure correct completion of forms. At this time a cheque payable to the relevant
insurerfbroker should be made out for the appropriate amount by the Hirer.

» The original Ceriificate is to be provided to the hirer with a copy of the insurance policy.

* The duplicate copy of the Certificate and the cheque will be forwarded by the Council to the { - }
relevant insurer/broker. /| Deleted: 13/12/00
/ {peteted:amss |
S
Date Adopted: 24/5/08, ek Pagebof6 __ __ _ U
File No. GEN01688 Revised:y _ _ _ __ .. .

Attachment 2 - Policy 4.1 Hire of COPACC Policy Page 81



Report OM102804-5 - Review of Council Policies

Attachment 2

Policy No: 4.1
Hire of COPACC Policy

342, _BOOKING DEFOSIT | [ 1 I1TITTITTIIITIIITIIIITIIIIT I
A minimum deposit applies to all Hirers, required within a week of making the reservation to confirm “\
the booking. H
Booking deposits are set by Council as part of its annual budget process. “

| 313 __BOND |

A security Bond will be required once deposit paid and booking confirmed.

Deleted: 3.12 . EQUIPMENT HIRET }

COPACC equipment can be hired out
at a minimum charge providing that
equipment is not required for a special
event or function within a 24 hour
period, Fee per unit applies to one 24
hour period.

Equipment hire charges are set by
Councll as part of its annual budget
pracess.|

1
Arrangement must be made for

. . \'. ' equipment to be collected through the
Bonds are sef by Council as part of its annual budget process. o Property Officer and retumed on time
L] er speclgl arrangements can be made
| 314 _ASSESSMENT OF DAMAGE / CLEANING FOR BOND REFUND |\ | for certain groups far equipment to be
B e e i , 1| | delivered by the Properly Officer and
collected aiter hire,
In the event that the Centre is not left in a satisfactory condition, as assessed by Coungil, in its ', i T
absolute discretion, Council may deduct the cost of such damage/cleaning from the bond and in the ' | An equipment form must be completed,
event of the Bond being insufficient to cover such damage/cleaning, the Hirer shall reimburse Councll 1 da“?lﬂ ha!ndf Slgﬂ;d P';IOF to hire fir“'ld
the outstanding costs within 7 days of being advised. i\ Bvallabie from ihe Proparty Officer
\‘ “[ Deleted: 3
| 3.5 __CODE OF CONDUCT

\
N 3
~

1. Management reserve the right to refuse entry to any part of the Centre and the right to have  * [

removed from the Centre any person who poses a risk to either themselves, other persons or the
Centre.

2. No alcohol is to be brought onto the premises unless Hirers obtain the required Liquor Permit
from the Liquor Licencing Commission (refer 3.3 Liquor).

3. Drugs or any other illegal substances, other than prescription medications, are not permitted in
the Centre.

4. Smoking is prohibited in all internal areas of COPACC.

5. Food and drink is forbidden on the premises, unless prior permission is sought from COPACC
management.

6. The COPACC Board does not accept any responsibility for the loss or damage of any property,
personal or other, brought to the Centre.

7. No person is permitted in the upstairs control rooms or in any area back of stage, or in any area

of a technical nature, without the permission of COPACC management or the supervising
technician.

Deleted: 4

Deleted: 5

\‘[ Deleted: 6

A A

8. No person may operate the stage equipment unless authorised to do so by the Technical
Supervisor or COPACC Management,

9. All rubbish must be placed in bins provided, failure to do so may result in extra cleaning charges
after your event.

10. No running or unruly behaviour is permitted in the Centre.

________________________ - { Deleted: Scene ]
4. IMPLEMENTATION AND REVIEW
/{ Deleted: 13/12/00 ]
This policy will be implemented by the COPACC Manager and is subject to periodical review. ) {Dereted: 24/5106 ]
L, AEE ————
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1. INTRODUCTION

The Council's Property Leasing Policy considers the way Council leases out its property assets.

This is a general policy that outlines Council’s principles and values. It is not intended to be a
rigid set of rules, but rather a framework that assists Council in participating in fair and equitable
discussions with all types of tenants.

2. RELATIONSHIP WITH COUNCIL PLAN

The Key Result Area of “Leadership and Governance” has the following objective:

"Council will fulfil its leadership, statutory and legal obligations to its community and staff in a way
that is: fair, ethical, inclusive, sustainable, financially responsible and meets the needs and
practical aspirations of current and future generations.

3. POLICY

3.1 AIMS and PRINCIPLES
311 Aim

To provide guiding principles that will enable the establishment and management of Council’s
leased assefs in a way that is consistent with the Council Plan and maximises the use of the
communities assets so that they are managed responsibly.

3.1.2 Principles

This aim will be achieved by addressing issues in harmony with Council’'s values, inclusive of
partnership, consultation and service. These values will provide the foundations for decision
making. This will be done through the following key areas:

Understanding and fostering community benefit.

Maximising the value of Council’s leased assets to Council and to the community.
Providing an equitable and transparent process for dealing with subsidised leaseholds.
Providing an easily understood subsidised rental application.

Equitable and easily understood framework for subsidies.

Encouraging community responsibility.

Consideration of ownership of land

e & & & & & 9

3.1.3 Objective

The objective of the policy is to provide straightforward guidelines for the development of
occupancy agreements, which clearly define the roles and responsibilities of both the tenant and
the Council. The policy will provide a useful tool to ensure the best use of facilities is achieved
and a clear relationship established between parties.

4. DEFINITIONS

4.1 Lease

A lease is a right granted by the owner of land to an occupant to have the exclusive use of that
land in consideration for a payment, known as rent.
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Nature of the interest.

o Alease creates an interest in land. An interest in [and is:
i) binding on third parties (ie if the lessor sells the land the purchaser will {ake the
land subject to the lease); and
ii) is, unless the lease specifies to the contrary, capable of being assigned.

e Alease is also a contractual agreement between the landlord and the tenant under which
each party has certain contractual obligations.
s Council is prohibited under the Local Government Act 1989 (Vic) from entering into a
lease exceeding 50 years.
* “The Local Government Act requires Council must give public notice of its intention to
enter into a lease where:
+ the lease term is one year or more; and
- the rent exceeds $50,000 per annum; or
- the current market rental value of the land is in excess of $50,000 per annum;
or
+ the lease term is 10 years or more; or
» the lease is a building or improving lease (which is a lease that includes the
construction of a premises or improvements or the carrying out of major
redevelopment works by either party).”

A lease agreement will be generally used where the site Is fully occupied for a specific
purpose, such as bowls and hockey clubs or where a club has made substantial financial
contributions to the development.

4.2 Licence

A licence gives the licencee a right to occupy land (not exclusively) which without the licence
would be unlawful.

Nature of the interest.

* Alicence does not create any interest in the land.

¢ The rights created by a licence are personal and do not run with the land.

» Alicence cannot be assigned unless the other contracting party agrees.

s Alicence will terminate where the owner of the land ceases to own the land.

A licence agreement will apply when an occupier shares a facility or the premises offer the
potential for the facility to be shared promoting greater use of Council assets, for example
Cressy Neighbourhood House using the Cressy Maternal and Child Health Centre.

4.3 Seasonal Allocation

A seasonal allocation is an agreement in which a club agrees to occupy a premises in
accordance with the terms and conditions of Council’'s Seasonal Allocation Policy. It will
generally relate to a pavilion or sporting ground which may include change rooms, social
rooms, kiosks, kitchens, offices and public toilets where used by clubs. It will apply for an
occupancy that occurs for a portion of the year and fits within the following seasonal dates set
by Council.

Seasonal dates:

Summer First Saturday in October to second Sunday in March
Winter First Saturday in April to second Sunday in September

The establishment of these agreements will be in accordance with the seasonal allocation
policy and wilt generally apply to football, cricket and soccer clubs.

Date Adopted: Page 3 of 16
File No. GEN0O1688 Revised

Attachment 3 - Policy 4.2 Council Property Leasing Policy Page 85



Report OM102804-5 - Review of Council Policies Attachment 3

Policy No: 4.2
Council Property Leasing Policy

The agreements may be in a form of a lease or licence depending on whether the interest
satisfies the definition of a lease or licence as set out in paragraph 2.1 and paragraph 2.2
above respectively.

4.4 Asset Value

The asset value of Council land and buildings is prepared by independent valuers. Council
undertakes a formal revaluation of its land and buildings on a regular basis every three years.

5. TENANT GROUP DEFINITIONS

Tenants are grouped in four major categories:
5.1 Group 1 — Community Services

This group will receive the greatest discount or subsidy. This will include community groups
that service the local community or an underprivileged group or disadvantaged group. The
group will be reliant on Council funding and do not have the capacity to generate a significant
amount of income. They will not engage in any form of commercial activity and are expected
to utilise the premises for at least 60% of the time available. .

Examples of these type of tenant include pre-school commitiees, senior citizen clubs and
historical societies. )

5.2 Group 2 — Not for Profit Recreation and Sporting Clubs

This group will pay a rental based upon a percentage of the asset value of the facility and
receives a substantial discount or subsidy from a fair market rental. This group will include
recreational or community groups that service the community and are readily available to
Colac Otway residents. Such tenants may include netball, hackey clubs or the like. The rental
for pavilions associated with grass based sports such as soccer, football or cricket clubs will be
calculated as group 2 tenants but will generally be allocated a seasonal allocation unless they
have made substantial funding contributions to their premises in which case they may be on a
lease or licence for a pavilion.

Rental will be assessed in accordance with the factors outlined in 7.2

Examples of this type of tenant would include bowling clubs, tennis clubs and other sporting
clubs {without gaming or other commergial facilities).

5.3 Group 3 — Larger Non-Government Agencies (Not for Profit) in Receipt of
Significant Grants/Fees or other Income

This group will attract no discount or subsidy unless agreed by Council due to specific
circumstances.

Examples of this type of tenant would include the leasing of:

- Botanic Gardens Tearooms, Colac

- Colac Central Bowling Club

- Lake Colac Bowling Club

- 6 Murray Street Colac {(Colac Community College)

5.4 Group 4 — Commercial or Resident Group

This group will attract no discount or subsidy and is for commercial or residential tenants of
Council's assets.
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Examples of this type of tenant would include the leasing of:

- Apollo Bay Service Cenire.

- Caravan Park, Forrest

- Cinema & Auditorium, COPACC
- Fishing Co-Op, Apollo Bay

- Caravan Park, Colac

- Telstra Tower, Lavers Hill

- Apollo Bay Airfield

6. GENERAL PHILOSOPHY
6.1 Tenants
The following factors are to be considered when accepting a tenant:

» Community based tenants must service the Colac Otway community and further the
goals of the Council Plan as well as where possible maximising the return on the
asset.

e Anytenant or licensee must be a Iegal entity - that is either a person or an
incorporated body.

e Any tenant or licensee must have adequate arid appropriate insurance coverage.

» All commercial tenants are to be fully reference checked to assure the premises will be
suitably maintained and rentals paid on time.

6.2 Optimum use of Facilities

Council’s goal is to ensure the greatest community benefit and value can be provided by the
utilisation of Council's facilities. This is done by encouraging multi use of facilities and tailoring
the services provided by tenants to best suit the community. Council will work with tenants to
ensure the highest potential is achieved.

6.3 Crown Land

Where Council acts as the Committee of Management over Crown Land, agreements will be
prepared in accordance with the Department of Sustainability and Environment’s guidelines.
Leases and licences will take the form of those provided by the Department and Council’s
standard agreement will not be used. Council's standard maintenance schedules will be
included within these agreements.

Before committing/entering into a lease for facilities on Crown Land, approval is required from
the Department of Sustainability and Environment.

6.4 Renegotiation to Standard Terms

When Council is making a significant financial input to a facility development this will be
dependent on the club/organisation being prepared to renegotiate an existing agreement to
bring it into line with standard lease terms.

Long term ongoing agreements may be renegotiated by both parties if it is seen to be in the
best interests of the parties and for the benefit of the community.

The determination relieves Councils of complying with procedural obligations placed on
landlords by the Retaif Leases Act 2003 (Act), such as disclosure of outgoings and notice of
lease renewals. Councils are also exempt from the statutory maintenance and repair
obligations imposed on landlords.

Date Adopted: Page 5 of 16
File No. GEN01688 Revised

Attachment 3 - Policy 4.2 Council Property Leasing Policy Page 87



Report OM102804-5 - Review of Council Policies Attachment 3

Policy No: 4.2
Council Property Leasing Policy

6.5 Retail Leases Act 2003

In August 2008 the Victorian Minister for Small Business made a determination under the
Retaif Leases Act 2003 (Act) to exempt certain leases of Council owned or managed property
that the Act would otherwise cover.

The determination only applies to leases entered info after 1 August 2008.

Under the determination, the following two categories of leases (where Council is the landlord)
will be exempt.

1. Where the premises are used by the tenant wholly or predominantly for any one or more
of the following purposes:

- Public or municipal purposes;

- Charitable purposes;

- As aresidence of a practising minister of religion;

- For the education and training of persons to be ministers of religion;

- As aclub for, or a memorial-to, persons who served in the First or Second World
War or in any other war, hostilities or special assignment referred to in the
Patriotic Funds Act 1958;

- For the purposes of the RSL; ,

- For the purposes of the Air Force Assaciation;

- For the purposes of the Australian League of Ex-Servicemen and Women

2. Where the premises are used wholly or predominantly by a group that exists for the
purposes of providing or promoting community, cultural, sporting or recreational or similar
facilities or objectives and that applies its profits to promoting its objectives and prohibits
payment fo its members.

The second category also applies to leases where Council is acting as a committee of
management within the meaning of the Crown Land (Reserves) Act 1978.

The determination re!ieveé Councils.of complying with procedural obligations placed on
landlords by the Act, such as disclosure of outgoings and notice of lease renewals. Councils
are also exempt from the statutory maintenance and repair obligations imposed on landlords.

This does not exempt the need for a lease.

7. RENTAL LEVELS

7.1 Group 1 Tenants

This group is fully subsidised. A full rental subsidy is offered toc approved recreation or
community groups that service the local community or an underprivileged or disadvantaged
group and are not in receipt of significant grants or other income.

The minimum to apply at the time of the policy adoption is $1 per annum.
7.2 Group 2 Tenants

The rental calculation for Group 2 tenants will be assessed at the time of a lease being entered
into or at renewal of an existing lease.

The greater the net community benefit, the greater the subsidy offered. The following
describes the factors that may be considered in determining the level of rental and subsidy.
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Capital Contribution

Often groups or clubs have made a significant Capital Contribution on the site. This may
include the addition of an asset on the property at the expense of the tenant.

Proposed Capital Contribution

A group or club may enter into a lease agreement undertaking to carry out capital
improvements at their expense or in partnership with Council or another agency.

Approved Use

An approved use is one that is determined by the appropriate Council General Manager to fulfil
a function, meet a demand, or provide a service, that is. consistent with the Council Plan or the
needs of the community.

Special Needs Group

A group that actively promotes an activity for disabled, underprivileged or disadvantaged
people, a lower socio economic group or other group with special or unique needs, may be
eligible for certain levels of subsidy.

Limited Revenue Potential

There are varying degrees of potential for a group or club to raise revenue. Many clubs are
limited by the nature of their function-which is the reason for having subsidised rentals.
Tenants that have a gaming or liquor licence may be charged a higher rental. Groups will be
encouraged to seek alternative revenue sources.

Community Access

Maximising the community use of an asset is a Council pri'ority. Groups are encouraged to
make a leased facility available to other user groups in order to maximise the utilisation of the
facility.

‘Maintenance Ability

A tenant's ability to maintain a premises may be limited by their type of use. A tenant may
undertake more maintenance in exchange for lower rental payments.

User Catchment

Priority is given to tenants whose users are from the municipality. A local catchment would
predominantly include residents of the township or surrounding areas. A regional catchment
would include users from other areas.

Grants and Funding

Some groups receive financial assistance from the Council. This may impact on level of rental
and subsidy.

Other
Other factars may be considered by Council if special circumstances exist.
7.3 Group 3 Tenants

Group 3 tenants will pay a commercial market rental derived from the market unless a discount
or subsidy is agreed to by Council due to specific extenuating circumstances.
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7.4 Group 4 Tenants
Group 4 tenants will pay a commercial market rental.
7.5 General

Council reserves the right to amend the rental if a tenant gains liquor or gaming licences, or
gains access to any other similar commercial means of income generation during the life of an
agreement.

8. MAINTENANCE AGREEMENTS

8.1 Introduction

Generally the purpose of undertaking building maintenance is to ensure buildings remain
suitable and safe for their intended use and their life cycle is extended as far as practical. Itis
in Council’s interests to ensure its assets are adequately maintained.

Council is responsible for many buildings which it:
- Owns and operates (eg Council office/depot/library/public toilets);
- Owns and operates via a Committee.of Management (Council appointed); and
- Manages as a Committee of Management.

8.2 Requirements

The requirement of tenants to maintain their premises will vary depending upon the following
factors:
¢  Ability to maintain
Revenue potential
Level of subsidy or grants
Any special maintenance needs
Rental level
The requirements of any applicable retail leasing legislation

The Maintenance Schedule (Schedule A} will form part of the lease or licence agreements and
will clearly identify maintenance responsibilities.

Buildings used for community services and not for profit recreation and sporting clubs are to
receive maintenance support in accordance with Schedule A unless specified separately in a
lease/agreement.

Buildings occupied and controlled exclusively by a club or organisation or buildings determined
by Council as having no further use are to receive no Council support.

Community Services and Not for Profit Recreation and Sporting Clubs are defined as a
building operated by (refer clause 3.1 and 3.2 for definitions):

a) a Committee of Management for public purposes;
b} anincorporated association undertaking community service under the auspices of
Coungil.

Maintenance requirements for Group 3 Tenants (Larger non-government agencies) and for
Group 4 tenants (Commercial) will be agreed to between the parties on suitability market
controlled conditions.
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8.3 Principles

a) Council has a responsibility to contribute to the maintenance of buildings that have a
community use.

b} Council has no responsibility to maintain/improve buildings on Council owned land
occupied by an organisation or group exclusively for private purposes, subject to the
requirements of the Retail Leases Act 2003 if the land is occupied pursuant to a lease
subject to that Act.

¢) Wear and tear maintenance and works of a recurrent nature are the responsibility of the
occupier or management body of the building, subject to the requirements of the Retail
Leases Act 2003 if the land is occupied pursuant to a lease subject to that Act.

d) Major maintenance and capital works are the responsibility of Council unless agreement
with lessee.

e) No guarantee can he given that works required can be funded by Council in any given
year.

f)  Ongoing support for any building is subject to review based on use and need.

g) Where insufficient funding is available an occupier may choose to proceed with works on
its own accord subject to all works being approved by Council.

h) All maintenance and other works shall be undertaken in accordance with good practice
and all requirements of other Commonwealth and State Legislation or policy.

(i) All maintenance works undertaken by the tenant are to be reported to Council.

(i) Where maintenance is the responsibility of the tenant they need to ensure that their
obligations are carried out as per the Lease-or other documentation.

8.4 Assessment of Requests
In assessing requests for major maintenance works Council must consider:

Reason for request, for example safety issues, damage, deterioration,;.
Estimated cost for works;

Funds available and estimated additional annual works;

Type-of works and whether Council is responsible for the issue;
Purpose of the building, existing and future use, and need, and
Alignment with Council's strategic planning objectives.

9. GENERAL TERMS AND CONDITIONS

9.1 A standard agreément will be developed for all tenancies except Group 3 and
Group 4 Tenants.

Agreements will be prepared for leases and licences which are tailored to each organisation
and varied only.when required. Additional clauses will be included in agreements only when
necessary to meet specific requirements of Council or the organisation involved.

Licence agreements will be negotiated in situations where the occupiers share the facility or
where the facility is suitable for multiuse and will occupy for a period in excess of 6 months.

Council has a preference to enter such agreements in order for facilities to be used to the
greatest potential, rather than only one user. Licences may be used for toy libraries, senior
citizens and other clubs that share facilities.

Seasonal allocations will be granted where an organisation will not occupy the premises for the
entire year. They may have occupied the premises from year to year but only for a season at
a time and the premises will be used by another club in the alternate season. This will apply to
some sporting clubs in particutar cricket and football.
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9.2 Rates, Taxes, Charges and Outgoings

The tenant should pay for all rates, taxes (including GST and stamp duty) charges and
outgoings that are levied on the premises or in conjunction with the establishment of the lease,
subject to the reguirements of the Retail Leases Act 2003 if the land is occupied pursuant to a
lease subject to that Act.

9.3 Terms

The term of the agreement will depend upon many factors including the following:
« the tenant;

the ongoing need for the premises or provided use;

substantial contributions to capital works;

the stability of the tenant,

suitability of the premises to the tenant; and

the requirements of any applicable retail leasing legislation.

For leases where the rental levels are less than the commercial market rental or are not
classified as a retail premises the preferred term of the lease will be for a period of 3 years.

Council sees the optimum term of the agreement as 3 years to best represent the Council and
tenants. This allows for regular opportunities to meet and discuss occupancy requirements
and to review:

i} the value Council and the community receives from the lease or licence;

ii) equity with other organisations’in the community.

The regular changes made to leasing/licencing agreements will reflect the changing needs and
legislative requirements of all parties to the agreement. It is seen as an opportunity to work
with Council’s tenants to ensure that they meet the needs of both parties.

A longer term lease may be negotiated where the community organisation is making or has
made, a substantial capital contribution to the canstruction, improvement or maintenance of
the proper’(y

Retail Premises leases will be for a minimum of five years (which can include any option
periods).

Consideration of a longer lease term will be made on a case by case basis.

Agreements will only exceed 10 years in exceptional circumstances and where there is
significant return on investment for Council’s asset. When this happens Council will undertake
the requirements of section 190 of the Local Government Act including advertising the terms of
the proposed agreement. Leases may not exceed 50 years in accordance with the Local
Government Act (1989).

9.4 Insurance

All tenants are required to fake out public liability insurance noting Council as an interested
party or in joint names of the fenant and Council. A minimum cover of $10m is to be provided
unless otherwise stipulated by Council.

As a general principle, Council will fully insure all improvements on a leased premises unless
otherwise agreed to in alease. This amount will either be reimbursed by the tenant or
considered as part of the rental structure.

Council will not insure the contents of any leased premises. Tenants may choose to provide
this themselves.

Other insurances, such as professional indemnity, are the responsibility of the lessee.
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9.5 Use of Premises

Council must approve any additional or changed use of a leased or licenced premise. Council
reserves the right to review the rent or any other lease provisions when providing this consent.
The proposed use will be subject to an assessment of derived community benefit and meeting
the needs of the Council Plan. If the use changes or the service or organisation cease to exist
the current agreement will automatically terminate and the building will be returned back to
Council’s contral.

9.6 Rent Review

The rental for Group 1 tenants will not be reviewed for the life of the agreement as the
agreement is for up to 3 years. Agreements for a period longer than 3 years must include a
rental review clause.

Other rents will be reviewed regularly, and adjusted using the Consumer Price Index, a set
percentage or a market review.

9.7 Legal Fees

The tenant will pay all legal costs associated with the establishment of a new lease agreement
that differs from Council's standard lease document except if the lease is subject to the Retail
Leases Act 2003.

9.8 Keys and Locks

All keys should be compatible with the master set held by Council’s Infrastructure and Services
Department.

9.9 Planning Requirements

All leases will encompass the conditions of any issued Planning Permit, and there must be
ongoing compliance with Planning Scheme Requirements.

9.10 Safety Requirements

Tenants are responsible {o have in place emergency/evacuation plans and generally adhere to
occupational, health and safety conditions.

9.11 Smoking

Council has a Smoke Free Environment in Council owned and managed buildings and
adherence is strictly required.

9.12 Water and Energy
Tenants are encouraged to minimise water and energy usage.

9.13 Legislation and Regulations

Tenants will be required to comply with all legislation and regulations etc.
9.14 Advertising on Council Facilities

Advertising on Council facilities requires the prior approval of Council and in particular, political
advertising wilt not be permitted.

9.15 Gaming in Council Facilities

Council will not generaily support gaming facilities in Council owned and managed buildings
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10. PROCESS FOR ESTABLISHING OF LEASES

The following outlines the procedures for negotiating and establishing a subsidised [easehold:

Internal meeting to discuss particulars of proposed tenant with appropriate Council
departments:

- check status of land,

- confirm statutory requirements,

- review proposal with respect to Council Property Leasing Policy,

- seek legal advice where necessary, and

- assess relevance of any compliance with Retail Leases Act.

Meet with tenant to discuss terms and conditions of lease.
Forward copy of lease to tenant for review.

Where required advertise lease in Council's official newspapers inviting submissions
pursuant to s.223 of the Local Government Act for a period of 6 weeks.

Draft report for next Ordinary Council Meeting recommending execution of two copies
Lease Agreement (dependent on submission process).

Arrange for tenant to sign lease.

Update Lease Register (in accordance with Local Government Regulations 1990
s.98(p)) and store one original of Lease Agreement.

Forward an original copy of Lease Agreement to tenant.

Advise Finance, Infrastructure Services, Risk Management, Parks and Gardens and
appropriate manager of [ease details.

Establish invoicing arrangement.

1. IMPLEMENTATION AND REVIEW

11.1 The Council Property Leasing Policy will be published on Council's website. The Leasing
Policy will be subject to periodic review.

11.2 Where the rental levels are less than the estimated commercial market rental, details will
be included in the Annual Report as to the level of subsidy provided by Council.
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Schedule A

Maintenance Schedule and Responsibilities for Occupier and Council for Group 1
Community Services and Group 2 — Not for Profit Recreation and Sporting Clubs
categories.

GROUP 1 - COMMUNITY SERVICES

LEASES

Apollo Bay Old Cable Station — Historical Society
Apollo Bay Radio Tower (Emergency Services)
Apollo Bay Senior Citizens Cenfre

Beech Forest Radio Tower (Emergency Services)
CCDA Theatre {(COPACC)

Colac History Centre (COPACC)

Lavers Hill Depot Radio Tower (Emergency Services)

AGREEMENTS/LICENCES

Cressy Maternal and Chiid Health Centre
Kanyana

Pre-Schools

GROUP 2 - NOT FOR PROFIT RECREATION AND SPORTING CLUBS

LEASES

Colac Aero Club

Colac Anglers Club inc.

Colac Pistol Club Recreation Reserve
Colac Players Shed

Colac Tennis Tournament Club
Pennyroyal Tennis Courts

Public Open Space — Kennett River
Rowing Club, Foreshore Reserve

Wye River Surf Club

Yacht Club,-Foreshore Reserve

AGREEMENTS

Recreation Reserves

ltem Occupier’s Responsibility Council’s Responsibility

Air Conditioning and » Service and repair when » Replacement of unit and any

Heating Appliances required major parts

Building ¢ Determine and document » Assess all requests submitted.
the specific needs of the + Undertake works required to
building relating to any bring premises and surrounds to
requests to Council for appropriate standards to meet
building alterations. the required regulations. This

¢ Prepare plans and obtain excludes items identified as the

quotes for requests for minor lessee’s responsibility in this
improvements. document,

« Preparation of long-term
development plans, design of
major building alterations or
major structural works.
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Item

Occupier’s Responsibility

Council’'s Responsibility

Cleaning

* Keep premises in clean,
sanitary and fresh condition.

Nil

Ceilings, Walls and
Skylights {internal)

+ Cost of repairs due to major
or continual misuse.
+ Regular cleaning

Major repair and/or replacement
due to structural faults/age.

Curtains/Drapes/Blinds

Repairs costs.
Replacement costs.
Supervision of installation of
replacement items.

» Regular cleaning.

Nil

Doors (Inc. cupboard
doors)

¢ Regular cleaning and repair
of internal/external doors
due to major or continual
misuse.

«  Minor adjustments.

Replacement due to age,
structural faulit.

Electrical Wiring,
Fittings and Lights

e Additional or security
lighting.

e Cost of repair and
replacement of electrical
wiring if damage is due to
major or continual misuse.

* Repair and replacement of
all light globes.

* Regular cleaning of all light
fixures.

Replacement of all building
wiring from main supply to and
including the switchboard.
Replacement of light fittings.

Fire Extinguishers

-+ Ni

Servicefannual inspection and
mainfenance charge.

Fill when discharged and replace

if stolen.

Floor Surfaces and

s Allregular cleaning and

Replace to essential areas when

Coverings maintenance of floor excessively worn or dangerous.
coverings stch as carpet
and files.
Fiy Screens » Maintain and replace fly « Ni
wire.
» Install additional fly screens
Garbage ¢ Normal fee for service waste | «  Nil
collection
Glass * Replace broken or cracked » Replace due to breakage arising
windows arising from from structural fault, age.
misuse.
Regular cleaning
Grounds * Keep all entry/exit areas s Repair paths, driveways etc.
clear and sweep regularly. + Replacement of essential
¢ Maintain all grounds pavement, driveway and carpark
associated with building by areas; retaining walls and ramps.
cutting the grass, minor * Replacement of
pruning, replacing trees, essentialfrequired fences.
bushes and flowers if s Structural repairs or capital
required. works re. fences.
e Repair fences. e Trees lopped/pruned to meet
* Remove dead foliage. security/safety requirements
» Seek Council approval for where considered dangerous.
any modification fo the
grounds.
*» Maintenance of garden
beds.
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Item Occupier's Responsibility Council’s Responsibility

s Maintenance of garden
hoses and sprinklers etc.

¢ Cleaning and weeding of
pavement and driveway
areas

Fans, Kettles, Food
Processors ete.

minor kitchen appliances.

Emergency Lights and | « Notification to Council of Inspection and replacement of
Exit Signs maintenance issues. globes.

Replacement of fittings.
Internal Appliances eg. * Replacement as required of Nil

Vandalism

e Less than $1000
(subject to change based on
claims history)

More than $1000
(subject to change based on ¢laims
history)

Keys and Locks

* Repair and replacement of
locks if damaged through’
major or continued misuse.

Replacement of lost or damaged
keys as applies to Council's
master key system.

Supply of keys for user groups.
Repair and replacement of locks
as applies to Council's master
key system.

Painting

¢ Internal painting if damaged
through major or continued
misuse or colour scheme
changes etc.

Internal and external for
structural integrity reasons.

Permanent Fixtures

+ Regular cleaning of all
fixtures.

» Repair and/or replace if
damaged through major or
continual misuse.

Replace when required the

following items:

- hot water service

- sinks and toilets

- verandas attached to
the building.

Pest Control -

+ Keep all areas in a clean .
and hygienic state.

s  All pest control as required
both internal and external.

Pest cantrol relating to structural
items (eg. woodborer and
termites).

Plumbing

e Cost of internal repair due to
major or continued misuse.

* Replacement and repair of
internal surface plumbing
fittings such as toilet seats,
taps and washers etc.

Replacement of damaged or
corroded plumbing fittings, toilet
bowls and cisterns.

Repairs or works required for
drainage purposes, including
sewerage, drains, water pipes
and pits.

Replacement of gas pipes.
Structural repairs or capital
waorks.

Roof, Skylight, External
Walls, Spouting and
Downpipes

¢ Cleaning of roof, external
walls, spouting, downpipes
and guttering.

All maintenance and repair of the
structure of the premises as
required.

Signage

+ Maintain and replace all
internal/external signs
relating to the committee.

Identification signage to be
provided by Council where
required.

Smoke Detectors

¢ |Install, repair and
replacement of battery
operated smoke detectors.
Includes battery
replacement as required.

Installation and maintenance of
hard wire system where required.
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Telecommunication * Purchase, service and * Nil
Systems (eg. fax, maintenance cost.
photocopiers, + Replacement costs.
telephones etc)
Whitegoods (eg * Service and maintenance o Nil
refrigerator, dishwasher costs.
etc) ¢ Replacement costs.
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1. INTRODUCTION
The Colac Otway Shire currently provides its community with access to an eleven seater _ _ - { Deleted: a weive ]
community bus_(plus driver).

2. RELATIONSHIP WITH COUNCIL PLAN

JThe Council Plan under the Kev Result Area of Community Health and Wellbeing has the _ _ - | peleted: The Cotac Otway Shire's
following_objective “Council will promote community health and welibeing_in partnership Councll Plan highlights that “We are
with other health services. Through a partnership approach, Council will provide a broad gggm‘}l‘z"a}&P::::g'a"t?ofl';ig"’m"“"g
range o'f_gus’tomer focused health, recreational, cultural and community amenities, services community senices by working in
and facilities’. partnership with local health, aged care,
welfare, youth, housing, education

| As part of this objective the Council provides the community with an economical, flexible _ D emany oA onians 1 promota

form of group transport - the community bus. v | community wellbeing.”

~
'| Peleted: the Shire’s commitment to
fulfil this requirement

The Colac Qtway Community Bus provides in particular, for the frail, aged, disabled or
otherwise housebound members of the community, without private support, with the
purpose of increasing their mobility within the Colac Ofway community. 1t will alsg provide
assistance to local residents in accessing medical and other allied professional services
outside the Colac Otway Community when required to do so. Preference for use of the

Colac Otway Community Bus will, at all times be given to:

i) Disabled

i Veterans

iii Frail, aged

iv) Members of the community who_are otherwise housebound and isolated

v} Groups participating in community projects or fundraising on behalf of the Colac

Otway community.
Vi) Council departments (for work related purposes)

3. POLICY

Funding towards the cost of the bus was provided through the Home Community
Care program, and as a result the target utilisation groups are the frail, aged and
disabled members of the community. However, when it is not in use, the bus is
available for use by the wider community within the municipality as prescribed.

This policy applies to any member of the Shire’s community who is seeking to hire the

I community bus, Conditions for hire of the bus have been setby Council. . < -~ | peleted: 1 )
) "~ { Deleted: 1
I 3.1 Cost of Hire . The target utilisation group are the
frail aged and disabled members of the
«_Abondof $80.00 is required prior to bus hire. This will be refunded if the bus is f;;?,?::: 'g, g*,:;’:{;":;t;"in‘;",gr'fh';‘;;
returned in the same condifion as was hired out. people, the bus is available for use by
e A hire charge of 70 cents per kilometre and the cost of refuelling the bus must be the xyigierl ‘community within the
paid by the yser groupfindvidual, _ _ _ _ __ __ __ __ ________ o ____..__ . municipalty.
® _Hire of the bus for longer than 24 hours will incur a charge of $10 per 24 hour Eﬁfﬁf’ gs for community transport
period in addition to the above hire charge. To be fair to all a penalty fee of $10 will are st by Councl a6 part of s szl
be charged for late return of the bus without a genuine excuse. budget process;

« The charges for the community bus are to be reviewed on an annual basis.
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3.2

3.3

3.4

Booking the Bus

For the first booking the user groupfindividual must come to Customer Service Centre, 2-6
Rae Street, Colac and complete the Community Bus - User groupfindividual Registration
Form (Refer to Schedule 1} At this time the booking details will be recorded (users
name(s} and the date they require the bus will be recorded).

After the initial form has been completed, bookings of the community bus may be made in
person or by telephone.

Conditions of Use

The following are conditions which must be read by the driver prior to hiring the community
bus. Failure to observe these Conditions of Use will result in the Council withdrawing
permission for the user groupfindividual concerned to hire the bus. Breach of these
conditions may also render the user group/individual liable for costs occurred as a result of
the breach.

The user groupfindividual must be registered with the Colac Otway Shire before hiring the
bus (Refer schedule 1).

»__The driver must be be over 25 years of age and under 70 years of age and,be a holder __ . - [ Deleted: registered wilh the Colac }

+ Bookings will be on a first come first served basis.

« The bus may only be booked at a maximum of two months in advance, unless approval
has been given for extended bookings.

« No more than 12 people, including the driver are to travel on the bus.
« The log book supplied with the bus must be signed by the driver for each trip.

» No bus driver shall be unlicenced to drive, under the influence of alcohol or other drugs
or fake any step which is likely to interfere with the conditions of the insurance cover.

« The Council reserves the right to withdraw the bus from use without prior waming to
users. However, in such instances, every atternpt will be made to inform users as soon
as possible.

« The bus must be returned with a full tank of unleaded fuel.

* Prior to collecting the bus the Driver Record form (Schedule 1) must be completed_and
the bond paid.

» No smoking, aleohol or illicit drugs are . permitted at any time on the bus.

Collection of Bus

The key to the bus and keys can be collected between 8.30am and 5.00pm at the
Customer Relations Centre, Rae Street Colac. The bus will be provided clean and with a
fult tank of fuel. Itis required to be returned in the same condition at the place of collection
at the rear of the Council Offices in Corangamite Street, Colac. Any cleaning costs, or cost
incurred by the Council to refuel the tank, will be charged to the user group/individual
responsible.

Date Adopted: 13/7/00 Page 3 of 7
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35 Bus Damage T TTTTTTTTToTToToTTomTTmmmeeet
Jamage caused to the bus whilst in the custody of any user group/individual shall be paid
for by the user group/individual.
The amount to be paid by the group/individual will be offset by any amount that the Shire
receives for compensation through its Insurer.
Any damage to the bus must be reported in writing describing the circumstances to the
Customer Relations Staff at the Municipal Offices in Rae Street. The groupfindividual
involved must take all reasonable steps to enable the insurer of the bus to recover cost of
damage caused to the bus from any third party compensation.
If an accident occurs, the driver MUST NOT admit liability.
Refer to Schedule 3 for an outline of the driver's duties in the case of an accident and
Schedule 2, an accident details form which must be completed in the course of an accident
oceurting.
4. IMPLEMENTATION AND REVIEW
This policy will be implemented by Community Services Department of Council and is
subject to periodical review.
Date Adopted: 13/7/00 Page 4 of 7
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Schedule 1
COMMUNITY BUS - DRIVER RECORD FORM
= "7~ Deleted: 1
Please complete this form and retum it to the Colac Otway Shire Customer Service Centre (2.6 Rae Streel, T .
Colac) Oriving on behalf of -
Driver's N; 1
fvers Tame (Group or Individual/s}T
Address Driver: . .-
Phone No: {BH) (AH) JR— —poB" 7
T
Date of Birth 1
Address: .
1L will be driving for the following user groupfindividual(s)
h |
Type of Driver's Licence Held Licenge No ;ll
—_— Phone: .
Has the Driver: _ (Homej
Work
a)  Any physical defects, sight or hearing impairment, or infirmity Yes ! No Sll "
1
b}  During the past five {5) vears Licence
No:.
1) had an accident or fire happen to motor vehicle: Yes ! No Type of Licence:
1
if} made a motor claim on an insurance company. Yes ! No 1 )
(show amount if known) Has the DriverY
1. - Any sight, hearing physical
iii} been fined for an offence in connection with a vehicle Yes / No impairments or infirmity?.. . Yes
O . _No Of
iv) had a driving licence canceled or suspended Yes I No Euﬂng the past five (5) years:Y
(date(s) required) 2. .Had an accident or fire happen to
o . - motor vehicle? - - . Yes O . _No Of
v} had zny motor insurance canceled, declined or withdrawn Yes ! No 3._Made a motor insurance claim in
B last 5years? . . .Yes O..No Of
vi) had an excess imposed because of driving history Yes | No 4. .Been fined for a motor
offence?. . - - - Yes O._No Of
If answer 1o Part of Question 4 is ves, give full details below, if space insufficient attach sheet. 5. -Had a driving licence cancelled or
Name suspended? . . .Yes O . .No Of
Ace i 6. . Had a motor insurance cancelled,
Date declined or withdrawn? . Yes O . .No
3 _ ]
Previous Claim 7.1.]Had an insurance excess imposed
Tratfic Offence due to driving history?. Yes O. . No
Physical Defects [mi ]
CosVlnsurance 1
F'ns Cﬂ r: Pt = If answered yes give full details
Fine Company below (attach sheet if insufficient
space)
Leclaration T
Name . (1]
! declare that
a)_t am the holder of a_cu i it ich i Learner's Permit or Provisional Licence) and have been
driving for years
b} I have not been refused mator insurance
€) The vehicle will not be let on hire or used for carriage of paying passengers
d) [ have answered all questions truthfully and_not withheld any information likely to affect
vehicle.
Date Signature
DECLARATION:
The Coiac Otway Shire Council collects personal information o fevy rates, issue permits and licences and provide a variety
of community services. The information collected in this form is used only for the purposes contermplaled by the form
rimary purpose) and i not pe: it ies. In some instances however, disclosure is required by law or is
necessary for the protection of persons or property. Where this occurs, Council will take every reasonable slep to ensure
your privacy is protected in_accordance with the Information Privacy Act 2000 {Vic). Should you need to change or access
your personal detalls or require further information about Council’s Privacy Policy contact our Privacy Officer on 5232 9400,
Date Adopted: 13/7/00 Page 5 of 7
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Schedule 2

COMMUNITY BUS ACCIDENT DETAILS FORM

Daie Time

Vehicle 1 Driver

Req. No: Insurance No:
Address

Date Time

Vehicle 2 Driver

Reg. No: Insurance No:
Address

Date Time

Vehicle 3 Driver

Reg. No: |nsyrance No:
Address

Name and Address of Witnesses

SKETCH

Date Adopted: 13/7/00
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Schedule 3
WHAT TO DO AFTER AN ACCIDENT

DRIVERS DUTIES:

1. Stop and render assistance.

2. Exchange names, addresses and registration numbers of vehicles involved also
insurance details but do not make any admission of liability.

3. Ifaperson is killed or injured - report full particulars fo the nearest police station
and to your Compuisory Third Party Insurer (see below).

NB: The driver is under no legal obligation to_ make a written statement to the Police or
sign any statement prepared by the Police. In instances of fatal or serious injuries it
is advisable to consult your Compulsory Third Party Insurance before making a
statement (via Chief Executive Officer or the Transport Coordinator at Aged &

Disability Services)

This bus is registered to the Colac Otway Shire. It is covered by a _comprehensive
insurance policy. It is also _covered by RACY membership {in case of mechanical

problems)

In_case of accident or mechanical problems, contact the Transport Coordinator at Aged &
Disability Services located at 6 Murray Colac on 52329420.

It is essential that the Transport Coordinator at Colac Otway Shire be informed of any
problems before taking any action regarding repairs, towing etc. if at all practical.

Please use your common sense and observe your legal obligations.

Date Adopted: 13/7/00 Page 7 of 7
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1. INTRODUCTION
Policy Statement

Colac Otway Shire Council recognises that it is responsible and accountable for the
management of risk as far as practicable at bath corporate and community levels.

Council works in co-operation and consultation with employees to:

* Ensure ongoing active prevention of injury or iliness to any person;
+ Minimise or prevent risk and lability to Council; and
* Minimise damage or lass of any property.

Council provides a safe and healthy working environment for all employees and others invalved
with its acfivities and facilities.

Council acknowledges its corporate, financial and Jegal responsibility to effectively manage risks
in all areas of its business activities. As far as is reasonably practicable Council will ensure that
the organisation’s operations do not place people, property or the environment at unacceptable
levels of risk or harm.

Council is accountable for the property and assets under its control. This includes, but is not
restricted to, observing procedures agreed between management and employees. Contractors
and commiltees will observe and also adhere fo all relevant statements contained within this

policy.

Council's programs include strategic and economic development; managing Council's
Infrastructure and the natural environment, providing community development and support
services, quality management and customer service.

Statement Of Commitment

The major risk for most organisations is that they fail to achieve their strategic, business or
project objectives, or are perceived to have failed by their stakeholders. The Colac Otway Shire
is committed to managing this risk by logically and systematically identifying, analysing,
evaluating, treating, monitoring and communicating all risks that directly or indirectly impact on
the Council's ability to achieve the vision and strategic objectives outlined in the Council Plan.

Council believes that good Risk Management is essential for the successful implementation of
the Council Plan, as it:

Facilitates innovation, cooperation and the sharing of resources.

Enhances the development and delivery of Council programs.

Supports the Council's key values and ethics.

Encourages a closer working partnership between the Council and the community.
Ensures consultation with all Stakeholders on key issues.

Encourages a proactive approach to problem solving.

2. POLICY PRINCIPLES
The principles of the policy are to:

+ Identify and analyse Council's liability asscciated with risk;
s |dentify, evaluate and priaritise the Gouncil's risk associated opportunities and threats, with
a view fo:
» Exploiting opportunities; and
+ Reducing, mitigating, transferring or eliminating threats.

Date Adopted: 28/3/07 Page 3 of 10
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Promote and support risk management processes throughout the Colac Otway Shire;
Encourage the identification and reporting of potential risks;

Implement processes to reduce risk and eliminate high risk activities;

Recognise that successful risk management relies on input from ALL employees;

Allow for more effective allocation and use of resources;

Provide a basis for higher standards of accountability;

Protect Council's corporate image as a professional, responsible and ethical organisation;
and

» Implement key actions in minimising risk expasure.

. & ¢ s s

3. RELATIONSHIP WITH COQUNCIL PLAN
The management of risk is integral to achieving Council's mission as outiined in its Council Plan.
The Shire's values of Respect, Integrity, Goodwill, Honesty and Trust have relevance to the Risk
Management Policy. A strategy under the Leadership and Govemance objective is
“Continuously improve operational systems, processes and minimise risk”.

4. DEFINITIONS
Definitions as per AS ISO/IS 31000:
Risk is the effect of uncertainties on objectives. The “effect’ of the uncertainty is any deviation
from the expected and can be positive or negative. The objective could be related to finance,
health & safety or environmental and could impact on different levels of the arganisation
(Strategic, Operational or Project based efc).
Exposure is the extent to which an organisation and/or stakeholder is subject to an event.

Risk Management is the co-ordinated activities to direct and control an organisation with regard
to risk.

Hazard is a source of potential harm.
Event is an occurrence or change of a particular set of circumstances.
Likelihood is the chance of something happening.

Consequence is the outcome of an event affecting objectives.

5. SCOPE

This policy includes all services and functional areas of the organisation, including contractors
and consultants and at all levels of the organisation.

The policy encompasses risk management principles pertaining to all classes of risk and wili be
implemented across all sectors of the organisation. It requires a consistent, proactive and
systematic approach to risk management at all levels of Council and council activities.

In order to manage risks in accordance with best practice, Council should comply with the
requirements of ISOIS 31000, Risk Management - Principles and Guidelines as well as
Council's established ethical standards, values, policies, procedures and business practices.

Date Adopted: 28/3/07 Page 4 of 10
File No. GEN01688

Attachment 5 - Policy 7.3 Risk Management Policy Page 110



Report OM102804-5 - Review of Council Policies Attachment 5

Policy No. 7.3
Risk Management Policy

6. RISKMANAGEMENT REQUIREMENTS

Risk Management shall be a consideration in all Council decision making processes. In
accordance with its common law ‘duty of care’, statutory responsibiliies and Council Policy,
Councit will ensure that resources are allocated to:

+« Minimise Council's exposure to loss and litigation;

« Protect and enhance Council's Reputation;

»  Protect Council's financial and physical assets;

» Implement employee health and safety programs;

s  Capitalise on opportunities;

+ Identify and manage risks which may cause loss or liability to Council; and

e  Educate staff & Council to ensure there is a firm understanding of the principles associated
with Enterprise Risk Management.

Maximum benefit is derived from the risk management processes through the:

«  Commitment of Council and the Executive Management Team to risk management;
«  Analysis of both external and internal risks;

+ Establishment of risk management responsibilities throughout the Council;

*  Communication throughout Council about risk;

* Regular monitoring and reporting on processes established to manage risk to the Risk
Management Committee, to the Chief Executive Officer and the Audit Committee; and

»  Integrating of risk management into the business planning process.

This will be achieved through the implementation of a risk management process, which is
designed to identify significant risk exposures and find acceptable solutions for eliminating,
reducing or transferring them.

7. RESPONSIBILITY

Management and Staff are to be familiar and competent in the application of Council's Risk
Management Policy and be accountable for adherence to the policy within their areas of
responsibility.

Council is responsible for adopting a Risk Management Policy and ensuring there is adequate
budgetary provision for the implementation and maintenance of this policy.

The Audit Committee is responsible for:

» assisting the co-ordination of relevant activites of management, achieving the overall
abjectives of Council in an efficient and effective manner, including:
+ acting as an advisory of Coungil, to assist in discharging Council’s responsibilities as
they relate to the organisation’s accounting policies, management systems, internal
controls and financial reporting;

« seeking assurance of, efficient and effective external and internal audit processes; e -{ Deleted: maintaining an ]

» assisting Council in managing its risk; and
« reviewing compliance process with legislation.

Internal Audit is essential to the management of financial risk. The Council's Audit Commitiee is
separately constituted by the Council and is strategically linked to the Risk Management
Committee through the attendance of staff at both committees.
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Risk Management Committee is responsible for:

Ensuring Councif's Risk Management practices operate within the framework provided by
ASNS0 31000 Risk Management — Principles and Guidelines, legistation and Council
policy.
Reviewing Council's Risk Management Policy and procedure by 30 November each year.

Praviding advice and assist management and staff in the management of risk within their
areas of responsibility.

Monitering Risk Trends
Supporting risk management awareness training throughout the Council.
Reporting to the Executive Management Team on a quarterly basis.

Providing an Aclion Progress Report to the Audit Committee on a quarterly basis.
Reporting progress to Executive after each meeting.

Risk Management Committee Composition

The Risk Management Committee will be comprised of individuals selected to ensure caoverage
of the Council’s key risk areas, as identified by our insurers. Broadly, these risk areas are!

Physical Assets .
Recreation / Open Space .
Corporate Governance .
Human Services .
Fiduciary Control

Information Management
Planning and Compliance
Operations

Contract Management

Representation on the Committee will be at the management level and will be chaired and
convened by the Risk Management Coordinator. The members of the Commiltee will be:

Risk Services Officer .
Manager Organisation Support and .
Development

Manager Sustainable Assets .
Manager Cosworks .

Manager Health & Community
Services

Chief Executive Officer is responsible for:

*

General Manager Corporate &
Community Services

Manager Recreation, Arts and
Culture

Senior Accountant

Manager Planning and Building

Understanding the principles of Risk Management, including their application to resource
conservation and incident/claim reduction.

Ensuring that the Council meets its “duty of care” to all staff and the general public and
protects its assets and operations through:

-

Education.
Appropriate risk financing.

Adequate loss control programs and measures.,
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Monitoring and evaluating the performance of General Managers against their Risk
Management responsibilities.

Leading the Executive Management Team in the development of the Council's Business
Continuity recovery program.

Assisting the Council in the development and revision of the Council Plan.

Develop agreed and assessable success measures with alt General Managers, to support
the Strategic Objectives contained in the Council Plan.

Promoting Risk Management as a vital business principle.

Monitoring the implementation of the Risk Management Policy and Risk Management
procedure across the organisation.

Ensuring the provision of a safe and healthy work environment.

Implementation of appropriate safe work practices and control measures in accordance
with the Occupational Health & Safety Act 2004, its amendments, Regulations and related
Codes of Practice and Australian Standards.

Maintaining Council's Risk Register:
+ review and prioritise all risks entered on the register;
« review action pfans against all identified risks;

Ensuring that Council's assets and operations, together with [fability risks to the public, are
adequately protected through appropriate risk financing and loss control programs and
measures.

Providing risk management related information to all staff.
Advising Council of significant risks, strategies and resource implications.

Monitoring and ensuring freatments are developed for the items identified in the Risk
Register.

General Managers are responsible for:

Understanding the principles of Risk Management, including their application to resource
conservation and incident/claim reduction.

Ensuring that the Council meets its “duty of care” to all staff and the general public and
protects its assets and operations through:

« Education.
* Appropriate risk financing.
» Adequate loss control programs and measures.

Developing agreed and assessable success measures with the CEQ, to support the
Strategic Objectives contained in the Council Plan.

Promote Risk Management as a vital business principle.

Ensure that proposed events and projects within their jurisdiction are not approved without
a formal risk assessment that effectively identifies and manages all the risks associated
with them.

Monitoring and evaluating the performance of managers against their Risk Management
responsibilities.

Developing approved Business Unit Plans to support the Council Plan, linking all individual
Business Objectives to the Council's Strategic Objectives.

Monitoring all risks and associated Risk Management Plans entered into the Council's Risk
Register which fall within their jurisdiction.

Ensuring the provision of a safe and healthy work environment.

Implementation of appropriate safe work practices and control measures in accordance
with the Occupational Health & Safety Act 2004, its amendments, Regulations and related
Codes of Practice and Australian Standards.

Maintaining Council's Risk Register:
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+ review and prioritise all risks entered on the register;
« review action plans against all identified risks;.

Ensuring that Council's assets and operations, together with liability risks to the public, are
adequately protected through appropriate risk financing and loss control programs and
measures.

Providing risk management related information to all staff.
Advising Council of significant risks, strategles and resource implications.

Monitoring and ensuring treatments are developed for the items identified in the Risk
Register.

Risk Services Officer is responsible for;

Assisting with the implementation of an effective Risk Management System to ensure
Council takes a proactive role in managing:

+ WorkCover;

» Public Liability;

* Professional Indemnity;

* Industrial Special Risks and

« Motor Vehicle claims for Council staff, works, services and facilities.

Providing advice and assistance to all Council staff in relation to the development and
implementation of an effective Risk Management System that complies with AS/ISO 31000
Risk Management — Principles and Guidelines encouraging all Council staff, contractors
and volunteers to actively employ Risk Management processes in their decision making.
Assisting all staff with the procedural aspects of Risk Management.

Maintaining Council's Risk Register.

Managers, Co-ordinators and Team Leaders are respaonsible for;

Understanding and observing the Risk Management Policy and related procedures.

Making loss controlfprevention a priority whilst undertaking daily tasks in Council's
operations.

Providing a safe and healthy work environment, in accordance with the Qccupational
Health and Safety Act 2004, its amendments, regulations and related Codes of Practice
and Australian Standards.

Providing assistance and requested information in relation to any insurance claim or risk
management issue, in a timely manner.

Ensuring that Council responds immediately to any report of a2 hazard or incident received
from a resident, employee or visitor.

Advising of any risk management matter that should be incorporated in forthcoming
budgets.

Menitoring and ensuring treatments are applied for the items identified in the Risk Register.
Understanding the principles of Risk Management, including their application to resource
conservation and incident/claim reduction,

Monitoring and evaluating the performance of Team Leaders against their Risk
Management responsibilities.

Contributing to the development of the Council's Business Conlinuity recovery program.
Assisting lheir General Manager in the development and maintenance of Business Unit
Plans.

Assisting their team members/staff in the identification, evaluation and mitigation of risks
associated with their success measures.

Date Adopted: 28/3/07 Page 8 of 10
File No. GEN)1688

Attachment 5 - Policy 7.3 Risk Management Policy

Page 114



Report OM102804-5 - Review of Council Policies

Attachment 5

Policy No. 7.3
Risk Management Policy

Advising of any risk issues within their jurisdiction that should be incorperated in
forthcoming budgets.

Promoting Risk Management as a vital business principle.

Staff, Volunteers and Contractors are responsible for:

Understanding and observing the Risk Management Policy and related procedures.

Making loss controlfprevention 2 priority whilst undertaking daily tasks in Council's
operations.

Performing duties in & manner which is without an unacceptable level of risk to their own
health and safety, other employees, Council's customers, visitors, confractors or the
community in general.

Reporting any illness, injury, hazard, near miss or incidents and losses as soon as they are
detected to their manager or coordinator.

Providing risk management related information, as requested by their manager.

Assisting their manager in the identification and management of risks to be entered into the
Council's Risk Register.

Contribufing to the development and implementation of Risk Action Plans and strategies
within their jurisdiction.

Identifying evaluating and mitigating risks associated with their agreed success measures.
Providing timely assistance and requested information in relation to any insurance claim or
Risk Management issue

Contracts Co-Ordinator, Manager Sustainable Assets, Manager Capital Works, Manager
Major Projects are to:

.

Ensuring that tenders issued and contracts let by Council comply with the Risk
Management, Insurance and Indemnity requirements of AS 4000 and conform to the intent
of Council's Risk Management Policy and procedure.

Managing contracts to ensure their compliance with the above.

Events Co-ordinator

In addition to their generic responsibliities under this Policy, the Events Co-ordinalor is to
undertake and document a formal risk assessment for all proposed events/profects, prior to their
submission for funding consideration. This assessment must:

-

*

Consider known risks identified for similar events/projects.

Identify unique risks associated with a particular event/project.

Where possible, modify the event/project's design to eliminate or at least minimise these
known risks.

Where risks cannot be eliminated through redesign or re-engineering, establish plans to
mitigate the risk to an acceptable level during an event or after a projects
completionfimplementation.

Building Maintenance Officer

In addition to his or her generic responsibilities under this Policy, the Building Mainlenance
Officer will:

Develop and maintain an inspection program for all Council owned and controlled buildings,
which complies with all Council's statutory and regulatory abligations.
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*  Generate maintenance activities from inspections conducted.

e« Ensure that maintenance aclivites are camied out in accordance with applicable
specifications and standards.

8. DISSEMINATION AND REVIEW
This policy will be communicated throughout the organisation on endorsement.
A regular review of all Council's activities is to be undertaken in order to assess the level of
compliance with the Risk Management Policy. Progressive adjustment of practices will be
undertaken, including the documentation and recording of those practices, to achieve full
compliance with this Policy.

9. PERFORMANCE REVIEW
This policy is to be reviewed on an annual basis by the Risk Management Committee.
Council shall ensure that there is ongoing review of its risk management system to ensure
continued suitability and effectiveness in satisfying the requirements of AS/ISO 31000 Risk
Management — Principles and Guidelines, and its Risk Management Policy. Records of such
reviews shall be maintained. Council shall take part in regular audits to ensure compliance with
relevant legislative requirements, these may include SafetyMap, Civic Mutual Plus (CMP) audits,
Jardine Mulual Asset Protection Program (JMAPP) audits.
The objective is for Council to be ultimately recognised as achieving and maintaining best
practice standards for managing risk within Local Government.

10. RISK REGISTER/RISK MANAGEMENT PROCESS
This policy provides the basis for the management of risk with in the Colac Otway Shire. This
policy should be read in conjunction with the Risk Register, legislation and the asscciated Risk
Management procedures.

11. RELATED DOCUMENTS
*» OH&S Manual
+ ISO/NS 31000 Risk Management — Principles and guidelines
+ IS0 Guide 73 Risk management - Vocabulary
= AS 4000 General Conditions of Contract
« Colac Otway Shire Council Plan
« Colac Otway Shire Risk Management Procedure
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INTRODUCTION

This policy applies a procedure for the closure of unused roads and the granting of licences for
unused roads and water frontages. -

RELATIONSHIP WITH COUNCIL PLAN

This policy recognises Council's objective of Physical Infrastructure and Assets to .-
provide and maintain Councit infrastructure and assets that meet community needs

now and into the future.

Deleted: A companent of Colac Otway
Shire Council's mission is fo manage
Council's infrastructure for the purpose
of providing services and activities to
enhance the quality of life of cur
residents and visitors.

T [ Deleted: An objective ]

"~ Deleted: 1 IE

3. OBJECTIVES

The objective of this policy is to provide a framework in relation to the process to be
undertaken when considering applications for the closure of unused roads and the granting of
licences for unused roads and water frontages.

1
] * _If submissions are received concerning the discontinuance, these will be considered by '

CRITERIA AND GUIDELINES

!
"’{ Deleted: an
1+ { Deleted: road
'y
| Deteted: licences

1y
"y

Upon receipt of notification from the Government Department administering the Land Act w‘f{,’

1958 (Sections 349 and 400} for Council consent to the declaration of a road as unused or PR

Al /
to Jicence an unused road or water frontage, the General_Manager Infrastructure_and ,*

Services is to ascertain whether the road or water frontage is required for traffic or access )
or any other legitimate purpose. h

If the road or water frontage is considered not to be required then the appropriate form
shall be signed by the Chief Executive Officer on behalf of Council and returned to the
Department. K
Whenever consent is granted to close an unused road or to licence an unused road or ;
water frontage, the General Manager Infrastructure and Services shall notify the Manager
— Finance_and Customer Services to enable updating of rate records. /

landowners that submissions can be made to the proposal. ' B

\ b
If no submissions or objections have been received and their appears to be agreement for ',
the closure the General Manager Infrastructure and Services may proceed to have the W

road or part of the road closed .

[
N

Council in accordance with Section 223 of the Local Government Act 1989 and a final
decision shall be made by Council following preparation of a report by the General
Manager Infrastructure and Services.

-
N

‘( Deleted: closure
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Deleted: Where a ratepayer(s} request
for a road or part of a road to be closed
and/or in the opinion of the General
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Deleted: Matters to be taken into
account{

1

Matters to be taken into account by the
General Manager Infrastructure and
Services when ascertaining the usage
of roads and/or water frontage are;{]

1

<f#>Number of properties abutting the
road using the water frontage;
<ft>Whether the reserve is required for
drainage or serving properties)y]
<#>Caost of maintaining the unused
road under existing conditions;{]
<jf>Properties obtaining access and
alternative access points:|
<#>Requirements of property owner(s)
abutting or using the road or water
frontage if any.q

1
1
1

1
Closure

“( Deleted: closed

\\ . r Deleted: close
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* _ Where the road to be discontinued is determined to not be required for public use, will not
adversely impact on_service delivery. and has the endorsement of Council where
necessary, the discontinuance may be confirmed via a notice published in the Victoria
Government Gazette.

Matters to be taken into account

regardless of whether a parficular reserve is currently used or not.

Over time the requirements for use of a road reserve wili change, some reserves_remain as
being unutilised, whilst others may become a very important part of Council's road network. In
fime, unused or unconstructed road reserves could very well be required and it is particularly
important_to thoroughly consider any application to licence or to discontinue a road. This is
particularly pertinent when considering the provision of access to individual parcels of land.

Matters to be taken into account by the General Manager Infrastructure and Services when
ascertaining the usage of roads and/or water frontage are:

* Number of properlies abutting the road or using the water frontage;

s Whether the road is required for drainage. infrastructure works or for the servicing of
propetrfies;

» _ Cost of maintaining the unused road under existing conditions;

s Properties obtaining access and alternative access poinfs along the road or water
frontage: and

* Requirements of property owner(s} abutting or using the road or water frontage if any.

Further consultation may be undertaken with other relevant Council units such as Planning
Environment or Recreafion to determine that the proposal is of community benefit,_is in
accordance with Council planning controls. does not impact adve nvironmental
values and that the portion of road is not reasonably required for any other Council purpose.

Re-opening of licensed unused roads or water frontage

Council may in accordance with Section 407(1) of the Land Act 7958 instruct the Department
to cancel or amend a licence issued in respect of any unused road should it consider it
desirable in the public's interest.

Such instruction should be in writing and specify the extent of any amendment or cancellation
of a licence.

In the incidence that licence has been cancelled, the road to which that lic ted shall
cease to be unused and reverts back to the management of Council.

5. IMPLEMENTATION AND REVIEW

This policy will be implemented by Infrastructure
to a periodic review,,

Deleted: Matters Lo be taken into
account by the General Manager
{nfrastructure and Services when
ascertaining the usage of roads andfor
waler frontage are,

Deleted: 1

<#>Number of properties abutting the
road or using the water frontage;q]
<#>Whether the road is required for
drainage or servicing properties;fj
<#>Cost of maintaining the unused
road under existing conditions:Y
<#>Properties obtaining access and
alternative access points along the road
or water frontage; andy
<#>Requirements of property owner(s)
abutting or using the road or water
frontage if any.{|

,‘l Deleted: Unit

' | Deleted: §
//| 7. .RELATED
6. RELATED LEGISLATION /| POLICIESIPROCEDURESIGUIDELINE
! ! ST
Land Act 1958 2 e
Local GovernmentAct 1988, i ' q

- :

1
““““““““““““““ 8. .ATTACHMENTS. .§

1
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INTRODUCTION

| This policy is framed having regard to the adoption of General Local Law No. 2 — 2005
Section 74.

This policy outlines the conditions and nature of items allowed to be displayed on footways.

RELATIONSHIP WITH COUNCIL PLAN

v

POLICY

This policy applies to any trader who wishes to display A-frame information boards or chairs
and tables (or other items} between the kerb and the property line.

3.1 A-FRAME INFORMATION BOARDS

Council may permit one A-Frame advertising board or similar sign per business operating

from a single premise if practicable and safe to do so
met:

1. The advertising sign must not unduly obstruct thoroughfare or access and is positioned

between 1.5 m and 0.6 m from the kerb and in front of the premises.

The sign must be fabricated from sound material and not exceed 1.0m by 0.6m. They
are to be constructed in a safe and efficient manner and kept in good repair.

It is only displayed during the normal business hours and in front of the associated
premises or the arcade in which the premises is located.

Satisfactory evidence is produced that a public liability insurance policy is in place with
a cover of at least $10 million and the Colac Otway Shire is endorsed on the policy as
being insured.

Council or its authorised officers reserve the right to revoke any permit at any time and
require removal of the sign.

A permit fee or other amount as fixed by the Council as part of the annual Budget
process and shall be payable.

ed . in the front window to

An approval sticker as provided by the Council is tg be display:
which the items belong.

The erection or placing of A-Frame advertising signs are prohibited in some areas
specified by Coungil:

a)
b}

on any footpath other than a Commercial zone;
on a road and within 2.0 metres of the property boundary;

on a road beyond 1.5 metres or within 0.6 metres of the back of the kerb adjacent
to a parking lane or kerb in front of which vehicles may angle park;

c}

Dale Adeptedy _ 245006 . _ e
Fite No: GEN01688

- -| Deleted: To ensure the amenity of the
Calac Otway Shire can be enjoyed by a
diversity of people, as specified in
Coungil's Vision, this palicy has been
developed to allow for safe and
equiable display of tems on footpaths
and streets.
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- { Deleted: in front of any premises
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- 1 Deleted: on the sign at all times,
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impounded
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d) over any footpath or road where the resulting vertical clearance is less than 2.1
metres;

e) on any part of a nature strip, reserve or shoulder which is:
(i) within 4m of the edge of the traffic able part of the carriageway;

(i} within the following distances from intersections with roads which are 6 m or
more wide and which are not controlled by traffic lights.

Speed* on the road up to Distance fo left From intersection to right#
50 kmvh 25m 50m

60 km/h 30m 60m

70 km/h 35m 75m

80 km/h 45m 100m

90 km/h 60m 435m

100 kmih 85m 180 m

* *Speed” means the speed limit or 85" percentile speed whichever is higher.

# “Left" or “Right" means directions along a two way principal road cariageway
viewed from the side road. Where the principal road is one way, the distance "te
right” applies in the appropriate direction.

f)  ona sealed carriageway or within 2m of one;
g) on any vehicle parked or left standing on a road;

h) in any other location which, in the opinion of an Authorised Officer, it is likely to
obstruct motarists lines of sight or cause danger to any road user.

3.2 TABLES, CHAIRS AND OTHER ITEMS

Council may permit tables and chairs or display of goods in front of any premise provided the
following conditions are met:

1. That where a footpath is less than 2 metres in width, Council's authorised officers prior
to granting permission for the placement of any board, table or chairs consider the
travel free space available to pedestrians is guaranteed.

2. The table and chairs or goods must not unduly obstruct thoroughfare or access and is
positioned between 1.5m and 0.6m from the kerb and in front of the premises.

3. They are only located during the normal business hours and in front of the associated
premises or the arcade in which the premises is located.

4. Satisfactory evidence is produced that a public liability insurance policy is in place.

8. Council or its authorised officers reserve the right to revoke any permit at any time and
require removal of the tables and chairs or other items.

6. An approval sticker as provided by the Councll js tg be displayed In the front windowto _ . - {Delehed: shall ]
which the items belong. "~ { Deleted: on the table or goods at alk
times. Items not displaying the sticker
3.3 APPLICATION FORM may be impounded.

The appropriate application for a permit to displayflocate signs and goods on the
foothpath/reserve or Council iand must be completed by the trader prior to a permit being
issued. The fees related to the cost of these permits are set annually by Council as part of its

| budget process. . --{Deleted: )
4. IMPLEMENTATION AND REVIEW
This policy will be implemented by Council and is subject to periodic review. ,{ Deleted: 18/10/95

LI
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| Abpplication for Permit Display / Locate Sign & Goods

on the Footpath / Road Reserve or Council Land
General Local l.aw 2 - Section 74

I Permit valid 1% April to 31% March

Applicant's Name:

Name of Business:

Address of Business:

PH: (BH) (AH) (FAX)

Business Hours Start Time: End Time:

Please ensure that the following information is attached with this application.

> INSURANCE POLICY: (“CERTIFICATE OF CURRENCY” REQUIRED}
Applicant’s Public Liability Insurance Policy 'Certificate of Currency’ noting Colac Otway Shire

as an interested party {with proof of a minimum $10 million Public Liability Insurance*
coverage) attached. Please be advised that it is the applicant’s responsibility to ensure that
the insurance policy covers the activity or event relevant to the application.

CHAIRS/MOTOR VEHICLES/MACHINERY R

TYPE OF PERMIT REQUIRED (Please tick)
I:I_Frame Advertising Board _$80.00

I:]_Goods/Display Racks  eeeeeen @ $45.00 for 1% sq .metre, then
___ $30.00 per sq metre thereafter =§$............

D_Tables & Chairs $55.00 for 1* Table & 4 Chairs and $40 each
_ Unitthereafter=$................

D Motor Vehicles/Machinery ... @ $45.00 for 1% sq .metre, then
$30.00 per sq metre thereafter =§$............

Note: fees are set as pait of the annual budget process

"NOT VALID UNTIL PERMIT IS ISSUED"

Applicant’s Signature: Date

The Colac Otway Shire Council collects personal information to levy rates, issue permits and licences, and
provide a variety of community services. The information collected in this form is used only for the purposes
contemplated by the form (primary purpose) and is not passed on to third parties. In some instances
hawever, disclosure is required by law or is necessary for the protection of persons or property. Where this
occurs, Council will take every reasonable step to ensure your privacy Is protected in accordance with the
Information Privacy Act 2000 (Vig). Should you need to change or access your personal detaifs, or require
further information about Council’s Privacy Policy contact our Privacy Officer on 5232 9400,

Deleted: |
Application for Permity]

Deleted: 9

INSURANCE POLICY

<#>In the name of the applicant{
<#>With coverage for the permitted
activityl

<#>That is cument and remains currentf]
With liability cover for a minimum of $5

[ mitiony
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{ peleted: 1 ]

=~ {peleted: 1 }
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Installation and Usage of Stock Underpasses _ _ - -[ Deleted: Cattle

[

1.

_________________________________________________________ . - Deleted: 1

INTRODUCTION

Many farmers own land on both sides of roads which requires the frequent

movement of stock across the road. - -[ Deleted: cattle

drainage system which becomes a maintenance cost to the Council.

RELATIONSHIP TO COUNCIL PLAN

his policy recognises Council’'s objective of Physical Infrastructure and Assets. . - -| Deleted: This policy recognises

Council's Mission Statement that states

“Council_will_provide and maintain Council infrastructure and assets that meet
community needs now and in the future. environment]

the impartance of managing Council's
infrastructure and the natural

This document sets out Council's policy with respect to the installation of stock _ - -—[Deleted: cattle

underpasses on the road network within the Shire.

POLICY

When budget provisions allow, Council will endeavour to assist farmers to construct
approved underpasses in suitable locations.

Council will offer assistance, as outlined in Guidelines in the form of a cash
reimbursement up to $3,000 excluding GST for costs associated with the guardrail
installation and road reinstatement.

The property owner requesting the underpass shall be responsible for all other costs.
All underpasses must have a concrete floor and provisions included for drainage.

The location, design and construction of the underpass must be approved by the
General Manager Infrastructure and Services. In addition the crossing shall comply
with the current Vic Roads highway loadings and recommended structure widths for
the particular road under consideration as determined by VicRoads Guidelines.

Ongoing maintenance and repair of the underpass is the responsibility of the property
owner served by the underpass.
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Approvals
All underpasses are to be constructed in accordance with an approved engineer’s
design.
When seeking approval to construct a stock underpass, plans must_be provided that _ - - { Deleted: cattle ]

show a detailed locality plan and all design details necessary for the construction of
the underpass including a set of structural computations. Information and design
necessary to provide the appropriate drainage must also be submitted.

Approvals will not be granted where:

a) There is less than 1.8m clear height in the underpass; or
b} Where guardrails are not specified in accordance with the current Vic Roads
standard.

Where an underpass is to be constructed under a local road, approval is to be
obtained from Council.

Where an underpass is to be constructed under a declared main road, approval is to
be obtained from both Vic Roads

4. GUIDELINES
Council Financial Assistance

Council assistance will be limited up fo a maximum of the lesser of (a) 15% of
construction costs of the underpass under the road formation including the
reinstatement of the seal surface and associated safety guardrail, but excluding
approach tracks and fencing; or (b) $3,000 + GST. The property owner requesting
the underpass shall be responsible for all other costs.

Specific Conditions

Upon approval of plans, the applicant shall enter into a formal standard agreement
which shall be registered on {itie pursuant o Section 173 of the Planning and
Environment Act which formalises the following arrangements and shall bind the
applicant to the special conditions (see attached standard agreement).

Other Conditions

i) The crossing is to be constructed in accordance with an approved design
prepared by a structural engineer;

iiy The underpass must be connected to an approved drainage system;

iii ) Appropriate service authorities such as Telstra and Powercor are fo be
advised of the proposed works;

iv) Colac Otway Shire Asset Management Unit is to be advised at least 48 hours
prior to the commencement of works;

v) Traffic contro! signs are to be erected in accordance with Worksite Traffic
Management (Roadworks Signing) Code of Practice and maintained for the
duration of the works.

vi) Approved backfilling around culverts must be placed in layers of not more
than 150mm deep and must be thoroughly compacted before proceeding to
the next layer;

vii) The top 300mm of the backfill must be approved road making material,
compacted in accordance with {vi) above;
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viii) Guard rails must be erected in accordance with the requirements of
VicRoads current standards and to the satisfaction of the Manager Asset

Management;
ix) Colac Otway Shire is to be notified of completion of works and will arrange
for the sealing of the surface as soon as practicable at full cost to the
landowner;
X) Council must be indemnified against any claims for damages resulting from
| any losses or injury associated with the stock underpass; - - { Deleted: catye )
xi) The landowner is required to maintain in good condition at all times, the
underpass, drainage, guard rails and approaches to the complete satisfaction
] of the Manager Sustainable Assets;, - - - { Deleted: Asset Management ]

Xii) “as constructed” drawings are to be supplied to the Colac Otway Shire, Asset
Management Unit including all levels of the floor of the crossing, within 4
weeks of completion of the work.

5. IMPLEMENTATION AND REVIEW

This policy will be implemented by the Colac Otway Shire and is subject to periodic

review.
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FORMAL STANDARD AGREEMENT
{Section 173 of the Planning and Environment Act)

THIS DEED OF AGREEMENT is made the day of BETWEEN

COLAC-OTWAY SHIRE COUNCIL of 2-6 Rae Street, Colac in the State of Victoria
(hereinafter called “Council™)

AND

Dairy Farmers (herein after called “the User”)

RECITALS:

are the owners of certain land abutting both sides of the Road being the land more
particularly described 88 .....c.ooevveviiiiiii (hereinafter called
“the Land"} and desires to construct a gSlock _ underpass _ under

............................ being Drawing Reference sheet
as amended to accord with Councils’ requirements and
which, as amended shall have met the approval of Council.

supplied and carried out by a contracter approved by Councils’ General Manager -
Infrastructure at the User's expense, subject to any agreed contribution by Coungil,
and shall be maintained by the contractor at the User's expense for a period of Four
months after completion.

The User shall obtain all relevant approvals and/or permits and ensure the Works,
including the fenced approaches and walkways, are constructed in accordance with
the plans and to the satisfaction of Council.

The User shall be responsible for the maintenance, repair and drainage of the stock __

underpass and shall reimburse to Council within one month of receiving a demand to
do so to do any reasonable costs and expenses Council may incur in repairing or
will accept liability for the cost of repairs attributable to a specially authorised
overloaded vehicle travelling over the underpass, prior notification which will be
given by Council to the User. The User shall notify Council of any such known
damage within 28 days.

The User shall advise any future purchaser of the Land of any part thereof in writing
of the existence and contents of this agreement. The User shall advise Council in
writing of any such change in tenure of ownership of the Land or any part thereof
within 28 days of such change.

Date Adopted 10 July 1996 Page5of 7
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VI

| wi.

| v

ix

XAl

] xu.

Xl

1: Cattle

The User shall;

A wholly indemnify and hold harmless Council against any and all demands
actions and claims or suits for damages brought against Council by any body

or party in respect of the construction, existence andfor use of the stock _ . [ Deleted:

cattle

underpass; and

: cattle

obtaining an adequate insurance cover by a reputable insurer for an amount
agreed to by Council and in default of such an agreement for an insured
amount nominated by an independent broker agreed to by the parties, or in
default of such agreement an amount nominated by the President for the
time being of the Law /Institute of Victoria.

for those matters for which the User is responsible a notice may be served on the
User directing that such cleaning and/or repairs as specified in the notice shall be
carried out by the User within a period of 28 days after service of the notice.

In default of compliance by the User with such notice Council may carry out the
repairs and charge the cost thereof to the user. Such cost may be recoverable in a
court of competent jurisdiction.

s catile

A only be used for the passage of stack and by persons authorised by the User
to assist with the passage of stock for which sole purpose this permission is
granted;

B. not be used for the housing of animals, vehicles or farm machinery, or for
the storage of produce or material at any time.

- - { Deleted:

cattle

The User acknowledges that its continued use of the gtock underpass is subject atall__ .- - -{ Deleted:

cattle

times to compliance by the User with terms of this Agreement. In the event of
structural failure or evidence of structural weakness of the underpass, the User shall
be responsible for rectifying the faults or removing the underpass and reinstating the
road to proper condition. In the event of the road being widened andfor realigned in
the future, Council; would bear the cost of extending or relocating the underpass.

3 cattle

The User's rights to use the stock underpass as set out in this agreement shall pass___ - —[ Deleted:

cattle

on to its successors in title subject to the provisions of this agreement.

This agreement shall be for a period of five years commencing on
.............................. and terminating, subject to any clause contained herein on
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| XIV.___ “Provided the User is not in breach of this Agreement, the User may elect by notice

XVII.

in writing to be delivered to Council no less than three months prior to the expiration
of the initial term of Agreement and any extension(s) of the term thereof extend the
period of this Agreement for a further five years. The length of the Agreement shall
therefore be five years with three further option periods of five years each, ie
5x5x5x5. Extension of this agreement pursuant to the exercise of an option period
shall be deleted, so that at the end of the first period, there is only a further 5x5x5
years to run, after ten years then a further 5x5, and so forth”.

“A notice (including, without limitation a document) shall be deemed to have been
given when it is received by the person to whom it is addressed or is delivered to the
address of that person stated in the Agreement or last communicated in writing by
that person to the person giving the notice, whichever is the earlier”.

This Agreement supersedes any and all prior arrangements, agreements or
undertakings and shall be binding notwithstanding any prior arrangements,
agreements or undertakings made which may confiict with or be at variance with this
agreement or any correspondence or document relating to the subject matter of this
agreement which may have passed between parties hereto.

Continued use of the underpass after the term of agreement will be subject to further
agreement at that time. If there is no renewal of the agreement, the User will be
responsible for removing the underpass and reinstating the road to proper condition.

IN WITNESS whereof the parties hereto have hereunto set their hands and seals the day and
year first set herein before written.

COLAC-OTWAY SHIRE COUNCIL

The Common Seal of the Colac-Otway Shire Council was
hereto affixed in accordance with its Local Law No. 4.

Chief Executive Officer

SIGNED SEALED AND DELIVERED
by the said Users in the presence of o,

Witness
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1. PURPOSE
The purpose of this policy is to:

»  Set the framework that supports the management of Council’s assefs,

= Set Council's broad corporate goals and objectives for the management of its assefs
incorporating a life-cycle approach to asset management,

= Ensure service delivery needs form the: basis of assef management,

= Provide for present needs while sustaining resources for future generations, and

= Define the role of Council and to guide decision makers in providing quality management
of its asseis.

2. INTRODUCTION

Colac Otway Shire Council owns and uses assels to support its core businesses, namely the
delivery of services to the community. Some assets are also utilised for Council's own
operational needs.

A consistent, proactive approach to asset management is required at all levels of Council.

Asset Management relates directly to the objectives of the Council Plan, and will ensure that _ _ - { Deleted: Council's Corporate ]

Council delivers an appropriate level of service through its assets. This will provide a positive
impact on the ability of Council to deliver the expected level of services and infrastructure.

Colac Otway Shire Council is committed to managing its assets in accordance with recognised
best practice. This includes ensuring assets are planned, created, operated, maintained,
replaced or disposed of in accordance with Council's priorities for the services it delivers.

Colac Otway Shire Council will review and manage its assefs in accordance with the principles
of this policy.

The management of Council's assets will be within the framework outlined in Section 5.0,
Asset Management Framework. The framework is illustrated in Figure 1.0.

The benefits of a sftrategic approach to establishing the asset management policy
include:

= Better allocation of limited council resources,

= Improved alignment of assets with services and community expectations,

= Reduced demand for new council assets through better integration of service planning and
asset planning,

= More effective use and maintenance of existing council assets,

» Improved processes and accountability for capital and recurrent works, and

= Increased use of sustainable development solutions.

3. SCOPE OF THE POLICY
The asset management policy is to be implemented across all sectors of the organisation.

It is intended that the implementation of this policy will provide the impetus to improve and
guide existing asset management practices in line with current best practice.

The philosophy underlying this policy is that Council should be able to maintain and
rehabilitate its assets, both in the short term and long term, in a condition which satisfies the
community, minimises the risk to both the public and the environment, and which is affordable.

/{ Deleted: 27/8/03 ]
/! { Deleted: 26/7106 & 2613107 ]
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5.

5.1

5.2

DEFINITIONS

Asset management is the process of guiding the acquisition, use and disposal of assets to
make the most of their service delivery potential and manage the related risks and costs over
their entire life cycle.

In its simplest terms, asset management is about the way in which we look after the assets
around us, both on a day-to-day basis (maintenance and operations) and in the medium to
long term {strategic and forward planning).

Words in italics are defined in the Glossary at the rear of the policy.

Asset Planning
Asset Review
Asset Delivery

Asset Management

Principles Figure 1.0 - Asset Management Framework

ASSET MANAGEMENT
FRAMEWORK

The framework as illustrated creates a
logical structure for grouping asset
management functions.

The purpose is to provide a tool to
decision makers who are responsible
for the effective and efficient
management of assels.

Council will fulfil its obligation to

manage its assefs in accordance

with recognised best practice. This will require the establishment of clear linkages between the
asset manager, service providers, stakeholders and maintenance providers.

The following principles provide for improved asset management and are arranged according
to the framework elements.

1. Asset Planning

2. Asset Delivery

3. Asset Management
4. Asset Review

The principles are listed in dot point form after a brief description of each framework element.

Asset Planning

Asset Planning refers to how
Council responds to the
service needs of the
community and to ensure that
the asset is the most effective
solution to meet the
customers need.

Asset Planning

Asset Review
Asset Dellvery
Asset Management

When undertaking service
planning and evaluation, the
assessment of assef needs to
suppart service delivery gives consideration to:

{ Deleted: z7ios

= Level and nature of demand, !
; ,{ Deleted: 26/7/06 & 28/3/07
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= Changing trends in demand,

= Review of adequacy of existing assets and need for new or refurbished assets,

= |dentifying potential options for meeting demand (eg provide assets, influence demand,
outsource asset provision/lease assets), and

= Consider the need for ongoing provision of existing services.

5.21 Asset Planning Principles

= Clearly identified processes will guide the consideration of new projects.

= All projects will be subject to basic scoping and analysis.

» Businesses Cases will be developed to support the allocation of budgets and assist in
determining priorities.

*  If necessary, projects will be scheduled over two or more financial periods for the investigation,
design and construction phases.

»  Risk analysis at project initiation stages is undertaken to mitigate future Council liability.

»  Council’s various strategic plans are used as a reference in assessing community needs, level
and nature of demand.

= A Capitaf Investment Program with a three-year outlook will be developed subject to continual
review.

»  Maintenance Strategies are developed which meet the ongoing need to preserve the value of

Coungil's assefs.
Asset Planning

53  Asset Delivery

This section detalls the principles
that apply once the decision has
been made that may require the
acquisition of an asset.

N . . Asset Delivery
This section describes how to best

meet the needs of the service

recipients by assessing various
options. Asset Management
Included are:

= Acquisition options,

= Objective analysis of alternatives,

= Involvement of stakeholders during the design process, and
= Life cycle planning.

Council will consider various options to deliver the desired outcome, such as:

In-house delivery,

Cutsourcing,

Leasing of assets,

Purchase of assets,

Construction of assefs,

Disposal of assefs, and

Demand management and other non-asset initiatives.

5.3.1 Asset Delivery Principles

» In evaluating the merit of options to deliver projects, social, economic and environmental
considerations will be analysed.

= Business Cases will provide an Assef Management Plan. The Asset Management Plan will
provide information on future maintenance, operational and refurbishment/disposal
requirements as well as the /evel of service required of the asset.

» The Asset Management Plan will give consideration to the management of the asset over its

whole life cycle. ,{ Deleted: 27/8/03 ]
= Council will develop a Gorporate Assef Management System. ’I/ { Deleted: 26/7/06 & 28/3/07 )
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Information regarding the creation, maintenance, replacement, refurbishment of assets to be
collated by the Asset Manager to update the assef registry to ensure continued accuracy of
Council's corporate assetf management sysfems.

54  Asset Management
Assetf management is the
series of activities that occur
once an asset is acquired. This
function relates to the day to
day running and upkeep of
assets,
Specifically, this refers to the
maintenance and operation of Asset Management
assefs. Asset Management
applies once Council has
acquired or created an asset,
after which Council has certain obligations.
These obligations include:
= Develop and maintain Asset Management Plans,
= Maintain the asset at the level required by Council or the users,
= Provide budgets to meet maintenance and operational costs,
= Meet legislative requirements as applicable,
»  Maintain registers of asset condition and inspection,
»  Review asset replacement,
= Track the cost of undertaking works on assets to meet financial, reporting and
management requirements,
= Clearly identified roles and responsibilities, and
= Carry out regular internal and extemal audits to ensure a continuous asset management
improvement cycle.
5.4.1 Asset Management Principles
5.4.1.1 Maintenance
= Council will develop and implement Maintenance Management Systemns.
= The level of service expected from the assefs is set (Maintenance Performance
Standards).
= Council will maintain its assefs at the standard specified within the limitations of funding
levels.
= Priorities for maintenance are consistent with the objectives of Council and are aligned
with Risk Management and a defined hierarchy.,
= Information is collected on the gap between what maintenance works are funded by
Council and that work which is required to meet minimum service standards, allowing
Council personnel to document the need for funding levels.
= Information, which allows the analysis of fife cycle costs, is collected.
= Maintenance activity costs are recorded against assefs.
= Thresholds are established which allow differentiation between maintenance and capital
expenditure.
=  Where the ongoing service of an asset is required, provision is made for repfacement of
assefs when the life expectancy of the asset is reached.
» Maintenance strategies are developed and used to minimise the /ife cycle costs of holding
assefs.
= Future maintenance trends are identified and incorperated into Asset Planning and Asset
Review.
Date Adopted 2813107 _ _ _ _ _ _ Page 5of i0_ _ _
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5.4.1.2 Operations

= Information on operating costs and performance and condition of assets will be collected
to inform /ife cycle analysis and hence optimise operating costs.

= Service providers that operate Council assets will have input into asset maintenance
standards, plans and performance requirements

= Regulatory changes are monitored and impact assessed.

= Technological changes are monitored and impact assessed.
= Future maintenance and refurbishment needs are predicted and used to inform decision-
process of performance

making.
Asset Planning
review of Council assefs.

Asset Review
A review may include Asset Delivery
consideration of
replacement, refurbishment,
Asset Management

5.5  Asset Review

Asset Review refers to the

renewal or disposal options
when reviewing asset
performance.

5.5.1 Asset Review Principles

= Fit for purpose or suitability of asset for intended use is reviewed regularly.

= Performance targets for Council assels are established and performance against those
targets is measured.

=  Assets that under perform are identified and strategies to improve under performance are
developed and implemented.

= Assels, assessed, as no longer meeting Council or community needs, may be rationalised
in accordance with Council's Asset Disposal Policy. (policy to be developed)

»  Replacement or rehabilitation of assets is forecast and incorporated into Council's 3-Year
Capital Investment Program.,

6. ROLES AND RESPONSIBILITIES
To ensure effective asset management Council will undertake to:

= Allocate sufficient resources for the development of asset strategies, management plans
and service level documents.

= __Manage all infrastructure and assets in a systematic and sustainable manner.

= Develop and commit to long term capital works and financial management plans_that
support and are responsive to the needs of the community.

= Ensure a critical review of asset renewal / disposal / upgrade or new asset provision is
carried out prior to considering funding. Principles to consider include demonstrated need,
life_cycle costing, alternative modes of delivery, sustainability, equitable distribution of
resources, social equity

= Involve and consult with_the community and key stakeholders as required in determining
sepvice standards.

= Ensure asset management practices conform to legislative requirements and reflect
appropriate industry practice.

= _Incorporate a consideration of risk management requirements in decision making

processes.
* _Ensure roles and responsibilities of all asset users are well defined and understood. -
,{ Deleted: 27/8/03 ]
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* _Review, as required, the framework developed for the evaluation and prioritization of Deleted: 6.3 . Infrastructure &
Services|

capital works profects.
= Manage assets in_a team manner taking into consideration the requirements of asset 6.3.1 . Asset Managementf]
managers, service managers, asset users, and the community. ﬂﬂole_“

In respect of this policy, the following teams or groups within Council have certain roles and
responsibilities. These teams have responsibility for one or more elements in the assef
management framework. These are documented below, but are not intended to be limiting.

|

<#>To act as the landlord for Council's

assets,|

<#>To act as a services provider in

relation to assef maintenance for assets

under its control, andfl

. . <#>To maintain data accuracy in

6.1 Executive and Councillors Council's corporate asset management
. . PRTT? " Ssystems.

The Executive and Councillors have overall responsibility for the management of Council's ys 1

assets.

1

Ensure facilities (buildings, reserves,
infrastructure) are managed and
maintained to a specified standard that
delivers a range of appropriate
community and council
services/facilities, including: |

They are responsible for providing strategic direction to Council regarding the services
provided and the leve! at which these services are provided and are the custodian responsible

for the proper management of Councils assefs
]

<#>Condition and compliance auditing;

<#t>Refurbi: f, repi:

renewal planning;{[
<H#>Maintenance planning;
<#>Selting service standands for
maintenance and aperalions;|]
<#>Consider and process requests for
minor new works and improvements. ff

6.2  Senior Managers

Senior managers are responsible for managing minor assets used in the delivery of their
| services in accordance with this policy. Such assets might include plant and equipment, office

furniture, IT equipment or systems, etc.

Senior managers are also responsible for:

Providing professional advice to Council to enable Council to make informed strategic

asset management decisions.

1

Establish, maintain and develap
Council's Assef Management Systems
that assist in determining asset
management strategies through the
effective access to information,

» _Promoting of asset management across the organization. SHBcUVe &
- - r . . including:q]
=__ Ensuring consultation occurs between staff, Council and community as required. T
<#>Implementation of Asset

= Monitoring progress and perfermance in the implementation of asset management
ligies.

= __Ailocating resources and training to support asset management generally.

6.3 Asset Management Team and Council Staff

To achieve this policy the following key roles and responsibilities and commitments are

identified:

Management Systems in partnership
with Information Services (i.e. IT).§
<#>Asset inventories showing location,
type and condition/value of asset,f
<#>Maintenance and improvement
history.1l
<#=>Future works programs,f]
<#>Maintain information in accordance
with Council's need to meet legistative
requirements, such as, valuation and

: depreciation, and
with regard fo asset management. ; <#>Coordinate final completion of asset
acquisition and handaver ownership
and asset details.|
<#>Provide services in refation to the
management of Council’s road network
including, §
I <#>Development and supervision of
! road pavement maintenance pragrams,
t
1

= Implement policy and strate

» _ Development and implementation of asset management plans.

Establish current levels of service for assets, compare to benchmarks and community

.
needs and identify gaps or challenges.

= Manage asset systems, develop procedures and ensure compliance with standards.

= __Develop processes / procedures for assessment of capital works and asset rationalisation
to ensure consistent decision making.

= Ensure communication between staff and the Executive Management Team relating to
asset management oceurs,

= Effectively and efficiently manage funds allocated for asset maintenance, improvement

and management.
partnerships are essential in ensuring

= Develop forward operational programs.
» Promote and raise awareness of asset management in the organization and through the
both stralegic and operational issues

'
1
¥
|
1
community. !
t are understood. T
1
¥
1
i
'
1
i

andq]
<#>Strategic analysis of road pavement
maintenance strategies.

These activities, by their nature, need
to be undertaken in partnership with
maintenance providers. Such )

6.3.2 Capital Works Management{
Ralex]

To provide cost competitive design
services that deliver quality and {77713
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7. RELATED LEGISLATION

Lacal Government Act 1989

Local Government (Finance and Reporting} Reguiations 2004.

Risk Management Australian Standard (AS 4360:2004)
Road Management Act 2004

Qccupational Health and Safety Act 2004

Wrongs and Limitation of Actions Act 2003

8. RELATED POLICIES/PROCEDURES/GUIDELINES

Strategic Asset Management Plan 2001 — 2011
Asset Registers

Asset Management Plans

Road Management Plan

Risk Management Policy

Risk Management Strategy

Risk Management Procedure

Risk Register

Asset Revaluation Policy

9. POLICY IMPLEMENTATION

This policy takes effect immediately upon approval by Council. A review of all Council's activities is
to be undertaken in order to assess the level of compliance with the Asset Management Policy.

Progressive adjustment of practices will be undertaken, including the documentation and recording
of those practices, to achieve full compliance with this Policy.

It is to be reviewed on a three (3) year basis by the Asset Management Officer.
Council shall ensure that there is ongoing review of its asset management practices to ensure
continued suitability and effectiveness. Records of such reviews shall be maintained.

10. ATTACHMENTS

Nil

11. GLOSSARY OF TERMS

An Asset is a physical component of infrastructure that has value, enables a service to be
provided and has an economic life greater than 12 months.
This policy applies to all Councils physical, natural and corporate infrastructure assets. For the
purposes of this policy Council assefs include public, community and operational buildings
(libraries, childcare centres, halls, etc), parks, gardens, reserves, physical improvements to
Council property (BBQ's, play equipment, drink fountains, etc), infrastructure (roads, drainage,

footpaths, bridges, etc), plant, office equipment and recreation facilities.

Advanced Asset Management uses prediction modelling, risk management, and opfimised
renewal decision-making techniques to evaluate options and identify the optimum long-term plan
to deliver a particular level of service. See Definition of Basic Asset Management for additional
information.
Asset Management is the combination of management, financial, economic, engineering, and
other practices applied to physical, natural and corporate assefs with the objective of providing the
required level of service in the most cost effective

Asset Management Plan is developed for the management of one or more infrastructure assefs
that combines multi-disciplinary management technigues (including technical and financial) over
the lifecycle of the asset in the most cost-effective manner to provide a specified level of service. A
significant component of the plan is a long-term cash flow projection for the activities.
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An Asset Management Policy is a policy that sets the corporate goals and objectives for asset
management and sets the framework for the manner in which Council’s policy is implemented.

An Asset Management Strategy is a strategy that covers the development and implementation of
plans and programs for the creation or acquisition of asseis; [Assef Planning and Asset Delivery]
operation and maintenance of assets; fAsset Management] replacement, renewal or disposal of
assefs; [Asset Review] and performance monitoring; fAsset Review] to ensure desired levels of
service and other operational chjectives are met at an optimum cost.

Asset Management System is for collecting, analysing and reporting data on the utilisation,
performance, life cycle management and funding of existing assefs.

Asset Managers are those peaple or teams within Council that have some responsibility for one
or more elements of creation, operation, maintenance or disposal of Council assets.

Asset Register is a record of asset information considered worthy of separate identification
including inventory, historical, financial, condition, construction and technical information about
each asset

Basic Asset Management relies on the use of an asset register, maintenance management
systems, simple condition and performance monitoring, and defined service levels in order to
establish alternative management options.

Capital Investment refers to the purchase, acquisition, renewal, refurbishment, or replacement of
assets. A threshold exists above which expenditure is considered a capital expense as opposed to
recurrent expenditure. Consistent with Council’s accounting standards that threshold is currently
$5000. Council considers projects for its Capital Investment Program annually, in conjunction with
budget planning.
-

Demand Management is the active intervention in the market to influence demand for services
and assets with forecast consequences, usually to aveid or defer capital expenditure.

Depreciation is the wearing out, consumption or other loss of value of an asset arising from use,
passing of time or obsolescence.

Disposal of an asset refers to the sale, destruction, or rescinding of ownership of an asset that
Council no longer requires.

Infrastructure assets are stationary systems forming a network and serving whole communities,
where the system as a whole is intended to be maintained indefinitely by the continuing
replacement and refurbishment of its components. The network may include normally recognised
‘ordinary’ assets as components,

| Level of Service is the defined service quality for a particular activity (i.e. roading) or service area
(i.e. street lighting) against which service performance may be measured. Service levels usually
relate to quality, quantity, reliability, responsiveness, environmental acceptability and cost.

Life cycle of an asset refers to the cycle of activities that an asset {or facility) goes through while it

| retains an identity as a particular asset i.e. from planning and design, through operation and
maintenance to decommissioning or disposal. The costs of these phases are allocated against the
asset in question so that the performance of the asset and changes in management practices can
be monitored.

Maintenance is all actions necessary for retaining an asset as near as practicable to its original
condition, but excluding rehabilitation or renewal. It includes routine, planned and reactive
maintenance.

Maintenance Management System is a system that assists in defining maintenance tasks (What

needs to be done), carrying out maintenance (Doing it), scheduling maintenance {Managing it}, {Delebe 3: 2716003 }
and maintenance history (Recording what has been done). K ~
/[ Deleted: 26706 & 2813107 ]
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Operations are the active process of utilising an asset that will consume resources such as
manpower, energy, chemicals and materials. Operation costs are part of the lifecycle costs of an
asset.

Optimised Renewal Decision Making is an optimised process for considering and prioritising all
options to rectify performance failures of assefs.

Performance Monitoring is the continuous or periodic quantitative and qualitative assessments of
the actual performance compared with specific objectives, targets or standards.

Planned Maintenance activities fall into two categories:
(i) Periodic — necessary to ensure the reliability or to sustain the design life of an asset.
(11} Predictive — condition-monitoring activities used to predict failure.

Reactive Maintenance is corrective work required in the short-term to restore an asset to working
condition so it can continue to deliver the required service or to maintain its level of security and
integrity.

Rehabilitation/Refurbishment refers to rebuilding or replacing parts or components of an asset,

to restore it to a required functional condition and extend its life, which may incorporate some
| modification. It generally involves repairing the asset to deliver its original level of service (i.e.

heavy patching of roads, etc) without resorting to significant upgrading or renewal.

Renewal works to upgrade, refurbish or replace existing facilities with facilities of equivalent

capacity or performance capability.

Replacement is the complete replacement of an asset that has reached the end of its life, so as
to provide a similar or agreed aiternative, level of service.

Risk Analysis/Management is the application of a formal process to identify and assess the risk
and probability of failure, quantifying cost, evaluating acceptable risk levels and implementing risk
control measures, in accordance with Australian Standard 4360.

Routine Maintenance is day-to-day operational activities to keep the asset operating
(replacement of light bulbs, cleaning of drains, etc) and which form part of the annual operating
budget, including preventative maintenance.

Useful Life may be expressed as the period over which a depreciable asset is expected to be
used.

Please note: This policy is current as at date of adoption. Refer to Council's Intranet or
Teamware Library to ensure policy is the latest version.
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1. PURPOSE
This policy will provide a clear direction and process to ensure consistency in assessing
access to the local road network by B-Doubles and Higher Mass Limit Vehicles.

2. INTRODUCTION

The use of B-Doubles or Higher Mass Limit Vehicles on local reads within the Colac Otway
Shire is dependent on the operator gaining Council's approval and a permit being issued by
VicRoads.

High Productivity Freight Vehicles (HPFVs), such as B-Doubles and Higher Mass Limit __ - { Deleted: vehicles, ]
Vehicles, are important to the efficiency of the freight task in the Colac Otway Shire. The larger
capacity of these vehicles reduces the number of vehicles required for a given amount of

freight.

Access to the local road network should be considered where it can be demonstrated by
consistent assessment that these vehicles can operate safely with other traffic and where road
infrastructure is suitable.

3. RELATIONSHIP WITH COUNCIL PLAN

This policy recognises Council's objective of Physical Infrastructure and Assets to
provide and maintain Council Infrastructure and assets that meet community needs
now and in the future.

e _ . - { Deleted: § ]
4 SCOPEOF THEPOLICY. ~~ -~~~ "7 " 77T - - {pelewd: s )
This policy applies to the assessment of all future applications from companies or individuals
| for the use of HPFVs {e.q. B-Doubles or Higher Mass Limit Vehicles) on the local road network
in the Colac Otway Shire.
| 5 __ DEEINITIONS _____________ ___._____. - - | Deleted: 4 J

High Productivity Freight Vehicles is the umbrelia term for vehicle configurations that are
pemmitted o operate after gaining approvals through the national Performance Based

Standards (PBS). These vehicles must comply with approved safety and infrastructure
protection performance measures.

HPFVs represent the next generation in freight transport, with the ability to shift more freight
more efficiently with greater envirenmental and safety performance. HPFVs can range from
specialist rigid trucks, through to multi-combination articulated configurations and B-Doubles.
Longer B-Doubles are examples of next generation HPFVs.

PBS is a new national management method tho 'match’ vehicles to roads. It offers the
potential for heavy vehicle operators to achieve higher productivity and safety through

innovative vehicle design.

PBS sets minimum vehicle ‘performance’ standards to ensure trucks are stable on the road

and can turn and stop safely. These standards focus on how well a vehicle behaves on the
road rather than its overall length or mass.

A B-double is defined as a combination
consisting of a prime mover towing two
semitrailers. The prime mover and the two
trailers are combined by two tumtable
assemblies. The double articulation is the
main distinguishing feature of a B-double.

Up 1o 25 metres |
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From 1 July 1999 mass limit increases were implemented in Victoria. Higher Mass Limits
allows for increases to general axle mass limits provided the vehicle is fitted with road friendly
suspensions. These include some air and steel suspension types.

| (R (1 A "Tn

Deleted:

_______________________________________________________________ —

Deleted: 5

| That, as a matter of policy, where an application for access_to the municipal public madf__,_[

Deleted: B-Double or Higher Mass

network by HPFVs is received: Limit Vehicle
» The General Manager, Infrastructure and Services assess each application on its
merits, based on the 'Guidelines for Assessing B-Doubles and Higher Mass Limit
| VehiclesonLocal Roads}, .. ...~ Deteted:,
= That Council, engage in a consultation process with relevant stakeholders where it is
[ deemed necessany;and ... - - { Deleted: ,
= That any approval that is granted be endorsed subject to appropriate conditions.
| Z_RELATEDLEGISLATION .. - {Deletedrs
Road Safety (Vehicles} Regulation 1999
Road Safety Act 1986
| & RELATED POLICIES/PROCEDURES/GUIDELINES _ - - {Deteted: 7
‘Guidelines for Assessing B-Doubles and Higher Mass Limit Vehicles on Local Roads’
| & ___POLICYIMPLEMENTATION _______________________________________ _ - - { Deteted: 8

This policy takes effect immediately upon approval by Council. The General Manager
Infrastructure & Services is responsible for implementing this policy by making the Policy and
Procedure accessible to all staff.

All relevant officers are responsible for using this policy when assessing applications for the

| operation of HPEVs on local roads within the Colac Otway Shire. _ __ ___ _ _______ - '[De!eted: B-Doubles and Higher Mass ]
Limit Vehicles
| 16, ATTACHMENTS ... .-~ Deteted: 9
Nil
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INTRODUCTION

Historically concemns have been raised within the community relating to impacts arising from
street and road closures associated with the running of events across the municipality and the
consultation process undertaken by event organisers with the affected community.

This Policy seeks to develop and formalise the consultation and communication signoff
process to be undertaken by event organisers. This process will enable the assessment and
implementation of delivery options for event organisers co-ordinating events involving road
closures,

In addition, this Policy seeks to consider the level of community "host tolerance” to the number
of road or street closures that residents/traders would accept per year.

Impacts resulting from the number of events held on Public Reserves managed by the Colac
Otway Shire will also be considered.

RELATIONSHIP TO COUNCIL PLAN

Council's mission is to work in partnership with our community and other organisations to
provide:

» __Effective leadership. governance and financial accountability

» __ Affordable and effective services
»___An advocacy and engagement approach to sustainably grow our community.

. . I . . . . . . -+ Deleted: One of Colac Otway Shire's
JThis policy ensures the community is provided with the opportunity to have input into Council's _ .. - values is to undertake genuine

decision making process. consultation on key issues as part of
decision making to Improve the quality
and accountablity of decisions. T

OBJECTIVES / PURPOSE

To develop a palicy to formalise the consultation and communication sign off process for Event
Organisers requiring street or road closures {on or involving local roads within the
Municipality).

This policy also constders the level of community "host tolerance” to both the number of road
or street closures and the level of usage of Public Reserves that residents/traders would
accept per year.

DEFINITIONS

Event

Any planned activity where any structure (permanent or temporary), open area, roadway,
(fenced or unfenced) will contain a number or persons greater than that normally surrounding
the area prior to, during or after the event.

Event Organiser
A commercial entity, community group or individual who undertakes the planning and/or
implementation of an organised event.

Consultation Process, e { Deleted: |

Consultation is the method of obtaining input from the affected community to ensure views ¢an
be identified and communicated with respect to the proposed event.

Communication Plan
A written plan outlining the methods and implementation process for communicating
information regarding road closures proposed for the event.
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Affected Community

Owners andfor occupiers of properties in the immediate vicinity including all the abutting
property occupiers to the road/street closure. This will also apply to member of the general
public who use Public reserves.

Temporary Road Closure

The temporary closure of a road to public vehicular traffic for a set time period as required for
the holding, set up and set down of an event.

Full road closure - entire road is closed between designated points.

Partial road closure - a portion of the road width is closed between designated points.

Notification Process
The notification process is the communication method of approved road closure information
relating to road closure areas and times to the affected community.

Catchment area
The catchment area identifies residents and/or traders who are deemed to be affected by the
road closures.

The catchment area is to include -
Occupiers of properties whose;
] frontage is within the closed section or the proposed detour, and
. primaryfonly access is via the closed section.

Businesses/services that normally use the closed road as a primary route {or have stops
within) including but not limited to;

. Bus companies,

- Transport companies, and

bl Operators of milk tankers.

Public Reserves
A Public Reserve is any land which is owned, occupied or managed or controlled by Council
and dedicated or used for outdoor cultural, environmental, sporting or recreational purposes.

5. POLICY

This Policy will enable event organisers to complete the required consultation and
communication sign off process for events involving road closures and assist in the
management of community "host tolerance” fo both the level of usage of Public Reserves and
the number of road or street closures that residents/traders would accept per year,

Public Reserves are dedicated or used for outdoor cultural, environmental, sporting or

recreational purposes. Therefore, the community expect to access and utilise thess areas

unhindered. To minimise the impact of events held on Public Reserves that restrict public

access it is necessary to establish a reasonable number of events that the community will
| deem acceptable per year.

The number of approved events held within a single township that are permitied to exclude
general public access within a Public Reserve, will be set at seven (7) events per year. Where
| more than seven (7) events exclude normal public use, approval from Council must be sought.

Similar to the usage of Public Reserves, the level of community “host tolerance” for approved
events requiring road or street closures will be set at ten (10) events per year. Where more
than 10 event road/street closures are proposed, approval from Council must be sought for
those events exceeding the approved limit.
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6. IMPLEMENTATION AND REVIEW

Communication Plan
A communication plan is to be developed by the event organiser detailing the methods and
| timelines for communicating road closure information to affected property owners and retailers.

Key elements of the communication plan will include:

. Identification of area impacted by the event (Catchment area)
Consultation Methodology
Notiftcation schedules
= Event notification letter content - including but not limited to:

. Details of event to be held
Date of event, time of event
Details of impacted roads
Details of how road closure will be undertaken

Contact details of event organiser

The Communication Plan requires approval from Colac Otway Shire prior to implementation,
A Draft Communication Plan is to be submitted following the first E-Team Meeting, with an
approved plan developed 4 months prior to the event.

Consultation

Consultation is the gathering of feedback from the affected property owners to ensure event
impact is managed and minimised without removing the integrity of the event.

Consultation with affected property owners is not necessarily to determine if the event should
proceed, rather to give consideration to individual needs and address the concerns and needs
of residents and traders where appropriate.

The method of consultation undertaken will vary depending on the type of event held. As part
of the communication plan, a consultation methodology will be established,
Information gained from consultation is to be collected and reviewed in conjunction with Colac
Otway Shire Officers. Submissions received in relation to the proposed event will be

| considered by Colac Otway Shire with recommendations presented to event organisers.

Evidence of direct contact with affected property owners must be provided and endorsed by
Colac Ctway Shire no later than 6 weeks prior fo the event coinciding with the second E-Team

| Meeting, - - { Deleted: § ]
IMPLEMENTATION SCHEDULE
TIME FRAME 6 MONTHS PRIOR | 4 MONTHS PRIOR | 6 WEEKS PRIOR TO
TO EVENT TO EVENT EVENT
COMMUNICATION DRAFT PLAN APPROVED PLAN | IMPLEMENTATION
| PLAN COMPLETE
CONSULTATION APPROVED IMPLEMENTATION
[ PROCESS METHODOLOGY COMPLETE
NOTIFICATION APPROVED 1 WEEK FROM
PROCESS PROCESS EVENT
IMPLEMENTED
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7. RELATED LEGISLATION
Local Government Act 1989
JRoad Safety Act 1986 - - - { Deleted: - scheduie 117 )

Road Safety (Traffic) Regulafions 1985
Transport Act 1983
| Colac Ofway Shire Local Law No. 2 - Clause 90,

_ - - peteted: 1 )

8. RELATED POLICIES / PROCEDURES / GUIDELINES
] Festival and Events Strategy 2007-2011 -- ,[ Deleted: Pmcedure for Councl Policy J
Event Management Guide Development & Review]

Guideline to Road Closures for Events - Communication & Consultation Process
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1. Statement of support for whistleblower. 3

2. Purpose of these procedures 3

3. Objects of the Act 3

4, Definitions of key terms 3

4.1 Improper conduct 3

4.2 Corrupt conduct ... 4

4.3 Detrimental action .. 4

5. The reporting SYStem .....cocciiimiiiiiiiiiisis e sssssansssrasssansnrans 5

5.1 Contact persons within the Colac Otway Shire Council 5

5.2 Alternative contact persons .. etreae e sases st s tan s et sanan s 5

6. Roles and responsibilities ... e e (]

6.1 Employees 6

6.2 Protected disclosure officers ... 6

6.3 Protected disclosure coordinator 6

6.4 [nvestigator. 7

6.5 Welfare manager 7

7. Confidentiality..cccveinirinirieiri i e e e s st s 7

8. Collating and publishing statistics 8

9. Receiving and assessing disclosures - {Deleﬁed: 8 }

9.1 Has the disclosure been made in accordance with Part 2 of the Act? ... 8 -[neleted: s )

9.1.1 Has the disclosure been made to the appropriate person?.... .

9.1.2 Does the disclosure contain the essential elements of a profected drsclosure" . 9 "[De'e“* 8 )

9.2 Is the disclosure a public interest disclosure? . 9

10. Investigations. 10

0.7 INEOAUCHION. ... e et e e b sa s st e s s i s aus 10

10.2 Terms of reference 10

10.3 Investigation plan 14__ . - { Deleted: 0 )

10.4 Natural justice 11

10.5 Conduct of the investigation 11

10.6 Referral of an investigation to the Ombudsman 11

10.7 Reporting requirements 12

11. Action taken after an investigation 12

11.1 Investigator s final report 12

11.2 Action to be taken 13, _ . - Deleted: 2 3

12. Managing the welfare of the whistleblower. 13

12.1 Commitment to protecting whistieblowers 13

12.2 Keeping the whistleblower informed.. 14, -{ Deleted: 3 i

12.3 Occurrence of detrimental action ... 14

12.4 Whistleblowers implicated in improper conduct 14

13. Management of the person against whom a disclosure has been made. 15, -~ :[[ Deleted: 4 %

- Deleted: 5

14. Criminal offences 1§ -- { Daleted: 5 )

A5, REVIBW...eeveeersssrrsisssaeessasressssssese st e s e s essaso st bs s sas bt 187" { Deleted: 2311102 )
p ’, {p 2415106 & 28/3/07 )
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| 1. Statement of Support to Whistleblowers

I The Colac Otway Shire js committed to the aims and objectives of the Whistieblowers__ _ - { beleted: Counci )
Protection Act 2001 (the Act). It does not tolerate improper conduct by its employees,
officers or members, nor the taking of reprisals against those who come forward to

disclose such conduct.

The Colac Otway Shire_yecognises the value of transparency and accountability in its _ _ - {Deleted: Council ]

administrative and management pracfices, and supports the making of disclosures that
reveal corrupt conduct, ¢onduct involving a substantial mismanagement of public
resources, or conduct involving a substantial risk to public health and safety or the

environment.
| The Colac Otway Shire will take all reasonable steps to protect people who make such___ - -( Deleted: Courci )
disclosures from any detrimental action in reprisal for making the disclosure. 1t will also
afford natural justice fo the person who is the subject of the disclosure. . ____________ - - -{ Deteted: take ]
v e - - { Deleted: 1 )
2 Purpose of these Procedures

| detrimental action by Colac Olway Shire gr its employees. The system enables such__ _ - [ Deleted: Council j
disclosures to be made to the protected disclosure coordinator or to one of the nominated
Protected disclosure officers. Disclosures may be made by employees or by members of

the public.

These procedures are designed to complement normal communication channels
between supervisors and employees. Employees are encouraged to continue to raise
appropriate matters at any time with their supervisors. As an alternative, employees may
make a disclosure of improper conduct or detrimental action under the Act in accordance
with these procedures.

—— ‘[ Deleted: | ]
- - { Deleted: . )

The Whistleblowers Profection Act 2001 commences operation en 1 January 2002. The
purpose of the Act is to encourage and facilitate the making of disclosures of improper
conduct by public officers and public bodies. The Act provides protection to
whistleblowers who make disclosures in accordance with the Act, and establishes a
system for the matters disclosed fo be investigated and rectifying action to be taken.

| L .- { Deteted: 1 )

4. Definitions of Key Terms

Three key concepts in the reporting system are improper conduct, corrupt conduct and
detrimental action. Definitions of these terms are set out below.

| 4.1 _improper Conduct

A disclosure may be made about improper conduct by a public body or public official.
Improper conduct means conduct that is corrupt, a substantial mismanagement of public
resources, or conduct involving substantial risk to public health or safety or to the
environment. The conduct must be serious enough to constitute, if proved, a criminal
offence or reasonable grounds for dismissal.

| pateted: a0z
" { Deleted: 24/5/06 & 2813107
Ry
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Examples

To avoid closure of a fown's only industry, an environmental health officer ignores or
conceals evidaence of illegal dumping of waste.

An agricultural officer delays or declines imposing quarantine to allow a financially
distressed farmer to sell diseased stock.

A building inspector tolerates poor pracfices and siructural defects in the work of a
leading local builder.

| 4.2 Corrupt Conduct

Corrupt conduct means:

»  Conduct of any person {whether or not a public official) that adversely affects the

| honest performance of a public officer’s or public body’s functions;

» The performance of a public officer's functions dishonestly or with inappropriate
partiality;

= Conduct of a public officer, former public officer or a public body that amounts to a
breach of public trust;

»  Conduct by a public officer, former public officer or a public body that amounts to the
misuse of information or material acquired in the course of the performance of their
official functions; or

= Aconspiracy or attempt to engage in the above conduct.

Examples

A public officer takes a bribe or receives a payment other than his or her wages or
salary in exchange for the discharge of a public dufy.

A public officer favours unmeritorious applications for jobs or permits by friends and
relatives.

] 4.3 Detrimental Action

The Act makes it an offence for a person to take detrimentat action against a person in
reprisal for a protected disclosure. Detrimental action includes:

= Action causing injury, loss or damage;
= Intimidation or harassment; and
= Discrimination, disadvantage or adverse treatment in relation to a person’s

{ Deleted: 2371102 )
.
" { Deleted: 24/5108 & 23107 )
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Examples
A public body refuses a deserved promotion of a person who makes a disclosure.

A publfic body demotes, fransfers, isolates in the workplace or changes the duties
of a whistleblower due fo the making of a disclosure.

A person threatens, abuses or carries out other forms of harassment directly or
indirectly against the whistleblower, his or her family or friends.

A public body discriminates against the whislieblower or his or her family and
associates in subsequent applications for jobs, permils or tenders.

5. The Reporting System

5.1 Contact Persons within the Colac Otway Shire Council

Disclosures of improper conduct or detrimental action by Colac Otway Shire Council or its
employees, may be made to the following officers:

Protected Disclosure Coordinator - General Manager Corporate and Community
Services ph: 5232 9416

In the absence of this office or if the officer is implicated in the disclosure, the relief co-
ordinator is the Chief Executive Officer, telephone 5232 9454,

Protected Disclosure Officer(s)

I Manager Organisational Support and Development ph: 5232 9445
General Manager Infrastructure and Services  ph: 5232 9483
General Manager Sustainable Planning and Development ph: 5232 9456

All correspondence, phone calls and emails from internal or external whistleblowers will
be referred to the protected disclosure coordinator.

Where a person is contemplating making a disclosure and is concerned about
approaching the protected disclosure coordinator or a protected disclosure officer in the
workplace, he or she can call the relevant officer and request a meeting in a discreet
location away from the workplace.

5.2 Alternative Contact Persons

A disclosure about improper conduct or detrimental action by Colac Otway Shire Council
or its employees, may also be made directly fo the Ombudsman:

The Ombudsman Victoria
Level 22, 459 Collins Street
Melbourne Victoria 3000
(DX 210174)

Internet: www.ombudsman.vic.gov.au

Email: ombudvic@ombudsman.vic.gov.au

Tel: 9613 6222 {Deteted: zarinz ]
| Toll Free: 1800 806 314 . {5 2415108 & 2513107 )
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The following table sets out where disclosures about persons other than employees of

Colac Otway Shire Council should be made.

Person who Is the subject of the
disclosure

Person/body to whom the disclosure must
be made

- -~ {Deteted: 1

Employee of a public body

That public body or the Ombudsman

Member of Parliament (Legislative
Assembly)

Speaker of the Legislative Assembly

Member of Parliament (Legislative
Council)

President of the Legislative Council

Councillor

The Ombudsman

Chief Commissioner of Police

The Ombudsman or Deputy Ombudsman

Member of the police force

The Ombudsman, Deputy Ombudsman or

Chief,Commissioner of Police

- - - Deleted: 1

| 6.___ Roles and Responsibilities

| 6.1_Employees

Employees are encouraged to report known or suspected incidences of improper conduct
or detrimental action in accordance with these procedures.

All employees of the Colac Otway Shirg, have an important role_to play in sugp_o_rti_ng_,,-{ Deleted: Council

those who have made a legitimate disclosure. They must refrain from any activity that is,
or could be perceived to be, victimisation or harassment of a person who makes a
disclosure. Furthermore, they should protect and maintain the confidentiality of a person
they know or suspect to have made a disclosure.

| 6.2 _Protected Disclosure Officers

| Protected Djsclosure Qfficerswill:_ _____ _______________________________--"Deleted:d )
= Be a contact point for general advice about the operation of the Act for any person {DQIMd: ° ]
wishing to make a disclosure about improper conduct or detrimental action;
= Make arrangements for a disclosure to be made privately and discreetly and, if
necessary, away from the workplace;
= Receive any disclosure made orally or in writing (from internal and external
whistleblowers};
= Commit to writing any disclosure made orally; i
= Impartially assess the allegation and determine whether It is a disclosure made in
accordance with Part 2 of the Act (that is, a protected disclosure );
= Take all necessary steps to ensure the identity of the whistleblower and the identity
of the person who is the subject of the disclosure are kept confidential;
and
= Forward all disclosures and supporting evidence to the Pyotected Qisclosure - {Deleted: p
Coordinator. "~ { peleted: ¢
[ 6.3 Protected Disclosure Coordinator { Deetedt
’{ Deleted: p
The protected disclosure coordinator has a central clearinghouse role in the internal ,’,{ Deleted: d

reporting system. He or she will:

Receive all disclosures forwarded from the Brotected Disclosure Qfficers; ”

.vi’,{DeIeted: o

"y

b ,{Deleted: 23/1/02
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=  Receive all phone calls, emails and letters from members of the public or employees
seeking to make a disclosure;

= Impartially assess each disclosure to determine whether it is a public interest
disclosure;

=  Refer all public interest disclosures to the Ombudsman;

= Be responsible for carrying out, or appointing an investigator to carry out, an
investigation referred to the public body by the Ombudsman;

= Be responsible for overseeing and coordinating an investigation where an
investigator has been appointed;

= Appoint a welfare manager to support the whistleblower and to protect him or her
from any reprisals;

*  Advise the whistleblower of the progress of an investigation into the disclosed
matter;

»  Establish and manage a confidential filing system;

" Collate and publish statistics on disclosures made;

*  Take all necessary steps to ensure the identity of the whistleblower and the identity
of the person who is the subject of the disclosure are kept confidential;
and

6.4 _Investigator

The investigator will be responsible for carrying out an internal investigation into a
disclosure where the Ombudsman has referred a matter fo the public body. An
investigator may be a person from within an organisation or a consultant engaged for that
purpose.

6.5 _Welfare Manager

{ Deleted: 1

L_J_/\_J\_Jw

i_‘{Deleted:w

—————————————————————————————————— .. peteted:m

= Examine the immediate welfare and protection needs of a whistleblower who has
made a disclosure and seek to foster a supportive work environment;

= Advise the whistleblower of the legislative and adminisfrative protections available to
him or her;

= Listen and respond to any concerns of harassment, intimidation or victimisation in
reprisal for making disclosure; and

=  Ensure the expectations of the whistleblower are realistic.

whistleblower. Maintaining confidentiality is crucial in ensuring reprisals are not made
against a whistleblower.

The Act requires any person who receives information due to the handling or
investigation of a protected disclosure, not to disclose that information except in certain
limited circumstances. Disclosure of information in breach of section 22 constitutes an

imprisonment or both.

\:‘[Deleted:w

A A A

‘[Deleted: m
=" ‘[ Deleted: w }
"~ { peleted: m )

- ‘[Deleted: Council

_ . -{ peleted: ($6000)
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The circumstances in which a person may disclose information obtained about a
protected disclosure include:

= Where exercising the functions of the public body under the Act;

= When making a report or recommendation under the Act;

= When publishing statistics in the annual report of a public body; and
=  In criminal proceedings for certain offences in the Act.

However, the Act prohibits the inclusion of particulars in any report or recommendation
that is likely to lead to the identification of the whistleblower. The Act also prohibits the
identification of the person who is the subject of the disclosure in any particulars included
in an annual report.

information required to be published in the annual report, and to generally keep account
of the status of whistieblower disclosures, The register will be confidential and will not

¥ peleted:
record any information that may identify the whistleblower. ‘[_'Mew:'= ¢

The Colac Otway Shire, will ensure all files, whether_paper or electronic, are kept ina__ . - { Deleted: Council ]
-~ -1 D :
Pyotected Djsclosure Officers, the lnvestigator or Welfare Manager (in refation to welfare ‘;-f[ Seete )
matters). % { Deteted: ¢ )
f:\“:\ ‘{_Deleted:c ]
All printed material will be kept in files that are clearly marked as a Whistleblower ““\\\‘{Deleted.-p J
Protection Act matter, and wam of the criminal penalties that apply to any unauthorised
divulging information concerning a protected disclosure. All electronic files will be '::“\{ Deleted: d )
| produced and stored on agecure network location and be given password protection., - ‘\\‘\{ Deleted: o )
L J e o i ——— — e D T T . ‘\‘tDeleted:i ]
All materials relevant to an investigation, such as tapes from interviews, will also be 7, ‘.‘[ -
stored securely with the whistieblower files. v, | Deleted: w )
Y \\\[Deleted: m )
The Colac Otway Shire Council will not email documents relevant to a whislieblower \\{Dehted: stand-alone computer )
matter and will ensure all phone calls and meetings are conducted in private. - -
1+ | Deleted: Backup files will be kept on
: . . ‘I floppy disc. J
| 8.__ Collating and Publishing Statistics (Deletad: 1 ]
| The Pyotected Djsclosure Gpordinator will_esteblish_a secure register to record the__. - { peleted: p J

The register will contain the following information:

= The number and types of disclosures made to public bodies during the year;

*  The number of disclosures referred to the Ombudsman for determination as to
whether they are public interest disclosures;

= The number and types of disclosed matters referred to the public body by the
Ombudsman for investigation;

= The number and types of disclosures referred by the public body to the Ombudsman
for investigation;

= The number and types of investigations taken over from the public body by the
Ombudsman;

= The number of requests made by a whistleblower to the Ombudsman to take over
an investigation by the public body;

= The number and types of disclosed matters that the public body has declined to
investigate;

= The number and types of disclosed matters that were substantiated upon
investigation and the action taken on completion of the investigation; and

= Any recommendations made by the Ombudsman that relate to the public body.

,{ Deleted: zartinz )
,+*,{ Deteted: 245106 & 283107 )
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9. Receiving and Assessing Disclosures

| 9.1 _Has the disclosure been made in accordance with Part 2 of the Act?

Protected Djisclosure Gpordinator, he or she will assess whether the disclosure has been S5~ { Deleted: p
L :

made in accordance with Part 2 of the Act and is, therefore, a protected disclosure. CRAN
e \\{ Deleted: d

“
8.1.1 Has the disclosure been made to the appropriate person? \\\\f Deleted: o
\\\ \(Deleted: p
| For the disclosure to be responded to by the Colac Otway Shire, it must concern an \‘{ Deleted: d
employee, member or officer of the Colac Otway Shire, If the disclosure concerns _apj«\ '
employee, officer or member of another public body, the person who has made the . \{De'em':‘
disclosure must be advised of the correct person or body to whom the disclosure should  *. fDeIebed: Council,
be directed. (See the table in 5.2). If the disclosure has been made anonymously, it h ) 1
| should be referred to the Ombudsman. {eteted: Gounc

L AA A A I A )

-/

| B.1.2 Does the disclosure contain the essential elements of a protected - Page Breal
disclosure?

To be a protected disclosure, a disclosure must satisfy the following criteria:

= Did a natural person (that is, an individual person rather than a corporation) make
the disclosure?
= Does the disclosure relate to conduct of a public body or public officer acting in their

official capacity?
« |s the alleged conduct either improper conduct or detrimental action taken against a ,{ Deleted: p
person in reprisal for making a protected disclosure? ,’,{ Deleted: ¢
*  Does the person making a disclosure have reasonable grounds for believing the  */ ['peleted: ¢
alleged conduct has occurred? J’,’
11y /{ Deleted: p

He,
Where a disclosure is assessed to be a protected disclosure, it is referred to the . /[ Deleted: d

-

] Frotected Disclosure Gpordinator, The Fyotected Disclosure Coordinator will_deten f.“l"?_:?_ - { peleted: ¢
/{ Deleted: p

whether the disclosure is a public interest disclosure.

Where a disclosure is assessed not to be a protected disclosure, the matter does not /”/[ Deleted: d
l need to be dealt with under the Act. The Byotected Qisclosure Qfficer will decide how the /-, - { peleted: o

matter should be responded to in consultation with the Protected Qisclosure Cpordinator. ~e- _{De] cted: p
*"{ peleted: d
{ peleted: ¢

| Where the Protected Disclosure Qfficer or coordinator has received a disclosure that has__ . - -( Deleted: p

| 9.2 Is the Disclosure a Public Interest Disclosure?

been assessed to be a protected disclosure, the Brotected Djsclosure Gpordinator will ‘?\{Delmd: d
~

assessment will be made within 45 days of the receipt of the disclosure. “\:\\[ Deleted: o

\:\\‘{ Deleted: p
In reaching a conclusion as to whether a protected disclosure is a public interest \( Deleted: d
Ay

shows, or tends to show, that the public officer to whom the disclosure refates: N~ { peleted: ¢
= ‘( Deleted: p

= Has engaged, is engaging or proposes to engage in improper conduct in his or her ‘\\( Deleted: d
capacity as a public officer; or . -
=  Has taken, is taking or proposes to take detrimental action in reprisal for the making {Deim' ¢
of the protected disclosure. . Deleted: 23/1/02
,+",{ eteted: 2415106 & 2813107
.
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Where the Protected Djsclosure Goordinator concludes that the disclosure amounts to a___ - { Deleted: p )
public interest disclosure, he or she will: AND { Deleted: d }
1. Notify the person who made the disclosure of that conclusion; and { Deleted: ¢ ]

2, Refer the disclosure to the Ombudsman for formal determination as to whether it is
indeed a public interest disclosure.

Where the Potected Djsclosure Goordinator concludes that the disclosure is not a public_ __. - { peleted: p ]
interest disclosure, he or she will: NS ‘{Deleted: d ]
1. Notify the person who made the disclosure of that conclusion; and fDeIeted: < T
2. Advise that person that he or she may request the public body to refer the disclosure

to the Ombudsman for a formal determination as to whether the disclosure is a

public interest disclosure, and that this request must be made within 28 days of the

notification.

[ In either case, the Protected Djsclosure Gpordinator will make the notification and the__ .. - ‘[Deleted= p

referral within 14 days of the conclusion being reached by the public body. Notification to \: ~ ‘[Deleted' d
the whistleblower is not necessary where the disclosure has been made anonymously. A -

\‘{Delebed: c

(N ) W N -

10.1 Introduction

Where the Ombudsman refers a protected disclosure to the Colac Otway Shire Council

- {Deleted: P
" peteted: ¢

The objectives of an investigation will be: ‘{ Deleted: c

Executive Officer will appoint an investigator to carry out the investigation.

(R}

A

= To collate information relating to the allegation as quickly as possible. This may
involve taking steps to protect or preserve documents, matertals and equipment;

= To consider the information collected and to draw conclusions objectively and
impariially;

= To maintain procedural fairness in the treatment of witnesses and the person who is
the subject of the disclosure; and

»*  To make recommendations arising from the conclusions drawn concerning remedial
or other appropriate action.

10.2 Terms of Reference

terms of reference and obtain authorisation for those terms by the chief executive officer. *\‘\- ~[ Deleted: d
The terms of reference will set a date by which the investigation report is to be N {Del ted: o
concluded, and will describe the resources available to the investigator to complete the -

i investigation within the time set. The Fyotected Disclosure Goordinator may approve, if__ -~ { Deleted: p

ffffffffff . ‘[Deleted: c
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, N
ANIRN {Deleted: p
N
*._{ peteted: ¢
‘[ Deleted: ¢
| Deleted: 2371102
.+ { Deleted: 24/5108 & 28/3/07
Page 10 [

Date Adopted 28/3/07,  _ __ _______ __ ___________________________.P
File No, GEND1688 Revised, __ _~

Attachment 12 - Policy 18.3 Whistleblowers Protection Act 2001 Procedure Page 162



Report OM102804-5 - Review of Council Policies Attachment 12

Policy No: 18.3
Whistleblowers Protection Act 2001 Procedures

10.3 Investigation Plan

The Investigator will prepare an investigation plan for approval by the PBrotected _ . - {Deleted: P ]
Bjsclosure Coordinator. The plan will list the issues to be substantiated and describe the _ _ _ { Deleted: d ]
avenue of inquiry. It will address the following issues: AR
‘[Deleted: [ ]
=  What is being alleged?
= What are the possible findings or offences?
=  What are the facts in issue?
=  How is the inquiry to be conducted?
= What resources are required?
At the commencement of the investigation, the whistleblower should be:
= Notified by the investigator that he or she has been appointed to conduct the
investigation;
= Asked to clarify any matters; and
»  Provide any additional material he or she might have.
The investigator will be sensitive to the whistleblower’s possible fear of reprisals and will
be aware of the statutory protections provided to the whistleblower.
i 10.4 _Natural Justice
The principles of natural justice will be followed in any investigation of a public interest
| disclosure.The principles of natural justice concem procedural faimess and ensure a fair__ - - { Deleted: 1 )
decision is reached by an objective decision maker. Maintaining procedural fairness ‘\{Deleted-'n ]
protects the rights of individuals and enhances public confidence in the process. -
| The Colac Otway Shire will have regard to the following issues in ensuring procedural _ _ - { Deleted: Council )
fairness:
= The person who is the subject of the disclosure is entitled to know the allegations
made against him or her and must be given the right to respond. (This does not
mean the person must be advised of the allegation as soon as the disclosure is
received or the investigation has commenced);
= If the investigator is contemplating making a report adverse to the interests of any
person, that person should be given the opportunity to put forward further material
that may influence the outcome of the report and that person s defence should be
fairly set out in the report;
= All relevant parties to a matter should be heard and all submissions should be
considered;
= Adecision should not be made until all reasonable inquiries have been made;
=  The investigator or any decision maker should not have a personal or direct interest
in the matter heing investigated;
= All proceedings must be carried out fairly and without bias, Care should be taken to
exclude perceived bias from the process; and
»  The investigator must be impartial in assessing the credibility of the whistleblowers
and any witnesses. Where appropriate, conclusions as to credibility should be
included in the investigation report.
{ Deleted: 23/1/02 ]
,~{ Deleted: 241506 & 2813107 ]
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10.5 Conduct of the Investigation

The investigator will make contemporaneous notes of all discussions and phone calls,

and all interviews with witnesses will be taped. All information gathered in an

investigation will be stored securely. Interviews will be conducted in private and the

investigator will take all reasonable steps to protect the identity of the whistleblower.

Where disclosure of the identity of the whistleblower cannot be avoided, due to the nature__ . - { Deleted: { ]
T

of the allegations, the investigator will warn the whistleblower and his or her welfare
manager of this probability.

It is in the discretion of the investigator to allow any witness to have legal or other
representation or support during an interview. If a witness has a special need for legal
representation or support, permission should be granted.

10.6 Referral of an Investigation to the Ombudsman

The Byotected Disclosure Cpordinator will_make a decision regarding_the referral of a___ - { Deleted: p

investigation to the Ombudsman where, on the advice of the investigator: - ‘[Deleted‘ d

= The investigation is being obstructed by, for example, the non-cooperation of key {De'eted‘ ¢
witnesses; or

®__,The investigation has revealed conduct that may constitute a criminal offence. __ __ _ P { Deleted: =
Y e e _____ N o ‘{ Deleted: .
10.7 Reporting Requirements "~ { Deleted: 1
1
| The Eyotected Qjsclosure Cpordinatar will ensure the whistleblower is kept regularly  __ [ peieted: p
informed concerning the handling of a protected disclosure and an investigation. The 3-. -
[ Erotected Djsclosure Goordinator will report to the Ombudsman about the Ef99r9§5_‘1f_3_“_\ * \{ Defeted: 4
investigation. N ‘[ Deleted: ¢
‘:\\{ Deleted: p

Where the Ombudsman or the whistleblower requests information about the progress of .
an investigation, that information will be provided within 28 days of the date of the \\(De"ﬂd’d
request. { Deleted: ¢

[ 11. __Action taken after an investigation

11.1 Investigators Final Report

At the conclusion of the investigation, the investigator will submit a written report of his or

her findings to the Frotected Djsclosure Cpordinator. The report will contain: _ __ __ ___ __ - { Deleted: p )
= The allegation/s: ‘\{ Deleted: d —]
= An account of all relevant information received and, if the investigator has rejected { peteted: o )

evidence as being unreliable, the reasons for this opinion being formed;
=  The conclusions reached and the basis for them; and
=  Any recommendations arising from the conclusions.

Where the investigator has found that the conduct disclosed by the whistleblower has
occurred, recommendations made by the investigator will include:

= The steps that need to be taken by the Colac Otway Shire {o prevent the conduct __. - {Deieted: Coungil ]
from continuing or accurring in the future; and

,{ Deleted: 231112
/", { Deleted: 245106 & 2013/07

-
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= Any action that should be taken by the Colac Otway Shire fo remedy any harm or__ - - - Deleted: Council ]

proceedings against the person responsible for the conduct, and referring the matter
to an appropriate authority for further consideration.

The report will be accompanied by:

»  The transcript or other record of any oral evidence taken, including tape recordings;
and

= All documents, statements or other exhibits received by the officer and accepted as
evidence during the course of the investigation.

that person will be given the opportunity to respond and his or her defence will be fairly
included in the report.

The report will not disclose particulars likely to lead to the identification of the
whistleblower.

11.2 Action to be Taken

the disclosed conduct has occurred, he or she will recommend to the Chief Executive >~ {De!eted: P

e — -~

Qfficer the action that must be taken to prevent the conduct from continuing or occurring

777777777777777777777777777777777777777 M

taken to remedy any harm or [oss arising from the conduct. \‘\‘\ \\‘[ Deleted: ¢

w Y
" Deleted:
The Brotected Djsclosure Goordinator will provide a written report to the Minister for Local “\I\q De[ e
eleted: o
AY

””””””””””””””””””” Vs
Yo
Council, the Ombudsman_ and the whistleblower setting out _the _findings of_the_* ‘\\\\‘[De!eted:p

Government_or the Colac Otway Shire where disclosure relates to an employee of
__________________________________________________ L)

investigation and any remedial steps taken. | b \\[ Deleted: d

Ve e e e e e e o e e e e e e e e e e e 2 w
oA \\\‘[ Deleted: c
(%Y

whistleblower, 1 {Deleted: 4
A}
e o o e e e e e e e e e am . — am o~ am e o — - — *

o[ Deleted: o
12. ___Managing the Welfare of the Whistleblower . ,\"\\\[ Pr—

i ‘,\\\\[ Deleted: |
\\‘\\‘\[ Deleted: p
The Colac Otway Shire js committed to the protection of genuine whistleblowers against \\[ Deleted: d

detrimental action taken in reprisal for the making of protected disclosures. The protected . Y [ Deleted: ¢
N il .

12.1 Commitment to Protecting Whistieblowers

disclosure coordinator is responsible for ensuring whistleblowers are protected from . -
direct and indirect detrimental action, and that the culture of the workplace is supportive ‘\[DE[E'H"'“
of protected disclosures being made. ‘(Deleuad: Council
The protected disclosure coordinator will appoint a Welfare Manager to all whistleblowers___. - { Deleted: w
who have made a protected disclosure. The welfare manager will: = ﬁ olated: m
= Examine the immediate welfare and protection needs of a whistleblower who has
made a disclosure and, where the whistleblower is an employee, seek to foster a
supportive work environment;
= Advise the whistleblower of the legisiative and administrative protections available to
him or her; ,{Deleted: 23/1/02 ]
.+, { Deleted: 245106 & 2813107 )
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= Listen and respond to any concerns of harassment, intimidation or victimisation in
reprisal for making disclosure;

= Keep a contemporaneous record of all aspects of the case management of the
whistleblower including all contact and follow-up action; and

*  Ensure the expectations of the whistleblower are realistic.

All employees will be advised that it is an offence for a person to take detrimental action
in reprisal for a protected disclosure. The maximurm penalty is a fine of 240 penalty units, _ _ ,-[ Deleted: ($24,000} ]
or two years imprisonment or both. The taking of detrimental action in breach of this
provision can also be grounds for making a disclosure under the Act and can result in an
investigation.

Detrimental action includes:

= Causing injury, loss or damage;

= [ntimidation or harassment; and

. Discrimination, disadvantage or adverse treatment in relation to a persons
employment, career, profession, frade or business ({including the taking of
disciplinary action).

12.2 Keeping the Whistleblower Informed

action taken in relation to his or her disclosure, and the time frames that apply. The :\\‘[neleted:d

whistleblower will be informed of the objectives of an investigation, the findings of an  “«
| investigation, and the steps taken by the Colac Otway Shire fo address_any improper__

conduct that has been found to have occurred. The whistieblower will be given reasons ™~ ‘[Deleted: Council
| for decisions made by the Colac Otway Shire jn relation to a_protected disclosure. All {Delmd: Gouncil

communication with the whistleblower will be in plain English.

. D W

12.3 Occurrence of Detrimental Action

If a whistleblower reports an incident of harassment, discrimination or adverse treatment
that would amount to detrimental action taken in reprisal for the making of the disclosure,

=  Record details of the incident;

= Advise the whistleblower of his or her rights under the Act; and

= Advise the protected disclosure coordinator or chief execufive officer of the
detrimental action.

The taking of defrimental action in reprisal for the making of a disclosure can be an
offence against the Act as well as grounds for making a further disclosure. Where such
detrimental action is reported, the protected disclosure coordinator will assess the report
as a new disclosure under the Act. Where the protected disclosure coordinator is
satisfied that the disclosure is a public interest disclosure, he or she will refer it to the
Ombudsman. If the Ombudsman subsequently determines the matter to be a public
interest disclosure, the Ombudsman may investigate the matter or refer it to another body
for investigation as outlined in the Act.

[ peieted: a0z B
<", {(Deleted: 24i5106 & 2813107 ]
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| 12.4 _Whistieblowers implicated in Improper Conduct

Where a person who makes a disclosure is implicated in misconduct, the Colac Otway
| Shire will_handle the disclosure and protect the_whistieblower from reprisals In - -{Deleted: Coungil

]

[ Otway Shire acknowledges that the_ act of whistieblowing should _not_ shield _ _ - { Deleted: Counci )
whistleblowers from the reasonable consequences flowing from any involvement in

| improper conduct. Section 17 of the Act specifically provides that a persons liability for__ A-[ Deleted: ]

his or her own conduct is not affected by the persons disclosure of that conduct ypgg——**‘[—Delehed: ]

the Act. However, in some circumstances, an admission may be a mitigating factor when
considering disciplinary or other action.

| The Chief Executive_Qfficer will make the final_decision on the advice of the Protected__ _ - { Deleted: c

Disciostre Goordinaior as (6 whather discipinary or other action wil b6 taKken 208Nt 8 X~ { pelereds o

whistleblower. Where disciplinary or other action relates to conduct that is the subject of—‘\“\\
the whistleblowers disclosure, the disciplinary or other action will only be taken after the \\\‘\{D‘*'md: °
disclosed matter has been appropriately dealt with. " ‘[Deleted: p

+ [ Deleted: d
____ “\: - { Deleted: ¢
____T ______________ _—_—_______ ________ _____________________ ‘\‘\\‘[Deleted:c
=  The intention to proceed with disciplinary action is not causally connected to the . \‘[D pre
making of the disclosure (as opposed to the content of the disclosure or other N ‘e
avallable information); { Deleted: o
=  There are good and sufficient grounds that would fully justify action against any non-
whistleblower in the same circumstances; and

= There are good and sufficient grounds that justify exercising any discretion to
institute disciplinary or other action.

A A A A A L

] The Byotected Djsclosure Gpordinator will thoroughly document the_process including__ . - { Deleted: p )
recording the reasons why the disciplinary or other action is being taken, and the reasons >~ { Deleted: d ‘)
why the action is not in retribution for the making of the disclosure. The Fyotected - .
Bisclosure Gpordinator will clearly advise the whistleblower of the proposed action to e~ _ ( Deteted: o )
taken, and of any mitigating factors that have been taken into account. \\; . ‘[De]gted: p ]
. (peteted: d )
13. __Management of the Person against whom a Disclosure has been {Mm;c )
made .
The Colac Otway Shire yecognises that employees against whom disclosures are made _ _ »{ Deleted: Council ]
must also be supported during the handling and investigation of disclosures, ~~ ___ {De,m: 1 ]
| The Colac Otway Shire will take all reasonable steps to ensure the confidentiality of the__ .- {p Cauncil )

process. Where investigations do not substantiate disclosures, the fact that the
investigation has been carried out, the results of the investigation, and the identity of the
person who is the subject of the disclosure will remain confidential.

The Protected Djsclosure Goordinator will ensure the person who is the subject of any__ .. - { Deteted: p ]
disclosure investigated by or on behalf of a public body is: NG { Deleted: d D
. Informed as to the substance of the allegations; ‘[Deleted: c j
= Given the opportunity to answer the allegations before a final decision is made;
» Informed as to the substance of any adverse comment that may be included in any
report arising from the investigation; and has
= His or her defence set out fairly in any report. {Delm_ 2302 ]
+" { peleted: 2415108 & 2813/07 )
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Where the allegations in a disclosure have been investigated, and the person who is the
subject of the disclosure is aware of the allegations or the fact of the investigation, the
protected disclosure coordinator will formally advise the person who is the subject of the
disclosure of the outcome of the investigation.

| The Colac Otway Shire will give its full support to a person who_is the subject of a___ —-{Dele'tzd: Council ]

disclosure where the allegations contained in a disclosure are clearly wrong or
unsubstantiated. if the matter has been publicly disclosed, the chief executive officer of
| the Colac Otway Shire will consider any request by that person to issue a statement of _ . - { Deleted: Council ]
support setting out that the allegations were clearly wrong or unsubstantiated.

| 14. __Criminal Offences

| The Colac Otway Shire will ensure officers appointed to handle protected disclosures and __ . - { Deleted: Council ]

all other employees are aware of the following offences created by the
Act:

1. ltis an offence for a person to take detrimental action against a person in reprisal for
a protected disclosure being made. The Act provides a maximum penalty of a fine of
| 240 penalt