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DEFINITIONS

Asset Is anything permanently fixed to a building or a chattel (moveable assets) 
that can be moved from one facility to another.

Conflict of 
Interest

A conflict of interest is when a person has to make a decision on an issue in 
which they have, or are perceived to have, a personal interest or benefit 
from the outcome.

Committee of 
Management

Committee of Management appointed by Council under Section 86 of the 
Local Government Act 1989 to assist with the management of a community 
facility.

Council Elected council of the municipality of Mornington Peninsula Shire.

Councillors Elected councillors of the municipality of Mornington Peninsula Shire.
Instrument of 
Delegation

A legal document that outlines the delegated powers, duties and functions 
from the Mornington Peninsula Shire.

Lease A grant of the exclusive possession of property to last for a term of years or 
periodic tenancy, usually with the reservation of a rent.  It is essential that a 
lease shall specify the period during which the lease is to endure and the 
beginning and the end of the term.

Licence An authority to do something which would otherwise be inoperative, 
wrongful or illegal, e.g. to enter on land which would otherwise be a 
trespass. 

Main User Means the organisations that are regular users of facilities as approved by 
Council.  This list may be added to or deleted as the Council may decide.

Occupancy 
Agreement

The agreement to take possession on a res nullius or ownerless thing.

Recreation 
Community 
Partnership 
Team 
(or RCP Team)

The Shire’s Recreation Community Partnership Team on 1300 850 600.

Seasonal 
Agreement

A determination delivered by the Minister to formally distinguish the change 
over of the football to cricket season and vice versa.

The Act Local Government Act 1989.
The Shire Corporate entity of the Mornington Peninsula Shire.

Ward 
Councillor

The elected Councillor of the Ward of the Mornington Peninsula Shire.
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INTRODUCTION

These guidelines have been prepared to assist volunteers who have been appointed to a 
Mornington Peninsula Shire (Shire) community facility (i.e. hall or reserve) Committee of 
Management (CoM) under Section 86 (S.86) of the Local Government Act 1989 (the Act).

The community is the Shire and a CoM’s primary client group in relation to community facilities.  
Good relationships with the community is an important aspect to ensure facilities are used, 
enjoyed, appreciated and developed by all.

The Shire works closely with hall and reserve CoMs via the Recreation Community Partnerships 
(RCP) Team.

Hall and reserve CoMs typically consist of representatives of regular user groups/clubs of the 
facility and community representatives.  Shire Councillors and officers from the RCP team are 
invited to attend all CoM meetings.

Once a CoM is formally established by Council, all members appointed to a committee are 
required to adhere to the powers, duties and functions provided under its Instrument of 
Delegation and observe and adhere to these guidelines. 

In summary, hall and reserve CoMs are required to:
 Operate within the terms of the Instrument of Delegation;
 Govern meetings in accordance with the Act;
 Maintain records; and
 Adhere to the rules of conduct applicable to committees that are stipulated in the Act, the 

Shire’s Meeting Local Laws and these guidelines.

POWERS OF COMMITTEES OF MANAGEMENT

S.86 of the Act allows for Council to delegate functions and powers to CoM, via a formal 
document called an Instrument of Delegation (IoD), however only those powers, duties or 
functions specifically provided within an IoD are delegated by Council.

The Act also imposes direct obligations on individual Committee members, imparting the same 
legislative and good governance requirements under the Act as those imposed on Council.

A CoM (or any of its members) cannot sub-delegate any of the powers, duties or functions 
delegated to it.

Alterations to an IoD are not permitted unless approved by the Council.

The Shire must keep a register of delegations to all special committees (including CoM).
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POWERS OF COMMITTEES OF MANAGEMENT   (CONT’D)

The CoM shall not, without the approval of the Council allow the facility to be leased or used in 
any way to the exclusion of the public (which shall be deemed to include charging a fee for 
entrance there to). 

Governance

There are many definitions and types of governance, however for the purpose of this guide, 
governance is defined as the process of decision making and the process by which decisions 
are (or are not) implemented and includes:
 Processes;
 Protocols;
 Conduct; and
 Relationships.

The Shire (and CoM via its delegation) is charged with the responsibility of assisting in 
managing public resources and assets and therefore must be:
 Participatory;
 Consensus oriented;
 Accountable;
 Transparent;
 Responsive;
 Effective and efficient;
 Equitable and inclusive; and
 Law-abiding.

Compliance with legislation and adhering to sound governance processes and procedures leads 
to public confidence.

Whilst the Shire values community input and participation (including volunteer CoM members), 
the greatest threat to these facilities, a CoM and ultimately the Shire, is not adhering to the 
requirements of the Act and the powers, duties and functions as stipulated within an IoD.

APPOINTMENT OF COMMITTEES OF MANAGEMENT

Nomination of Public Representatives

A public notice inviting nominations shall be published in a newspaper generally circulated 
within the district of the reserve or hall.

The closing date for written nominations shall be within fourteen (14) days of the publication 
date of the newspaper.

Shire officers recommend CoM members to Council via reports to a meeting closed to the public 
in accordance with S89(2) of the Act to allow for discussion of nominations and to protect the 
privacy of individuals.  Decisions (i.e. appointment of CoM members) of the Council/Committee 
are released to the public following the meeting.
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APPOINTMENT OF COMMITTEES OF MANAGEMENT   (CONT’D)

Nomination of Public Representatives   (Cont’d)

The Council reserves the right to appoint a person as a public representative whose name has 
not been submitted through the above process.

Membership

A CoM shall comprise of persons appointed by the Council, being not less than three (3) nor 
more than nine (9) persons as determined from time to time by resolution of Council.  In 
exceptional circumstances and as approved by Council a committee, can apply to have an 
additional number of members appointed to a committee.

Shire Representation

The Shire may appoint a person to be its representative on the committee. Councillors are 
invited by the Secretary of a committee to attend meetings.

Qualifications for Appointment to Committees

Except with the prior approval of the Council, no person shall be appointed to the committee 
unless they are at least eighteen (18) years and resides, or owns property, or works full time 
within the Mornington Peninsula Shire.

Composition of Committees

There will generally be one representative from each main user group, unless determined 
otherwise by Council.  Main user representatives may be nominated by the controlling body of 
the main user, or Council.  A letter of support from the nominating organisation is required to 
support nomination of a club member for representation on a special COM.  This letter of 
support will accompany the application for membership on the committee within the report to 
Council.

Each member may also nominate a substitute representative to attend meetings of the 
Committee (with voting rights) in the absence of the appointed person.  The substitute 
representative may attend meetings at other times as an observer (without voting rights) at the 
invitation of the committee.

No person so nominated shall take office until endorsed by the Manager – Recreation and 
Leisure.

Term of Office

All members of the committee shall hold office for a period of four (4) years from the date of 
their appointment by Council.  A member appointed to fill a casual vacancy on the committee 
shall retire at the end of the four-year period applicable to the member whose retirement or 
death caused the vacancy.
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APPOINTMENT OF COMMITTEES OF MANAGEMENT   (CONT’D)

Vacancies

Where a vacancy on the committee occurs through retirement, resignation, death, incapacity or 
loss of qualification, the committee shall within one month advise their Shire Liaison Officer. Any 
replacement committee member must be appointed by the Shire’s Manager – Recreation and 
Leisure.

If any Committee member is absent from a number of consecutive meetings without leave 
having first been obtained, the Committee may, in consultation with the Shire recommend such 
person cease to be a member of the Committee.  Confirmation is required by the Manager –
Recreation and Leisure.

Notwithstanding anything else contained herein, the Council may at any time terminate the 
office of any or all of the members of the committee.  

The committee may itself from time to time remove any office bearer appointed by it subject to 
application and approval by the Manager – Recreation and Leisure.

STRUCTURE AND ROLES WITHIN A COMMITTEE OF MANAGEMENT

Whilst the Committee is responsible to Council under delegation, the spirit of the agreement is 
that the Committee and relevant Shire departments will work together to provide an excellent 
community facility.

The structure of a CoM may vary from one facility to the next, depending on each committee’s 
purpose and size, however the following office bearer roles must be formally appointed by the 
CoM at its first meeting for a period of twelve (12) months and thereafter annually.
 Chairperson;
 Secretary; and
 General Committee Members.

There must be segregation of duties amongst office bearers at all times, i.e. that no one person 
may hold more than one office bearing position.

The committee is to notify the Shire representative assigned to the CoM of the name and 
address of each committee member and office bearer within seven (7) days of the person’s 
appointment.

The Chairperson or a nominated representative in his/her absence, is required to take the chair 
at all meetings of the committee.  In the absence of both, the committee may appoint one of its 
members Chairperson for the meeting.

Each of these positions has an important purpose and a clearly defined role.
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STRUCTURE AND ROLES WITHIN A COMMITTEE OF MANAGEMENT   (CONT’D)

Chairperson

The Chairperson is the principal leader and has the primary responsibility for the committee’s 
administration.  He/she should help the committee prioritise its goals and objectives, and then 
keep the committee focussed by working within the planned framework.  The major function of 
this role is to facilitate effective management of the committee.

Specifically during the meeting the Chairperson is responsible for ensuring that:
 Meetings are correctly convened in accordance with the Shire’s Meetings Procedures and 

Common Seal Local Law;
 A quorum is present for all decisions;
 Meeting decisions are properly minuted;
 Order is maintained; and 
 The business of the meeting is conducted.

Secretary

The Secretary of the committee ensures the meeting minutes and agendas are properly 
recorded and disseminated in a timely manner.

A Secretary should:
 Ensure the committee maintains copies of the following:

- CoM Handbook;
- CoM IoD;
- Committee members and substitutes;
- Meeting agendas and minutes;
- Correspondence (received and sent); and
- Meetings Procedures and Common Seal Local Law;

 Notify the Shire of all meetings in advance;
 Ensure meetings are advertised in a timely manner to the public;
 Record and keep concise, up-to-date records of all minutes taken at committee meetings; 

and
 Send a copy of all meeting agenda and signed minutes to the Shire (via the assigned 

Shire representative) within seven (7) days of the meeting.

General Committee Members

A General COM member regularly attends meetings and participates in the discussion, accepts 
and completes assigned tasks, provides information, asks questions, shares ideas, acts and 
represents the community as a whole.

It is important for all CoM Members to:
 Actively participate in committee activities and business;
 Attend all committee meetings and participating in decision making; and 
 Bring to the committee’s attention any identified problems, issues or opportunities for 

improvement in relation to the facility.



Guidelines for Mornington Peninsula Shire Hall and Reserve 
Section 86 Committees of Management (A4594620) Page 7

GENERAL INFORMATION – COMMITTEES

Meetings 

The purpose of meetings is not only to share ideas and to reach a common agreement among 
members, but also to make decisions and appoint the appropriate people to carry out these 
decisions.  There are different types of meetings that a CoM may hold: 
 Annual General meetings;
 General Committee meetings; and
 Special meetings.

Remuneration/Honorariums

No member of the committee shall receive any remuneration and/or honorarium for carrying out 
any of his/her duties as a member of the committee without consent from the Shire’s Manager –
Recreation and Leisure. 

Maintenance of the Facility

Maintenance that is the responsibility of the Shire should be reported by calling 1300 850 600 
with the request able to be tracked using the request ID provided by the Shire Customer Service 
Officer.

For sporting reserves, maintenance programs are put in place to ensure effective management 
of the grounds condition.  For information on the maintenance program for a particular reserve, 
contact the Shire’s RCP team.

The CoM shall ensure that any alterations or works undertaken at the facility by user groups are 
discussed in advance with the Shire’s Manager – Recreation and Leisure with approvals 
obtained in writing prior to such works commencing.

Refer to Appendix 1 – Maintenance Responsibilities for further information.

Works

A CoM shall not proceed with any works, developments or construction of the facility or appoint 
any architect or consultant, without prior approval from the Shire’s Manager – Recreation and 
Leisure.  

Refer to Appendix 2 – Capital Works and External Funding for further information.

Disputes

In the event of any dispute within a CoM or between a CoM and another organisation, club, 
sporting body or other party, any party to the dispute should refer the matter to the Shire’s 
Manager – Recreation and Leisure for determination.

Decisions of the Shire’s Manager – Recreation and Leisure, regarding disputes, shall be 
deemed to be the final decision.  Opportunities for review of decisions is in accordance with the 
Shire’s Complaints Handling Policy.
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RESPONSIBILITIES OF COMMITTEES   (CONT’D)

Insurance and Risk Management

Indemnity – Committee Members

Under the Act a Council must indemnify each councillor and members of council committees 
and staff or any person when exercising any function or power on behalf of a Council against all 
actions or claims (whether arising during or after the term of office or employment) in respect of 
any act or thing done or omitted to be done in good faith in the exercise or purposed exercise of 
any function or power conferred on the Council/committee/councillor/staff.

Therefore, members of a special committee are indemnified against any action when they are 
exercising a power, function or duty of the Council in respect of any act, matter or thing done or 
omitted to be done in good faith. There are limits to the indemnification. For instance, the 
actions of a committee of management that are in blatant contravention of the delegation and 
are not taken in good faith may mean the Council is not obliged to indemnify the members of the 
special committee.

When are members of the delegated committee personally liable for their actions/decisions?

Council does not have a statutory obligation to indemnify those committees of management or 
members who do not act in good faith. Further, the LMI insurance policy is not bound to cover, 
members or Special committees that get involved in activities that are of a personal/private 
nature and/or are outside and exceed the delegation. In such circumstances the individual 
members of the committees of management, will be personally liable for the consequences of 
any conduct that is not in “good faith” or is outside, exceeds or contravenes the delegation.

Building Insurance – Reserves

Clubs will be given information on their obligation to insure when they sign a tenancy 
agreement. Clubs must be a holder of a public liability policy of insurance for at least 
$10,000,000. The public liability policy shall be with an insurer approved by the APRA. The 
public liability policy shall cover such risks and be subject only to such conditions and 
exclusions as are approved by the Council. 

The Recreation Community Partnerships team is responsible for sighting the clubs Certificate of 
Currency prior to each hire period. The COM for the facility is not responsible for sighting the 
Certificate of Currency.

Building Insurance – Halls

All of the Shire’s community Halls are covered by the Shire’s Building Insurance (but does not 
cover Hall hirer’s equipment and belongings). Hirers may take out a casual hirer blanket cover, 
and all other hirers (be it annual or otherwise) must produce evidence of public liability 
insurance in the form of a Certificate of Currency. 

The Shire Halls Booking team is responsible for sighting the clubs Certificate of Currency prior 
to each hire period. The COM for the facility is not responsible for sighting the Certificate of 
Currency.
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RESPONSIBILITIES OF COMMITTEES   (CONT’D)

Insurance and Risk Management   (Cont’d)

Risk Management – Facility Users

The Mornington Peninsula Shire conducts cyclical assessment of facilities including buildings 
and reserves to identify risks and hazards. The Shire is committed to managing risk in 
accordance with Australian Standard (AS/NZS 31000:2009).  

Planning for Risk Management 

Risk Management is an integral part of good management practice. Commitment to Risk 
Management will assist in keeping risk exposure to a minimum and help reduce injuries and 
potential loss.

The Risk Management process involves identifying potential risks, analysing the possibility for 
damage and treating the risks (taking action). 

Responsibilities

Anyone involved with event or activity planning should be familiar with and grow their 
competence in the application of the risk management plan.  All should accept responsibility for 
the delivery of the plan within their areas of responsibility. 

Having a Risk Management Plan and conducting a risk assessment prior to an activity or event 
means potential risks can be identified, rated according to probability of occurrence and severity 
of damages. Controls and actions can then be taken to help reduce or mitigate any potential 
risks prior to the activity or event taking place.

Risk management steps for events/activities:

1. List risks  
2. Risk Likelihood
3. Risk Consequence
4. Risk Rating
5. Assign Actions and Timeframes

Refer Appendix 5 - Sample generic assessment form and matrix tables. 
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MEETING PROCEDURES 

Committee Meetings

The CoM should:
 Meet a minimum four (4) times per year;
 Meet on the same day of each month; for example. the 3rd Wednesday of every second 

month; and
 Advise Council (through the assigned Shire’s RCP officer) of their meeting frequency and 

of any changes.  Under the the Act Council needs to provide a public register of all S. 86 
CoM meetings.

 Be aware that members of the public are welcome to attend but are not able to speak or 
vote.

The First Meeting

The first meeting of the committee is to be held within three (3) months of the committee’s 
appointment and approval of all members of the committee by the Council.
Office bearers are to be appointed at this first meeting.

Annual General Meetings (AGM)

Annual General Meetings should:
 Be held annually; 
 Be advertised 7 days prior to the meeting date (refer Notice of Meetings);
 Include an annual report of activities;
 Include a report on Trust Account balance;
 Include the election of office bearers to the positions of Chairperson & Secretary.

General Committee Meetings

Regular pre-arranged meetings of the CoM.

Special meetings

The Chairperson of a committee or the Manager – Recreation and Leisure may call a special 
meeting at any time, providing that notice of the meeting is issued 48 hours prior to its 
commencement.

Notice of the Meeting

Reasonable notice (at least 7 days prior to the meeting) of meetings should be provided to the 
public and the committee will advertise all of its meetings by way of posting notice of the 
meeting on the facility location (a copy of the agenda for the meeting can also serve as the 
notice of the meeting).

Annually setting meeting dates in advance and providing these to the RCP team will facilitate 
the Shire placing a schedule of the CoM meetings on its website, providing further notice of 
meetings to the public.

AGMs must also be advertised via the Shire’s website.  Please send AGM notices to the Shire’s 
RCP officer who will coordinate this.  
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MEETING PROCEDURES   (CONT’D)

Notice of the Meeting   (Cont’d)

Members of the committee are required to give their full names and addresses for issuing of 
notices to the secretary, who will record the same. Any notice of meeting may be given by 
prepaid post or email addressed to the last known address of the member and notice deemed to 
have been received on the day following posting for prepaid post or same day for email.

Setting an Agenda

 Agendas ensure that meetings are well planned and assist in minute recording.
 The Secretary, in consultation with the Chairperson, prepares the agenda;
 Members can raise issues to put on the agenda by notifying the Secretary prior to the 

meeting.
 Additional items not on the agenda can be raised and discussed in general business.
 When circulating the agenda to Committee members, the minutes of the previous meeting 

and any reports to be considered at the meeting are usually attached.
 The agenda must be forwarded to the assigned Shire RCP officer prior to the meeting 

date.

General Committee Meeting Agenda

1. Open meeting and Welcome
2. Apologies
3. Minutes of previous meeting
4. Conflict of Interest declaration
5. Business arising from the minutes
6. Correspondence
7. Business arising from correspondence
8. General business
9. Call for New Items
10. Date of next meeting
11. Closure of meeting

Annual General Meeting Agenda Guide

1. Welcome
2. Apologies
3. Minutes of last Annual General Meeting
4. Annual Management Report [usually presented by the Chairperson]
5. Update on Trust Account balance held by Shire if relevant.
6. Election of new Committee Executive
7. Thanks to outgoing Committee of Management office bearers
8. Special business
9. Closure of meeting

Agenda and Minute templates are available via the RCP Team and their use encouraged.
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MEETING PROCEDURES   (CONT’D)

Meeting Procedure and Protocol

The procedure at meetings of the committee is to be governed by the Shire’s Meetings 
Procedures and Common Seal Local Law (available via the Shire’s website or by contacting 
RCP), as determined and varied from time to time by Council.

Ward Councillors and a representative from the Shire’s RCP team should be invited to all 
meetings of a CoM.

Meeting Attendance

Each member is expected to attend all meetings, but if for good reason they are unable to 
attend an office bearer should be contacted to tender an apology to be recorded in the minutes. 
If any Committee member continues to miss consecutive meetings without leave having first 
been obtained, the Committee may, in consultation with the Shire recommend such person 
cease to be a member of the Committee (upon confirmation by Council).

Quorum

The quorum is the minimum number of members of the committee who must be present in order 
for the committee to make a decision (which can be described as half of the total Committee 
Members plus 1).

If a quorum can not be obtained within 30 minutes of the meeting start time, the Chairperson will 
decide to:
 Postpone the meeting; or
 Conduct the scheduled business of the committee but refer all decisions and motions to a 

subsequent meeting when a quorum is present for reconsideration.

If at any time during the meeting a quorum cannot be maintained, the Chairperson will decide 
to:
 Close the meeting and refer any unfinished business to a subsequent meeting; or
 Continue to conduct the scheduled business of the committee but refer all decisions and 

motions made without a quorum present to a subsequent meeting when a quorum is 
present for reconsideration.

Conflict of Interest

Declaring conflicts of interest is about promoting a culture of transparency.  CoM members 
required to make decisions are required to declare these conflicts (where there may be or 
perceived to be a personal interest or benefit in the outcome of the decision).
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MEETING PROCEDURES   (CONT’D)

Conflict of Interest   (Cont’d)

The following situations may give rise to a conflict of interest:

 Direct Interest (s.77B) OR
 Indirect Interest 

 close association (s.78)
 indirect financial interest (s.78A)
 conflicting duties (s.78B)
 receipt of an applicable gift (s.78C)
 becoming an interested party (s.78D)
 impact on residential amenity (s.78E)

Voting

Only members of the committee approved by Council have voting rights and voting must be via 
a show of hands.  Each nominated member of the Committee is entitled to one vote each and in 
the event of a tied vote, the Chairperson may exercise a casting (or second) vote.

Minute Taking

Minutes are a permanent record of the Committee’s decisions and proceedings. 

The Secretary takes the minutes of the meeting and if absent the Chairperson nominates a 
committee member to take the minutes.  

The Secretary should keep a record of all current year’s minutes, which should be endorsed by 
the Committee at the following meeting as being a true and accurate record and, once ratified 
and signed by the Chairperson, must never be altered. The motion endorsing the Minutes of a 
previous meeting should only be moved and seconded by members who actually attended. 

A copy of the signed minutes must be forwarded to RCP within 7days of the meeting in 
which they were ratified as a true and accurate record.

It is the Shire’s responsibility under the Act, to maintain a public register containing all signed 
minutes of CoM meetings.
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MEETING PROCEDURES   (CONT’D)

Minute Taking   (Cont’d)

Every page of the Minutes should be numbered and include the date of the meeting. Minutes 
must include:
 Times the meeting started and finished;
 Location of the meeting;
 Names of the Committee members present and those who are not present/apologies;
 Time of any arrivals and departures of members during the meeting;
 Disclosure of any conflicts of interest;
 A list of all items of business considered;
 Exact wording of any motions moved, including the name of the mover and seconder, and 

the mover and seconder of any amendments to the motion;
 A record of any or all of the members who supported or opposed the motion if requested 

by any member (division);
 The results of consideration of any motions – carried, lost, withdrawn, lapsed, amended;
 Details of any questions taken on notice;
 Details of any deputations made to the Committee, or any guest speakers;

Minutes do not need to include discussion prior to a decision.

Record Keeping Obligations

The Shire and a CoM have obligations for record keeping under the Local Government Act 
1989, the Freedom of Information Act 1982, the Public Records Act 1973 and the Information 
Privacy Act 2000.

 Local Government Act 1989
 Freedom of Information Act 1982
 Public Records Act 1973
 Information Privacy Act 2000

Please contact the Shire’s RCP team for further information.
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APPENDIX 1

MAINTENANCE RESPONSIBILITIES

The COM should report all maintenance items that are the responsibility of the Shire through 
1300 850 600 – Shire customer service number. The caller will receive a request number to 
track the progress of the request. To find out about a maintenance request, the COM can phone 
the number above quoting the request number.

Asset Management

Shire Clubs/Facility Users

Ovens (other than commercial) and hot water 
systems

Commercial kitchen equipment

Refrigerators
Sound systems
Score boards
Ticket boxes
Coaches boxes

Building Maintenance

Shire Clubs/Facility Users
A “Mornington Peninsula Shire’ sign specifying 
the name of the facility 
Heating and hot water
Installation, repair or renewal of plumbing, 
sewerage and septic systems
Grade paths, concrete paths, kerbs and 
channelling
Repair or maintain public seating
Clean and maintain barbecues
Maintain furniture
Clean public toilets on recreation reserves
Internal and external painting on a cyclical basis
All building wiring from the main supply to and 
including the switchboard, power points and light 
fittings
Fumigation and pest control for termites or other 
pests that could damage the integrity of the 
building
Subject to age and joint inspection, the 
installation and replacement of floor surfaces 
and coverings, curtains and blinds (where 
provided), major ceiling repair and/or 
replacement, replacement of external/internal
doors
Maintenance and cleaning of all park furniture 
and structures
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APPENDIX 1
(CONT’D)

Grounds Maintenance

Council Clubs/Facility Users
Basic drainage and manual watering system
Provision of, and covering/uncovering of a 
playing surface (wicket pitches)
One gravel access road in accordance
On-field cricket pitch covering and uncovering 
once per year
Mowing of the reserve and surrounds
Maintenance and/or replace trees, bushes and 
flowers
Maintain and repair ovals and playing surface 
holes and damage
Maintenance of a l l  garden beds and other 
vegetations
Maintenance of all turf areas
Maintenance of all sporting fields
Minimum bushland maintenance
Management, line clearance and pruning trees 
in open space and on open space reserves 
where works are carried out by a professional 
arborist
Implementation of tree planting program and 
replacement program
Pest plant management

Security and Safety

Council Clubs/Facility Users
Replacement of broken glass Electronic security
Installation, maintenance and replacement of 
portable fire appliances, except where the 
extinguisher has been discharged through 
misuse
Installation and maintenance of external security 
lighting 
Installation of locks, purchasing and issuing of 
keys and maintaining a key register. 
Repair or replacements as necessary external 
building security lighting, roofs, locks and 
windows. 

Mornington Peninsula Shire undertakes regular inspections of open space facilities. Most 
buildings are inspected on an annual basis.  This inspection assists in developing risk 
management strategies in planning for maintenance.
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APPENDIX 1
(CONT’D)

PROGRAMMED MAINTENANCE

These are predominantly major works performed on a basis of audits and are prioritised into a 
cyclical program.  Examples include:

 Roof replacement;
 Painting;
 Mowing & Oval Management;
 Road Grading;
 Fire, Electrical & Safety Audit.

ANNUAL PROGRAMS

The Recreation & Leisure team is allocated funds yearly and work is scheduled to priority.  
These annual work programs include hall improvements, oval rehabilitation, netball court 
rehabilitation, sports lighting improvements and sports pavilion upgrades.
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APPENDIX 2

CAPITAL WORKS AND EXTERNAL FUNDING

Mornington Peninsula Shire has limited funds for facility capital works improvement.  Requests 
for improvements by individual clubs will be considered only if they have received principle 
support as a relevant ‘need’ to the users of the facility by the Committee of Management of the 
reserve/hall. Where works are carried out on a facility, they must be consistent with the Facility 
Master Plan/Management Plan.  Where one does not exist, works must be consistent with the 
direction of the COM (where applicable) and the Mornington Peninsula Shire.  The Recreation 
team will assist COM and relevant clubs with the development of these proposals as per the 
Shire’s Community Capital Process.

Please Refer to the Shire Website – “Community Capital Building (Infrastructure Projects) 
Policy.”

The initial point of contact for all capital works proposals is the Shire’s Recreation Team.

Contact details:
Recreation Community Partnerships Team
Ph: (03) 5971 9300

It should be noted that all capital works improvements undertaken by a COM, club or user 
group, becomes the property of the owner of the land.

Where else can I look for assistance?

Mornington Peninsula Shire encourages sporting and community groups to seek additional 
funding from other sources, including state and federal government agencies, sporting 
associations and the broad community through grants and fundraising.

Commercial sponsorship will require the approval by the Recreation & Leisure Department, as 
this could imply naming rights, a requirement for promotional signs, or priority use of the facility 
by the sponsorship group.

Other sources of funding or information on funding opportunities can be found at the following 
web addresses and it is recommended that you spend the time to read through the information 
on funding available to clubs and community groups:

www.ourcommunity.com.au - This website provides information for community, education and 
non-profit groups on where and how to apply for a range of community grants and associated 
funding advice.

www.dvc.vic.gov.au - The Department for Victorian Communities provides the Community 
Facility Funding Program, which has funding for projects such as new toilets, change rooms or 
enabling disabled access.

http://www.ourcommunity.com.au
http://www.dvc.vic.gov.au
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APPENDIX 3

TENANCY AND HALL/PAVILION HIRE 

There are a range of agreements that the Shire has with hirers/user groups in relation to 
tenancy.  Users of hall and reserve facilities are classified as casual, regular or tenants.

There are a range of agreements that the Shire has with hirers/user groups in relation to 
tenancy. These may vary dependent on whether the land is Council owned or whether it is 
owned by the Crown and managed by Council and the type of activity undertaken. Who owns 
the land will in some cases determine the type of capital works or development that can be 
undertaken on the land.

Commonly used tenancy agreements include leases, licences, occupancy and seasonal 
agreements.

Halls/Reserve Pavilions

Bookings for Community Halls and Reserve Pavilions are made through the Shire’s Hall 
Bookings Team on (03) 5950 1150. 

Reserve Grounds

Bookings for reserve ground hire are made through the Recreation Community Partnerships 
team on (03) 5971 9321. 

The Shire has seasonal tenancy agreements with regular users of a reserve. For example, a 
football club will have a seasonal agreement for the reserve covering match day activities and 
training times. 

 A condition report is to be completed at the start and the end of the hiring period;
 Rent reviews are determined by the Shire from time-to-time (the tenure of tenancy will 

ultimately be determined by the Shire);
 The hirer is responsible for the removal of waste or rubbish generated by them during the 

hire period that is outside of the current Contract for waste removal.
 The renewal of any agreement is at the Shire’s discretion;
 The Shire will notify hirers/user groups how to obtain keys and/or access
 Clubs will be given information on their obligation to insure

Clubs have the opportunity to apply to be represented on the COM for the reserve. An 
application form for membership on a COM is in the appendices section of these guidelines.

The Shire’s Occupancy Policy also applies to clubs of active sports facilities. For a copy of this 
policy please contact the Recreation Community Partnerships team on (03) 5971 9315.
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APPENDIX 4

SPORT AND RECREATION VICTORIA

Sports and Recreation Victoria provide funding for a variety of projects related to sport and 
recreation needs.

The Community Facilities Funding Program aims to provide high quality and accessible 
community sport and recreation facilities. This particular funding program covers three main 
categories:
 Major Facilities;
 Minor Facilities;
 Country Football and Netball;
 Community Facility;
 Soccer Facility;
 Sporting Uniforms;
 Elite Athlete Travel;
 Victalent

Please refer to Website – www.dpcd.vic.gov.au for details.

There are a number of conditions that will determine which category individual projects sit within
such as: total project value, location of club/organisation and consideration of access for the 
broader community.

For example, the Major Facilities category funds projects with a total value up to $150 000, 
whereas the Minor Facilities category funds projects with a total value up to $100,000. The 
majority of the funding is given on a $1.50 to $1.00 basis, meaning every dollar raised by the 
applicant (including any funding from the Shire) will be met with $1.50 from the State 
Government.

Consideration will be given to projects that:
 Increase the range of users of a facility;
 Broaden community access and increase and/or maintain opportunities for participation;
 Improve access to those groups traditionally disadvantaged in access to sport and 

recreation activities.  

Some project ideas that are considered for funding include:
 Multi-purpose cycling and walking tracks and paths;
 Open space and sports surface development;
 Playgrounds;
 BMX tracks;
 Skate parks.

Sport and Recreation Victoria also provide sport and recreation clubs with an Emergency 
Equipment Replacement Fund, which has been set up to assist local support and recreation 
clubs to replace essential sporting and first aid equipment lost or destroyed due to fire, theft or 
flood.

Up to 50% of the value of equipment (subject to a maximum of $2000) may be granted to an 
individual club though this particular funding program.  The COM should contact the Shire’s 
RCP team through their assigned Shire Officer to discuss project ideas and to seek further 
information on community grants.

http://www.dpcd.vic.gov.au
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APPENDIX 5

RISK CONSEQUENCE, LIKELIHOOD & MATRIX TABLES - TEMPLATES
AS/NZS 4360:2004

Risk Consequence: Table 1.
Consequence
Level Descriptor Detail description

1 Insignificant No injuries, low loss.
2 Minor First aid, medium loss.
3 Moderate Treatment required high loss.
4 Major Extensive injuries, major loss.
5 Catastrophic Death, huge loss.

Risk Likelihood: Table 2.
Likelihood
Level Descriptor Detail description

A
Almost certain Is expected to occur in most circumstances

B Likely Once per year
C Moderate Possible, once in 10 year period
D Unlikely Not impossible, within 50 years
E Rare Unlikely within 50 years

Risk Rating Matrix: Table 3.
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APPENDIX 5
(CONT’D)

Risk Management Plan Assessment Form

ACTIVITY/EVENT 
DESCRIPTION:

DATE(S):

RISK/HAZARD 
DETAILS

THE CONSEQUENCES OF AN 
EVENT HAPPENING

RISK 
RATING

ACTION 
PLAN

PERSON 
RESPONSIBLE

TIMEFRAME 
FOR 
COMPLETION

STATUS

LIKELIHOOD CONSEQUENCE
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APPENDIX 5
(CONT’D)

Example: Risk Management Plan Assessment form

ACTIVITY/EVENT 
DESCRIPTION:

EXAMPLE TRIATHLON EVENT

DATE(S):
10/01/2006

RISK/HAZARD 
DETAILS

THE CONSEQUENCES OF AN 
EVENT HAPPENING

RISK 
RATING

ACTION PLAN PERSON 
RESPONSIBLE

TIMEFRAME 
FOR 
COMPLETION

STATUS

LIKELIHOOD CONSEQUENCE

SLIP ON WET 
SURFACE B

3

HIGH

Put up warning 
signs at areas 
around 
swimming area

Signage & 
Water Officer

Have signage 
ready for the 
day of the 
swimming 
event 
(10/01/2006)

Signage 
ready to be 
put up on the 
day.

NEEDLESTICK INJURY C 3 HIGH

Pre event 
inspection of 
area to ensure 
all needle 
sticks found.

Events 
Coordinator (10/01/2006)

Checklist to 
be 
completed 
on morning 
of the event

SUNBURN A 3 HIGH

Free sun lotion 
available to 
spectators and 
to contestants.

Events 
Coordinator

Lotion to be 
made available 
on the day 
(10/01/2006)

Lotion to be 
made 
available on 
the day

SPECTATOR 
CONFLICT B 2 MEDIUM Extra security Security 

Coordinator (10/01/2006)
Security 
requested for 
event
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APPENDIX 6

PERMITS AND REGULATIONS

PLANNING

Some uses and works (in buildings and on land) require planning approval from Council 
pursuant to the Mornington Peninsula Shire Planning Scheme.  The Statutory Planning Office, 
based at the Shire’s Mornington Office, can advise Committees of Management if a planning 
permit is required, and the steps involved in making the application for the permit.

Examples of works that require planning include:

 Clubroom extensions;
 Veranda or annex;
 Coach boxes;
 Scoreboards;
 Floodlights & Sports Lighting;
 Removal of Vegetation.

For more information please contact the Shire’s planning department.

PLANNING ADMINISTRATION OFFICE
Ph: 5950 1010

Building

Building permits are required for all building works to ensure that the construction and building 
materials used are in accordance with The Building Act 1993 and Building Regulations 1994 
(Building Code of Australia 1996 and Australian Standards).  Prior to any alterations or additions 
to infrastructure, advice should be sought from a qualified building surveyor to ascertain if a 
building permit is required.  Building permits can be obtained from a range of consultants.  
Please refer to the Yellow Pages under Building Consultants for a full listing.

MINOR WORKS

A COM may wish to undertake minor works to improve the amenity of a facility. Many of these 
works may not require planning approval by the Shire, but will require approval by the RCP 
team.  Examples of such works include:

 Garden beds;
 Gravel/granitic sand pathways;
 Installation of barbeques, public seating and tables;
 Installation of ceiling fans and heaters.

The Shire’s community capital process will be used in these instances to assist COMs 
undertake such projects.
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APPENDIX 6
(CONT’D)

LIQUOR

Liquor Licensing Victoria issues licences in accordance with the Liquor Control Reform Act 
1998.  Under the provisions of this Act, a liquor licence may only be granted if the relevant 
planning permission has been obtained from the Mornington Peninsula Shire.  Typically, there 
are 3 categories:

1.  Limited Licence
A Limited Licence authorises the supply of liquor where the scale and scope of the 
supply is limited eg. fundraisers and social functions.  A limited licence may be issued for 
a once-off occasion or an ongoing basis (Renewable Limited Licence).

2. Club Licence – Restricted
A restricted Club Licence authorises the supply of liquor to members, guests of 
members, for consumption on the licensed premises.

Restricted Club Licences may only purchase liquor from the holders of a General or 
Packaged Liquor Licence.

The trading hours of a Restricted Club Licence are as determined by Mornington 
Peninsula Shire and the Director of Liquor Licensing Victoria.

3. BYO Club Permit
Authorise the consumption, possession and control of liquor in clubs that do not hold a 
liquor licence.  The trading hours for a BYO permit are as determined by Mornington 
Peninsula Shire and the Director of Liquor Licensing Victoria

HOW TO APPLY FOR A LIQUOR LICENCE

An application form must be made to the Director of Liquor Licensing.  Application forms are 
available electronically from www.liquor.vic.gov.au.

For more information on application please contact:

Statutory Planning
Mornington Peninsula Shire
Ph: 5986 0991

Liquor Licensing Victoria
Ph: 9655 6696

The Mornington Peninsula Planning Scheme also covers Liquor Licences.  A planning permit, or 
letter of consent, may be required from Mornington Peninsula Shire for a Liquor Licence.  
Please note that all liquor licence applications are referred to the Mornington Peninsula Shire 
for comment prior to issue of licences.  For example, Council Officers will decide hours of 
operation.

http://www.liquor.vic.gov.au.
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APPENDIX 6
(CONT’D)

LITTER

Under the Litter Act 1987, it is an offence to litter.  The Litter Act authorises EPA, Mornington 
Peninsula Shire officers and Police to take action against offenders.  All reported cases of 
dumping of litter will be investigated.  Offenders may receive on-the-spot fines of up to $600 and 
court imposed fines of up to $4,000.

DOGS ON LEADS

Committees of Management, hirers/user groups alike should observe the following regulations 
regarding dog leash requirements, to ensure the community is adhering to local laws.

 While in a 'Leash-Free' area the owner must carry a chain, cord or leash sufficient to
bring the dog under effective control if the dog behaves in a manner which threatens or 
annoys any person or animal.

 The owner must also remain in effective voice or hand control of the dog so as to be able to 
promptly bring the dog under effective control by placing it on a chain, cord or leash if that 
becomes necessary.

 The owner must not allow the dog to rush, worry, chase, threaten, or bite any person or 
animal.

Dogs MUST be on lead in:
 the principle location of an organised sporting event or the practising thereof;
 children's play equipment area;
 the principle location of an organised public meeting; or

Dogs may be exercised in most Municipal Reserves providing they remain on a leash. However, 
a number of reserves prohibit dogs at any time. 

Committees of Management should encourage a l l  users groups of their facility to act 
responsibly by displaying the ‘dogs on lead’ brochure on their community notice board or in the 
clubroom window.

It should be noted by Committees of Management and user groups of a facility that dogs must 
always be under the effective control of a chain, cord or leash whilst in a public place except in 
designated "LEASH FREE" areas.
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APPENDIX 6
(CONT’D)

ENVIRONMENTAL HEALTH

Mornington Peninsula Shire requires that all food premises, temporary or permanent be 
registered with the Shire.  It is the operator’s responsibility to ensure that the preparation, 
storage and service of food at each venue are in accordance with the Food Act 1984 and the 
Australian New Zealand Food Authority (ANZFA) Food Safety Standards. 

The public community is entitled to expect the same diligence and regard for hygiene from 
caterers, temporary food premises operators and food vehicle operators that permanent, 
operating premises would afford.

All premises that sell food must be registered with Council.  The frequency of the sale of food 
will depend on the type of registration required.  The more frequent food sales (which includes 
alcohol), the premises needs to be registered.  A food safety plan will also need to be submitted 
and there may be a requirement to have a Food Safety supervisor.

There are also structural requirements, but this will vary on the type of food that is being 
prepared, i.e. packaged food has very limited requirements, however premises that sell hot food 
will need a full commercial kitchen.

A food handler should have a clear understanding of what can cause food contamination, food 
poisoning and be able to demonstrate the methods taken to minimise these risks.  This 
information is available from the Australian New Zealand Food Authority (ANZFA) Food Safety 
Standards.

If food handlers are found not to be complying with regulations from the Food Act 1984 and 
ANZFA Standards they can be fined as possibly prosecuted. Breeches of the Food Act 1984 
can result in fines of up to $10,000.

All food must be displayed, served and stored in a manner that will protect it from contamination 
and spoilage. If these requirements aren’t complied with proprietors will be directed to do so, 
and if there is a significant breech you may be asked to discontinue service.

If you require further information please contact the Shire’s Environmental Health Services on 
ph.5986 0969 or email inquiries to:  food@mornpen.vic.gov.au.

mailto:food@mornpen.vic.gov.au
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APPENDIX 7

PLANNING CODES AND LAND USE

Under current planning laws, use of public land is classified in a variety of methods.  Below are 
a list of Shire managed reserves and their current code of classification.  

Classifications

PPRZ
 Alexandra Park
 Balnarring Recreation Reserve
 Barber Reserve (Jordan Street)
 Boneo Recreation Reserve
 Bruce St Reserve
 Bunguyan Reserve
 C.B Wilson Reserve
 Citation Reserve
 Crib Point Recreation Reserve
 David McFarlane Reserve
 Dromana Country Club
 Dromana Recreation Reserve
 Elsie Dorrington Reserve
 Emil Madsen Reserve
 Emu Plains Racecourse & Recreation Reserve
 Ferrero Recreation Reserve
 Flinders Recreation Reserve
 Graham Myers Recreation Reserve
 Hastings Park Reserve
 Long Point Recreation Reserve
 Merricks/Red Hill Station Ground
 Moorooduc Recreation Reserve
 Mornington Park
 Narambi Reserve
 Olympic Park Reserve
 Portsea Recreation Reserve
 Quinns Park
 Red Hill Recreation Reserve
 R.J Rowley Reserve
 R.M Hooper Reserve
 R.W. Stone Reserve & Garden Square Reserve
 Somerville Fruitgrowers Reserve
 Somerville Recreation Reserve
 Stringer Road Reserve
 Tootgarook Sports Reserve
 Tyabb Central Reserve
 Vern Wright Reserve
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APPENDIX 7
(CONT’D)

PUZ6
 Civic Reserve
 Dallas Brooks Park
 Howard Parker Reserve
 J.H Butler Reserve
 Mace Oval

PUZ1
 Rosebud Ave Reserve

PUZ2
 Western Port Athletics Track

SUZ1
 Woolleys Road Equestrian Reserve

DEFINITIONS

PPRZ Retail allowed. Permit required and must be associated with the public land use

PUZ6  Retail prohibited.  No commercial activity is to be undertaken within these 
premises

PUZ1  Retail prohibited. No commercial activity is to be undertaken within these 
premises

PUZ2  Retail prohibited. No commercial activity to be undertaken within these premises. 

Note: a retail premises refers to land used to:
a) sell goods by retail, or by retail and wholesale
b) sell services or:
c) hire goods

This includes
 food and drink premises
 gambling premises
 landscaping gardening supplies
 manufacturing sales
 market
 motor vehicle, boat or caravan sales
 postal agency
 primary produce sales
 shop
 trade supplies

SUZ1 Special Use Zone, Schedule 1, for Port related uses.

Non-compliance with the stated regulations is an offence.  Any further information can be 
obtained by calling the Planning Department Enquiries on 5950 1010.
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