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CODE STATEMENT

Upper Lachlan Shire Council recognises the important role of volunteers in the
functioning of community committees. Council has two distinct types of Section
355 Committees, being:-

a) Operating Committees - responsible for exercising a function of Council,
for example, managing a facility such as a community hall;

b) Advisory Committees - responsible for providing advice and/or
recommendations to Council in relation to its policies and practices.

To ensure all the responsibilities and duties of the committees are fully
explained Council has produced a Code of Practice for Section 355
Committees.

For many years Council’s Section 355 Committees have continued to devotedly
undertake numerous tasks associated with the management of Council’s
community facilities and in the case of the Advisory Committees provide
Council with recommendations relating to development of procedures for the
provision of facilities and resources for the community.

The purpose of the Code of Practice for Section 355 Committees is to provide
guidelines and support the efforts of Council’s volunteers by establishing
procedures for committees’ operations to work effectively together and provide
standard templates to the Committees which will facilitate coordination and
consistent communication between Councillors, Council Staff and Committees.

Committees of Council are constituted by a Resolution of Council and operate
solely at the discretion of Council and operate under the direction of Council to
work towards the management of facilities and provide a service under the
auspices of Council to their community.
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SECTION 1 - INTRODUCTION
1.1  APPLICABILITY OF CODE OF PRACTICE

This Code applies to all Section 355 Committee’s and supersedes all former
Codes.

The provisions of this Code should be read in conjunction with individual
Committees Charter and the Council Section 355 Committee Policy.

Where the provisions of the Code are inconsistent with the provisions of a
Committee's Charter, the latter shall prevail.

SECTION 2 - COUNCIL’S POWERS TO FORM COMMITTEES
2.1 DELEGATION OF FUNCTIONS

The Local Government Act 1993 empowers Council to carry out some of its
functions in a variety of ways. Council may use this power to establish a
committee to which it appoints community members to manage a facility or
provide advice on an aspect of Council’s operations.

2.2 WHY DOES COUNCIL ESTABLISH SUCH COMMITTEES?

In many cases committees comprising members of the local community are in
a position to operate facilities or provide advice because those members are
attuned to the needs of that community, live close to the facility and are in the
position to translate those needs into actions for their local town and/or village.

2.3 HOW ARE THESE COMMITTEES ESTABLISHED?

Committees of Council are constituted by a Resolution of Council. Committees
are established under the provisions of Section 355, with delegations from
Council under the provisions of Section 377 of the Local Government Act 1993.
Section 355 allows Council to exercise functions and Section 377 allows
Council to delegate certain functions. The two Sections of the Act are
reproduced in Appendix 1a.

SECTION 3 - SCOPE OF COMMITTEE ACTIVITIES

3.1 RESPONSIBILITIES

There are two types of Section 355 Committees:-

e Those which operate and manage a Council facility; and
e Those that provide advice to Council.

(If you are a Committee that operate and manage a Council facility, read on. If
not, skip to 3.6)
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3.2

CARE, CONTROL AND MANAGEMENT

For the Committee to achieve effective care, control and management there are
certain responsibilities that need to be undertaken.

Care includes:

Maintaining the facility and protecting the physical asset from damage,
misuse and deterioration.

Advising Council of any potential insurance risks that may arise in regard to
buildings and users.

Attaining sufficient funds to maintain the facility as a “going concern”.
Ensuring sufficient and equitable access to the facility by the community.

Control includes:

Holding regular committee meetings and Annual General Meetings with
recorded minutes.

Monitoring and maintaining financial records.

Submitting financial records for an annual compliance check.
Recommending hiring fee structures for determination by Council where
relevant.

Administering and overseeing the use of the facility by groups and hirers.
Clearly defining the role of office bearers and committee members.
Submitting office bearers’ names and financial report to Council following
the Annual General Meeting for adoption by Council.

Adherence to Council policies, procedures and work, health and safety
regulation requirements.

Management includes:

Ensuring all monies received will be used for the benefit of the facility in an
equitable, honest and consistent manner.

Ensuring that the organisation is not used for the financial gain of individual
members and adherence of all committee members to pecuniary and non-
pecuniary interest legislation where a conflict of interest arises.

Being aware of, and involved in, appropriate community activities that are
compatible with the goals of the facility.

Developing and updating long term plans, where applicable.
Recommending to Council procedures that contribute toward the effective
management of the facility.

Being accountable to the community and the Council for the Committee's
actions and initiatives in respect to the facility.
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3.3 LIMITATION OF POWERS
The Committee may not make decisions concerning the following:-

a) Fixing of charges or fees - with the exception that the Committee may fix
charges or fees if delegated by Council in the appropriate Plan of
Management for the individual facility.

b) Borrowing of any monies without the express written consent of Council
on each such occasion.

C) The sale, lease or surrender of any land or other property vested in its
care under the provisions of Local Government Act 1993, (as amended).

d) The acceptance of tenders, which are required to be called by Council.
(The committee may invite and accept quotations for minor works, goods
and services covered within the scope of its authority or as agreed with
Council in accordance with Council Procurement Policy).

e) Appointment of persons or contractors to carry out works on the facility
without liaising with Council staff.

f) The payment or making of any profit, gain or gift, to or by its members
as well as allowance or travelling expenses incurred whilst attending
committee meetings.

(Travelling expenses incurred by members in the course of extraordinary
duties, e.g. open hall, deliver key, respond to complaints and alarms, will
be excluded from this condlition).

g) The carrying out of any works on or to the facility including alterations,
reconstructions or construction without the prior consent of Council
and/or authorisation by Council Management. (Does not include minor
maintenance works).

h) Unreasonably withholding consent for the letting of the facility to any
organisation that agrees to comply with and adhere to the rules adopted
for use of the facility, providing an acceptable letting period is available.

i) Committees of Council have no delegation to vote monies for
expenditure on works, services or operations of Council.

The exercise by the Committee of its powers and functions will be subject to
such limitations and conditions as may from time to time be imposed by law,
specified by Resolution of the Council or in writing by the Council Chief
Executive Officer to the Committee.

The Committee will observe any lawful Rules and Regulations made by the
Council, in relation to the facility.
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If at any time the Committee is deemed to be functioning outside the limits of
its powers as described herein and operating outside Council work health and
safety requirements and operating outside the Committee Charter, all powers
may be revoked immediately by written notice to the Committee signed by the
Chief Executive Officer.

3.4 FACILITY USAGE
3.4.1 Conditions of Use

In consultation with Council, it is up to the Committee to set conditions of use
for a Council asset, building or facility, e.g. noise level, age, hours of operation
and hiring restrictions. A copy of Conditions of Use should be signed by the
responsible person booking the facility, acknowledging their responsibility for
condition of facility, cleaning of facility and repairing any damages.

The Committee is required to:-

a) Submit to Council a Standard Booking template that set rules for
bookings and use of the facility and to ensure compliance with those
rules in the form adopted by the Council.

b) To receipt, collect and account for payment of fees for the booking and
use of the facility in accordance with the schedule of fees and charges
approved by Council.

C) To maintain and keep suitable bookings register in which to record dates
and charges for activities and engagements, receipt numbers, names
and addresses of the persons or organisations engaging the facility, and
the purposes of such engagement.

d) To report any non-compliance with the rules for bookings, particularly
those that relate to Work Health and Safety risks and damage to assets.

3.4.2 Setting Fees

The Committee should review its fee structure annually to ensure that the fee
level is adequate to cover costs but still accessible and affordable. Any
proposed changes in fee structure must be submitted to Council by 15
December for adoption the following June.

3.4.3 Grounds Maintenance

Some Committees are responsible for the care and maintenance of sporting
grounds, lawns and gardens. Any Council asset that is used in the care and
maintenance of Council property must only be used by a Committee member
for the purpose of maintaining Council property, and in accordance with any
induction or training provided by Council.
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The cost of general maintenance of such assets will be met by Council for the
duration of the assets life. At end of life, all Council assets are to be disposed
of in accordance with Council’s Disposal of Council Assets Policy.

Assets that are damaged or destroyed due to negligence or misuse by
Committee members will be replaced at the cost of the Committee.

3.5 ACCOUNTABILITY

The Committee is primarily accountable to the Council but also to the groups
that use the facility it has been appointed to manage and to the community in
general.

Some suggestions to ensure the Committee is open and accountable are:-

a) Ensure that meetings are well advertised and accessible with prepared

reports available for distribution;
b) Present reports at committee meetings, e.g. President, Treasurer, etc.;

C) Let people (e.g. user groups) know the time and dates of meetings;
d) Display information on the way the facility is managed and who is on the
Committee;

e) Develop a simple system that allows comments, suggestions and
feedback to be passed onto the committee from user groups and the
community, and

f) Make sure that the facility is accessible to anyone who may want to use
it, e.g. people with different sorts of disabilities, people from non-English-
speaking-background.

3.6 CODE OF CONDUCT

Council has adopted a Code of Conduct that is applicable to Council staff,
contractors, volunteers and Committee of Council members. This Code of
Conduct sets out the principles to ensure the business of Council is carried out
in an efficient, honest and impartial way.

It is essential that Committees be aware of and abide by the adopted Code of
Conduct.

3.7 RIGHT TO DISMISS /TERMINATE /DISOLVE COMMITTEE

Council has the right to dismiss/terminate the Committee under the following
circumstances:-

e The function ends;

e The facility changes use;

e Fraud, financial non-compliance and/or any breach of this Code of

Practice;
e The Committee becomes dysfunctional,
e With the election of a new Council.
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SECTION 4 — OPERATION OF COMMITTEE

This section is to be read together with the Section 355 Committee Policy.

41 APPOINTMENT

To hold office and be responsible for the management of the facility or the
provision of advice, all committee members must be appointed by Council. All

nominations for membership of the Committee are to be formally submitted in
writing to Council for appointment.

42 COMMITTEE MEMBERSHIP

Becoming a member of a Section 355 committee can at first seem very
confusing and the responsibilities and roles somewhat overwhelming. It is
important to provide any new members with the information they need to begin
to understand the basics of the committee. This can be prepared in an
‘orientation kit' and given to any new members. (See Appendix 2a for
suggestions as to what items to include in an 'orientation kit'").

4.3 VACATION OF OFFICE

The office of any member or office bearer of the Committee will become vacant
in the following circumstances:-

a) Upon the death of the member; or

b) If the member becomes bankrupt, applies to take the benefit of any law
for the relief of bankrupt or insolvent debtors, compounds with his or her
creditors or makes an assignment of his or her remuneration for their

benefit; or

C) If the member becomes a mentally incapacitated person; or

d) If the member resigns membership by notice in writing to the Committee;
or

e) If the member is absent for more than three consecutive meetings
without leave of the Committee; or

f) If the member ceases to be a member of the organisation which he/she

represents, (representatives of organisations will be given preference)
unless the committee otherwise resolves; or

g) While serving a criminal sentence (whether or not by way of periodic
detention) for a felony or any other offence, except a sentence imposed
for a failure to pay a fine; or

h) A Council Resolution is made to dismiss a member or office bearer for a
serious breach of this Code of Practice or Council’'s Code of Conduct.

44 REPRESENTATION ON COMMITTEE
In relation to committees, which are appointed to operate a Council facility,

membership reflects the community organisations, which use the facility, and is
open to representatives of user groups and interested community members. In
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relation to committees, which are appointed to provide advice to Council,
representation reflects the particular aspect of Council’s operations on which
the advice is being provided.

Any alteration to representation is at the discretion of the Council.
4.5 COMMITTEE POSITIONS

Committees consist of office bearers (also known as the Executive) and other
committee members. In the case of Committees operating Council facilities, the
committee elects at its first meeting and thereafter at each Annual General
Meeting, office bearers. Particulars of all appointments, e.g. committee position,
person name, email address, contact number must be notified in writing to
Council as soon as possible after appointment is made.

Committee members need to have a certain degree of commitment to their role
as committee members. One of the advantages of community committees is
that the workload can be shared between the different committee members. It
is important each member understands this role and what the community and
Council expect.

4.5.1 Office Bearers/Executive
Office bearers do not have greater decision-making powers than other
committee members. Whilst office bearers usually have defined roles, each
committee member plays an important part in the functioning of the committee.
Traditional roles include:-
¢ Ex-Officio Chairperson
e The Mayor is to remain ex-officio Chairperson of each committee. In
the capacity as Chairperson of a meeting the Mayor shall have an
ordinary and a casting vote.
e Chairperson
e The Chairperson is usually the spokesperson for the organisation
and therefore needs to be certain that the organisation is running
smoothly and achieving its aims and objectives.
e Secretary
e The Secretary is often the key contact point for the organisation, that
is, for correspondence, phone messages and is required to record

the 'minutes’ for each meeting in the Council template.

e Treasurer (in the case of committees operating Council facilities)
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e The Treasurer is to have financial delegation and is responsible for
looking after the Committee's financial business records and is
required to present a finance report of all receipts, payments and
other transactions to each committee meeting. The Treasurer must
be a fit and proper person.

Note: For a full description of the responsibilities for each position please
refer to Appendices 2b-2e.

4.5.2 Committee Members

A Section 355 Committee of Council shall consist of a minimum number of
seven and a maximum of thiteen community member representatives as
detailed in the Committee Charter unless otherwise agreed to by Council. (This
condition does not apply to Wind Farm Community Enhancement Program
Committees of Council.) In addition to community members of the Committee,
a Councillor(s) and/or Council staff representatives will be appointed by Council
each year in September.

Committee membership criteria is as follows:-

e Be 18 years of age or above and no older than 90 year of age;

e Have established ties or interest in the Upper Lachlan Shire community;

e Be aresident and/or ratepayer of the Local Government Area; or if not a
resident, be able to demonstrate an interest in the objectives of the
Committee;

e Be committed to the activities of the Committee and a willingness to be
actively involved in Committee issues.

Committee members have an important role to play both at meetings and in the
general running of the committee. In respect of committees managing Council
facilities they are the link between the committee, user groups and the
community, providing feedback on activities through the active participation in
discussions, decision-making and/or delegated tasks. In respect of committees
providing advice to Council, members represent particular groups within the
community with their contribution aimed at representing the views of those
groups.

4.5.3 Ex-Officio

Ex-officio members are on the Committee by virtue of the office they hold,.
representing the Council is the Mayor and has full voting rights

4.5.4 Staff
Council staff who are appointed to fulfil an advisory role, can provide support

and resources to assist committees. Unless specified they have no voting
rights.
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4.5.5 Mayor

The Mayor when attending a meeting of a committee may assume the Chair. In
the capacity as Chairperson of a meeting the Mayor shall have an ordinary and
a casting vote.

46 MEETING PROCEDURES

Meetings are conducted by standard guidelines that are detailed in the following
section and in accordance with Council Code of Meeting Practice and include:-
a) That a quorum be present;
b) That appropriate notice is given of a meeting and its business;
c) That business on the agenda is properly conducted;
d) That correspondence and minutes are recorded for the meeting.

4.6.1 A Quorum

This refers to the minimum number of Committee members who must be in
attendance to transact business.

A quorum will consist of half of the total number of elected members plus
one, i.e. if the number of members is 13, a quorum would be 7.

If a quorum is not present within half an hour after the appointed starting time,
the meeting will be adjourned to a time fixed by the chairperson; or those
present can hold an informal meeting to discuss matters. However, any
decisions taken by the committee are not recognised until they have been
ratified by a meeting where a quorum is present.

4.6.2 Agenda

The agenda is an organised list of headings of all the major items, in order, that
will be discussed at the meeting. A copy of the agenda is distributed to all the
committee members at the commencement of the meeting, or before if it is
possible. Late matters can be added to the agenda at the opening of the
meeting as the chairperson calls for discussion on the agenda. Appendix 2f
details the standard format for an agenda.

Each item of business to be discussed at the meeting needs to be put on the
agenda. Unfinished business and reports on actions taken since previous
meetings are included in the agenda under 'Business Arising from Previous
Minutes'. If any items on the agenda are not discussed due to limitations of time,
they are carried over to the next meeting agenda.

4.6.3 Conduct of Business
Each item of business is discussed in the order in which it appears on the

agenda. Allow adequate time for discussion on important issues. Ensure all
relevant information on the matter under discussion is available at the meeting.
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4.6.4 Correspondence

A list of correspondence received (Inwards) is presented at the Committee
meeting by the Secretary. This action is to inform members of any new issues
that may have arisen and to report on letters received in response to matters
raised at previous meetings. A list of correspondence sent (Outwards) is
provided to inform the members of any action taken on their behalf. All
correspondence will be suitably filed together for future reference. For details
outlining the standard format for correspondence, please refer to Appendix 29.

4.6.5 Minutes

At each meeting the Secretary is responsible for recording the “minutes of
meeting” in the council template. These written minutes are the official record
of proceedings of the Committee's meeting and must be maintained accurately.
The minutes must be forwarded to Council within 10 working days after every
meeting. For guidelines for recording minutes refer to Appendix 2h.

4.7 MOTIONS & AMENDMENTS

A motion is a statement of action about the issue under discussion. Motions are
"moved" and "seconded" by members. After a motion is put before the meeting,
the Chair may accept amendments to the motion. The motion and any
amendments together with the movers and seconders must be recorded in the
minutes. There is no need to record who voted for/against unless requested.
The standard format for motions and amendments is outlined in Appendix 2i.

4.7.1 Motions

In formal meetings all business is put forward as a motion. Many organisations
have rules for the presentation of those motions which involve serious policy or
executive decisions, e.g. Charter/rule changes, winding up of the organisation,
etc.

Such motions must be circulated to members in a specific form and with due
notice before the meeting at which they are to be discussed. They must also be
placed on the agenda. In moving a 'notice of motion' the "mover" states, (usually
in General Business), his/her intention to move a particular motion at the next
meeting.

Motions on notice take priority over General Business at the meeting.
4.8 COMMITTEE MEETINGS

All committee meetings must be held in open session, i.e. open to members of
the public to attend. Any person, other than a committee member, who attends
a meeting has no voting rights and may not take part in the debate unless
invited to do so by the committee.
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The Committee shall decide the date and time of meetings. Committee
decisions are required to be made in a meeting because it is the entire
Committee that is responsible for the facility. The advantages/disadvantages of
regular meetings have been outlined in Appendix 2j.

4.8.1 Notice of Meetings

Meetings may be convened either by the Committee, its Chairperson, or by
Council. Notice of all meetings must be given by the Secretary of the Committee
and the following notice (excluding public holidays and weekends) must be
given to committee members before each meeting:-

a) Ordinary Meetings - notified in the minutes which are distributed to
members before the next meeting giving at least — 7 days notice.

b) Extraordinary Meetings — 3 days notice in writing or by telephone to all
members.

c) Annual General Meeting (in the case of committees operating Council
facilities) — 7 days notice in writing to members. Notice of the Annual
General Meeting may be placed as a Public Notice in a local newspaper
or on social media inviting interested members of the public to attend.

4.8.2 Ordinary Meetings

Ordinary Meetings are held at the time and place agreed to by the Committee.
These meetings are to discuss the everyday management and operations of
the organisation. To be an official meeting there must be a quorum (the
minimum number required) present. However, if there is no quorum the
members can nominate to conduct business with the provision that any
decisions or agreements are ratified at an official meeting.

4.8.3 Extraordinary Meetings

Extraordinary meetings are called when there is an issue that needs to be
discussed and decided upon before the next ordinary meeting. All members
must be notified in writing, stating the purpose, time and place of the meeting,
giving three working days notice and a quorum must be present.

4.8.4 Confidential Meetings

Under certain circumstances confidential committee meetings can be held.
Advice should be sought from Council before scheduling a confidential meeting.

Committee members do not have "parliamentary privilege" in respect of
statements made during meetings. Members should take care to ensure they
do not make statements that could lead to legal action being taken against
themselves or the Committee.
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4.8.5 Annual General Meetings (AGM)
(IN THE CASE OF COMMITTEES OPERATING COUNCIL

FACILITIES)

An Annual General Meeting (AGM) is to be held after the end of a financial year
and before 30 November each year. The following business must be
conducted:-

a) Confirmation of the minutes of the previous Annual General Meeting.

b) Presentation of the Annual Report on activities in the last year.

C) Receipt of the financial compliance report of income and expenditure of
the last year, giving a true account of the activities.

d) Election of Office Bearers, i.e. Chairperson, Secretary, and Treasurer for
coming year.

e) Acceptance of Member nominations from the community.

f) Consider recommendations "carried" by way of motion.

An example of an Agenda for the AGM is included as Appendix 2k. Prior to
this meeting, the committee nominates an independent person to be returning
officer to conduct the election of officers.

49 ANNUAL REPORT
(IN THE CASE OF COMMITTEES OPERATING COUNCIL

FACILITIES)

This report outlines the activities of the organisation and provides information
on the services that were provided in the last year. This report is presented at
the Annual General Meeting (AGM) before the current committee stands down.
A copy must be submitted to Council.

410 ELECTION OF COMMITTEE
(IN THE CASE OF COMMITTEES OPERATING COUNCIL
FACILITIES

At the AGM all members of the committee stand down and their positions are
declared vacant. The Returning Officer takes the chair and calls for nominations
for the positions of office bearers (also known as the Executive) and committee
members.
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4.10.1 Procedures for Election
Nominations can be accepted in two ways:-

e in writing, duly seconded, and signed by nominee, prior to the AGM; or
e verbally from the floor to the Returning Officer.

If two or more persons are nominated for a single position a vote must be taken.
Persons nominated for election are entitled to vote for themselves. If a tied
ballot occurs, the name of each candidate is written on a separate, identical
piece of paper and a draw 'from the hat' by the Returning Officer (or an impatrtial
observer), takes place. The first name drawn is the elected member.

A list of duly elected office bearers/executive and committee members must be
recorded together with the names of nominators and seconders. Minutes of the
AGM with the list of duly elected committee members must be sent to Council
for approval.

411 VOTING

Voting allows members to express their agreement or disagreement. Voting can
be conducted in one of three ways.

a) Vote verbally

The Chairperson asks people to say 'for' or 'against' and then decides
which group is the largest.

b) Vote by show of hands

The Chairperson asks people in favour of a decision to raise their hands,
firstly those in favour, counts hands and announces the total, and does
the same for those against.

c) Vote by secret ballot

Members vote on paper and put into general pool, the secretary and a
member not standing for any position, count the votes. (Requests by
members for secret ballot cannot be denied).

For all motions, the Committee needs to have an agreement concerning the
way a vote will be decided, e.g. for the vote to be carried, you will need a simple
majority (more than half); for changes to the Committee Charter, you will need
two-thirds majority of those present.

Note: Council will need to adopt by Resolution any motions carried by the
Committee and Council will need to adopt recommended Committee Charter
amendments.
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SECTION 5 - KEY ISSUES

(If you are a Committee, which operates a Council facility read on. If you are a
Council advisory committee skip to 5.4)

5.1 INSURANCE
5.1.1 Property
This policy covers all Council buildings, property and those contents that belong
to the Council or its Committees, against risks such as theft, fire and malicious
damage. The policy covers the following areas:-
a) Buildings
Coverage extends for fire as well as extraneous perils i.e. storm and
tempest, rainwater, explosion, aircraft, riots and strikes, malicious
damage, earthquake, water damage and impact.

b) Theft

Coverage extends for damage to buildings and contents contained
therein and owned by Council, due to theft or any attempted threat.

c) Glass
Coverage of all internal or external glass (replacement).
d) Contents

Coverage for any contents owned by Council and/or the Committee and
stored in the building. The Committee needs to note the following points:

e Equipment and other contents of users groups of each centre are not
covered by Council's Insurance. (Refer Public Liability Insurance -
Hall Hirers).

e Any losses or damage must be reported immediately to the Police
and to Council. A written report must be completed when submitting
any claim.

e The Committee should inform Council when it buys or is given any
new items requiring insurance, which are valued over $5,000. Items
valued at less than this should simply be included in the yearly
update.

5.1.2 Public Liability Insurance
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All regular hirers of Council facilities (including incorporated bodies) are
required to maintain their own public liability insurance cover and must provide
the Committee with evidence of that cover, which indemnifies the Council
against any claims.

All incorporated bodies using Council facilities are required to maintain their
own public liability cover to at least the level required under the Articles of
Incorporation. (That is, the amount set by the State Government as a
requirement for incorporation of the particular body).

The Committee should keep a record of all the users of the facility.
5.1.3 Personal Accident Insurance

This cover applies to any member of a Section 355 Committee whilst engaged
in an activity connected with or on behalf of the Council in their capacity as a
Committee member.

5.1.4 Public Liability — Casual Hirer's Insurance

Council carries an insurance policy that covers casual hirers of Council
facilities. For this purpose, a casual hirer is any person or group of people who
hire a Council facility for non-commercial or non-profit making purposes, less
than 12 times per calendar year.

The Committee should note that incorporated bodies, corporations,
associations and sporting bodies are not covered by this policy and must carry
their own public liability insurance.

The Committee should maintain a record of all casual hirers of the facility.

5.2 BUILDINGS

No structural work of any nature, or alteration of any building managed by the
Committee, will be undertaken until the Council has first given all necessary
statutory consents and approvals. The Council’s Director Infrastructure is to be

contacted in the first instance.

The committee does not have the authority to change locks or keying
systems without contacting Council's Director Infrastructure.

Building maintenance will be Council’s responsibility.
The Committee:-
a) Will be generally responsible to ensure that the asset is maintained to

the satisfaction of Council. The facility and all associated equipment
should be maintained in a proper and safe manner.
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b) Permit authorised Council officers to enter the premises or property at
any reasonable hour for the purposes of carrying out inspections.

c) Comply with the requirements of relevant Acts of Parliament and
ancillary regulations, rules and by-laws and the requirements of relevant
public authorities, including Council, and to meet all associated costs.

An annual inspection will be undertaken by Council's Building Maintenance
Coordinator.

5.3 PURCHASING

Procurement is in accordance with the Local Government Act 1993 and Council
Procurement Policy. Council can assist committees by purchasing goods to be
used in association with the Committee approved function. Committees are also
able to seek grant funding, in order to procure goods on behalf of Council, only
by agreement of the Council Chief Executive Officer.

As a general rule, Committees can save money by purchasing through Council
when buying expensive items (i.e. ltems greater than $5,000), however
Committees can obtain quotes from a range of sources. It is generally cheaper
and more convenient for Committees to purchase smaller less expensive items
direct.

5.3.1 Guidelines for purchasing goods through Council

a) Work out the requirements and how much can be spent. Check out local
retail outlets to assess exactly what is needed.

b) Contact the Procurement Coordinator to determine if the item is available
on Government Contract and at what price.

c) If the Committee wishes to place an order, it should submit a request to
the relevant Council Officer to purchase goods/services on its behalf.
The request needs to be in writing and signed by two office bearers of
the Committee.

d) To be eligible for reimbursement of GST all goods purchased must be
for use by the Committee and ordered by Council on the official Purchase
Order Form, including Council’s purchase order terms and conditions.

e) Upon receipt of the goods at Council's Store, the Committee will be
contacted to make arrangements for the delivery of goods. It is
preferable that they are collected by the Committee, but if this creates
difficulties, delivery can be arranged.

f) If Payment of purchases is arranged through Council. Council will
issue a Tax Invoice for the goods to the Committee once the purchase
takes place. Payment is made on this tax invoice direct to Council.
Strictly - no payments are to be directed to the supplier.
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Important points to remember:

e All purchases in excess of $5,000 must be noted in the assets register
that is kept by the Committee.

e |tis a condition of all purchases that all goods and services purchased
through Council are not for resale to groups or individuals.

¢ In the event that the Committee is dissolved, all funds and other assets
held by the Committee will, after payment of all expenses and liabilities,
be handed to Council.

e Prices paid for items purchased through Council on Government
contract should not be divulged to anyone outside of Council or your
Committee. This specifically includes other suppliers, as confidentiality
is the prime requisite of such purchases.

e |If purchasing items for building any sort of structure (e.g. a pergola or
sand pit) ensure that these comply with Council and other statutory
regulations. It also may be necessary to obtain a building permit. If you
are unclear about this issue please contact the Director Environment and
Planning to discuss the matter.

e Committees are to be mindful of the requirements to observe probity
principles including fairness, transparency and managing of conflicts of
interest (as described in clause 5.5.4 below, and also by the Independent
Commission Against Corruption) when making purchases on behalf of
Council. Council’s Manager Governance can be contacted in relation to
any probity concerns that may arise in relation to purchasing.

5.4 FINANCIAL RECORDS (IN THE CASE OF COMMITTEES
OPERATING COUNCIL FACILITIES AND WHEN COUNCIL DOES
NOT HOLD THE FINANCIAL RECORDS OF THE COMMITTEE)

When the financial records are not maintained by Council, the Committee will
provide Council with the financial report in the Council template each year
by 30 November, following the end of the financial year. The annual
financial report shall accompany the Annual Report and represents an accurate
account of the financial activities of the organisation, providing details of Income
and Expenditure with a Balance Sheet for the subject year. The financial year
is from 1st July to 30 June.

The Financial Report is to be prepared by the Treasurer of each Committee.

The Financial Report includes the following records that the Committee must
maintain and keep up to date:-

e Cash book;

¢ Receipt book;

e Bank deposit book;
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Payment voucher book / tax invoices;

Petty cash book;

Asset register of furniture, fittings and equipment;

Facility Boking register;

Bank statements at end-of-year and ledger printouts where
appropriate.

All Committees are required to keep complete and accurate records of all
transactions and for:-

a) Legal Reasons

Community Committees are given authority to operate by Council and are
subject to the same rules and regulations. These rules are set out in the Local
Government Act and the Office of Local Government Accounting Code of
Practice and Financial Reporting that must be adhered to.

b) Public Accountability

Community Committees are exactly what their name implies - they are there for
the benefit of the community and are made up of members of the community.
Any funds they raise, receive or spend are subject to public scrutiny, the same
as Council's funds. The term "public accountability" indicates a responsibility to
ensure that Committee funds are used in the manner for which they were
intended, and that a clear and full disclosure of the Committee's financial
activities is available.

Committees are required to meet all these requirements and Council staff are
available to provide advice and guidance if needed.

5.4.1 Internal Control Techniques

a) Two people are required to release funds by electronic banking, and two
people sign all cheques. No cheques are to be pre-signed.

b) Proper division of duties, i.e. no one person having too much control over
funds.

c) Books are written up regularly, all financial records are maintained.

d) Blank cheques never to be signed in advance.

e) Cash Book balanced and reconciled to the bank statement each month.

f) Receipts are banked promptly, without deductions i.e. if receipts for the
day total $100.00 and a bill for $25.00 arises during the day, do not
simply bank $75.00 - bank $100.00 and write a cheque for $25.00.

Internal controls are to ensure that no one person has complete control over
the finances of an organisation, e.g. one person signing cheques as well as
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preparing the documentation supporting the cheque being signed, writing
receipts for money coming in, being responsible for banking the money.

5.4.2

Accounting

The following conditions are required to be adopted by Committee:-

a)

A cheque account will be opened at any branch of a recognised Bank,
Credit Union or Building Society. Such accounts will be in the name of
the Committee.

All monies received by the Committee will be banked at regular intervals.
The Committee is authorised to draw on its account for such sums as it

may require in the performance of its delegated function but under no
circumstances will the account be overdrawn.

A Council financial compliance report template is to be completed by the
Committee Treasurer. All such records as outlined in Clause 5.4 will be
submitted to Council by 30 September each year.

Receipts, in the name of the Committee, will be issued for all charges
and other monies received and duplicates of all receipts will be retained
for Council financial compliance review.

Payment will be made by crossed cheque and in every case evidence of
the need for the payment will be obtained and attached to payment
records.

Petty cash, maintained on the imprest systems amount to $200.00, may
be kept to meet sundry expenses not exceeding $50.00 for any one
payment. (For anything more than $50 a cheque should be drawn).
Reimbursements of petty cash are to be effected by drawing a cheque
in favour of petty cash. The amount of petty cash held at any one time,
must not, under any circumstances, exceed $200.00.

Two signatories are to be required for all cheques, bank payment
releases or other financial documents. Usually, this would be the
Chairperson or Secretary with the Treasurer.

Apart from the minor disbursements from petty cash, which must be
approved before the account is reimbursed, all expenditure must be
authorised and approved by the Committee and such authority and
approval will be recorded in the minutes setting out in detail the amount
and purpose for such expenditure and to whom the amount it to be paid.

All records and books will be made available for inspection whenever
required by Council's auditor or any authorised officer of Council.
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k) The Committee will be entitled to spend all monies raised in the
management of the facilities under their control, provided that all such
monies together with the Committee on their operations, will be
expended strictly in_accordance with any conditions imposed by the
Council and only upon the facility of the Council for which the Committee
has been constituted.

I) Upon dissolution of the organisation, all funds and other assets held by
it, will, after payment of all expenses and liabilities, be handed to Council.

m) All monies and other assets coming into the hands of the Committee or
any member of the Committee in their capacity as such will be the
property of the Council and will be deemed to be held by the Committee
on behalf of Council. The Committee may not hold land and buildings in
its name, all such property will be held in the name of Upper Lachlan
Shire Council.

n) Any surplus funds from time to time held by the Committee may be
invested in the Committee's name only in those forms of investment
authorised by the Local Government Act 1993. Namely, a term deposit
with a financial institution in accordance with Council policy.

o) No monies are to be disbursed as a donation to any member of the public
or community group without Council approval.

5.5 LEGAL ISSUES

From a legal perspective it is important for the Committee to be aware that it is,
in fact, acting on Council's behalf. Legally, the Committee is 'Council' and any
action which the Committee undertakes is Council's responsibility. In this regard
committees must operate within the parameters set by relevant legislation and
Council’s policies.

Committees sometimes believe they are responsible in their own right and that
their actions are independent of Council. This is not the situation. Council
delegates its authority to the Committee to act on Council's behalf and Council
can withdraw this delegation if it is deemed necessary to do so.

5.5.1 Committee Records
Most of the records of the Committee, e.g. minutes of meetings, financial
reports, etc., should be kept for at least seven years. After this time they should

be given to the Council to be archived.

The Committee needs to be aware of the importance of minutes, because of
their legal status and their liability to subpoena in court cases.
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The Chairperson is responsible for the minutes of a meeting as the true record
of proceedings of the meeting. The minutes must record all motions and
amendments put to the meeting, and the results. There is no need to record
what members said verbatim at the meeting.

The Chairperson and the Secretary are responsible for the form of the minutes
to be in the Council template and must check that there have been no
unauthorised alterations to those minutes. The Chairperson may sign the
minutes after they have been confirmed by the appropriate meeting, (usually
the next Committee meeting).

5.5.2 Pecuniary Interest

The Code of Conduct for Local Councils in NSW, Part 4 — Pecuniary Interests,
provides a framework for the handling of alleged breaches of the pecuniary
interest and governs the management of pecuniary interests. Details are
included as Appendix 3a. The Code of Conduct is about openness,
accountability and transparency in decision-making.

It is the responsibility of members of the Committees:-
e To disclose to the meeting any pecuniary interest in a matter before the
meeting;
¢ Not to participate in the discussion of the matter before the Committee
in which the member has a pecuniary interest;
¢ Not to vote on the matter before the Committee meeting in which the
member has a pecuniary interest.

A pecuniary interest does not exist where the interest is so remote or
insignificant that it could reasonably be regarded as unlikely to influence any
decision. The obligation to disclose is a strict duty, and the person's motives for
participation are irrelevant if an interest is said to exist.

5.5.3 Declaration of Interests

To protect individual members, all Committee members should declare their
interests in advance. If a potential conflict arises, it should be declared as soon
as possible. Where some financial, political or personal benefit is potentially
involved, Committee members should do one of the following:-

a) State their involvement in another organisation or business and the
Committee should be aware of this.

b) State their involvement and ask that they not take part in discussion or
decisions about the issues where there could be conflict.

c) State their other involvements and ask that the group determine whether
they stay involved, or how they can participate without compromise.

d) State their involvement and that they believe they should resign from the
Committee because of this conflict.
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5.5.4 Conflict of Interest

A conflict of interest will arise when a member of the Committee has other
involvements or interests that make it difficult for them to always remain
impartial when involved in discussions and decision-makings. These may
include:-

Business or professional activities;

Employment or accountability to other people or organisations;
Membership of other community organisations or service providers;
Ownership of property or other assets.

The conflict may lead to:-

e Financial benefit e.g. sale of goods or privileged knowledge;

¢ Political benefit e.g. gaining or losing electoral support;

e Personal benefit e.g. career advancement or increased standing in the
community.

5.6 HEALTH & SAFETY ISSUES

5.6.1 Health

Council has adopted a Smoking in the Workplace Policy.
Smoke Free Work Environment

Smoking is prohibited in all Council buildings, structures and vehicles; this
includes:-
e All enclosed areas in general use.
All lobbies, foyers and corridors.
All offices, depots and workshops.
Common rooms, tea rooms and staff rooms.
All vehicles, plant etc.
Amenities buildings and toilets.
Both the Crookwell and Gunning swimming pool buildings and
enclosures.
e All playgrounds and sports grounds.
e All al fresco dining areas on Council lands.

In addition, smoking is banned near air intakes, external doors in regular use
and windows regularly opened.

The Committee should ensure that this policy is adhered to.
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5.6.2 Work Health & Safety

Council has a Work Health and Safety Policy. Council and Committee activities
are governed by the Work Health and Safety Act 2011 (WHS Act), Regulations
and other Council policies and procedures.

The WHS Act and Regulations impose duties on all persons who may affect the
health and safety of others by their actions or lack of action. The Council, as
the employer, must ensure the health, safety and welfare of each Council
worker and others who may be affected by the way the Council conducts its'
business and work activities. This includes Council staff, contractors,
volunteers, and Committee members.

Council has a duty to consult with Council workers (worker includes; volunteers,
contractors, Committee members and paid Council staff) to enable the workers
to contribute to the making of decisions affecting their health, safety and welfare
at work.

Council workers, must take reasonable care for the health and safety of people
who are at Council workplaces and who may be affected by the Council
worker’s acts or omissions at work and must co-operate with the Council or
other person so far as is necessary to enable compliance with any requirement
under the WHS Act or Regulations that is imposed in the interests of health,
safety and welfare on Council or any other person. In addition, a person must
not, intentionally or recklessly, interfere with or misuse anything provided in the
interests of health, safety and welfare under work health and safety legislation.

Anyone who has a work health and safety duty under the WHS Act must fulfil
that duty or if guilty of a breach of the WHS Act may face prosecution and
possibly face fines for an individual (worker) or for a body corporate (Council).

Where a Committee organises a working bee or any event using volunteers, a
list containing the names of those persons must be provided to Council to
ensure that they are covered under Council’s Insurance Policy.

5.6.3 Risk Management and Risk Assessment

Council has a Risk Management Policy and has developed Risk Registers for
Council activities that aim to prevent, minimise and adopt risk treatments for the
adverse effects of risk to operations, services, finances and reputation. The
Council policy is available from Council’s website.

The main elements of the risk management process are as follows:-
1. Identify Risks

Analyse Risks
Evaluate Risk

Treat Risk

Monitor and Review

Al A
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6. Communicate and Consult

Performing a risk assessment is a proactive risk management tool to try to
prevent injuries, near misses, property damage and other business losses.
Where a Committee proposes to undertake any substantive maintenance work
or activity it must contact the Council Building Maintenance Coordinator or
relevant Council officer to determine if a risk assessment is required.

5.6.4 Induction and Training

Council Work Health and Safety Policy and Code of Conduct require Council to
ensure that volunteers have the skills and training necessary to carry out their
activities without risk of harm to themselves or others.

Council will provide access to Committee members for relevant training,
including understanding the Code of Practice and safe work practices and
emergency procedures training, to increase understanding of workplace
hazards and strategies to avoid injury.

Committee members and volunteers will be requested to attend induction
sessions arranged by Council staff to inform them of the work health and safety
requirements that apply to them whilst they are maintaining a Council facility or
carrying out Council activities and the consequences of not complying with
Council policies.

5.6.5 Permits and Certification

Members of Council Committees should ensure that where work is being
carried out by Committee members or contractors that requires specific
licences, certification, permits or qualification that these are current, valid and
operational and have been viewed by an office bearer of the Committee along
with relevant insurance certificates of currency where necessary.

Any activity requiring use of vehicles or plant and equipment will also require
appropriate licences to be in place. Examples may include Police Checks,
chainsaw operation, working at heights/confined spaces, CPR or First Aid.

Any Committee member or volunteer who as part of their Committee activities,
is primarily involved in direct contact with children where that contact is not
directly supervised, are required to undergo a Working with Children Check.
These guidelines available on the Working with Children Check website.

Council has a Child Safety and Wellbeing Policy and Committee members and
volunteers, where appropriate, may share responsibilities of awareness,
prevention and responding to any suspected risk of significant harm of a child
or young person at a Council facility.
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SECTION 6 - RELEVANT LEGISLATION AND COUNCIL POLICIES

The following legislation and Council policies that are relevant to this Policy
include:-
e Local Government Act 1993;
Local Government (General) Regulations 2021,
Community Land Management Act 2021;
Crown Land Management Act 2016;
Privacy and Personal Information Protection Act 1998;
State Records Act 1998;
Public Interest Disclosures Act 2022;
Independent Commission Against Corruption Act 1988;
Work Health and Safety Act 2011;
Government Information (Public Access) Act 2009;
Code of Conduct;
Section 355 Code of Meeting Practice;
Code of Business Practice;
Government Information (Public Access) Policy;
Records Management Policy;
Risk Management Policy;
Procurement Policy;
Complaints Management Policy;
Fraud and Corruption Prevention Policy;
Child Safety and Wellbeing Policy;
Investment Policy;
Privacy Policy;
Public Interest Disclosures Policy;
Section 355 Committee Policy;
Smoking in the Workplace Policy;
Work Health and Safety Policy;
Volunteers Policy.

VARIATION

Council reserves the right to vary or revoke this policy.
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Appendix 1

1A

Legislation Relating to the Delegations

Extract from Local Government Act 1993:

Part 1 — General

(s355) How does Council exercise its functions?

355

A function of a Council may, subject to this Chapter, be exercised -

a) by the Council by means of the Councillors or employees, by its
agents or contractors, by financial provision, by the provision of
goods, equipment, services, amenities or facilities or by any other
means; or

b) by a committee of the Council; or

c) partly or jointly by the Council and another person or persons; or

d) jointly by the Council and another Council or Councils (including by
means of a Voluntary Regional Organisation of Councils of which the
Councils concerned are members); or

e) by adelegate of the Council (which may, for example, be a Voluntary
Regional Organisation of Councils of which the Council is a
member).

Part 3 - Delegation of Functions

(s377) General power of the Council to delegate

377

A Council may, by resolution, delegate to the Chief Executive Officer or
any other person or body (not including another employee of the Council)
any of the functions of the Council, other than the following:

a) the appointment of a Chief Executive Officer,

b) the making of a rate,

c) a determination under section 549 as to the levying of a rate,

d) the making of a charge,

e) the fixing of a fee,

f) the borrowing of money,

g) the voting of money for expenditure on its works, services or
operations

h) the compulsory acquisition, purchase, sale, exchange or surrender
of any land or other property (but not including the sale of items of
plant or equipment),

i) the acceptance of tenders which are required under this Act to be
invited by Council;

j) the adoption of an operational plan under section 405,

k) the adoption of a financial statement included in an annual financial
report,
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I) a decision to classify or reclassify public land under Division 1 of Part
2 of Chapter 6,

m) the fixing of an amount or rate for the carrying out by the Council of
work on private land,

n) the decision to carry out work on private land for an amount that is
less than the amount or rate fixed by the Council for the carrying out
of any such work,

o) the review of a determination made by the Council, and not by a
delegate of the Council, of an application for approval or an
application that may be reviewed under section 82A of the
Environmental Planning and Assessment Act 1979,

p) the power of the Council to authorise the use of reasonable force for
the purpose of gaining entry to premises under section 194,

g) a decision under section 356 to contribute money or otherwise grant
financial assistance to persons,

r) a decision under section 234 to grant leave of absence to the holder
of a civic office,

s) the making of an application, or the giving of a notice, to the Governor
or Minister,

t) this power of delegation,

u) any function under this or any other Act that is expressly required to
be exercised by resolution of the Council.

If you need clarification of any of the matters above, please contact Council.
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Appendix 2

2A Orientation Kit for Committee Members

What information to include?

Think back to when you first joined the committee.
What information was of use to you?

What did they tell you? What did they not tell you?

Some ideas to consider

e Give some time to new Committee members to explain how the
committee operates, its role and function.

e Let them know about Committee meetings, when and where the
meetings are, how long they run for, and how the committee makes
decisions.

e Show them relevant applicable Council policies and procedures that
have been established.

e Provide new or potential Committee members with copies of relevant
information including:

Annual Report;

Financial Compliance Report;

Committee Meeting minutes and AGM minutes;
Procedures or standard forms;

A copy of this Code of Practice;

Names and contact numbers of other Committee members.

AN NN NN

e Let people know if there is any training and liaise with Council in regards
to Committee members training requirements.

¢ Allow new members given time to adjust to being a Committee member.

e Each Committee member is to read and sign off on a copy of the Section
355 Committee Policy and this Code of Practice.

Page 33



Code of Practice for Section 355 Committees
Adopted: 16 July 2026

Appendix 2

2B Responsibilities of the Chairperson

The Chairperson generally has the following specific duties that make up the
major part of their responsibility:-

a) Before a meeting

e Prepares the agenda (in consultation with the Secretary or members
or can delegate this role to the Secretary), setting out the items of
business to be considered.

e Ensures meeting is properly convened in accordance with the
Section 355 Code of Meeting Practice, i.e. proper notice of a meeting
is given and a quorum is present, motions are recorded in minutes.

b) During the meeting

e Chairs all meetings in accordance with Section 355 Code of Meeting
Practice, opens meeting, welcomes and introduces members and
guests, subject to the right of the Mayor discretion to take the Chair.

e Keeps individuals and the meeting focused on the topics being
discussed and encourages all members to participate, ensuring
adequate opportunity is given to members who wish to speak.

e Ensures correct meeting procedures are followed and control of the
meeting is maintained, keeping track of time (or delegates someone
to do this).

e Makes sure members are aware of decisions being made and that
the minute taker has recorded decisions of the meeting.

e Acts impartially and uses discretionary powers in the best interests
of members and in accordance with the agreed standing orders i.e.
method of conducting meetings, and ensures all statutory regulations
and organisation's rules are observed.

e Ensures that the meeting proceeds as per agreed timeframes.

e Closes meeting after business at hand has been properly concluded.

The Chairperson needs to be aware of Council policies and procedures and the
importance of establishing and maintaining a working relationship with Council,
particularly in regard to the Council budget, and Council and community
involvement.

The Chairperson is responsible for providing assistance to all members of the
committee and ensuring that they fulfil their respective roles.

The Chairperson is the 'spokesperson’ for the Committee and is the one to
communicate with Council and appointed Councillor representative to the
Committee.
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Appendix 2

2C Responsibilities of the Secretary

The organisation's secretary usually carries a great deal of responsibility.

a) Before a meeting

Prepares the meeting agenda, (in consultation with the Chairperson);
Distributes the meeting business paper to Committee members;
Makes copies of the agenda if required.

b) During the meeting

Takes minutes of the meeting;

Ensures previous meeting minutes are confirmed by the Chair;
Reads minutes of previous meeting if necessary;

Provides a list of correspondence in order and summarises any
important points;

Records any motions / decisions of the meeting including, mover and
seconder.

c) After the meeting

Type the minutes and distributes to Committee members as soon as
possible;

Ensures that accuracy of minutes;

Minutes of meeting are saved and filed. Minutes are sent to Council
for distribution to the next Ordinary Council Meeting;

Writes any letters / correspondence as decided (this can be a shared
role with another Committee member);

Maintains matters in progress in a register.

d) Outside of meetings

Keeps a register of correspondence that has come in and gone out
and file copies of all letters written;

In between meetings informs other Committee members of any
correspondence requiring urgent attention.
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2D

Responsibilities and Guidelines for the Treasurer

The Treasurer is to establish an effective financial system with internal controls
implemented and provide a Financial Compliance report to Council in the
Council approved template after 30 June each year. Committees with financial
delegation are required to maintain the following books and forms:-

2)

Cheque Book and EFT Payments,

Petty Cash Book and Vouchers,

Expenditure documentation,

Receipt Books,

Cash Book,

Bank Deposit Book,

Assets Register (a list of equipment purchased by the Committee).

~NOoO O, WN -~

Cheque Book and EFT Payments

The Cheque book should be held by the Treasurer and must only be
drawn upon with the joint signatures of two of the executives. In addition
to the Cheque book the Treasurer is responsible for keeping records of
all tax invoices/payment vouchers and remittance advices as part of the
EFT process of direct banking.

EFT payments to any supplier of services must only be released from
the financial institution (i.e. Netbank) with password secured approvals
from two of the executives.

All payments on behalf of the Committee for amounts in excess of $50.00
will be made by cheque that will be crossed and marked "Not
negotiable". All cheques drawn and EFT payments released will have
some form of supporting documentation.

All cheques drawn will be authorised by the Committee. All payments
must be entered in the Cash Book under the appropriate cost heading.

Petty Cash

Petty Cash is used for minor cash purchases where a cheque payment
is impractical. The petty cash float will be a maximum of $200.00 and
any one purchase to a maximum of $50.00.

Members claim petty cash when they have purchased something on
behalf of the Committee, e.g. stationary, postage. This money is
reimbursed from the petty cash float. Claims for petty cash are made
through a petty cash voucher that must be accompanied by the item's
receipt.
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The Petty Cash float is held and maintained by the secretary or a
nominated Committee member, (except the Treasurer). Details of
payments and re-imbursements are recorded in a petty cash book using
the 'Imprest System’'.

The 'Imprest System":-

a) Begin with a float of $200.00.

b) Make payments out of this float.

c) Wait until float is substantially reduced (under $20.00).

d) Total up value of vouchers (this should be the difference between
cash in hand and the $200.00 float).

e) Claim for re-imbursement for the amount of the vouchers, (this will
bring the float back up to $200.00).

Only one person should be responsible for petty cash and access to the
float is to be restricted. The petty cash book should be checked regularly
by the Treasurer who includes summary details in the organisation's
cash payment book and financial compliance report.

Expenditure Documentation

All payments must have supporting documentation, preferably a Tax
Invoice. These should be kept in payment order and noted with the
cheque number or EFT payment reference number and date of payment
for easy reference and to prevent double payment. Where
documentation is not available, a notation should be provided detailing
the payment and explaining why documentation is not provided.

Receipt Books

All receipt books must bear the Committee's name (a stamp will do),
have a fixed duplicate copy and be numbered. A receipt must be issued
for every payment received and monies should be banked regularly. The
receipt of cash is an area where strict control is required. The safest
method is to have only a limited number of approved people who have
the responsibility for receiving funds, issuing receipts and banking
monies.

Keep a record of receipt books detailing the number and location (i.e. in
use or not). Record receipt number in the Cash Book and on the Bank
Deposit form retained by you. Never give change for a cheque payment.

Avoid altering amounts on receipts. If it is necessary to alter a receipt,
cross through the incorrect entry and insert the correct amount. Initial all
alterations. It is more acceptable to cancel a receipt and retain both the
original and duplicate in the book, than to alter a receipt.
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5) Cash Book

This book is sometimes called the Journal or Ledger and is preferable in
an electronic form. The Cashbook is the organisation's record of what
money is received and spent, the transactions (both incoming and
outgoing) that have occurred, and how much cash is on hand at any one
time.

A twelve (12) or eighteen (18) column cashbook gives most committees
enough room for details. It is essential to have receipts and payment on
separate pages or in some cases, separate section of the cashbook.
Across the page the columns are headed to allow the date, receipt or
cheque number, cost or income allocation and totals.

Have appropriate and sufficient cost or income headings for frequent
transactions, try not to have too many items under sundries or
miscellaneous - it makes things difficult when preparing end of year
figures.

Update the Cash Book on a regular basis so it's does not become a big
job. The totals down the page should always equal the totals across the
page - do this each time you fill or rule off a page. Check that the totals
carried forward onto the next page are correct.

Bank fees, interests, etc. wherever possible should be recorded or
written in the Cash Book in the month they were raised or when bank
statements are received. This assists with reconciling the cashbook to
the Bank Statements.

Show all cheques written during the month in the cashbook whether they
have been presented or not. Show all income received during the month
whether banked or not. Show all electronic payments during the month.

Reconciliation — check off the amounts received and cheques written out
in the cashbook against the bank statement figures. From this, you can
compile a list of outstanding deposits or unpresented cheques and EFTs
and it also verifies that an incorrect figure does not appear in either
record. Simply compare the cashbook entry against the bank statement
and if they agree, mark each once only. If the bank reconciliation does
not agree, find the discrepancy. It will be either a mistake in the cashbook
or on the Bank Statement.

Bank Deposit Book

This book is supplied by the bank you have nominated and it is where all
income is recorded for deposit into the organisation's account.
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Keeping the books

The Committee is required to keep complete and accurate records.

The following guidelines and procedures have been prepared to give members
of the Committee a greater understanding of the tasks they have undertaken.

Steps Required to Keep Complete and Accurate Records

Open a cheque account or electronic bank account in the Committee's
name.

Make as many payments as you can by cheque or EFT. Avoid paying
cash.

Record details on the cheque butt.

Bank all cash receipts promptly into the bank account or receive funds
by EFT.

Record all details on the receipt book.

Keep a petty cash tin with a maximum $200 float. Record details of
expenses from petty cash. Reimburse by EFT or cheque from the
business account.

Write up the cashbook regularly - at least monthly.

Reconcile the bank account regularly - generally monthly or each time a
bank statement is received and at the end of the financial year.

Keep a wages book (if applicable).

10)Retain supporting documentation or evidence for all cheques drawn and

all electronic funds transfer (EFT) direct banking on-line payments.

Writing up the Cash Book

Council will establish a set of books for issue or electronic templates to the
Committee upon establishment. Cashbooks are available in various sizes from
stationers and office supplies such as Newsagents or other stationers.

1)

2)

Cash Payments

e Enter appropriate headings in the book, ensuring the first column is
"Bank" and the last one "Sundries".

e Enter cheques in cheque number order.

e Ensure every cheque is recorded in the book.

e Record cancelled cheques, but at no value.

Cash Receipts

e The same procedures as for cash payments.
¢ All amounts received must be receipted.
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3)

Reconciliation

e Bank reconciliations need to be performed regularly because:

i)  They keep track of cheques that are outstanding and possibly
lost;

ii) They ensure that a complete record is kept of all transactions;

iii) They enable your Treasurer to prepare a balance sheet and
accounts for your Committee;

iv) The bank reconciliation and account balance is to be reported
to Committee meetings by the Treasurer.

e Take the monthly bank statement and write all items such as bank
fees, direct debits, etc, into the cashbook.

e Total up the columns, ensure they add the same across as well as
down.

e Tick off all items appearing in the cashbook against the Bank
Statements, noting any that are outstanding.

e Finally, to complete reconciliation:

» Take - total Cash Book balance (brought forward from previous
financial year)

Plus - Income received to date in current financial year,

Less - payments to date in the current financial year,

This should equal - the balance on the bank statement; - (less any
unpresented cheques and unpresented EFT) - (plus any
unbanked deposits).

Y VYV

Retention of Records

The Local Government Act 1993, Section 412, requires records to be
retained for seven years. If your books and records are required to be
audited or reviewed by Council, it is important to retain all tax invoices,
Bank Statements, investments in term deposits and other supporting
documentation.
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2E Responsibilities of Committee Members

Committee members' role is important and ensures the democratic process is
followed. Members' responsibilities are:-

a) Attend Committee meetings and vote on motions;
b) Participate in meetings - this involves:

Being on time;

Sticking to the agenda;

Contributing to the discussion where appropriate;

Being objective, listening to others' views;

Volunteering to do some of the necessary tasks required.

c) Support the executive office bearers in carrying out their responsibilities;
d) Assist in organising the Annual General Meeting;
e) Attend and participate in any planning days that may be held;

f) Make sure the facility is being maintained and run smoothly.
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Vi)

vii)

viii)

Standard Format - Meeting Agenda

Open Meeting
Action: The Chairperson welcomes members and visitors, declares
the meeting open, ensures everyone has an agenda, and asks for
any extra items suggested by members.

Attendance and Apologies
Action: The Secretary records those present and any apologies. An
attendance list or book may be circulated.

Declarations of Interest
Action: The Secretary records declaration of interest in the Minutes.

Confirmation of Minutes of the previous meeting
Action: Two (2) committee members in attendance at the last
meeting are asked to confirm that the record of minutes is a true and
correct one. Any amendments or changes need to be recorded and
included in this meeting's minutes.

Business arising from previous Minutes
Action: Deal with any matters that have arisen or were to be
completed since the last meeting.

Correspondence
Action: Includes both Inward and Outwards correspondence. The
Secretary reads out in full or in summary any letters received or sent
since the last meeting. Any business arising from these letters is
dealt with as it is read and recorded in the minutes.

Treasurer's Report
Action: The Treasurer gives a report on the financial position of the
group, including income and expenditure since the last meeting and
gives an overview of future budget estimates.

Other Reports
Action: Reports from other office bearers.

General Business
Action: Iltems for general discussion that are not elsewhere included
on the agenda are discussed. As far as practicable, details of these
items should be provided to the Secretary before the meeting. Also
remind members of any coming events.

Note: Specific items that arise in items (i) to (vi) can be deferred to
General Business if appropriate.

Close Meeting
Action: Establish the date and time of next meeting. Chairperson
thanks members and visitors for attending and declares the meeting
closed.

Use the Council template for Agenda and Minutes as included in this Code of
Practice.

Page 42



Code of Practice for Section 355 Committees
Adopted: 16 July 2026

AGENDA

XXX Section 355 COMMITTEE
DAY, DATE, MONTH YEAR
TIME
LOCATION

www.upperlachlannswgov.au | 0248301000 | council@upperlachlan.nsw.gov.au
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COMMITTEE NAME S355 Committee — DAY MONTH YEAR

AUTHOR Chairperson | Secretary / Treasurer

ISSUE
Providing an update to the 23X 5355 Committee at the DAY MONTH YEAR

ORDER OF BUSINESS

Declare meeting open
Apologies and leave of absence
Declarations of interest
Confirmation of minutes from DAY MONTH YEAR meeting
Business arising from previous minutes (Outstanding actions or items from
previous meetings)
Comrespondence
Reports from committee
7.1 Treasurer's report
7.2 Other reports from office bearers
8. General Business (ltems for general discussion)
9. Questions for next meeting
10. Close meeting

e e

o

AGENDA
4. CONFIRMATION OF MINUTES FROM DAY MONTH YEAR MEETING

TABLE A COPY OF LAST MEETINGS MINUTES

5. BUSINESS ARISING FROM PREVIOUS MINUTES (OUTSTANDING
ACTIONS OR ITEMS FROM PREVIOUS MEETINGS)

TABLE ANY URGENT ITEMS IN LIST FORM
€. CORRESPONDENCE
LIST ANY CORRESPOENCE INCOMING / OUTGOING

7. REPORTS FROM COMMITTEE
7.1 Treasurers report
7.20ther reports from office bearers

INCLUDE REPORTS AS ATTACHMENTS
ATTACHMENTS

LIST ANY ITEMS THAT HAVE BEEN TABLED TO THE COMMITTEE EG FLYERS,
QUOTES, STATEMENTS ETC
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2G

5)

6)
7)

8)

Standard Format for Correspondence
Keep a copy of all correspondence sent out on behalf of Committee.

Set up a correspondence book to record all correspondence of the
Committee.

This should include:-

A section for Inwards correspondence/mail;

A section for Outwards correspondence/mail;

A space to record the date of receipt or despatch of mail;

A numbering system for both Inwards and Outwards to enable any
correspondence to be easily located if the need should occur;

e A space to identify whose responsibility it is to act on, e.g. Secretary.

Enter all correspondence in the relevant section of the book ensuring
date and number are recorded.

Place letter received since the last meeting in a folder marked,
Correspondence Inwards, for the meeting.

Record any action required and which committee member is responsible
for this action.

Establish and maintain a filing system for all mail, both In and Out.
Correspondence can be filed numerically or by subject.

Related items of correspondence can be placed together.

Use the Council template for Agenda as included in this Code of Practice.
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1)

4)

9)

Format for Minutes
Keep them short, clear and concise, and consistent.

Set them out - not too cramped, use headings, and underlining so the
subjects, decisions and actions to be taken (and by whom) stand out and
are easy to read. Use the Agenda as a basis for the format of minutes.

Don't record every statement made at the meeting. The minutes are a
record of the decisions made - each decision or motion must be
accurately recorded.

A copy of the minutes without error or additions should be included in a
Minutes Book as a permanent record of meetings. It is the
Chairperson's responsibility to see the minutes are unaltered after
adoption and are signed as an accurate record where appropriate.

The Secretary must record the names of the mover and seconder of
each motion or amendment. Record the numbers for and against if
specifically requested by those present.

List correspondence, business arising and items for general business by
number. Organise all your papers in this order and try and see that the
agenda follows this order. Decisions can also be noted on the business
papers and then transferred to the minutes later.

Draft minutes are to be reviewed with the Chairperson and with the
Secretary.

Remember, minutes should communicate and assist evaluation. They
ensure accountability and are a permanent record of the Committee's
activities.

Send them out to all Committee members as soon as possible after the
meeting, so that follow-up action is more easily taken.

10) Secretary is to send minutes of each meeting to Council as soon as

possible after the meeting.

11) Include a record of the place, date and time of the next meeting.

Use the Council template for Minutes as included in this Code of Practice.
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MINUTES

XXX Section 355 COMMITTEE
DAY, DATE, MONTH YEAR
TIME
LOCATION

www.upperlachlan.nsw.govau | 0248301000 | council@upperlachlan.nsw.gov.au
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COMMITTEE NAME $355 Committee — DAY MONTH YEAR

MINUTES

PRESENT: LIST FIRST INITIAL AND LAST NAME OF EACH ATTENDEE AND
POSITION IF THEY HOLD Eg J Smith (Chairperson)

SPEAKER OR PRESENTER:
If someone is attending who does not normally attend this committee meeting
please list them

THE CHAIREFERSON DECLARED THE MEETING OPEN AT
XX:XXam/pm

APOLOGIES & LEAVE OF ABSENCE

Apologies were received by XXX

Moved by XX and XXX that the apologies be received and a leave
of absence granted.

ITEM 3: DECLARATIONS OF INTEREST
Mil — if no declarations

XXX declared an interest in XXX as they 220X and will make
the declaration, vote or not vote on the item

ITEM 4: CONFIRMATION OF MINUTES

RESOLVED by XXXX and XXXX

1. That the minutes of the XXX Section 355 Committee Meeting
held on DATE MONTH 20XX be adopted.

- CARRIED OR LOST

Committee who voted for:- List Initial and last name

Committee who voted against:- Nil or List Initial and last name
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ITEM S

ITEM &

ITEM7T

BUSINESS ARISING FROM PREVICUS MINUTES (OUTSTANDING
ACTIONS OR ITEMS FROM PREVIOUS MEETINGS)

RESOLVED by X2XK and XXX
The committee discussed the below items

1. XX
2. XHX
3. XX

- CARRIED OR LOST

Committee who voted for:- List Initial and last name

Committee who voted against:-  Nil or List Initial and last name

CORRESPONDENCE
RESOLVED by XXX and XXX

The Committee accepted the below correspondence and actions

XX
4 49
. XX

S

- CARRIED OR LOST

Committee who voted for:- List Initial and last name

Committee who voted against:-  Nil or List Initial and Iast name

REPORTS FROM COMMITTEE

TREASURER'S REFPORT
7.2 OTHER REPORTS FROM OFFICE BEARERS

RESOLVED by XXX and XXX

The Committee accepted the below reports

1. Treasurers report

2. XXXX
- CARRIED OR LOST

Committee who voted for:- List Initial and last name

Committee who voted against:-  Nil or List Initial and last name
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ITEM 8 GENERAL BUSINESS (ITEMS FOR GENERAL DISCUSSION)

ITEM 9 QUESTIONS FOR NEXT MEETING

THE MEETING CLOSED AT 10:26am

Minutes to be confirmed at next meeting

ATTACHMENTS

LIST ANY ITEMS THAT HAVE BEEN TABLED TO THE COMMITTEE EG FLYERS,
QUOTES, STATEMENTS ETC
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Appendix 2

21 Procedure for Motions

A motion needs to be lawful, productive, relevant, appropriate, easily
understood and be positive in its intent, e.g. "I move that the facility be an
alcohol free zone " If the motion does not meet these requirements, it can be
rejected by the Chairperson. Reasons must be given for this decision. Motions
are to be presented in accordance with the Section 355 Code of Meeting
Practice.

Any motion must be "seconded" before it can be accepted by the Chairperson
and opened for debate. The Committee is to record a mover and seconder. If
there is no seconder, the matter lapses. Once a motion has been moved and
seconded, the order of debate is:-

Mover (raised original motion);
Seconder (allows debate on the motion);
Speaker against the motion;

Speaker for the motion;

Speaker against the motion;

Speaker for the motion.

The debate continues in this manner until there are no further speakers. A
member of the Committee may speak no more than once to each motion or
amendment at the meeting. The mover may then speak again, but in doing so
closes the debate. Once the mover has closed the debate the Chairperson must
put the motion to a vote.

Amendments
Amendments may be made after the motion. The amendment must:-

Be clear and be part of the motion being considered;
Have a seconder;

Not exceed the power of the meeting;

Not be a direct negative of the motion;

Be put to the vote before the original motion.
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Advantages of Regular Meetings

Meetings are used to:-

Make decisions by moving motions;

Discuss general business by exchange of information;

Provide support and allocate resources and responsibilities;

Identify particular tasks and maintenance responsibilities of the
Committee under the Charter.

Regular meetings ensure that:-

Everyone in the Committee can take part and have a vote.
More ideas, different ideas - result in better decisions.
Tasks associated with the decision can be allocated there and then.

Members, both present and absent, will feel more committed to a
decision if it was made by the Committee at a meeting.

Decisions carry more weight with outsiders if the process is democratic.

Deciding or doing things as a group can generate enthusiasm and make
the group more cohesive.

Any disagreement can be aired and sorted out at the meeting.

By taking part in the meetings, individuals become better informed and
develop skills.

An opportunity for members to socialise and generate community spirit.
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1)

4)

Standard Format - Annual General Meeting Agenda

Commence/Open Meeting

Chairperson presides over the following items:-

a) Welcome;

b) Apologies;

c) Declarations of Interest;

d) Minutes of previous AGM;

e) Reading Reports i.e. Chairperson, Secretary, Treasurer, etc.

All positions are declared vacant and the Returning Officer takes the
chair and presides over the following items:-

a) Election of Office Bearers;

b) Acceptance of nominations from user groups and community
members;

c) Recommending Annual Fees.

Returning Officer then hands the chair over to the newly elected
Chairperson who is responsible for:-

a) Thanking the Returning Officer;

b) Welcoming New committee;

c) Consider recommendations "carried" by way of motion from the floor;
d) Getting agreement on meeting dates for coming year.

Closure of Meeting.

Use the Council template for Agenda and Minutes as included in this Code of
Practice.
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2L Committee of Council Charter

XXX SECTION 355 COMMITTEE CHARTER

Authority

The XXX Committee is established under the authority of the Upper Lachlan
Shire Council’s Code of Practice for Section 355 Committees, and the Council’s
Section 355 Committee Policy.

Legal Status
The Committee is constituted under Section 355, of the Local Government Act
1993. Committees of Council are constituted by a Resolution of Council.

Purpose
Council recognises the important role of volunteers to our communities and the
role they play in the care of community assets owned or controlled by Council.

Council has two distinct types of Section 355 Committees that serve our
communities; these include an Advisory Committee and/or an Operating
Committee. Both types of Committees of Council operate at the direction and
discretion of the Council.

Role

Advisory Committee

The XXX Committee is an Advisory Committee to Council and have open
discussion and direct consultation with Council and provide advice or
recommendation regarding management of a Council asset, facility or service.
or

Operating Committee
The XXX Committee has care, control, management and organisation of a
Council asset in accordance with the Council Code of Practice for Section 355
Committees, Council Code of Conduct and other associated Council policies to
allow community access and use of facility and/or manages the facility booking
hiring arrangements.

Membership

The size and composition of the Committee shall be representative of a
minimum of seven members to a maximum of thiteen members appointed.
Unless otherwise agreed to by Council.
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Membership of the Committee comprises of the following:-
e Executive Office Bearers as resolved by Council including;
- Chairperson
- Secretary
- Treasurer
e General community Committee member; and
e Councillor appointed representative

Appointment of Members
Community members seeking appointment as executive office bearers are
nominated at the Annual General Meeting.

Nominated position holders elected by the Committee will be forwarded to the
Council Chief Executive Officer, who will report to Council recommending
approval to appoint Committee members.

Membership to a Committee may be requested by community members
through application to the Committee and appointment at a meeting of the
Committee.

Tenure
All Committee members shall be appointed annually at the Committee’s Annual
General Meeting and will be reported to Council for resolution and acceptance.

Where a Committee member fails to attend three consecutive meetings, without
an explanation, that member will be asked to resign. The vacancy is to be filled
by election at next meeting of the Committee.

Any member of the Committee may be removed voluntarily by resignation to
the Chairperson and reported at the next meeting of the Committee.

Meetings
Meetings occur on the XXX of each month/quarter in the town location of XXX.

All meetings of the Committee are to be conducted in accordance with the
Council’'s Section 355 Code of Meeting Practice and meetings are open to the
public.

Voting
All Committee members appointed by Council have full voting rights. Council
staff have an advisory role and have no voting rights.

Quorum
A simple majority of Committee members is required (more than half) voting on
a motion.

Agenda and Reports
An agenda and previous meeting minutes will be circulated by email to all
Committee members at minimum one week prior to the meeting.
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Items of business will be included in the meeting agenda by the executive office
bearers. Items must include sufficient detail to enable all members to
understand the issues. A Treasurers report is required to be submitted to each
meeting

Minutes

Formal minutes of each meeting will be produced by the Committee Secretary
and distributed to Council and all Committee members in accordance with the
Code of Practice for Section 355 Committees.
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Appendix 3

3A Legislation Regarding Pecuniary Interest

The Code of Conduct for Local Councils in NSW, Part 4 — Pecuniary Interests,
governs the management of pecuniary interests.

A Pecuniary Interest is an interest that you have in a matter because of
reasonable likelihood or expectation of appreciable financial gain or loss to you
or a person referred to in Clause 4.3 of the Code of Conduct. You will have a
pecuniary interest in a matter if the pecuniary interest is:
(a) Your interest, or
(b) The interest of your spouse or de facto partner, your relative, or your
partner or employer, or
(c) A company or other body of which you, or your nominee, partner or
employer, is a shareholder or member.

Persons who are required to make disclosures of pecuniary interest include:-
e Councillors
e "designated persons":

» Chief Executive Officer;

» Other senior staff of the Council;

» A person (other than a member of the senior staff of the Council)
who is a member of staff of the Council or a delegate of the
Council and who holds a position identified by the Council as the
position of a designated person because it involves the exercise
of functions (such as regulatory functions or contractual functions)
that, in their exercise, could give rise to a conflict between the
person's duty as a member of staff or delegate and the person's
private interest;

» A person (other than a member of the senior staff of the Council)
who is a member of a committee of the Council identified by the
Council as a committee whose members are designated persons
because the functions of the committee involve the exercise of the
Council's functions (such as regulatory functions or contractual
functions) that, in their exercise, could give rise to a conflict
between the member's duty as a member of the committee and
the member's private interest.

Members of Committees must do the following in regard to pecuniary interests:-

e Disclose to the meeting any pecuniary interest in a matter that is tabled
before a meeting;

e Not to participate in the discussion of the matter before the Committee
in which the member has a pecuniary interest;

¢ Not to vote on the matter before the Committee meeting in which the
member has a pecuniary interest.
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