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FOREWORD 

 
Lockhart Shire Council acknowledges and appreciates the valuable contribution made by 

members of the community who serve and support the various Section 355 Committees 

of Council. 

 
As with many other organisations, Lockhart Shire Council relies on volunteers to assist 

with the provision of services and facilities for the community. This Manual has been 

developed to support those volunteers, both new and old, who contribute to the 

communities of the Lockhart Shire. 

 
The operation and responsibilities of Section 355 Committees of Council have been 

affected by numerous legislative changes in recent times. These changes, particularly in 

relation to work, health and safety and risk management have imposed significant 

increases in workload for both Council staff and Committee members. 

 
This manual outlines the responsibilities and duties of Council, Committees and 

Committee Members whilst also providing general advice to Committees to support them 

in meeting the objectives that Council has delegated to them. 

 
We wish to extend the thanks of Council and the Lockhart Shire Community at large for 

your volunteering efforts and look forward to working with the various Section 355 

Committees in making the Lockhart Shire a great place to live, work and visit. 

 

 

 

 
 
Greg Verdon Peter Veneris 
Mayor General Manager 
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Council Information & Contacts 

 
General Information 

Phone 02 6920 5305 

After Hours Emergency  02 6920 5305 

Email mail@lockhart.nsw.gov.au 

Website  www.lockhart.nsw.gov.au 

ABN 82 002 584 082 

  

Key Council Staff  

Peter Veneris General Manager 

Craig Fletcher Director Corporate & Community Services 

Austin Morris Director Engineering 

Jesse Rapley   Director of Planning & Environment 

Tracy Hounsell Finance Officer 

Nadine Douglas Human Resources/Enterprise Risk Manager 

  

Councillors  

Cr Greg Verdon (Mayor) 

Cr Peter Sharp (Deputy Mayor) 

gverdon@lockhart.nsw.gov.au 

psharp@lockhart.nsw.gov.au   

Cr Andrew Rockliff  arockliff@lockhart.nsw.gov.au 

Cr Frances Day fday@lockhart.nsw.gov.au 

Cr Gail Driscoll gdriscoll@lockhart.nsw.gov.au 

Cr Jane Hunter jhunter@lockhart.nsw.gov.au 

Cr Ian Marston imarston@lockhart.nsw.gov.au  

Cr Robert Mathews 

Cr James Walker  

rmathrews@lockhart.nsw.gov.au 

jwalker@lockhart.nsw.gov.au 
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1. INTRODUCTION 

1.1 General 

Lockhart Shire Council is committed to ensuring that community facilities and services are 
available to meet the broad needs of the local community. 

Council controls a large portfolio of community assets including halls, parks, gardens, reserves 
and sporting facilities. It is Council's intention with the appointment of Section 355 Committees 
to involve the community in the planning and management of these facilities. In addition to 
this, Council recognises the importance of consultation in relation to planning and providing 
broader "local government" services to the Shire’s communities. 

1.2 What is a Section 355 Committee? 

Committees are established by a resolution of Council pursuant to section 355 of the Local 
Government Act. Section 355 provides that a function of council may be exercised by a 
committee. 

Once a committee is established by a Council resolution, the Council may, pursuant to section 
377 of the Local Government Act, delegate certain functions to that committee. 

Community based committees provide a mechanism by which interested persons can have 
an active role in the provision/management of Council facilities or services.  This provides a 
twofold benefit by giving protection to the committee operating under the banner of Council, 
and by providing Council with assistance in the carrying out of its functions by being able to 
tap into resources available in the community. 

Several different types of committees can be established including: 

− Management Committees - are primarily responsible for the care, control, and 
management of community facilities. 

− Advisory Committees - are responsible for providing advice to Council on specific issues 
outlined in the Committee's objectives. 

− Specific Event Committees - are responsible for the organising and conducting of a 
specific event. 

In legal terms, Section 355 Committees are committees of Council and act on behalf of Council 
and Council is responsible for everything that Section 355 Committees do. 
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2. APPOINTMENT, DISSOLUTION & MEMBERSHIP OF 
COMMITTEES 

2.1 Appointment 

The appointment of a Section 355 Committee is at the total discretion of Council and is done 
so under Sections 355 and 377 of the Local Government Act 1993. 

2.2 Dissolution 

Council can dissolve a Committee at any time and for any reason. Reasons that Council may 
dissolve a committee include: 

− Council has decided to carry out the previously delegated function itself. 

− The committee has become inoperable due to lack of membership or the committee 
has voted for Council to consider dissolution. 

− If the objectives of the committee are no longer relevant or required. 

Once Council has passed a resolution for a committee to be dissolved, all net assets and 
funds held by the Committee are to be physically handed over to Council, together will all 
Committee records. 

2.3 Membership 

A committee's membership should reflect interested parties or community organisations that 
have an affiliation with the objectives of the Committee. A person's commitment to and 
willingness to be actively involved in the Committee is essential. 

All Committees must be appointed by Council by way of Council resolution within 12 months 
of Council elections. 

Members of Section 355 Committee are volunteers and therefore do not receive payment for 
services, but a Committee may approve payment for the reimbursement of out of pocket 
expenses. 

The Committee will, from its own members, elect the office bearers. The office bearers are to 
be elected at the Committee's Annual General Meeting and hold office for a period of twelve 
months or until their successors have been appointed. 

The Committee must inform the Council of its membership and office bearers following each 
Annual General Meeting and any changes or casual vacancies filled during the course of the 
year.  Updates to Council’s website can also be updated or added.  Refer Member update form. 

  



 

Lockhart Shire Council | S355 – Management Committee Guidelines |          Page 6 of 19 

 

3. Responsibilities of Council 

3.1 Responsibilities of Council 

Council's responsibility is to: 

− Undertake the functions identified in Council's strategic and operational plans through 
the most efficient and cost-effective means, including through the appointment of 
Section 355 Committees. 

− Ensure that its community facilities are maintained structurally and in accordance with 
Council's adopted Delivery Program and Operational Plan. 

− Ensure that community facilities operate in accordance with the Local Government Act 
1993, Council policies and applicable Management Plans. 

− Ensure that adequate property, public liability and personal accident insurance is in 
place with respect to Council's assets, volunteers and activities. 

3.2 Responsibilities of Committees & Members 

The Committee and its members are responsible for: 

− Undertaking the functions that have been delegated to the Committee by Council. 

− Complying with Council's Code of Conduct. (Note: Code of conduct is on Lockhart Shire 
Council Website, https://lockhart.nsw.gov.au) 

− Making the Committee’s records available to Council upon request. 

3.3 Limitations of Powers 

There are a number of limits to the powers that Council can delegate to Committees under 
Section 377 of the Local Government Act, 1993. Some of those powers which cannot be 
delegated to Committees include: 

− The making of a charge. 

− The borrowing of money. 

− The fixing of a fee.  Fees must be endorsed by Council. Refer Fees & Charges form. 

− The voting of money for expenditure on its works, services or operations. 

− The acceptance of tenders which are required under the Act to be invited by council 
($250,000 and over). 

− A decision under Section 356 to contribute money or otherwise grant financial 
assistance to persons. 

− The purchase, sale, exchange, or surrender of any land or other property. 

− The power of delegation under Section 377 of the Local Government Act 1993. 
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− Any function under the Local Government Act 1993 or any other Act that is expressly 
required to be exercised by resolution of Council. 

In addition to this, Committees are also subject to such limitations and condition as may from 
time to time be imposed by law, specified by resolution of Council or in writing by the General 
Manager or their representative to the Committees. Committees will observe any rules and 
regulations made by Council, in relation to the facility or function under its management and 
control. 

If at any time a Committee is deemed to be functioning outside the limits of its powers, all 
powers may be revoked by written notice to the Committee signed by the General Manager 
or their representative. 

3.4 Duties of Office Bearers 

Chairperson 

The duties of the Chairperson are as follows: 

− To ensure the smooth running of Committee meetings in accordance with standard or 
adopted meeting practice. 

− To preside and regulate meetings, ensuring that all Committee members have an equal 
opportunity to speak and that adequate time is allocated for discussion and decision 
making. 

− To receive and put to the meeting for debate any motion that is brought before the 
committee. 

− To act as spokesperson for the Committee. 

Secretary 

The Secretary is often the first point of contact with the Committee through correspondence 
and by phone. The Secretary's areas of responsibility include: 

− To deal with incoming and outgoing correspondence and present it at Committee 
meetings for receipt or confirmation. 

− To provide notices and agendas of Committee meetings to members. Refer Meeting Agenda 

Template 

− To accurately record the minutes of each meeting and forward a copy of minutes to all 
Committee members and to Council upon request. Refer Meeting Minutes Template. 
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Treasurer 

A Treasurer must be appointed where the Committee is responsible for the handling of funds. 
The Treasurer has the responsibility for keeping the financial records of the Committee. The 
duties of the Treasurer are: 

− To be responsible for receipt of all monies payable to the Committee and give receipts 
for same. 

− To keep correct accounts and books showing the financial affairs of the Committee. 

− To bank all monies received to the credit of the Council/Committee. 

− To make available an up-to-date financial statement (Treasurer's Report) for each 
meeting of the Committee including the submission of accounts for confirmation of 
payment. 

− To close off the Committee's financial records at 30 June each year and submit a copy 
of the financial statements to the Annual General Meeting. 

− To submit financial statements and Monthly Return of Income & Expenditure for GST 
Purposes as required to Council. 

− To provide evidence to Council that two signatories are require for all withdrawals from 
the account, and to provide a list from the financial institution listing authorised persons.  

− Committee Members  

All Committee members have important roles, both in the general duties of the Committee and 
at meetings. Attendance and participation in decision making at meetings is vital to the 
effectiveness of the Committee. 

It is the responsibility of all Committee members to: 

− Attend most Committee meetings. 

− Participate in meetings by being on time, keeping to the agenda, contributing to the 
discussion, being objective and listening to the views of others and volunteering where 
required. 

− Support the office bearers in carrying out their duties. 

− Assist in organising the Annual General Meeting. 

− Attend and participate in any planning meetings that may be held. 

− Make sure the facility is being maintained and run smoothly. 

− Obtaining detailed information from the hirer prior to confirming a booking. Refer application 

to hire of Community Facilities form. 
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4. Work, Health & Safety Act 

4.1 Work, Health & Safety Act 

Council is required to comply with the provisions of the Work, Health & Safety Act 2011 and 
Work, Health & Safety Regulation 2011. In complying with the Act, Council has a statutory 
responsibility to take appropriate measures to ensure that no person (including employees, 
volunteers, contractors or visitors to a Council workplace} suffers harm, or injury to their health 
and safety from the way in which Council conducts its activities. 

Council has a duty to ensure that risks to health and safety at a workplace are identified, 
assessed, eliminated or controlled. "Workplace" means premises where people work and, in 
particular, includes: 

− Any land, building or part of a building 

− Any vehicle 

− Any tent or moveable structure 

Council is committed to providing a safe and healthy work environment for all employees, 
volunteers and visitors to a Council workplace. It is acknowledged by Council that ensuring 
the highest possible standards of health and safety is an important responsibility which is 
shared by all managers, employees and volunteers. 

Volunteers have a responsibility not to place themselves and others at risk through their 
activities. It is a condition of being accepted to undertake voluntary work that volunteers follow 
all reasonable directions in regard to ensuring a safe and healthy place to undertake the 
activity. 

Council requires that volunteers observe the following procedures: 

− Be aware of and comply with Council policies Refer to council website, https://lockhart.nsw.gov.au 

− Participate where required in hazard identification risk assessments and adoption of risk 
controls; 

− Follow the policies and procedures issued by Council. 

− Generate and maintain any records of activities as required. 

− Use any Personal Protective Equipment (PPE) required as part of risk management. 

− Refrain from inappropriate behaviour which could place them or other persons at risk. 

− Observe any safety signs. 

− If uncertain as to the proper procedures, seek advice from the appropriate Council 
officer. 

− Report to the appropriate Council officer any accidents, incidents or near misses which 
have, or could have, caused injury to a person or damage to property. 

Any questions about work, health and safety should be directed to Council's Human 
Resources/Risk Co-ordinator. 
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5. RISK MANAGEMENT 

5.1 Risk Management and Committee Activities 

Risk management is a method of taking preventative and precautionary measures to avoid or 
minimise injury, loss or damage, to either persons or property. Risk management is NOT an 
additional function. It is NOT something you do AFTER planning an activity. It is PART OF 
THE PROCESS of planning an activity.  Refer Event Risk and Safety Assessment forms. 

Volunteers conducting activities on behalf of Council in Council-owned facilities or on Council-
controlled land are required to comply with Council's risk management procedures. It is 
Council's duty to ensure that volunteers and members of the public are safe at all times whilst 
on Council property and following the correct risk management procedures will help to enable 
this. 

5.2 The Risk Management Process 

There are five basic steps in the risk management process: 

− Identify the risk/hazard - what could happen/go wrong? What is the facility being used 
for? Is the facility suitable for that purpose? When doing the risk assessment look up, 
look down, look left, look right, look back, look front to identify the risks. 

− Assess the risk/hazard - what is the likelihood of the risk occurring and the 
consequences if it does. How bad could it be? 

− Rate the risk/hazard - is the risk low, medium or high? The rating will determine the 
course of action to be taken to "control" the risk. 

− Identify and Implement controls - there is a hierarchy that needs to be considered when 
determining appropriate risk treatments: 
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a) Eliminate - always the first option {e.g., by removing, relocating or not doing). 

If not possible… 

b) Substitute. 

c) Isolate - to make sure no one is at risk (e.g. use barricades). 

d) Minimise - by engineering means (e.g. construct, demolish, redesign). 

e) Minimise - by administrative means (e.g. warning signs, instructions). 

f) Personal Protective Equipment (PPE) - this does not replace any of the above 
and is the last line of defence. It is very important that the correct PPE is used. 

Consider the treatment options and choose the best to be implemented, then rate the risk 
again to see if the selected treatments have reduced the severity of the risk. If not, are there 
other treatments that could be considered? 

− Monitor and review - make sure the treatment works. Ensure that the treatment itself 
has not created another risk. Can it be improved? 

Please also refer to the Risk Management Policy 3.21 on Council’s Website under Policy’s 
Plans and Reports. (https://lockhart.nsw.gov.au/council/council-policies-plans-reports) 

Enquiries about risk management should be directed to Council's HR/Enterprise Risk 
Manager. 
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6. INSURANCE 

6.1 Insurance held by Council 

Council is required to hold insurance policies to cover its liability as a consequence of its 
business activities.  Policies that relate to volunteers and their activities include: 

− Public Liability Insurance 

− Persons Accident Insurance 

− Property Protection Insurance. 

6.1.1 Public Liability Insurance 

Council's Public Liability Insurance covers damage or injury to the public as a result of an act 
or omission by Council due to negligence. In this instance "Council" means employees, 
councillors, Committee members and volunteers. 

Public liability claims often end up in court and it is most important that accurate details are 
taken down immediately after an incident/accident. This information may be used in court and 
the volunteer involved called upon as a witness. 

Council's insurer determines all insurance claims. Committee members must NEVER ADMIT 
LIABILITY. 

6.1.2 Personal Accident Insurance 

Council's Personal Accident Insurance covers Council employees, Committee members and 
volunteers for bodily injury incurred while carrying out activities on behalf of Council that result 
in death or disablement.  Personal Accident Insurance does not cover loss of income. 

Personal accident cover provides limited benefits to committee members where accidental 
death or injuries are suffered in the course of their duties for the committee. The policy does 
not cover medical costs. 

Committee members and volunteers who are not committee members, must sign in and out 
on the Volunteer Register each time they undertake volunteer activities. This is necessary in 
order to record the hours the volunteer works to ensure insurance cover in the event of an 
accident or injury occurring while carrying out duties on behalf of Council. Refer volunteer sign on/Off 

Register Form. 

6.1.3 Property Insurance 

It is Council's responsibility to ensure that all its properties and assets are adequately insured. 

Property Insurance covers damage but is subject to the policy's terms, conditions and 
exclusions and each claim carries an excess (the amount not covered by the insurer, which is 
currently $2000}. 

Burglary and malicious damage incidents MUST be reported to the Police immediately upon 
discovery and a Police Report Number and the name of the Police Officer recorded. 

All incidents, regardless of value, must be reported to Council. Refer Injury / Incident / Near Miss form. 
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It should be noted, that volunteers' personal items are not covered by Council's insurance 
whilst the volunteer is undertaking volunteer activities.   

Insurance Required by Casual Hirers 

6.2.1 Casual Hirers Insurance 

Council has available a Public Liability Insurance Policy for casual hirers who do not have their 
own insurance and who wish to hire a Council facility as a one-off or on a casual basis. 

Casual hirers are defined as those using a Council facility for one-off private events such as 
birthday parties, weddings, receptions, christenings, etc. 

Excluded from Council's casual hirer’s policy are all incorporated bodies, sporting clubs, 
associations of any kind and commercial entities (businesses). These exclusions are 
determined by Council's insurer, not Council. 

6.2 Insurance required by all Other Hirers 

6.2.2 Public Liability Insurance 

All incorporated bodies, sporting clubs, associations of any kind and commercial entities 
(businesses) wishing to hire a Council facility MUST have their own Public Liability Insurance 
with a minimum cover of $20 million dollars, noting Council as an "interested party" on the 
policy. A copy of the hirer's Public Liability Insurance Certificate of Currency must be obtained 
prior to approving the hire to ensure that appropriate cover is in place. 

6.2.3 Workers Compensation Insurance 

If the hirer has employees that will be assisting with activities during the hire of the Council 
facility it must have Workers Compensation Insurance or Sickness and Accident Insurance if 
a sole trader. A copy of the hirer's Certificate of Currency must be attached to the User 
Agreement for Council facilities before the hire is approved. 

6.2.4 Volunteer Insurance 

If the hirer has volunteers that will be assisting with activities during the hire of the Council 
facility, it must also have Volunteer insurance. A copy of the hirer's Certificate of Currency 
must be attached to the User Agreement for Council Facilities before the hire is approved. 

6.2.5 Property Insurance 

Equipment belonging to all hirers ie sports clubs or any other hirer is not covered by Council’s 
Insurance Policy and such groups/individuals must be advised to obtain their own cover for 
such items if stored at the facility. 

6.2.6 Insurance required by Contractors of the Hirer 

Any additional services or contactors engaged by the hirer, e.g. to install stage or lighting 
equipment, caterers, operators of amusement devices etc, must have a minimum of $20 
million Public Liability Insurance. A copy of the contractors Certificate of Currency must be 
attached to the User Agreement for Council Facilities before the hire is approved. 
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6.3 Insurance Required for Fundraising and Community Events 

Committees may wish to conduct fundraising and community events. 

Each activity must be endorsed by Council and Council’s insurer to ensure that insurance 
cover is extended to the activity and the Committee members organising/participating in the 
activity. The event may attract an additional premium which will need to be met by the 
Committee. Council and Council’s insurer also need to be notified of all activities and 
participants involved in the event. Refer Event Safety Risk Assessment forms  

If the fundraising involves other community groups, for example a fete situation where each 
group has a stall to sell goods, then each group is responsible for their own Public Liability 
Insurance (minimum cover $20 million). 

6.4 Notification of Potential Claim 

Any matter or incident that may give rise to a claim against Council must be reported to Council 
as soon as possible. This will ensure that investigations and remedial actions can be 
undertaken to prevent further occurrences and protect Council’s interests. It will also assist 
Council in meeting its disclosure obligations to its insurer. 

The Committee may receive notification of an incident either verbally, in writing, by telephone 
or by observation. Once the Committee becomes aware of a potential claim it must notify 
Council by the next business day. If Council does not notify its insurer of a claim which it could 
reasonably have known about, indemnity may be denied Refer Property Damage Report Form 
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7. MEETINGS 

7.1 General 

Committees should meet on a regular basis to discuss relevant business and make decisions. 
Regular meetings ensure that necessary tasks are attended to promptly and provide an 
ongoing accountability to both Council and the community. The aim is to meet as often as is 
necessary for the good management of the Committee and its delegated responsibilities. 

An agenda is to be sent out to all Committee members and Councillor Representatives at least 
one week prior to the meeting. 

Minutes of the matters discussed will be kept and a copy forwarded to all Committee members 
and to Council upon request. 

As the Committee has responsibilities to both Council and the community, a reasonable 
degree of formality is required. However, this does not mean that meetings should be 
burdensome. It is important that meetings are pleasant and conducted in an open and friendly 
manner that encourages the participation of all members. 

7.2 Notice of the Meeting & Agenda 

A Notice of meeting, typically incorporated with the agenda, is circulated at least one week 
prior to the meeting. The agenda is a short document that sets out the business to be dealt 
with at the meeting. refer Meeting Agenda Template. 

7.3 Minutes 

Minutes of all committee meetings must be kept and forwarded to all Committee members and 
to Council upon request. 

The Chairperson is required to sign the minutes of a meeting once they have been confirmed 
as a true record of the proceedings. The minutes must record all motions and amendments 
put to the meeting and the results. 

A motion to confirm the minutes at the next meeting of the Committee can only be moved and 
seconded by a person in attendance at the meeting to which the minutes relate. Refer Meeting 

Minutes Template 

7.4 Annual General Meeting 

A separate Annual General Meeting is to be held by each committee every year. The main 
objectives of an Annual General Meeting are to report of the Committee's activities for the year 
past and to elect new office bearers for the coming year. 

All committees are requested to hold their Annual General Meetings in July/August each year. 
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8. FINANCIAL MANAGEMENT 

8.1 General 

Extreme care must always be taken when dealing with financial matters as Council is required 
to comply with strict financial requirements of the Local Government Act 1993. Council's 
Director of Corporate and Community Services is responsible for the financial affairs of Council 
and will act as the direct contact point for Committee Members to seek advice and guidelines 
for the Committee to follow. 

Importantly, payments made outside the authority of the Committee may be recovered 
personally from Committee Members. 

Before any Committee handles any money, it must seek approval from Council to open an 
account with cheque drawing facilities in the name of the Committee and Council. 

8.2 Books of Accounts 

Bank Account Requirements 

Council requires the following conditions to be met by all Section 355 Committees:  

a) A Bank Account must be opened at any branch of a recognised financial institution.  Account 
will be in the name of the Committee as given delegate authority to. 

b) The Committee must authorise its Chairperson, treasurer and one other person to sign on its 
behalf on the basis that two signatures are required for each payment. This must be a motion 
moved at the AGM. 

c) Must provide bank evidence to Council of two (2) signatories required for all 
withdrawals. 

If a Committee has delegated authority to raise or receive funds, then it will need to maintain 
the following: 

Cheque Book, EFT transfer Expenditure Documentation 

All payments whether made by cheque book or EFT transfer should be maintained by the 
Treasurer and should only be drawn on with the joint signatures of any two office bearers. All 
payments must be made by cheque or EFT.  All cheques/EFT’s drawn must have supporting 
documentation. These should be kept in order noting the cheque or payment number and date 
of payment for easy reference. All cheques/EFT’s drawn must be authorised by the 
Committee. The Committee wherever possible should authorise the expenditure of money 
prior to the expenditure being incurred. All payments must be entered in the Cash Book. 

Cash Book 

The Cash Book is the Committee's record of what money is received and spent and how much 
cash is on hand at any one time.  Receipts and payments must contain relevant details 
allowing easy cross referencing to the invoices received and sent as well as the monthly bank 
statement. 
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Bank Reconciliation 

A bank reconciliation should be prepared each month and included in the Treasurer's report 
to the Committee. 

8.3 Goods and Services Tax 

As Section 355 committees are committees of Council, Council's Australian Business Number 
(ABN) and Goods & Services Tax (GST) registration applies. 

Lockhart Shire Council’s ABN is 82 002 584 082. The Committee must use this ABN in all 
financial dealings. 

To enable Council to correctly account and report to the Australian Taxation Office regarding 
its GST obligations, Committees are required to produce a Monthly Return of Income and 
Expenditure for GST Purposes, together with copies of invoices and Monthly Bank Statements 
for inclusion in Council's Business Activity Statements.  Refer Monthly Return of Income & Expenditure for 

GST Purposes forms. 

Income 

The majority of income generated by Committees will include a GST component. Bank. 
Interest and non-specific donations do not include GST, the hire of premises or the provision 
of a good or service will be GST inclusive. 

Please note that if the user of your facilities is getting a good or service in return for payment 
there must be GST in the transaction i.e. meals, advertising, room for hire, exercise classes. 
All amounts are included in Council’s Business Activity Statement, if Council deems the GST 
status to be incorrect, Council will amend any transactions before submitting to the ATO. 

Expenses 

Where GST expenses are incurred by a Committee when purchasing goods a valid tax invoice 
must be forwarded to the Council along with the GST return.  If a valid tax invoice is not 
received by Council the purchase will be treated as GST free. 

Council will keep an account of all expenditure and income details and the net GST position. 
If Input Tax Credits exceed GST collected in the Committee’s fees and charges the Committee 
will receive the benefit of the reimbursement from the Council on behalf of the ATO. If GST 
collected exceeds Input Tax Credits paid, the Committee will be billed by Council on behalf of 
the ATO. This will occur at the end of the financial year, i.e. during the month of July in respect 
to the previous financial year or once all Committees Bank Statements have been received. 

Monthly Return of Income and Expenditure for GST Purposes, invoices and Monthly 
Bank Statements need to be submitted to The Lockhart Shire Council by no later than 
the 14th day of each month. Refer Monthly Return of Income & Expenditure for GST Purposes forms 

Further information and guidance in relation to the GST Reporting requirements can be 
obtained from Council's Finance Officer – Tracy Hounsell. 

8.4 Annual Financial Reports 

The financial year for each Committee will be from the 1st July to the 30th June each year. A 
fixed accounting period for all Committees is required to ensure that the Committee's financial 
year falls in line with Council's financial year. 
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Within 30 days after the 30th June each year, Committees that have financial responsibilities 
must prepare financial statements including: 

− A statement showing all income received and payments made by the Committee during 
the financial year ended. Cashbook for the financial year. 

− A list of all assets under the Committee's control at the end of each financial year, and 
any liabilities. 

− A bank reconciliation to 30th June 

− Bank statements for the whole of the financial year if Council has not received them 
monthly. 

A copy of all financial statements must be submitted to Council after they have been formally 
adopted by the Committee. 
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9. APPENDICES & DOCUMENTS 

• Summary of Committee Responsibilities 

• General 

o Section 355 Committee Members Update  

o Section 355 Website Update  

o Section 355 Fees & Charges  

o Section 355 Application for Hire of Community Facilities 

o Event Safety Risk Assessment 

• Risk Management/ Work Health & Safety 

o Section 355 Hazard Inspection Checklist - Buildings & Surrounds  

o Section 355 General WHS Inspection Checklist – 

o Section 355 Work Health Safety Generic Risk Assessment  

o Section 355 Community Facility Hazard Report  

• Insurance 

o Section 355 Volunteer Sign on /off Register. 

o Section 355 Injury / Incident / Near Miss Form 

o Section 355 Property Damage Report  

• Meeting 

o Section 355 Meeting Agenda Template  

o Section 355 Meeting Minutes Template 

• Monthly Reporting Requirements 

o Monthly Return of Income & Expenditure for GST Purposes (Small 
Option)  

o Monthly Return of Income & Expenditure for GST Purposes (Larger 
Option)  

 

If you would like any assistance to complete the forms or templates, please contact 

Tracy Hounsell – thounsell@lockhart.nsw.gov.au., 

Kerrie Gooden – kgooden@lockhart.nsw.gov.au or 

Nadine Douglas – ndouglas@lockhart.nsw.gov 

or by phone (02) 6920 5305. 

mailto:thounsell@lockhart.nsw.gov.au
mailto:kgooden@lockhart.nsw.gov.au
mailto:ndouglas@lockhart.nsw.gov


 
 

 

 

 



Section 355 Summary of Committees Responsibilities 

 
Ongoing/Monthly 

 Undertaking the functions that have been delegated to the Committee by Council. 
 

 Primarily responsible for the care, control and management of community facilities. 
 

 Maintain sign on/off register for all volunteers when attending working bees, meetings 
etc.on behalf of the S355 committee. 
 

 Complete Monthly Return of Income & Expenditure and forward to Council together 
with copies of invoices – by 14th day of the month. 

 
 Forward Council a copy of each months Bank Statements/Term Deposits. 

 
 Ensure all user groups are aware of their responsibilities ie risk assessment, identifying 

potential risks and addressing that risk. 
 

Quarterly 
 
 Complete and provide Council a copy of a risk assessment of the premises and 

surrounding areas. 
 
Annually 
 
 Inform Council of its membership and office bearers following each Annual General 

Meeting. 
 
 Must provide bank evidence to Council of two (2) signatures required for all 

withdrawals. Prior to 30 June.  
 
 The Committee must authorise its Chairperson, Treasurer and one other person to 

sign on its behalf on the basis that two signatures are required for each payment.  This 
must be a motion moved at the Annual General Meeting. 
 

 Submit a copy of all financial statements as at 30 June, to Council after they have been 
formally adopted by the committee. 
 

 Hold an AGM in July/August each year, and forward Council a copy of the AGM 
minutes. 
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Section 355 – Committee Members  
20__/20__ 

  
 
 
Committee Name: _____________________________________________________ 
 
 
Contact Address / Ph: ___________________________________________________ 
 
______________________________________________________________________ 
 
Email address:_________________________________________________________ 
 
Date of last Annual General Meeting: __________/____________/_______________ 
 
Name of Committee Members: (List below) 
 
President: _____________________________________________________________ 
 
PH:_____________________________Email:_________________________________ 
  
Secretary: _____________________________________________________________ 
 
Ph______________________________Email:________________________________ 
 
Treasurer: _____________________________________________________________ 
 
PH:______________________________Email:________________________________ 
 
 
Contact details you require on Council’s website: 
 
Contact Name: _______________________________________________________ 
 
Ph: _____________________________Email:_______________________________ 
 
 
Committee Members:  
 
_________________________________ __________________________________ 
 
_________________________________ __________________________________ 
 
_________________________________ __________________________________ 
 
_________________________________ __________________________________ 
 
Please ensure this is completed and returned to Council after each Annual General 
Meeting and or change of office.  Email: mail@lockhart.nsw.gov.au 
 
 

mailto:mail@lockhart.nsw.gov.au
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Section 355 – Website Update 
 
 
 
 
Committee Name: _____________________________________________________ 
 
 
Contact Address / Ph: ___________________________________________________ 
 
______________________________________________________________________ 
 
Email address: _________________________________________________________ 
 
 
Contact details you require on Council’s website: 
 
 
 
Contact Name: _________________________________________________________ 
 
Ph: ______________________________ Email:_______________________________ 
 
Contact Name: _________________________________________________________ 
 
Ph: ______________________________ Email:_______________________________ 
 
Contact Name: _________________________________________________________ 
 
Ph: ______________________________ Email:_______________________________ 
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Section 355 – Fees & Charges 20__/20__ 
  

 

Committee Name  

Contact Name and Address 

 
 
 
 
 
 

Phone  

 
Date of last Annual General 
Meeting  

 

Daily Fee 
 
 
 

Evening Fee 
 
 
 

Monthly Fee 
 
 
 

Yearly Fee 
 
 
 

Other Fees 
 
 
 

 
 
 
 

 
 
 
 

 
Please complete and return to Lockhart Shire Council 

 
Email address: mail@lockhart.nsw.gov.au 



 
 

 

 

 



 

Section 355 Application For Hire Of Community 
Facilities 
 
1. THIS APPLICATION FOR HIRE(“APPLICATION”) IS FOR THE HIRE OF: 

Location ____________________________________________________ 

  Oval                    Pavilion                                                               

2. DETAILS OF HIRER 
 
Name of Hirer: .......................................................................................................................................  

Contact:  .................................................................................................................................................  

ABN or ACN: (if applicable)  ..................................................................................................................  

Address: .................................................................................................................................................  

Telephone: ......................................................... (B/H)  .................................................................. (A/H) 
 
Is the Hirer 18 years old or more? Yes / No? 
 
 
3. INSURANCE DETAILS 
 
It is a requirement of Council that public liability insurance for the event be in place prior to hiring 
Council’s facility. If you are a casual hirer and are hiring for a one-off event for a private function ie 
wedding and you are not selling alcohol. Council provides relevant liability insurance, and you do not 
need to arrange insurance. 
 
This excludes incorporated bodies, sporting clubs, associations or individuals that are 
organiing a public event, business/profit event or selling alcohol. Those groups will need to 
arrange their own public liability insurance for no less than 20 million dollars ($20M) and 
provide Council with a Certificate of Currency when completing the application. The hirer is 
also required to consult with Council in relation to an Event Management Plan. 
 
Tick the relevant Box 
 

 I am a casual hirer who will rely on Council’s Casual Hirer Insurance coverage. 
 

 I am not a casual hirer and will arrange public liability insurance and provide Council with a 
copy of the relevant Certificate of Currency at least 7 days before the event/function. 

 
 
4. INTENDED USE OF FACILITY 
 
Description of event: ……………………………………………………………………………… 
  
Times and Dates for intended use (including preparation and pack up times at facility) 

 ............................................................................   ...........................................................................  

 ............................................................................   ...........................................................................  

Number of Guests - Including Caterers, Bar and Security staff:  ............................................................  
B. Times and Dates for intended use (including preparation and pack up times at facility) 

 ............................................................................   ...........................................................................  

 ............................................................................   ...........................................................................  

 ............................................................................   ...........................................................................  
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PERMITS & LICENCES may be required depending on the type of event or if you are selling goods 
and services. Your event may also require a Building or Road Closure Permit.  Larger public events 
may require an Event Management Plan.  For more information, please contact Council or email: 
tourism@lockhart.nsw.gov.au 
 
Please provide details of permits or licenses being sought and which MUST be sent to Council prior to 
the holding of the event: 

 ............................................................................   ...........................................................................  

 ............................................................................   ...........................................................................  

 ............................................................................   ...........................................................................  
 
Is alcohol intended to be distributed or consumed at the Facility? Yes / No 
Is alcohol intended to be sold or provided?    Yes/No 
 
5. CONDITIONS OF HIRE 
 
The “Conditions of Hire” attached to this Application, apply to this application and to any booking 
made upon acceptance of this Application. 
 
 
6. PAYMENT DETAILS 
 
I/We the Hirer agree to pay $ ............................................. for use of the facility, and understand this 
payment MUST be made prior to using the facility. 
 
I/We the Hirer agree to pay a bond/cleaning fee of $ ........ …for use of the facility and understand this 
payment MUST be made prior to using the facility and will be refundable upon satisfactory inspection. 
 
 
7. CONFIRMATION OF BOOKING 

The Council reserves the right to accept or refuse any or all applications for hire. 

A key to the facilities will be provided on payment for use of the facility by the S355 Committee of 
Council 
 
 
8. UNDERTAKING AND ACKNOWLEDGMENT 

Please complete the following: 

I/We  ........................................................................................................ am/are authorised to make this 
application and undertake to ensure that the Hirer complies with its/his/her obligations under the 
Conditions of Hire. 

I/We confirm the truth and accuracy of all details provided in this Application. 

I/We further acknowledge that the Council shall be entitled to recover such charges from the Hirer in 
accordance with the conditions. 

I/We acknowledge receipt of the Conditions of Hire and agree to the terms stated therein. 

Signature:  ........................................................... Name  .................................................................  

Date:  .............................................................................  



CONDITIONS OF HIRE – COMMUNITY FACILITIES 
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These are the conditions on which the Council hires the Facility to the Hirer. 
 
1 DEFINITIONS 

In this Agreement unless specified to the contrary: 

“Application” means the Application for Hire completed by the Hirer to secure the Booking; 

 “Booking” means the booking of the Facility by the Hirer for the Hire Period 

“Council” means the Lockhart Shire Council 

 “Hire Fee” means the fee quoted to the Hirer for the hire period 

“Hire Period” means the times and dates as specified in the Application as the required hire period, as may be 
amended by the Council 

“Hirer” means the person or entity that hired the venue for the Hire Period 

“Facility” has the same meaning as given in the Application (includes pavilion and/or ground) 
 
2 CONDITIONS 

2.1 A signed Application is conclusive evidence that the Hirer accepts these “Conditions of Hire” 

2.2 The Council reserves the right to accept or refuse the Application 

2.3 The Hirer must be 18 years of age or over 

2.4 All hire monies are to be paid to the Committee at least 7 days prior to the use of the facility 

2.5 A maximum capacity of ____ persons are allowed in the premises at any one time. 

2.6 An inspection must be undertaken by the Hirer and a member of the committee prior to /and following use 
of the facility to ensure it is handed over/and left in a satisfactory condition. 

2.7 Keys MUST be returned to the Committee as requested.  Late return of the keys can result in an 
additional charge. 

2.8 All hire fees are inclusive of Goods and Services Tax 

2.9 Any costs, fees and expenses incurred by the Council for non payment of Hire Fees by the Hirer including 
but not limited to administrative costs, debt collection, agency fees and legal costs and expenses will be 
met by the Hirer. 

2.10 The Council may cancel the booking (without notice) in the event of an emergency or if deemed 
necessary.  

2.11 If the Council cancels the booking without fault of the Hirer, the Council will refund any amounts paid by 
the Hirer in relation to the booking 

2.12 The Council will not be liable for any loss or damage suffered as a consequence of exercising its right to 
cancel the booking  

2.13 Smoking is prohibited in the facility 

2.14 If alcohol is intended to be consumed at the venue the Hirer must provide a copy of the appropriate permit 
from the Liquor Control Commission at least 7 days prior to using the facility 

2.15 The Council may prohibit alcohol being brought into the facility, distributed or consumed at the facility if no 
permit is submitted to the Council and/or displayed at the facility 

2.16 The facility must be locked and returned to it’s original state following the function 

2.17 The Hirer is liable for any costs, loss or damage suffered as a result of damage caused to the state of 
repair or condition of the Facility during the hire period 

 
3 INSURANCE 

3.1 The Hirer must not do anything that may or does render void or voidable any insurance policy in relation to 
the facility. 

3.2 The Hirer must provide Council with evidence of insurance for public liability in respect of the use and 
occupation of the facility for ten Million dollars ($20M) for any single event, noting Council as an interested 
party 

3.3 The Hirer is responsible for workers compensation or similar for all insurance coverage on goods and 
services brought to, sold, displayed or provided at the facility. 
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Section 355 - Hazard Inspection Checklist – 
Buildings & Surrounds 
 

Location:  

Date:  

Conducted by:  

A hazard inspection refers to a systematic assessment of a specific area, environment, or workplace 
to identify potential hazards or dangers that could lead to accidents, injuries, damage, or other 
undesirable outcomes. The primary goal of a hazard inspection is to recognize and document 
potential risks so that appropriate measures can be taken to mitigate or eliminate them, thereby 
ensuring the safety of people and property. 

ITEM Yes No N/A 

Fire Protection 

Have Fire extinguisher tests been conducted in the last 6 months? 

  What is the date of last test __________________________ 
 

   

Is fire equipment marked with a location marker? (above the fire 
extinguisher) 

   

Are all fire extinguishers accessible and clear from obstruction?    

Emergency Evacuation 

Are written plans in place and current?    

Are assembly areas allocated and understood?    

Are warning systems clear and audible in all areas?    

Are all exits kept clear?    

Are instructions given to people who use/hire the premises?    

First Aid 

Are there sufficient first aid kits at the site?    

Are first aid kits checked on a regular basis?    

Is all content in date? (Check expiry dates)    

Do the contents of kits agree with contents list?    

Are all injuries reported and recorded? (View book or form)    

When first aid equipment is used, is it recorded?    

Is a sharps kit available?    

Is a first aid sign displayed above the kit?    

Electrical 

Is electrical equipment tested and tagged on a regular basis? (Check some 
tags) 
Date of test …../20….. 

   

Is the stage and kitchen areas protected by RCDs?    
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ITEM Yes No N/A 

Electrical (Continued) 

Are RCDs manually tested to ensure correct operation? 
Date of test …../20….. 

   

Are correct power boards used? (no double adaptors or piggyback plugs)    

Is clear access provided to switchboards?    

Are switchboards in good condition? 
    No holes on covers  

   Marking of circuit breakers (legend) 
 

   

Are light switches, light fittings or power points free from damage?    

Are hire electrical equipment (urns, stage lighting, ovens) tested and tagged 
before each hire? 

   

Is there sufficient lighting throughout the premises?    

Are all stage lights secured by a safety chain?    

Signage 

Are signs in good condition? (not faded and clearly visible)    

Are sufficient signs in use, both internally and externally, including 
information signs, first aid signs and general signs? 

   

Personal Protective Equipment 

Is appropriate PPE available and being used correctly?    

Are all PPE maintained and in good condition?    

Hazardous Chemicals 

Have all chemicals been identified?    

Are chemicals stored correctly?    

Are containers well marked/labelled correctly?    

Are all household chemicals clearly labelled and in their original containers? 
(e.g. not transferred to other containers such as food containers and drink 
bottles) 

   

Is there appropriate ventilation for both use and storage?    

Are Safety Data Sheets (SDSs) provided and available to all volunteers? (e.g. 
cleaning products) 

   

Is there a hazardous chemicals register available on site? (Check if several 
hazardous chemicals found in the workplace are in the register). 
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ITEM Yes No N/A 

Machinery 

Is all machinery and equipment maintained? 
Are workers properly trained/inducted whom use machinery and 
equipment?  
List Machinery on site 
 Eg Blowers 

 Do workers who require personal protective equipment (PPE) know how to 
use it properly? 

   

Hand Tools 

Are hand tools in good condition? (Check some items)    

Are handles or shafts free from splits, deep cuts or damages?    

Are hand tool heads checked regularly to ensure they are secured?    

Are rattle guns spring clips in good condition?    

Portable Power Tools  

Are portable power tools in good condition?     

Are adequate storage facilities provided?     

Do staff use the power tools correctly with RCDs?    

Are all guards in place?    

Internal Environment  

Are floor surfaces even    

Is all furniture in safe condition for normal use?    

Are stairways and aisles kept clear?    

Are the aisles marked and visible?    

Do lighting levels appear to be satisfactory?    

 External Environment 

Are walkways clear and in good condition? Are there any holes or trip 
hazards on people may walk? 

   

Are parking areas well marked and lit?    

Is fencing in good condition?    

Are plants, trees and shrubs pruned to maintain good visibility?    

Are roadways in good condition and signs provided where necessary?    

Is housekeeping in good order?    

Are paths and external stairs in good condition?    
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ITEM Yes No N/A 

 Access  

Do stairways, landings and ramps have well-secured handrails from top to 
bottom and railings that comply with the Building Code? (minimum 125mm 
gap) 

   

Do all steps, ramps and landings have sufficient lighting above them?    

Have all obstructions that could cause a person a trip been identified and 
corrected? 

   

Have all restrictions to access for any patrons been identified and rectified? 
(e.g. disabled persons, mothers with prams, children, elderly etc) 

   

    

Have any rips, stretches or damage in floor coverings that may pose a trip 
hazard been identified and rectified? 

   

Are appropriate actions taken for areas where floors becoming slippery 
when wet? 

   

Have any obstructions that restrict access to doorways, steps and halls been 
removed? 

   

 General  

Are all work areas maintained in a clean and tidy state? 
    Workshop        Storage Areas   Other 
 

   

Are there adequate storage facilities? 
Do staff use good stacking and storage practices?    

Is the correct lifting equipment available and being used for lifting activities?    

Are staff using the correct manual handling techniques when lifting 
materials? 

   

Are items stored in their designated areas in the storage facilities provided?    

Are aisles kept clear at all times? (i.e. no trip hazards)    

Are incident/injury forms available?    

Are hazard report forms available?    

Does regular waste removal occur?    

 Amenities 

Are the following facilities provided adequately?  
    Female Toilets   Male Toilets 

   

 Notice Board 

Is the WH&S Policy displayed?    
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 Other Hazards (not included in this checklist) 

    

 

    

    

    

    
 

For all unfavourable responses that cannot be corrected on the spot, generate one or more 
corrective actions designed to rectify the situation, and prevent it recurring. 
 

Corrective Action Allocated To 
(Person) 

Due By (Date) 

   

   

   

   

   

   

Management Committee Use: 
Sign when all corrective actions have been 
completed: 

 

 

 

 

 



 
 

 

 

 



 
 
 
 
 
 

 

Section 355 General WHS Inspection Checklist 

AREA OF INSPECTION 
 

YES 
 

NO 
ACTION REQUIRED 

IMMEDIATELY TO BE 
SCHEDULED 

BUILDINGS & HOUSEKEEPING 

Floors clean      

Toilets clean and hygienic     

No slips, trips or falls present     

Running water available     

Windows operational and lock     

Kitchen benches and cupboards tidy and clean     

Clear exits and walkways     

Surrounding grounds neat and tidy     

Unobstructed vision at intersections 
stairs/risers     

Fire Exit signs operable     

Exit doors easily opened from inside.     

Fire instructions available and displayed     

ELECTRICAL 

No broken plugs, sockets or switches.     

No frayed or damaged leads.     

No electrical leads across walkways     

No strained leads     

GENERAL LIGHTING 

Lighting adequate / operational     

Light fittings clean and in good condition     

CHEMICALS 

Containers clearly labelled     

Chemicals stored safely     
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AREA OF INSPECTION 
 

YES 
 

NO 
ACTION REQUIRED 

IMMEDIATELY TO BE 
SCHEDULED 

FIRST AID 

Adequate stocks     

Easy access to cabinets     

Aware of location of first aid supplies     

Cabinet clearly labelled     

OUTDOOR AREAS -  GENERAL ENVIRONMENT: 
Are there clear and unobstructed pathways 
and exits?     

Are there weather-related hazards (e.g., 
extreme heat, cold, rain) that need to be 
addressed? 

   

Are walking surfaces free from hazards 
such as loose gravel, uneven terrain, or 
ice? 

   

Are slip-resistant mats or surfaces used in 
areas prone to wet conditions?    

SIGNAGE & DOCUMENTATION 
Are emergency contact numbers and 
procedures prominently displayed?     

Are Accident Incident Near Miss Forms 
Available    

Are Hazard report forms available    
 

Comments / Action Required 
 
Note: Identify any unique hazards specific to your outdoor area 
 
 
 
 
 

 
Safety Inspection Completed 

Name  

Signature  

Date  

Note: Please complete an inspection at least every month and keep on file should Lockhart 
Shire Council request it. 
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Section 355 Community Facility Hazard Report  

Section A 
 
To be completed when reporting a hazard which has potential to cause injury to a person. 
All hazards should ideally be addressed at the local Committee level before being submitted 
to Council. 
 

Location  

Date  

Reported Hazard  

Name  

Phone Number  

Address 
 

 

Description of Hazard (write a detailed description of the hazard) 

 

 

 

Risk Rating (circle) High Risk Medium Risk Low Risk 

Does Risk require 
action Within 1 week Within 1 month When Schedules 

 

What Action should be taken to fix the hazard? 
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Section 355 Community Facility Hazard Report  

Section B – 
 
To be completed by Lockhart Shire Council 
 

Hazard Investigated (circle) Yes No 

 
 
 

Corrective Action Taken 

 

 

 

 
 
 

Signed 
Management Committee  

Date  

 

Signed 
Council Manager  

Date  

 

Action Completed (circle) Yes No 

 

Signed Off 
Manager  

Date  

 
 
NOTE: Please ensure this is registered with HR/Enterprise Risk Manager – Nadine Douglas 
ndouglas@lockhart.nsw.gov.au 
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Section 355 Injury / Incident / Near Miss Form 
 

 

LOCKHART SHIRE COUNCIL 
Injury / Incident / Near Miss Report 

Complete within 24 hours of Incident/Accident 

              All personal details are strictly confidential 
Person making Report:  Tel No.   

Name of Injured Person:  Tel No.  

Position:  

Employee of Council         Yes         No           Casual        Contractor _______________________ 

Date & Time of 
Injury/Incident:    

Nature of Injury: (e.g. muscle strain, cut etc) 

 

Initial Treatment:  

 First Aid 

 Doctor 
(name)____________________ 

 Hospital (name)  
__________________________ 

Transport 
Used 

 Not required 

 Car driven by 
__________________________ 

 Ambulance 

Describe what 
happened: 

 
 
 

 
Where did the incident 
happen? 
 

 

 
Describe any damage to 
property / plant / 
equipment: 
 

 

If damage to plant / 
equipment occurred, 
what is the name / No. of 
the plant / equipment?   

 Name of the 
operator:  

 

Name(s) of witness 
 

Telephone 
 

  
 
Notifiable to Safe Work NSW:    Yes / No (Death / serious injury/illness / dangerous incident – refer immediately to 
WHS Coordinator for advice) 
Severity (circle one):    LTI   / MTO (Med Treatment Only) / FA (First Aid) / Hazard / NM (Near Miss) 
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Checklist - to aid in identifying the cause(s) of the incident/accident – attach photos if available 
 

1. Was the physical condition of the work area where the incident/accident occurred safe?        Yes  No          

2. Had appropriate precautions been taken to make the work area safe?                                                   Yes  No 

3. Were workers wearing appropriate protective clothing?                                                                  Yes  No 

4. Was the correct equipment being used?                                                                         Yes  No 

5. Was equipment being used properly, with safety features effective?                                            Yes  No 

6. Were workers following approved safe work procedures?                                                           Yes  No 

7. Were safe work procedures adequate?                                                                                            Yes  No 

8. Were workers adequately supervised?                                                                                               Yes  No 

9. Were workers suitably qualified and/or trained?                                                                      Yes  No 

10. Was communication adequate?                                       Yes  No 

11. Was work layout adequate?  Yes  No 

12. Were technical or mechanical failure of tools a contributing factor in incident/accident?  Yes  No 

13. Was equipment maintained and in good repair?   Yes  No 

14. Was housekeeping on site adequate?   Yes  No 

15. Was safety preplanning adequate?  Yes  No 

16. Other observations?  Yes  No 

Supervisor and Employee to complete - Short term measures to make the situation safe are:  
 

Manager to complete - Recommended long term actions to prevent recurrence of the incident/accident are: 
 

Director to complete - Long term action to be taken is: 
 
 

SIGNATURES: 

Person making report:                                                                                    
Date: 

Supervisor                                                                                                        
Date: 

Manager                                                                                                            
Date: 

Director: 
Date: 

General Manager: 
Date: 

WHS Coordinator:                                                       
Date: 

 

RETURN COMPLETED FORMS TO COUNCIL’S MAIN OFFICE WITHIN 24 HOURS OF INCIDENT/ ACCIDENT 
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Section 355 Property Damage Report 
  

To be completed when reporting damage to property 
 
Location of 
Damage  

Date of Incident  

Property Damage  

Name  

Ph Number & 
Email  

Address 
 

 

Description of Loss or Damage  

 

 

 

 

 

 

 

 

Report to Police  

Officer & Report 
No  

 
Signature of 
person making the 
report   

 

Date   
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Section 355 Meeting Agenda Template 

 
 

 

 
 
 
 

 
COMMITTEE NAME 

Insert time, date & place of meeting 
 

 
 
 
 
 
AGENDA 
 

1. Apologies 
 

2a. Minutes of the previous meeting 
 

2b. Business arising from those minutes 
 

3. Correspondence - inward and outward 
 

4. Treasurer's report (if required) 
 

5.  list specific items of business that are to be discussed at the meeting 
 

6. General business 
 

7. Date of next meeting 
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Meeting Minutes Template 
 

 

 
___________________________________

Committee 
Minutes of the meeting held at ______________________ on _______________ 

 
Meeting commenced at ______________________ 

 
BUSINESS: 

 

1) Apologies 
 

2) a. Confirmation of Minutes of the Meeting held ______________________ 
b) Matters arising out of Minutes (not elsewhere reported) 

3) Correspondence 

 

4) Treasurer's Report 
 

5) Specific Business 
 

6) General Business 

 

7) Next Meeting 

 
PRESENT: List the members present 

 
IN ATTENDANCE: Separately list anyone else in attendance 

 
1) APOLOGIES 

 
List any apologies received 

 
RESOLVED on the motion by ____________________________________ and 

seconded by _______________________that the apologies be accepted. 

 
2 a) CONFIRMATION OF MINUTES OF THE MEETING HELD _________________________ 

 
A motion should be moved to adopt these. The resolution from that motion should be 

set out here. The resolution should include any changes that the meeting resolved to 

make to those minutes. 

 
RESOLVED on the motion of __________________ and seconded by 

______________________ that the Minutes of the Meeting held 

__________________ as circulated be confirmed and adopted. 

 
 b) MATTERS ARISING OUT OF THE MINUTES 

 
Deal with any matters that were to be completed since the last meeting or that have 

arisen from items in those minutes. 

 
3) CORRESPONDENCE 

 
All items of correspondence should be listed here under the headings "inward" and 

"outward". There should be a motion accepting the correspondence which should 

include any decisions the meeting may have made regarding any of the 

correspondence. 
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Meeting Minutes Template 

4) TREASURERS' REPORT 

 
This should include: 

• The balance of the Committee's bank account as at the last report; 

• All transactions on that account since the last report; 

• The balance of the account as at the date of preparation of the report, which 

should not be more than 7 days prior to the date of the meetings; 

• A bank reconciliation 

There should be a motion to accept the Treasurers' Report 

 
RESOLVED on the motion of __________________   and seconded by 

__________________  that the Treasurers' Report be confirmed and adopted. 

 

****The Treasurer must move a motion to authorise its Chairperson, Treasurer and one 
other person to sign on its behalf on the basis that two signatures are required for each 
payment. 
 

RESOLVED on the motion of __________________   and seconded by 

__________________  that the Treasurer, President and Secretary may sign on 

behalf on the committee and that two signatures are required for all 

transactions. (See notes below) 

 
 

5) SPECIFIC BUSINESS 

 
There is no need to record any discussion on any item of business, but it can be done so 
if preferred. If the meeting wishes to make a decision on any matter raised, that 
decision should be framed as a motion and put to the meeting. All motions must have 
a mover and a seconder. 

 
6) GENERAL BUSINESS 

 
Any member may raise any matter relevant to the Committee in general business. If any 

decision is to be made on any matter raised, a motion must be put to the meeting. 

 
7) DATE AND VENUE OF NEXT MEETING 

 
A date should be set for the next meeting 

 
Meeting closed at __________________ 

 
 
 
 
 
 
 
 
 
 
 

Notes:  **** (Please note this motion only needs to be actioned at the AGM not every 

meeting) 



Month:

Committee Name:

Person completing this return: 

Name:

Address: 

Daytime Phone No:

Description $ GST Incl in $

Income

GST Free Income (non-specific donations, bank interest)

Total GST Free Income -$                

Taxable Supply Income (membership fees, subscriptions, entry fees, specific donations)

-$                

-$                

-$                

Total Taxable Supply Income -$                -$                

Total Income -$                -$                

Expenditure

Expenditure with no GST in Price (GST-free purchases from suppliers with no ABN)

Total Expenditure with no GST in Price -$                

Expenditure with GST in Price

-$                

-$                

-$                

-$                

Total Expenditure with GST in Price -$                -$                

TOTAL EXPENDITURE -$                -$                

NETT GST PAYABLE / RECEIVABLE -$                

Lockhart Shire Council

Section 355 Management Committees

Monthly Return of Income & Expenditure for GST Purposes



 
 

 

 

 



Month:

Committee Name:

Person completing this return: 

Name:

Address: 

Daytime Phone No:

Income $ GST Incl in $

GST Free Income (non-specific donations, bank interest)

Total GST Free Income -$                

Taxable Supply Income (membership fees, subscriptions, entry fees, specific donations)

-$                

-$                

-$                

-$                

-$                

-$                

-$                

-$                

Total Taxable Supply Income -$                -$                

Total Income Received -$                -$                

(Note: Expenditure over page)

Lockhart Shire Council

Section 355 Management Committees

Monthly Return of Income for GST Purposes



Expenditure $ GST Incl in $

Expenditure with no GST in Price (GST-free purchases from suppliers with no ABN)

Total Expenditure with no GST in Price -$                

Expenditure with GST in Price

-$                

-$                

-$                

-$                

-$                

-$                

-$                

-$                

Total Expenditure with GST in Price -$                -$                

TOTAL EXPENDITURE -$                -$                

NETT GST PAYABLE / RECEIVABLE -$                

Monthly Return of  Expenditure for GST Purposes

Lockhart Shire Council

Section 355 Management Committees
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