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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

ACKNOWLEDGEMENT OF COUNTRY 

 
 
POLICY OBJECTIVE 
To ensure appropriate recognition of the traditional custodians of land within the City of 
Rockingham by way of an Acknowledgement of Country statement or Welcome to Country at 
meetings open to the public such as committee and Council meetings, as well as civic events 
hosted by the City of Rockingham. 
 
POLICY SCOPE 
All Councillors, Committee Members, City employees and those that are involved in coordinating 
civic receptions. It affects City organised civic events, Council meetings and those Committee 
meetings open to the public. 
 
POLICY STATEMENT 
The City of Rockingham Reconciliation Action Plan (RAP) is a formal document that acknowledges 
the gap in the health and well-being between Aboriginal and Torres Strait Islander people, and 
other Australians. The RAP is a critical component to improving access and inclusion within the 
Rockingham community for local Nyungar people and other Aboriginal and Torres Strait Islander 
peoples who have made the City of Rockingham their home. 
 
One recommendation of the RAP under the section Respect, and the focus area of ‘Protocols, 
cultural awareness and development, promotional activities’ is the City’s commitment to ‘develop 
and implement protocols for acknowledging traditional custodians, including Welcome to Country, 
and incorporate them into CoR policies and protocols.’ 
 
Incorporating welcoming and acknowledgement protocols into official meetings and events 
recognises Aboriginal and Torres Strait Islander peoples as traditional custodians of their land. 
This was identified through the City’s consultation to incorporate into the RAP and is seen as an 
important component towards reconciliation.  
 
When to Acknowledge Country: At the start of a significant meeting or event, it is respectful for the 
Master of Ceremonies, or first speaker to recognise the traditional owners and custodians of the 
land on which that meeting or event is occurring. Subsequent speakers may also wish to 
acknowledge country. The City commits to acknowledging country during significant meetings and 
events. An acknowledgment of country is appropriate at the opening of committee meetings, 
council meetings and significant infrastructure such as new City buildings or community facilities.  
 
Acknowledgment Statement: “I’d like to begin by acknowledging the traditional owners and 
custodians of the land on which we meet today, the Nyungar people, and pay my respects to their 
elders both past and present.” 
 
Welcome to Country: It is the discretion of the City Officer who is facilitating the event or meeting 
as to whether a Welcome to Country is applicable. If a decision is made that a Welcome to Country 
is necessary, then an appropriate Elder needs to be contacted to perform the ceremony. Welcome 
to Country is recommended for iconic events such as Australia Day, New Years’ Eve, Sports Star 
Awards and Community and Volunteer Awards, as well as the openings of major infrastructure 
such as community centres.  
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DEFINITIONS 
Acknowledgement of Country: A way of showing awareness of and respect for the traditional 
Aboriginal or Torres Strait Islander owners of the land on which a meeting or event is being held, 
and of recognising the continuing connection of Aboriginal and Torres Strait Islander peoples to 
their Country. 
Welcome to Country: A Welcome to Country is a ceremony performed by identified Aboriginal or 
Torres Strait Islander people (usually an elder) to welcome visitors to their traditional land. It can 
take many forms, depending on the particular culture of the traditional owners.  
Traditional custodians/owners: Local descendants of Aboriginal and Torres Strait Islander 
peoples who have spiritual affiliations to a site on the land, being affiliations that place the group 
under a primary spiritual responsibility for that site and for the land; and are also entitled by 
Aboriginal tradition to forage as of right over that land. 
Elder: An older Aboriginal person who is a moral and spiritual leader within the community. An 
elder may not necessarily be a traditional custodian of the land. 
Nyungar People: The Nyungar People are one of the largest Indigenous groups in the Country, 
with an estimated 30,000 living in Western Australia’s South West. 
Nyungar Country: Nyungar Country spans most of WA’s Southwest from Jurien in the north to 
Albany in the south. This area includes the City of Rockingham.  
 
LEGISLATION 
Nil 
 
OTHER RELEVANT POLICIES/ KEY DOCUMENTS 
Reconciliation Action Plan 2011 
Acknowledgement of Country Internal Guidelines D12/42488 
 
Adopted by Council on 26 February 2013 (GCS-003/13) 
Amended by Council on 26 August 2014 (GMS-013/14) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

AUSTRALIA DAY FUNCTIONS AND AWARDS 
 

 
 
BACKGROUND 
 
Since 1982 Council has made Awards, in conjunction with the Australia Day Council, to recognise 
the contribution of local citizens to the community.  These have been made part of the Australia 
Day programme which has also included a Citizenship Ceremony. 
 
STATEMENT OF INTENT 
 
This Policy describes Council’s involvement in Australia Day Celebrations and the selection of 
successful nominees for annual Australia Day Awards. 
 
POLICY 
 
Each year Council will conduct Australia Day Celebrations, in a format which may be decided on 
an annual basis. 
 
The Chief Executive Officer may nominate an officer each year to co-ordinate Australia Day 
Celebrations.  A creative approach to the day is to be encouraged and opportunities taken to 
procure any available external funding for special events.  An Australian Citizenship ceremony will 
be included in the day’s activities, provided that there are sufficient candidates. 
 
The celebrations will also include the conferring of Citizen, Young Citizen and Community Event 
Awards made in conjunction with the Australia Day Council. 
 
Recommended nominees for these awards are to be RATIFIED BY COUNCIL prior to the 
presentation, and persons holding the title of “Freeman of the City” are to be invited to participate 
in the selection process. 
 
PROCEDURE 
 
- Planning for celebrations is to be timed so that Council is able to ratify the proposed 

programme. 

- Nominations for Australia Day Awards are to be invited from the public as soon as the 
Australia Day Council confirms that the Awards will be made (normally in August).  Suitable 
advertisements are to be placed in the local press and Service clubs invited to consider 
candidates for nomination. 

- Nominations will be in the formal prescribed by the Australia Day Council. 

- A Nomination Form is to be circulated to all Councillors. 

- Final selection of nominees will be made by a panel comprising Mayor, Members of the 
Corporate Services Committee, Chief Executive Officer and Community representatives with 
the proviso that any Freeman of the City will be invited to participate. 

- The recommended nominees for local Awards are to be advised to Council, for ratification, 
prior to any public announcement. 
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- The Mayor, or his nominated representative, will present the Awards at the Australia Day 
Celebrations. 

- The Ceremony will be held in Council’s Reception Area and light refreshments will be 
provided to successful nominees and invited guests. 

 
 
 
Corporate Services Committee Meeting:  24 May 1995 
Adopted by Council on 30 May 1995 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

AWARD AND SCHOLARSHIP SCHEME FOR LOCAL SCHOOLS 
 

 
 
STATEMENT OF INTENT 
 
The City of Rockingham Award and Scholarship Scheme for local schools provides students with 
recognition and reward for high standards of performance at school.  The scheme plays an 
important role in increasing the profile, prominence and recognition of education and its 
relationship to community life. 
 
POLICY 
 
Each year, the City of Rockingham Award and Scholarship Scheme recognises and rewards 
achievement for students completing years 7, 10 and 12. 
 
Awards (for Years 7, 10 and 12) 
 
Selected students from each school at Years 7, 10 and 12 will be presented with an award of 
$100.00 in recognition of high standards and performance. 
 
Each school will be entitled to select students for an Award based on the following criteria: 

 

School Year Year Size (students) Number of Nominations 

7 
0 to 60 One 

> 60 Two 

10 
0 to 200 One 

> 200 Two 

12 
0 to 200 One 

> 200 Two 

 
Scholarships (for Year 10 only) 
 
In addition to the awards, each high school will be entitled to select one person from Year 10 for a 
scholarship supporting ongoing academic studies. 
 
Selected students from each school at Year 10 will be presented with a scholarship of $400.00 in 
recognition of high standards and performance and to support ongoing studies. 
 
The scholarship will assist in meeting education fees and book costs associated with Year 11 or a 
TAFE course. 
 
Scholarships will be available to locally residing students who are continuing their education within 
the local (City of Rockingham) high school or TAFE system.  An exception may be made if the 
approved TAFE courses are not available within the City of Rockingham. 
 
General 
Both awards and scholarships will reward general academic results and positive student 
behaviour. 
 
Each local school may select students for the awards and scholarships based on predetermined 
criteria decided upon by the school. 
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Awards and scholarships may be announced by schools in the last school term year with 
presentation of the awards and scholarships undertaken at a Council reception for family and 
teachers early in the following school year. 
 
Completed “Student Selection Process” and “Selection” forms are to be lodged with the City of 
Rockingham prior to the end of the school year. 
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CITY OF ROCKINGHAM 
 

AWARD AND SCHOLARSHIP SCHEME FOR LOCAL SCHOOLS 
Student Selection Process and Registration Form 

 
Each section must be completed and then the form registered with council as a record of 
participation and understanding. 
 
An example completed form is on the reverse side of form. 
 

School:  

 
The school’s overall theme for successful selection of student(s) for awards and/or scholarship: 
  
 
  
 
  
 
  
 
Specific Criteria to be used by this school: 
 
Essential: 
  
 
  
 
  
 
Desirable: 
  
 
  
 
  
 
Selection Panel: 
  
 
  
 
  
 
Selection Process: 
  
 
  
 
  
 
   

Contact Person  Telephone No. 
   
   

Signature  Date 
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EXAMPLE 
 
 

CITY OF ROCKINGHAM 
 

AWARD AND SCHOLARSHIP SCHEME FOR LOCAL SCHOOLS 
Student Selection Process and Registration Form 

 
 
Each section must be completed and then the form registered with council as a record of 
participation and understanding. 
 

School: Warnbro Community High School 

 
Overall theme for successful selection of student(s) for awards and/or scholarship: 
 
This award/scholarship promotes the qualities of service and positive contributions to the 
community.  The people selected are role models for students and represent the school with pride 
in the community. 
 
Specific Criteria to be used by this school: 
 
Essential: 
 

¶ Satisfactory academic achievement as deemed by the school. 

¶ Willingness to follow the student charter. 

¶ Intention to complete secondary schooling at Warnbro Community High School. 
 
Desirable: 
 

¶ Warnbro Community High School representation. 

¶ Displays leadership. 

¶ Involved in volunteer work and/or extra-curricular activities. 
 
Selection Panel: 
 
An awards/scholarship panel consisting of the school Principal or representative, student services 
co-ordinator, chairperson of school council, community representative. 
 
Selection Process: 
 
Selection from either students or staff will be considered 
 
 
J Smith  9593.4055 

Contact Person  Telephone No. 
   
  24 November 2000 

Signature  Date 
 
 
 



 
 

CPM/3-02  

CITY OF ROCKINGHAM 
 

AWARD AND SCHOLARSHIP SCHEME FOR LOCAL SCHOOLS 
 

SELECTION FORM 
 

 

School:  

Selection: 

 Award (Years 7, 10 & 12) Ç 

 and/or  (tick box) 
 Scholarship (Year 10 only) Ç 

 
AWARD SELECTIONS 
- Maximum two for primary schools (Year 7) and four for high schools (Years 10 and 12) 
 
(Please provide details of student’s name and contact address with year level in 2000.) 
 

1. 

Name:  

Contact Address:  

Year Level 2000:  

 

2. 

Name:  

Contact Address:  

Year Level 2000:  

 

3. 

Name:  

Contact Address:  

Year Level 2000:  

 

4. 

Name:  

Contact Address:  

Year Level 2000:  

 
SCHOLARSHIP SELECTION (YEAR 10) 
- Maximum one per high school. 
 
(Please provide details of student’s name and contact address.) 
 

Name:  

Contact Address:  
 
 

   

Contact Name  Telephone No. 
   
   

Signature of School Authorised Person  Date 
 

PLEASE RETURN THE COMPLETED FORM PRIOR TO THE END OF THE SCHOOL YEAR 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

BURNING OF RUBBISH, REFUSE AND VEGETATION 
 

 
 

STATEMENT OF INTENT 
 
Council is responsible for the control of burning within its district under the requirements of the 
Bush Fires Act (1954) and its Health Local Laws (1996).  A policy is required, which will provide 
guidance to enforcement officers, owners and occupiers of land and developers in the district 
regarding Council’s pre-requisite conditions relating to the burning of materials. 
 
REASONS 
 
The burning of rubbish, refuse, cleared and standing vegetation are major causes of public 
complaints to both the Council and to the Department of Environmental Protection.  Burning of 
these materials is also considered to be a waste of a valuable resource and a major contributor to 
the deterioration of air quality, especially in urban areas. 
 
Green waste can be recycled as firewood, chipped or mulched for use in landscaping or used for 
soil stabilisation.  An annual greenwaste collection service is provided by Council in urban areas. 
 
For these reasons, Council has adopted a general presumption against the burning of such 
materials in urban areas whilst recognising circumstances where burning may be appropriate. 
 
POLICY STATEMENT 
 
It is Council’s policy to provide an optimal balance that will protect both lives and property whilst 
minimising the adverse nuisance, health and air pollution effects associated with burning. 
 
RURAL/SPECIAL RURAL AREAS 
 
Due to the relatively sparse population combined with high seasonal fire risk in the rural and 
special rural areas of the district, the practice of controlled protective burning of all types of 
vegetation, in accordance with the requirement of the Bush Fires Act (1954) is permitted, subject to 
the following conditions: 
 
Special Rural Areas - Burning is only permitted in order to reduce fuel loads 

associated with the accumulation of leaf litter, fallen trees 
and branches, etc.  Every care must be taken not to 
damage standing vegetation. 

 
Cleared Vegetation - Burning is prohibited without the specific approval of the 

Council or its authorised officer having first been obtained. 
 
Importing Cleared Vegetation - Is prohibited without the specific approval of the Council. 
 
URBAN AREAS (INCLUDES RESIDENTIAL, SPECIAL RESIDENTIAL, COMMERCIAL AND 
INDUSTRIAL LAND) 
 
1 The burning of rubbish and refuse is prohibited (includes incineration). 
 
2 The burning of cleared vegetation is prohibited 
3 The practice of protective burning of vacant land is prohibited without the specific approval of 
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the Council or its authorised officer having first been obtained.  An application to burn must 
include reasons why fuel reduction cannot be achieved by mowing, slashing, ploughing or 
other means. 

 
 
NOTE: Authorised Officers - Fire Management Officer 
  - Chief Bush Fires Control Officer 
  - Fire Control Officers 
  - Manager Health Services (Health Local Laws 1996). 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

CLOSED CIRCUIT TELEVISION (CCTV) 
 

 
 

Council Policy Objective 

To establish functional categorisation of CCTV and protocols for the management of recorded data. 

 

Council Policy Scope 

This policy applies to all CCTV systems owned, managed or controlled by the City of Rockingham for the 
purpose of surveillance and protection. 

 

Council Policy Statement 

Surveillance Purpose 

There are five categories of CCTV cameras: 

¶ Public Area Permanent (Fixed) 

¶ Public Area Portable (Temporary) 

¶ Vehicle-based (Mobile) 

¶ Buildings and Assets Permanent (Fixed) 

¶ Service/Staff Areas Permanent (Fixed) 
 

Release or Viewing of Recorded Footage and Still Photographs to WA Police 

The release or viewing of recorded footage and still photographs to the WA Police is permitted subject to the 
terms and conditions contained within the MOU between the City and the WA Police. 

 

Release or Viewing of Recorded Footage and Still Photographs Prohibited 

Unless specifically directed under law, or for required maintenance purposes, the release or viewing of 
recorded footage and still photographs other than to the WA Police is expressly prohibited for the following 
three surveillance purpose categories –  

¶ Public Area Permanent (Fixed) 

¶ Public Area Portable (Temporary) 

¶ Vehicle-based (Mobile) 
 

Release or Viewing of Recorded Footage and Still Photographs Permissible 

The Chief Executive Officer may release or view recorded footage and still photographs for operational 
requirements only for the following two surveillance purpose categories – 

 

¶ Buildings and Assets Permanent (Fixed) 

¶ Service/Staff Areas Permanent (Fixed) 
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Memorandum of Understanding (MoU) 

A Memorandum of Understanding (MoU) between the City of Rockingham and WA Police is to establish the 
principles, protocols, roles and responsibilities regarding the access to viewing, release and copying of 
recorded footage and still photographs. 

 

Executive Policy and Procedures  

The Chief Executive Officer is to establish Executive Policies and Procedures that would ensure CCTV is 
operated effectively in line with Statutory Requirements. 

 

Definitions 

CCTV System - is a system that compromises of Closed Circuit Television (CCTV) cameras, information 
stores, connections and applications for storage, retrieval and viewing of information. 

 

Legislation 

Nil 

 

Other Relevant Policies/ Key Documents 

CCTV Plan 2014-2019 

 

Responsible Division 

Community Development  

 

Review Date 

May 2018 

 
Adopted at Council Meeting on 28 July 2015 (CD-028/15) 
Amended at 25 October 2016 Council Meeting (CD-036/16) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

COMMUNITY GRANTS PROGRAM POLICY 
 

 
 

Council Policy Objective 

To provide financial assistance to community groups and individuals that will build capacity within the 
community, stimulate volunteering and youth development, and deliver sustainable, accessible and 
demonstrated social, environmental and economic benefits. 

 
Council Policy Scope 

Funding for individuals and incorporated not for profit organisations/associations resident, based or 
providing services within the Rockingham community. 

 
Council Policy Statement 

The Community Grants Programs aims to provide assistance to individuals and incorporated 
associations that can deliver meaningful benefits and outcomes in the following target areas: 

• Community Development 
• Sport and Recreation 
• Economic Development 
• Environment and Heritage 
• Culture and the Arts 
• Emergency Services 

 
Grant Categories 

Minor Grants up to $3,000 

Travel Subsidy Grants – A grant is available to individuals and teams who are authorised by their 
association’s governing body to participate in accredited interstate and international 
events/activities travelling outside of Western Australia, for the following amounts:  

• Interstate Travel Individual: $150  
• Interstate Travel Team: $300  
• International Travel Individual: $300  
• International Travel Team: $500  

Youth Encouragement Grants – A grant of up to $500 is available to individuals between the ages 
of 12 and 24 to participate in programs and events that financial or personal circumstances would 
normally preclude them from. 

General Grants - A grant of up to $3,000 is available to incorporated associations to assist with the 
delivery of programs and events that deliver outcomes and benefits to identified target areas. 

Minor grants are to be considered by the CEO.  Formal acquittal processes are not mandatory but 
may be requested if considered appropriate. 

Major Grants up to $10,000 

A grant of between $3,001 and $10,000 is available to incorporated associations to assist with the 
delivery of programs and events that deliver outcomes and benefits to identified target areas. 

Major grants are to be considered by the Community Grants Committee and a formal grant 
acquittal process is required. 
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Major Events Sponsorship 

Sponsorship of up to $20,000 per annum for up to 3 years is available to incorporated associations 
to assist with the delivery of events that deliver significant benefits to identified target areas. All 
applicants must demonstrate significant volunteer involvement and identify the City as a major 
sponsor. 

Economic Development Events: Past evidence of a successful event in the previous calendar 
years that has made a significant contribution to the aims and objectives of the City’s Economic 
Development Strategy.  

Community Development Events: Past evidence of the delivery of a successful event in the 
previous calendar year (or years) that attracted at least 8000 people and was conducted in a 
strategic location that serviced a discrete geographical area. Applicants must demonstrate a 
legitimate and long standing association with that discrete area. 

Major Events Sponsorship Grants are to be considered by the Community Grants Committee and 
a formal grant acquittal process is required. 

City Infrastructure Grants 

Leased Property Grants: Maintenance – grants of up to $10,000 per year are available to 
incorporated associations that lease City owned facilities to assist with the maintenance obligations 
provided for in their lease. 

Leased Property Grants: Rates Subsidy - a grant equal to the amount of rates levied on City 
properties leased to incorporated associations will be applied to those properties’ annual rate 
liability. 

Infrastructure Planning and Development Grants: Grants of up to 50% of the total project cost, to a 
maximum amount of $30,000 are available to assist incorporated associations in the planning and 
development of the establishment, enhancement or extension of community facilities. Projects 
must be undertaken on City owned or managed land or land owned by the Department of 
Education where a shared use agreement is in place.  

Maintenance and Rate Subsidy Grants will be considered by the CEO. 

Infrastructure Planning and Development Grants will be considered by the Community Grants 
Program Committee, Corporate and Community Development Standing Committee / Council. 

Funding Application Assessment Criteria 

Immediately following the Council elections, election of Committees and the election of the 
Presiding Member the first item of business for the Community Grants Committee is to consider 
and recommend funding application assessment criteria that will prevail for the forthcoming two 
years for Council consideration. 

All decisions, including those made under delegation by the CEO will be guided by these criteria. 

Community Grants Committee 

The Community Grants Committee will consider applications over 3 funding rounds per annum and 
applying as far as are practicable one third of budgeted funds in each round. All staff 
recommendations to the committee must be developed by officers working within the division team 
that is closest aligned to the target area. 

Ineligibility 

State and Federal Government agencies, incorporated associations whose members derive 
individual benefit or financial return from their activities, individuals outside of Travel Subsidy and 
Youth Encouragement Grants. 
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Perception of Bias 

In accordance with best practice public sector transparency and accountability principles, all 
committee members and staff who are, or have in the last three years, been a board member, 
committee member, executive member or life member of an association applying for funds, shall 
disqualify themselves from all aspects of the consideration process from receipt of application 
through to consideration at the Community Grants Committee. 

 

Executive Policies and Procedures 

The CEO shall ensure that executive policies and procedures are implemented that provide for the 
effective and equitable consideration, approval, distribution, measurement and acquittal of grant 
funds. 

 
Definitions 
 
Maintenance - means regular ongoing day to day work necessary to keep assets operating and to 
achieve its optimum life expectancy. Example – painting, glazing, air conditioning repairs, tap seal 
repairs. 

Incorporated Associations - An “incorporated association”:  
(a) Cannot operate for the profit or gain of its individual members;  
(b) Contributes to the community in a social, sporting, cultural, environmental or charitable 

context; and  
(c) Demonstrates local volunteer involvement 

 
Legislation 

Nil 

 
Other Relevant Policies/ Key Documents 

Strategic Community Plan 2015-2025 

Governance and Meeting Framework Policy 

Leasing Policy 

Asset Register 

Other Community Plan Strategy Documents 

Delegations Register 

 
Responsible Division 

Community Development 

 
Review Date 

Review every two years 

 
Adopted at Council Meeting on 25 August 2015 (CD-032/15) 
Amended at Council on 15 December 2015 (CD-048/15) 
Amended at Council on 24 February 2016 (CD-005/16) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

COUNCIL LOCAL LAW POLICY – MISCELLANEOUS ACTIVITIES 

 
 

 

1. Introduction 

1.1 Under clauses 3.13, 3.14 and 3.15 of the Local Law certain activities cannot be carried 
out on local government property except with a permit. 

1.2 This Policy relates only to certain activities set out in clause 3.13. 

1.3 A person wishing to make an application for a permit must do so in accordance with 
clause 3.2 of the Local Law. 

1.4 The Local Law does not set out, expressly, the considerations relevant to the 
determination of an application for a permit. 

2. Purpose 

2.1 This purpose of this Policy is to set out considerations considered to be relevant to the 
determination of an application for a permit under the Local Law for a proposed activity. 

3. Policy application 

3.1 This Policy is made for the purposes of guiding the determination of an application 
referred to in paragraph 3.2. 

3.2 This Policy applies where a person makes an application for a permit: 

(a) under clause 3.13 (f) of the Local Law, to carry on any trading on local 
government property; 

(b) under clause 3.13 (h) of the Local Law, to conduct a function on local 
government property; and 

(c) under clause 3.13 (k) of the Local Law, to parachute or hang glide from or on to 
local government property. 

4. Relevant considerations 

4.1 In determining an application to which this Policy applies, the following considerations 
are considered to be relevant: 

(a) the preservation of the amenity of the locality; 

(b) the preservation of public safety; 

(c) where the local government property is Crown land: 

(A) the purpose, if any, for which the land is reserved under the Land 
Administration Act 1997;  and 

(B) the purpose for which the land is designed, developed and used; 

(d) the protection, management and control of the local government property and 
assets on the local government property; 
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(e) the conservation, protection and proper management of flora and fauna on the 
local government property; 

(f) the impact of the proposed activity on the use of the local government property by 
existing users and by the public;  and 

(g) the experience and qualifications of the applicant and the applicant’s past 
performance in undertaking or managing the proposed activity or similar 
activities. 

5. Policy Objectives 

5.1 In determining an application to which this Policy applies, regard is to be had to the 
Policy Objectives. 

5.2 The Policy Objectives are: 

(a) Preservation of amenity 

An activity is only to be permitted where the amenity of the locality will not be 
adversely affected. 

(b) Public safety 

An activity is only to be permitted where it will not prejudice public safety. 

(c) Reserve purpose 

Where local government property is reserved for a public purpose, a proposed 
activity on that local government property is only to be permitted where it is 
consistent with that public purpose. 

(d) Public use of facilities 

A proposed activity which is likely to give rise to a need for facilities including 
parking and toilets, is only to be permitted where those facilities exist and where 
there will be no unreasonable interference with the use by the public of those 
facilities. 

(e) Damage 

A proposed activity is only to be permitted where it is not likely to entail 
unreasonable damage to the local government property or to the natural 
environment in the locality. 

(f) Use by the public 

The proposed activity is only to be permitted where it will not unreasonably 
restrict use of the local government property by existing users and by the public 
generally. 

(g) Trading 

Trading is only to be permitted where: 

 (i)  the trading will be incidental to an activity which is permitted;  or 

 (ii)  the trading will be on local government property reserved for a public 
purpose, and the trading promotes that public purpose. 
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6. Preservation of amenity  

6.1 When considering whether a proposed activity is likely to detrimentally affect the 
amenity at the locality, the following factors are to be taken into account: 

(a) noise from the proposal and from persons participating in the proposed activity; 

(b) traffic likely to be generated by the proposed activity; 

(c) increase in the demand for parking as the result of the proposed activity and the 
availability of public parking to meet the demand; 

(d) hours of operation of the proposed activity; 

(e) number of persons involved in the proposed activity; 

(f) the display of signs associated with the proposed activity; 

(g) the proximity of the proposed activity to residential dwellings;  and 

(h) equipment and things to be used in connection with the proposed activity. 

7. Definitions 

In this Policy, unless the contrary intention appears: 

amenity means all those factors which combine to form the character of an area and include 
the present and likely future amenity; 

function has the meaning given to it in the Local Law; 

local government property has the meaning given to it in the Local Law; 

Local Law means City of Rockingham Local Government Property Local Law 2001;   

Policy Objective means an objective set out in clause 5.2; 

proposed activity means a matter to in clause 3.2 of this Policy which is the subject of an 
application for a permit under the Local Law; 

trading has the meaning given to it in the Local Law. 

8. Adoption 

This Policy was adopted by the Council at its ordinary Meeting held on 25 November 2014. 

 

 

Adopted by Council on 25 November 2014 (LS-002/14) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

COUNCILLOR’S LOUNGE 
 

 
 

OBJECTIVE 
 
To outline accessibility of the Councillor’s Lounge by Councillors and Guests. 
 
STATEMENT 
 
Persons other than Councillors and their guests do not have access to the Councillor’s Lounge, 
unless specifically invited, and in such cases a standard of etiquette must be observed. 
 
The Mayor and individual Councillors are welcome to invite members of the public to the 
Councillor’s Lounge as their guest, however, it is expected that such invitations will be issued in 
accordance with the following guidelines, to respect the intended use of the facility. 
 
1. To host guest/s following a Council/Committee Meeting or official deputations 
2. Invitees to be responsible for the entertainment and conduct of the guest/s 
3. Invitees to escort their guest/s from the Councillor’s Lounge upon departing 
4. Ensure general tidiness and cleanliness of the Lounge and undertake security arrangements 
5. Introduce guests to the Mayor and/or other Councillors, if they are utilising the facility at the 

time of visit. 
 
NOTE: The inviting Councillor must remain in the lounge until his/her guest/s has/have departed, 

or make arrangements with another Councillor to host the visitor/s. 
 
ETIQUETTE 
 
As the Lounge is provided as a working and relaxation are for Councillors, individuals are to ensure 
that courtesy and respect is shown for other users at all times, including an acceptable standard of 
dress. 
 
The Mayor shall consider and judge complaints relating to breach of etiquette. 
 
 
 
Corporate & Engineering Services Committee Meeting:  22 September 1999 
Adopted by Council on 28 September 1999 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

COUNCILLOR ATTENDANCE AT CONFERENCES 
 

 
 

1. Objective 

To facilitate the attendance of elected members at conferences and seminars that are of relevance 
to the City of Rockingham and will aid in the elected member’s professional development. 

2. Scope 

The registration and attendance at any conference or seminar by the Mayor or Councillors of the 
City of Rockingham, including all related travel and expenses. 

3. Definitions 

The Act 

The Local Government Act 1995, as amended. 

Advisory or Standing Committee 

A Committee of the City of Rockingham established pursuant to Section 5.8 of the Local 
Government Act 1995  

Award   

The Public Service Award 1992, as amended. 

Conference  

Any conference, convention, forum, information session, meeting, study tour, training session or 
workshop, or similar activity as determined by the Chief Executive Officer. 

Elected Member 

All Councillors and the Mayor. 

Partner  

Either spouse or defacto partner. 

Regulations  

The Local Government (Administration) Regulations 1996, as amended. 

4. Policy Statement 

Attendance at conferences by elected members is critical in ensuring that they remain abreast of 
contemporary practices in local government and the many  special interest areas that Councils are 
involved with; i.e. community development, seniors interests, maritime infrastructure, emergency 
management, town planning, economic development, community safety. Typically all areas that 
impact upon or can influence the delivery of services provided by the City. 
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It is recognised that at times registration lead times to attend such conferences are limited and 
prevent attendance where the Council’s prior approval may be required. This policy seeks to 
ensure that elected members can register and attend conferences that are of relevance to the 
strategic direction of the City and within existing budget allocations. 

Attendance Guidelines 

The Mayor is entitled to attend any conference within Australia that he or she determines is 
appropriate, in consultation with the Chief Executive Officer; 

Councillors who are chairpersons of advisory or standing committees are entitled to attend one (1) 
annual or major conference within Australia each year that is relevant to the purpose of the 
Advisory or Standing Committee; 

Councillors who are not chairpersons of advisory or standing committees are entitled to attend two 
(2) conferences within Australia in each 4-year term, that are of relevance to the City’s strategic 
objectives. 

All Councillors are entitled to attend conferences, held in the Perth Metropolitan Area and Peel 
Region provided that no more then four Councillors attend each conference. 

This entitlement is not cumulative and is re-established at the commencement of each term; 

All conference registrations, travel requisitions and purchase orders must be approved by the Chief 
Executive Officer and fall within budget constraints. 

The Chief Executive Officer must advise Council of all conference registrations prior to Councillor 
attendance at conference. 

Any conference not within the scope of the above entitlements is to be the subject to Council 
approval. 

All expenses are to be administered as follows: 

 

Expense Type 
Extent of expense 
payable by City of 
Rockingham 

Comments 

Accommodation, 
meals, 
refreshments and 
direct expenses 
 

All reasonable 
expenses. 
 

All arrangements and purchase orders to be made 
by the Administration. 
All reasonable expenses will be reimbursed upon 
provision of receipts or credit card statements. 
 

Travel Expenses 100% All arrangements and purchase orders to be made 
by the Administration. 
All reasonable expenses will be reimbursed upon 
provision of 
receipts or credit card statements. 
 

Accommodation 
Allowance 
 

In accordance 
with Schedule I, 
Clause 9 of the 
Award 
 

Where elected members choose to not stay in hotel 
/ motel accommodation. 
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5. Legislative and Strategic Context 

Local Government Act 1995 

Local Government (Administration) Regulations 1996 

Public Service Award 1992 

 
 
 
Corporate and Engineering Services Committee Meeting:  15 March 2011 
Adopted at Council Meeting on 22 March 2011 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

CUSTOMER SERVICE CHARTER 
 

 
 
Our commitment 
The City of Rockingham is committed to providing you with a friendly, positive, professional and 
efficient service.  Our Customer Service Charter outlines our commitment and gives you standards 
against which to measure our performance.  It also provides our staff with clear standards to aspire 
to.  We will continually strive to improve the quality and standard of our service. 
 
Our Community’s vision for the future 
The community, in partnership with Council has developed a clear and powerful vision for the 
future of the City of Rockingham.  This vision will guide and assist us with our continuing journey in 
leading Rockingham’s evolution into one of the safest, most liveable and sustainable Cities in the 
nation. 
 
Who are our Customers 
Our Customer Service Charter relates to any person or organisation having dealings with the City 
of Rockingham. 
 
Service standards you can expect 
We will: 

- Treat customers with courtesy, respect and understanding 

- Deal with your request promptly 

- Supply our customers with accurate information 

- We will take ownership of your enquiry and always strive for first contact resolution 

- Ensure our website will contain quality and easily accessible information 

 
In person 

- We will provide you with a friendly, positive, professional and efficient service 

- Our frontline Customer Service staff will wear our corporate uniform 

- All staff will wear a name badge 

- We will listen and discuss your requirements in full 

- We will take ownership of your enquiry and strive for first contact resolution 

- If our Customer Service staff are unable to assist because your enquiry requires specialised 
information, the appropriate officer will be called to the counter and will attend within five 
minutes 

- If the Officer you have requested is not available we will ensure an appropriate officer will 
attend to your enquiry.  Alternatively, we will arrange for the Officer to contact you to 
arrange an appointment 

 
On the Telephone 

- We will endeavour to answer your call within six rings 

- We will provide a 24-hour telephone service for after hours and emergency calls 
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- We will answer all calls courteously and introduce ourselves using our first name 

- We will make every effort to take ownership of your enquiry to reduce transferred calls 

- When we need to transfer your call, we will ensure that you are put in contact with the most 
appropriate person 

- We will return any messages within one (1) business day 

 
Social Media  

- We will reply to your query within one (1) business day. 
 
In writing (including letters, email & fax) 

- We will write to you in clear, concise language that is easily understood 

- We will send out standard information within 24 hours 

- Upon receipt of your enquiry or request for service, we will send you an acknowledgement 
card, which will provide you with a reference number and the contact details of the Officer 
handling your enquiry 

- General correspondence will be responded to within seven (7) working days 

- If your enquiry is complex and requires in-depth research or is of a technical nature that will 
take longer than seven (7) working days, we will acknowledge your letter, provide details of 
the Officer handling your enquiry and where possible provide a completion date 

 
Freedom of Information 
The Freedom of Information Coordinator is required to deal with FOI requests in accordance with 
the Principles of Administration set out in Section 4 of the Freedom of Information Act 1992.  The 
Freedom of Information Coordinator will: 

- Assist customers to obtain access to documents 

- Allow access to documents to be obtained promptly 

- Assist customers to ensure that personal information contained in documents is accurate, 
complete, up to date and not misleading 

If you require any further information on Freedom of Information, please contact the FOI 
Coordinator: 

- Telephone: 08 9528 0333 

- Email: council@rockingham.wa.gov.au 

The City of Rockingham Freedom of Information – Information Statement is available from our 
website: www.rockingham.wa.gov.au 
 
Disability Access and Inclusion 
The City of Rockingham acknowledges that people with disabilities are valuable members of our 
community who are entitled to equitable access to services and facilities.  For Customers having 
difficulties accessing some of the City’s services due to a disability, the City can provide the 
services of an interpreter upon request.  All of the documents produced by the City are available in 
alternate formats.  The City also participates in the Better Hearing Australia initiative. 
For further information on the City’s Disability Access and Inclusion Plan: 

- Visit the City’s website www.rockingham.wa.gov.au or 

- Telephone 08 9528 0333 

 
 
 

mailto:council@rockingham.wa.gov.au
http://www.rockingham.wa.gov.au/
http://www.rockingham.wa.gov.au/
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How you can help us meet our commitment 
We ask you to: 

- Treat our staff how you would like to be treated 

- Have a note pad and pen on hand when you call the City 

- Supply us with complete and accurate information 

- Inform us promptly of any change of address 

- Phone the Officer nominated on correspondence sent to you and quote the reference 
number 

 
We value your feedback 
We would like to hear from you whether you have a request for service, a complaint or compliment. 

- In person: Administration Building 
 Civic Boulevard, Rockingham 
 Monday to Friday 
 8.30am to 4.30pm 

- By phone: 08 9528 0333 

- By Fax:  08 9592 1705 

- By writing to: Chief Executive Officer 
 City of Rockingham 
 PO Box 2142 
 ROCKINGHAM DC WA 6967 

- By email: council@rockingham.wa.gov.au 

-  Social Media: www.facebook.com/city-of-rockingham 

- Website: www.rockingham.wa.gov.au 

 
Your feedback assists us to monitor the quality and standard of our service. 
 
Adopted at Council Meeting on 23 March 2010, amended on  
Amended by Council 22 May 2012 (CS-015/12) 

mailto:council@rockingham.wa.gov.au
http://www.rockingham.wa.gov.au/
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

USE OF CREST AND LOGO 
 

 
 
STATEMENT OF INTENT 
 
To ensure that Council administers the approved use of the City’s Crest and Council Logo. 
 
POLICY 
 
The City Crest/Logo shall only be used by special permission of Council. 
 
The use of the Crest and/or Logo by organisations may be considered under the following 
circumstances: 
 
- The request to be for a specific purpose and be associated with the applicant’s normal activity. 
- The use to have the effect of promoting the district to people or target groups living both inside 

and outside of the district. 
- Applications from non-profit or altruistic organisations to have their main centre of activity 

located within the district. 
 
Any approval is to be in accordance with current Management Practices and the City of 
Rockingham Logo Style Guide. 
 
PROCEDURE 
 
Consideration for the use of the City Crest and Council Logo shall be within the following 
guidelines: 
 
1. All requests shall be in writing and approval received prior to proposed use. 
2. Details of how and where the Crest/Logo is to be used must be supplied on application. 
3. In applications from organisations with a profit motive, it will normally be a requirement that 

Council has a direct involvement with the specific purpose and a charge may be applied. 
4. Permission to use the crest shall only be given by Council. 
5. Permission to use the logo may be delegated to the Chief Executive Officer. 
 

 

 

  

Logo Crest 
 
 
Corporate Services Committee Meeting:  19 August 2003 
Adopted by Council on:  26 August 2003 and new logo adopted on 23 November 2010. 
NOTE: Please refer to the City of Rockingham Style Guide Version 2 – Feb 2011 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

EAST ROCKINGHAM PIONEER CEMETRY BURIAL POLICY 

 
 
OBJECTIVE 
 
- To provide persons who do not hold a Grant of Right of Burial but already have immediate 

family members interred in the East Rockingham Pioneer Cemetery the right to be buried in 
the Cemetery. 

- To define who can be buried in Cemetery after 30th June 2009. 
- To acknowledge the pioneer significance of the Cemetery and ensure that families are able to 

be buried together. 
 
STATEMENT 
 
Whilst acknowledging the new Rockingham Regional Memorial Park (Memorial Park), has 
recently opened, the Council still wishes to allow for families to be reunited by allowing for burials 
at the East Rockingham Pioneer Cemetery when requested, where they are an immediate family 
member of persons interred prior to 30th June 2009 or they were a grant holder at 30th June 2009. 
 
DEFINITIONS 
 
Cemetery means East Rockingham Pioneer Cemetery at Reserve 841 Mandurah Road, East 
Rockingham, WA. 
Immediate Family Members means a Great Grandparent, Grand Parent, Husband, Wife, Mother, 
Father, Son, Daughter, Grandchildren and Great Grandchildren as of 30th June 2009 
City means City of Rockingham 
Interment means the burial of a coffin or the placement of ashes within a plot. 
 
PROCEDURE 
 
Any person holding a current Grant of Right of Burial at East Rockingham Pioneer Cemetery as at 
30 June 2009. 
 
Immediate Family Members of persons holding a current Grant of Right of Burial at East 
Rockingham Pioneer Cemetery as at 30 June 2009. 
 
Immediate Family Members of persons already interred within East Rockingham Pioneer 
Cemetery. 
 
Instances whereby an owner of a Grant of Right of Burial at 30 June 2009 has become deceased, 
not exercised the grant, and has gifted it to another family member, it will be recognised as 
belonging to the recipient of the gifting (on producing appropriate proof and the completion of a 
Statutory Declaration). 
 
The Chief Executive Officer of City of Rockingham holds discretionary power to authorise the 
interment of any person not covered by the above rulings, subject to unused plots (those that no 
Grant of Right of Burial has been allocated to it at any time) being available. 
 
Relevant fees and charges as included in the City’s annual budget will apply to this Policy. 
 
Corporate and Engineering Services Committee Meeting:  20 October 2009 
Adopted by Council on 27 October 2009 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

EQUAL OPPORTUNITY  
 

 
 
Council Policy Objective 

To outline the City’s commitment to provide equal opportunity to employees in all aspects of 
employment, and comply with the requirements of the Equal Opportunity Act (WA) 1984. 

 
Council Policy Scope 

All employees and job applicants. 

 

Council Policy Statement 

The City provides and maintains a work environment that is free from discrimination and where all 
employees are treated fairly and with respect, by ensuring that:  

- All decisions made regarding the employment of potential and existing employees are based 

on merit and equity, and are bias-free 

- All decisions made regarding the training and promotion of existing employees are based on 

merit and equity, and are bias-free 

- Employees are aware of the grounds for discrimination specified under the Equal Opportunity 

Act 1984, and supported to ensure these are not breached 

- Documents relating to employment information gathering do not discriminate on any grounds, 

except if the information is being gathered for specific reports required by legislation (i.e. 

Diversity Questionnaire) 

- Reasonable adjustments are made, where possible, to accommodate the diversity needs of all 

employees 

- A fair and bias-free procedure is in place to receive, investigate and resolve any grievances 

raised by employees.    

Employees must treat colleagues with respect and adhere to workplace policies and procedures 
relating to conduct to ensure the City maintains a workplace free from discrimination.  
The City will prepare an Equal Opportunity Management Plan and submit this to the Commissioner 
for Equal Opportunity every three (3) years.  
Definitions 

Employees – any person engaged in work with the City, including employees, workers, volunteers 
and contractors. 

Discrimination – treating a person unfairly.  Sixteen grounds of unlawful discrimination are specified 
under the Equal Opportunity Act 1984.  

Grounds for Discrimination – 

- Age 

- Breastfeeding 

- Family responsibilities 

- Family status 

- Fines Enforcement Registrar’s website 

- Gender history 

- Impairment 
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- Marital status 
- Political conviction 

- Pregnancy 

- Race 

- Racial harassment 

- Religious conviction 

- Sex 

- Sexual harassment 

- Sexual orientation. 

 

Legislation 

Age Discrimination Act (Cth) 2004 

Disability Discrimination Act (Cth) 1992  

Equal Opportunity Act (WA) 1984 

Gender Reassignment Act (WA) 2000 

Human Rights and Equal Opportunity Commission Act (Cth) 1987 

Racial Discrimination Act (Cth) 1976 

Sex Discrimination Act (Cth) 1984 

 
Other Relevant Policies/ Key Documents 

Code of Conduct for Councillors, Employees and Committee Members 

Equal Opportunity Management Plan 

Executive Policy – Flexible Working Arrangements 

Executive Policy – Grievance Resolution  

Procedure – Grievance Resolution 

Executive Policy – Preventing Workplace Bullying, Violence and Aggression 

Procedure – Preventing Workplace Bullying, Violence and Aggression 

Fact Sheet – Preventing Workplace Bullying, Violence and Aggression 

 
Responsible Division 

General Management Services 

 
Review Date 

May 2019 
 
Adopted at Council Meeting on 24 May 2016 (GMS-011/16)
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CITY OF ROCKINGHAM 

 
COUNCIL POLICY 

 
FUNCTIONS HOSTED BY COUNCIL 

 

 
 
BACKGROUND 
 
Council has, by resolution, hosted functions and receptions to recognise the services provided 
by various community organisations in the district.  The functions have fallen into four main 
categories. 
 
a) Regular functions held annually in support of local organisations 
b) Receptions for visiting Naval Vessels 
c) Celebrations of specific non-recurring events of significance to the local community 
d) Mayoral Receptions 
 
The first two categories are covered by separate Council policies dated July 1994 and 
September 1980, respectively.  The third type of function has been approved on an individual 
basis, and the fourth at the Mayor’s discretion. 
 
The growth of the community has led to an increase in the number of groups providing services 
on a non-profit basis.  There has been an associated increase in the workload needed to co-
ordinate regular functions. 
 
STATEMENT OF INTENT 
 
This Policy provides guidelines on the occasion on which Council will host functions and 
receptions and the groups eligible to be invited. 
 
POLICY 
 
Council reserves the right to host receptions and functions, from time to time, to celebrate or 
recognise activities which contribute to the Rockingham community. 
 
In addition to such ad hoc functions as Council may approve, the following regular receptions 
will be held on an annual basis: 
 

-  Rockingham Service Clubs 
-  Uniformed and Emergency Service Groups 
-  Sporting Groups - Winter 

- Summer 
-  Community Welfare and Youth Groups 
-  Arts, Theatre and Religious Groups 
-  General Recreation (non-sporting) Groups 

 
The maximum number of invitees will be decided by the Mayor and Chief Executive Officer. 
 
Receptions for visiting Naval Vessels and other specific groups will be hosted at the discretion 
of the Mayor and will generally only occur when the visit is of special significance. 
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PROCEDURE 
 
- The Chief Executive Officer may delegate an appropriate officer to co-ordinate functions 

and receptions. 
 
- The list of invitees will be prepared by the Mayor and Chief Executive Officer who will 

consult with other Councillors and officers to determine when new groups are to be 
represented at functions. 

 
- Invitations for regular functions will be sent to appropriate groups or individuals at least 4 

weeks in advance whenever practicable. 
 
- A list of invitees will be filed for future reference. 
 
- Invitations will be on a standard proforma with a written or telephone RSVP option 

indicating the names of attendee(s). 
 
- A cut off date at least one week prior to the function will be nominated to allow for catering 

requirements to be co-ordinated. 
 
- Functions will normally start at 6:00pm and finish at 7:30pm. 
 
- A standard layout and menu will be used. 
 
- The Mayor or his representative will address the function. 
 
 
 
Administration and General Purpose Committee Meeting:  20 March 1995 
Adopted by Council on 28 March 1995 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

GLOBAL FRIENDSHIP POLICY 
 

 
 
1. INTENT  
 
To articulate Council's commitment to establishing and maintaining Global Friendships and to 
prescribe the role and function of the Global Friendships Committee. 
 

2. SCOPE  
 
This policy relates to all forms of Global Friendships to which different names have been 
assigned. The agreements can be between cities or towns within Australia or overseas, with no 
more than one Global Friendship to be established in any one country, except in exceptional 
circumstances. 

 
3. RELATIONSHIP TYPES 
 
Sister City Relationship 

A sister city relationship is a formal, long term relationship based on diverse linkages between 
the two cities – including cultural, educational, tourism, sporting and business links.  The 
relationship requires a high degree of commitment on both sides, as well as the active 
involvement of the Global Friendship Committee and Working Parties. 
 
Friendly City Relationship 

A friendly city relationship is less formal than a sister city relationship and it generally has a 
lower profile.  It is likely to be a long term relationship, but the level of community support and 
involvement is not as high and the number of links may be more restricted than a sister city 
relationship.  For example, the purpose may be for only a particular sporting event held on an 
annual basis. 
 
Partnership City 

A partnership city relationship is generally a short term relationship based on a specific project 
or initiative that the two cities share.  For example, an environmental or school project of mutual 
benefit. 
 
Historical City Relationship 

A historical city relationship is one based on past or ceremonial links. An example may be the 
link between a group of members in regard to a military unit or conflict. 
 
4. ENDORSED GLOBAL FRIENDSHIPS 
 
Council has two active affiliations to which it is a signatory, being: 

Á City of Ako (Japan) – A “sister city” relationship based on opportunities for residents and 
groups to exchange diverse cultural aspects, particularly during official and community 
visits. 
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Á Kota Kinabalu (Sabah, Malaysia) – A “friendship city” agreement in conjunction with the 
objectives of the South West Group to support potential bilateral trade between firms in the 
two regions. 

 
5. POLICY STATEMENT 
 

5.1 Objectives 
Á The objective is to promote relationships that affiliate Rockingham with cities 

in other countries where such relationships have a significant positive 
influence on the communities involved. 

Á In pursuit of this objective, Council through its Global Friendship Committee 
may undertake or facilitate such activities as: 

¶ exchanges of individuals, information and ideas across a wide range 
of interests; 

¶ visits to and from affiliated cities; 

¶ compilation of brochures providing information on aspects of life in 
Rockingham; 

¶ arranging exchanges of news items and reports between 
newspapers, radio and television in the respective cities; 

¶ supporting lectures by individuals from their respective countries; 

¶ correspondence between individuals of the cities; 

¶ exchanges and communications between churches, educational 
institutions, sporting bodies, clubs, societies or groups with common 
interest; 

¶ exchanges of arts, crafts and educational material between schools 
and other groups; and 

¶ promotion of trade through continual cultural and goodwill visits. 

 
5.2 Criteria for Global Friendships 

There must be tangible and sustainable benefits demonstrated in order for Council to 
commit to a new Global Friendship and the following factors will be considered in 
choosing or reviewing a Global Friendship: 

¶ Trade links between the two countries with preference being given to cities in 
countries where Australia has a free trade agreement or a proven trade record; 

¶ Cultural links between the two countries; preference being given to cities in countries 
where Council determines that the City would benefit from a greater awareness and 
appreciation of that country’s traditions and customs; 

¶ Sporting links between the two countries; preference being given to cities in 
countries where Australia has existing sporting links through national sporting 
federations; 

¶ Tourism links between the two countries; preference being given to cities in countries 
who are major sources of visitors to Australia or who provide a potential market for 
local tourism operators;  

¶ Education links between the two countries; preference being given to cities in 
countries that have existing educational exchange programmes or who provide a 
potential market for local educational institutions. 

In considering the above factors it is necessary to compare not only the similarities but 
the potential for these similarities to provide mutual benefit within the existing scope and 
limitations. Existing relationship are also assessed against: 
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¶ Level of communication 

¶ Outcomes to date, benefits seen 

¶ Current and proposed projects. 

 
5.3 Visits 

Official visits will be conducted as follows:- 

¶ One visit to each endorsed affiliate every two years provided that the relationship is 
active and reciprocal; 

¶ One reciprocal visit from each endorsed affiliate every two years provided that the 
relationship is active and reciprocal; 

¶ The composition of the delegation is subject to Council approval and will be led by 
the Mayor; 

¶ Partners of delegates must travel at their own expense; and 

¶ Visiting officials of affiliated cities will be afforded reciprocal hospitality including 
accommodation, civic events and receptions and district tours and visits. 

 
5.4 Terms of Reference of Global Friendships Committee 

The role of the Committee is to make recommendations to Council on: 

¶ Promoting awareness of the social and economic importance of the Global 
Friendships program to the community 

¶ Planning and arranging visits to and from global affiliates 

¶ Measuring the performance and effectiveness of individual Global Friendships in 
terms of community and economic development benefit  

¶ New Global Friendship proposals 

¶ Reviewing the performance and effectiveness of each Global Friendship every four 
years to assess the degree of activity, value to Council and associated benefits for 
the City of Rockingham. 

 
5.5 Committee Membership 

The Committee shall comprise: 

¶ Three (3) Councillors 

¶ Six (6) Community representatives 

 
5.6 Executive Support 
 
¶ Manager Governance and Councillor Support (or nominee) and Manager Community 

Capacity Building (or nominee) will attend meetings to provide support and advice. 
Executive Support will be provided by the Governance and Councillor Support Team. 

 
6 LEGISLATIVE AND STRATEGIC CONTEXT 
This policy directly relates to the City of Rockingham Economic Development Plan. The policy 
will be reviewed in light of any future Western Australian and Australian Government foreign 
affairs and trade policies and directives. 
 
Corporate and Engineering Services Committee:  20 May 2008 
Council Meeting:  27 May 2008 (previously Sister City Policy) 
Council Meeting: 24 November 2009 (previously Civic Affiliations Policy) 
Council Meeting: 28 September 2010 (current Global Friendship Policy) 
Amended at 26 August 2014 Council Meeting (GMS-013/14) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

GOVERNANCE AND MEETING FRAMEWORK 
 

 
 

Council Policy Objective 

Provide a functional, transparent and legally compliant meetings framework that serves to: 

¶ Engage elected members in policy and strategy development from concept through to adoption. 

¶ Facilitate opportunity for elected members to participate in Council’s policy and strategy agenda 
with the assistance and collaboration of Council officers. 

¶ Provide elected members with accurate, relevant and topical information upon which to make 
decisions and undertake their roles. 

¶ Capitalise upon the skills, knowledge and enthusiasm of community members who sit on Council 
advisory committees. 

Council Policy Scope 

Ordinary Council meetings, standing committee meetings, Councillor Engagement Sessions, 
occasional and advisory committee meetings. 

Council Policy Statement 

Ordinary Council Meetings 

Ordinary Council meetings are the principal forum in which decisions are made by the Council, the 
peak decision making body of the City of Rockingham. Meetings are conducted on the fourth 
Tuesday of the month commencing at 6pm and held in the City of Rockingham Civic Administration 
Centre.  

Agendas for the meetings are to be distributed to elected members no later than 2pm on the Friday 
immediately preceding the meeting. 

Conduct at ordinary Council meetings must comply with the City of Rockingham Standing Orders 
Local Law and minutes will be recorded in accordance with the provisions of Section 5.22 of the 
Local Government Act 1995.  The meetings are open to the public unless dealing with confidential 
matters as prescribed in the Act. 

Standing Committee Meetings 

Standing committee meetings are the forum in which elected members consider all issues going 
before the Council and after consideration of officers reports make recommendations for full Council 
consideration. 

Standing Committee Membership Concept 

Where practicable, each councillor will be member of one of the standing committees and deputy for 
the other. In the interest of representational equity, where possible each standing committee will 
comprise a councillor elected from each of the Wards of the City. 

The Standing Committees of the City of Rockingham are: 
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Planning and Engineering Services Committee  
(5 Councillors, 5 Deputies) 
Areas of consideration: 

¶ Strategic Planning 

¶ Statutory Planning 

¶ Building Control 

¶ Environmental Health 

¶ Ranger Services 

¶ Emergency Services 

¶ City Centre Development 

¶ Engineering 

¶ Parks 

¶ Capital Works 

¶ Asset Management 

¶ Waste Services 

The Planning and Engineering Standing Committee meets on the third Monday of the Month. 
Agendas for the meetings are to be distributed to elected members no later than 2pm on the Friday 
immediately preceding the meeting. 

Corporate and Community Development Standing Committee  
(5 Councillors, 5 Deputies) 
Areas of consideration: 

¶ Finance 

¶ Information Technology 

¶ Customer Service 

¶ Human Resource Development 

¶ Investment Attraction 

¶ Strategy and Corporate Communication 

¶ Governance and Councillor Support 

¶ Community Capacity Building 

¶ Community Infrastructure Planning 

¶ Community Safety and Support 

¶ Community Facilities 

¶ Libraries 

¶ Legal Services 

The Corporate and Community Development Standing Committee meets on the third Tuesday of the 
Month. Agendas for the meetings are to be distributed to committee members no later than 2pm on 
the Friday immediately preceding the meeting. 

Councillor Engagement Sessions  

Councillor Engagement Sessions will be convened on an occasional basis as a forum for 
information exchange between elected members and Council officers and facilitated Councillor only 
discussions on major strategic issues. Debating, collective decision making or revelation of ones 
intention on how they will vote at a future Council or Committee meeting is not permitted. Expressing 
an opinion on matters under discussion generally however, is appropriate and welcome. 

Councillor Engagement Sessions can be called at the request of either the Mayor, CEO or by 
Council motion and conducted, as required, on the second Tuesday of the month from 4pm until 
6pm and on other occasions when special circumstances dictate. 
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Sessions are to be chaired by the Mayor, Deputy Mayor or nominated Councillor as is the process 
with other meetings of Council.  

The Sessions will comprise of two different modes of engagement. 

1) Information Exchange: Staff, consultants or relevant stakeholders to present to Council on 
complex strategic and operational issues. 

a. Between 30% and 50% of the allotted time depending on the nature and complexity of the 
issue, will be allocated for questions from and discussion between Councillors. 

b. Briefing notes and supporting documentation is to be distributed to Councillors at least five 
working days before the session. 

c. “Power Point” presentations are to be kept to a minimum and all other forms of digital and 
personal communication techniques should be utilized wherever possible  

2) Strategic Discussion: A facilitated discussion between Councillors on major and or complex 
strategy and policy issues. 

a. Minimum timeframe 45 minutes. 

b. Discussion to be facilitated by an appropriately trained staff member 

c. Staff are not to participate in discussions unless asked to do so. 

d. All strategic discussions must be informed by a discussion paper prepared by a staff 
member and distributed at least five working days prior to the session. 

A general record should be kept of the session noting attendance, requests for further information 
and interests declared. No minutes as such will be taken nor will specific discussions, actions, or 
outcomes of the workshops be recorded, received or adopted at a later date. 

Given that a Council Workshop is not open to the public and does not involve any decision making 
or formal consideration of matters requiring a decision, there will be matters by which by their 
nature, should not be considered at a Council Workshop 

Matters which are not appropriate include: 

a.  applications for development approvals; 

b.  recommendations in relation to applications for subdivision approval; 

c.  initiation of a town planning scheme amendment or rezoning; 

d.  consideration of a proponent’s structure plan; and  

e.  applications for any licence, permit, approval or other authorisation under a local law. 

Occasional Committees (elected members only) 

The following occasional committees comprise of elected members only. They provide 
recommendations to Council in line with their terms of reference. Occasional committees meet as 
and when required as recommended by the committee to Council. 
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Audit Committee 

Terms of Reference: To oversee the risk management, internal control, legislative compliance and 
external audit processes of the City, including receipt of the auditors statements and management 
reports. 

Composition: 4 Councillors  

Executive Support: General Management Services Division – Internal Audit Team  

Note: The Local Government Act 1995 (s7.14A) requires that this committee is to be of three or 
more persons, which can include other persons as well as Elected Members. The Chief Executive 
Officer and employees are not to be members but can be observers. 

Note: To properly fulfil its functions under regulation 16(c) of the Local Government (Audit) 
Regulations 1996, the Audit Committee is to report directly to Council. 

Chief Executive Officers Performance Review Committee 

Terms of Reference: To undertake the performance review of the CEO including summarising the 
feedback of individual Councillors 

Composition: 4 Councillors 

Executive Support: Human Resource Development Team 

Christmas Decoration Occasional Committee  

Terms of Reference:   To investigate options for Christmas decorations within the City of 
Rockingham including ongoing replacement and repair costs with a projected budget of $50,000 per 
annum to be considered for the 2013/2014 financial year. 

Composition:  3 Councillors 

Executive Support – Community Capacity Building Team 

Community Grants Program Committee  

Terms of Reference:   To consider and make recommendations to Council regarding Major Grant, 
Major Event Sponsorship, and Infrastructure and Planning Development Grant Applications, and to 
provide feedback to staff on the Community Grants Program implementation. 

Composition:  4 Councillors, 4 Deputies 

Executive Support:  Community Capacity Building Team 

Customer Service Review Committee  

Terms of Reference:   To implement the Service Complaints Policy. 

Composition:  3 Elected Members, Chief Executive Officer (Director Corporate Services to replace 
Chief Executive Officer should complaint be against General Management Team). 

Executive Support:  Customer and Corporate Support Team 
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Governance Review Committee 

Terms of Reference:   To provide advice to Council in respect to the good governance of the City of 
Rockingham including reviews of governance obligations and process. 

Composition:  4 Councillors (1 Deputy) 

Executive Support:  Governance and Councillor Support Team 

Advisory Committees (Community and elected members) 

The following advisory committees comprise of elected members and community members. They 
provide recommendations to Council in line with their terms of reference. Advisory committees meet 
as and when required as determined by committee members or Council. Only in special 
circumstances should staff be voting members of committees. Their role should be that of providing 
professional advice and executive support. 

In the interests of continuity and retention of knowledge, all community memberships of advisory 
committees will be reviewed in the period between 1st July and 30th September in the year falling 
between ordinary elections with all new membership proposals being considered by Council no later 
than the October Ordinary Council meeting of that year. 

All community member committee positions will be advertised in the local media and existing 
members written to and invited to reapply. 

Should a community member resign mid-term then the committee may recommend to Council the 
name of a replacement or alternatively advertise the position. Notwithstanding these membership 
provisions, Council reserves the right to cancel a committee membership at any time for any reason 
pursuant to Section 5.11(2)b of the Local Government Act 1995. 

Each advisory committee is to review its terms of reference and membership composition within 
three months of an ordinary local government election.  Any proposals for change are to be referred 
to Council for consideration prior to 31 March the following year (for implementation in conjunction 
with the review of community membership).  This does not preclude an advisory committee from 
proposing changes to its terms of reference or membership composition as and when the need 
arises.  The Chief Executive Officer is to ensure that committee executive support officers initiate the 
review process and make committee members aware of the review through appropriately timed 
agenda papers. 

Active Ageing and Care Advisory Committee  

Terms of Reference:  To provide information, advice and guidance to Council on matters pertaining 
to seniors within the City of Rockingham. 

Composition: 2 Councillors, 8 Community Members  

Executive Support:  Community Capacity Building Team  

Australia Day Awards Selection Panel 

Terms of Reference:  To select persons for Australia Day Awards from Nominations received. 

Composition: 2 Councillors, (1 Deputy), 3 Honorary Freemans of the City of Rockingham 

Executive Support:  Governance and Councillor Support Team 
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Bush Fire Advisory Committee 

Terms of Reference:  To advise Council on all matters relating to bush fire control including the 
management of bush fire brigades and coordination of prevention, preparation and response 
strategies. 

Composition: 1 Councillor, Dept. Fire and Emergency Services 1 Representative, Singleton 
Volunteer Bush Fire Brigade 2 Representatives, Baldivis Volunteer Bush Fire Brigade 2 
Representatives, Rockingham Volunteer Fire and Rescue Service 1 Representative, Secret Harbour 
Volunteer Fire and Rescue Service 1 Representative, Department of Parks and Wildlife 1 
Representative.  

Executive Support:  Health, Rangers and Emergency Services Team 

City Safe Advisory Committee  

Terms of Reference:  To provide a consultative forum that can effectively advise Council on the 
community safety matters that arise in the City of Rockingham. 

Composition:  3 Councillors, 9 Community Members 

Executive Support:  Community Safety and Support Team 

Cultural Advisory Committee  

Terms of Reference: To provide advice and guidance on cultural development and the arts, whilst 
representing the community’s needs and aspirations in line with the City’s Cultural Development and 
the Arts Strategy. 

Composition:  1 Councillor, (1 Deputy), 5 Community Members 

Executive Support:  Community Capacity Building Team  

Disability Access and Inclusion Advisory Committee 

Terms of Reference: To represent the Community by providing advice/support to Council with 
regard to the implementation of the Disability Access and Inclusion Plan/Strategy and to address city 
controlled disability access and inclusion issues within the boundaries of Rockingham. 

Composition:  2 Councillors, 8 Community Members 

Executive Support:  Engineering Services Team 

Global Friendship Committee 

Terms of Reference:  To make recommendations to Council on:- 

- Promoting awareness of the social and economic importance of the Global Friendships program 
to the community. 

- Planning and arranging visits to and from global affiliates 
- Measuring the performance and effectiveness of individual Global Friendships in terms of 

community and economic development benefit 
- New Global Friendship proposals 
- Reviewing the performance and effectiveness of each Global Friendship every four years to 

assess the degree of activity, value to Council and associated benefits for the City of 
Rockingham.  

Composition:  3 Councillors, (1 Deputy), 6 Committee Members 
Executive Support:  Governance and Councillor Support Team 
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Heritage Reference Group 

Terms of Reference:  To provide a Forum to discuss the conservation and preservation of natural 
and culturally significant heritage sites within the Rockingham district. 

Composition:  1 Councillor, (1 Deputy), 2 representatives from the Rockingham District Historical 
Society 

Executive Support:  Statutory Planning Team 

Junior Council 

Terms of Reference:  Raising awareness of Council’s role in the community and enabling young 
people to present issues to Council from a youth (upper primary school students) perspective. 

Composition:  1 Councillor (Rotation of attendance of all 10 Councillors at meetings) 

Executive Support:  Community Capacity Building Team 

Local Emergency Management Advisory Committee 

Terms of Reference:  To advise and assist in the establishment, development, review and testing of 
local emergency management arrangements and to carry out emergency management activities as 
directed by State Emergency Management Committee or prescribed by regulations. 

Composition:  1 Councillor, Department of Child Protection 1 Representative,  Department of 
Parks and Wildlife 1 Representative, Dept. Fire and Emergency Services 1 Representative, Kwinana 
Industries Council 1 Representative, Rockingham General Hospital 1 Representative, Rockingham 
Volunteer Sea Rescue Group 1 Representative, Royal  Australian Navy 1 Representative, Secret 
Harbour Surf Life Saving Club 1 Representative (1 deputy), State Emergency Service 2 
Representatives, WA Police 1 Local Emergency Coordinator. (Deputy - Royal Australian Navy), (2 
Deputies – Rockingham Volunteer Rescue Sea Group). 

Executive Support:  Health, Rangers and Emergency Services Team 

Marine Infrastructure Advisory Committee 

Terms of Reference:  To consider issues relating to boating, diving and other marine related 
infrastructure meetings. 

Composition:  2 Councillors, 1 Community Member, 7 Representatives from Local Marine Groups 
and State Agencies, (Department of Fisheries 1 Representative, Department of Environment and 
Conservation 1 Representative, Department of Transport – Marine Safety 1 Representative, 
Mangles Bay Fishing Club 1 Representative, The Cruising Yacht Club 1 Representative, 
Rockingham Volunteer Sea Rescue Group 1 Representative, Safety Bay Windsurfing Club 1 
Representative) 

Executive Support:  Capital Projects Team 

Neighbours Unite Advisory Committee 

Terms of Reference:  To provide strategic advice to Council on supporting safe, secure and 
confident neighbourhoods across the City of Rockingham.  

Composition:  2 Councillors, 6 Community Members 

Executive Support:  Community Safety and Support Team 
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Pioneers Luncheon Working Party 

Terms of Reference:  To coordinate events for the Annual Pioneers Luncheon. 

Composition:  2 Councillors, (1 Deputy), 1 Community Member   

Executive Support:  Governance and Councillor Support Team 

RoadWise Advisory Committee 

Terms of Reference:  To provide input and advice into road safety matters with the outcome of 
having a safe and efficient transport network within the City of Rockingham. 

Composition:  1 Councillor, (1 Deputy), 6 Community Members 

Executive Support:  Engineering Services Team  

Rockingham Education and Training Advisory Committee 

Terms of Reference:  To provide advice and guidance to Council on education, training and lifelong 
learning within the City of Rockingham. 

Composition:  2 Councillors, 1 Community Member, 2 University representatives, 1 Department of 
Education (South Metro Education Regional Office) representative, 1 Independent Schools 
representative 

Executive Support: Community Capacity Building Team  

Sports Advisory Committee 

Terms of Reference:  To provide advice and guidance on sport and recreation relevant to the City of 
Rockingham, whilst representing the community’s needs and aspirations in line with the City’s 
relevant Community Plan strategy/strategies. 

Composition:  2 Councillors, 6 Community Members 

Executive Support: Community Capacity Building Team  

 

Annual Attendance Fees adopted at 16 December 2014 Council Meeting 

Annual Attendance Fees 

Councillors $ 30,900 

Mayor  $ 46,350 

Annual Allowances 

Mayor  $ 87,550 

Deputy Mayor $ 21,887.50 

The annual allowance for the Mayor is inclusive of the cost of provision of vehicle in line with the 
light vehicle fleet policy (if utilised). 

Travel and Childcare Expense Reimbursement 

Applicable to attendance at electors meetings, civic receptions, and Council workshops convened 
and / or facilitated by the City. 
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ICT Allowance $ 3 500 

Definitions 

Nil 

Legislation 

Division 2, Part 5 of the Local Government 1995 deals with Council Meetings, committees and their 
meetings. For the purposes of Section 5.98 (2) of the Local Government Act 1995 and the Local 
Government (Administration) Regulations 1996, Section 32 (1) (c) and 32 (2), travel and  child care 
cost are reimbursable in full for attendance at all meetings and briefings provided for in this policy as 
well as site inspection visits arising from standing committee requirements. 

Other Relevant Policies/ Key Documents 

City of Rockingham Standing Orders Local Law 2001 

Responsible Division 

General Management Services 

Review Date 

31 March 2016 

 
Policy adoption and amendments 
Corporate Services Committee 8 December 2009 
Adopted by Council on 15 December 2009 
Amended by Council 23 February 2010 
Amended by Council 23 March 2010 
Amended by Council 22 June 2010  
Amended by Council 27 July 2010 
Amended by Council 22 March 2011 
Amended by Council 27 April 2011 
Amended by Council 28 June 2011 
Amended by Council 23 August 2011  
Policy adoption and amendments 
Amended by Council 25 October 2011 
Amended by Council 24 April 2012 (GCS-005/12) 
Amended by Council 24 July 2012 (SPE-016/12) 
Amended by Council 25 September 2012 (CIP-009/12, CD-001/12, SP-051/12, GCS-012/12) 
Amended by Council 27 November 2012 (CIP-012/12, CCB-026/12, CLF-023/12) 
Amended by Council 26 February 2013 (GCS-003/13) 
Amended by Council 23 April 2013 (ED-002/13) 
Amended by Council 25 June 2013 (EP-018/13, GCS-005/13) 
Amended by Council 23 July 2013 (GM-004/13) 
Amended by Council 24 September 2013 (GCS-008/13) 
Amended by Council 21 October 2013 (GMS-002/13) 
Amended by Council 29 October 2013 (CD-004/13) 
Amended by Council 10 December 2013 (GMS-011/13) 
Amended by Council 27 May 2014 (CS-019/14) 
Amended by Council 24 June 2014 (GMS-010/14) 
Amended by Council 26 August 2014 (GMS-13/14, CD-025/14) 
Amended by Council 23 September 2014 (PDS-068/14, GMS-018/14) 
Amended by Council 16 December 2014 (GMS-025/14) 
Amended by Council 27 January 2015 (CD-001/15) 
Amended by Council 24 February 2015 (CD-005/15) 
Amended by Council 28 April 2015 (CD-009/15, CD-016/15) 
Amended by Council 22 September 2015 (GMS-012/15, GMS-013/15) 
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Amended due to typographical errors in RETAC and Active Ageing 12 November 2015 
Amended by Council 15 December 2015 (CD-047/15) and (CD-050/15) 
Amended due to typographical errors in RoadWise and City Safe 17 December 2015 
Amended by Council 27 January 2016 (CD-001/16)  
Amended Junior Council terms of reference to reflect changes to primary schools 10 February 2016 
Amended by Council 23 February 2016 (CD-005/16) 
Amended by Council 22 March 2016 (EP-007/16, CD-006/16, CD-008/16) 
Amended by Council 28 June 2016 (CD-021/16) 



 
 

CPM/3-02 

 

CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

GRATUITY PAYMENTS TO FINISHING EMPLOYEES 
 

 
 

Council Policy Objective 

To comply with section 5.50(1) of the Local Government Act 1995 and set out the circumstances in which 
the City may pay to an employee whose employment with the City is finishing, an amount in addition to any 
amount which the employee is entitled to under a contract of employment or Enterprise Agreement, and the 
manner of assessment of the additional amount. 

Council Policy Scope 

All employees. 

Council Policy Statement 

This policy outlines the circumstances in which gratuity payments may be made to a finishing employee.  
These payments, when made, are in addition to any amount that the employee is entitled to under a 
contract of employment or Enterprise Agreement.  This policy shall not be considered as a contractual 
entitlement under the employment relationship. 

When an employee’s services are ceasing with the City, the employee will be entitled to a gratuity as 
outlined below based on completed years of service. 

The gratuity payment identified within this policy does not apply to an employee who has been 
dismissed by the City for any reason. 

Prescribed Amounts for Gratuity Payments 

 

Period of employment 

 

 

Amount of Gratuity 

Continuous service of 5 years or more but less 
than 10 years continuous service. 

A gift to the value of $50. 

Continuous service of 10 years or more but less 
than 15 years of continuous service. 

 

A gift to the value of $150. 

Continuous service of 15 years or more but less 
than 20 years of continuous service. 

 

A gift to the value of $300. 

Continuous service of 20 years or more. A gift to the value of $500. 

 

For the purpose of this policy, continuous service shall deem to include: 

(a) Any period of absence from duty of annual leave, long service leave, accrued paid 
bereavement leave, accrued paid personal leave and public holidays. 

(b) Any period of authorised paid absence from duty necessitated by sickness of or injury to the 
employee but only to the extent of three months in each calendar year but not including leave 
without pay or parental leave. 
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(c) Any period of absence that has been supported by an approved workers compensation claim 
up to a maximum absence of one year. 

For the purpose of this policy, continuous service shall not include: 

(a) Any period of unauthorised absence from duty unless the City determines otherwise. 

(b) Any period of unpaid leave unless the City determines otherwise. 

 

Definitions 

Nil 

 

Legislation 

Local Government Act 1995 

Fair Work Act 2009 

 

Other Relevant Policies/ Key Documents 

City of Rockingham Enterprise Agreement(s) 

 

Responsible Division 

General Management Services 

 

Review Date 

April 2017 

 
Policy adoption and amendments 
Adopted by Council on 27 September 2016 (GMS-017/16) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

HONORARY FREEMAN OF THE MUNICIPALITY - NOMINATION PROCEDURE 
 

 
 
BACKGROUND 
 
Under Section 619A of the Local Government Act 1960, Council may, by absolute majority, 
pass a resolution which confers the title of ‘Honorary Freeman of the Municipality’ on any 
person.  This does not confer any right or privilege on that person other than the right to use the 
title so conferred. 
 
NOTE:  This title has its origins in mediaeval European history when a man who was bound 

to serve a landowner could, by special decree, be declared a ‘free man’ and so be 
freed of former obligations to the landlord. 

 
STATEMENT OF INTENT 
 
This Policy stipulates the procedures for the nomination, selection and induction of persons 
designated as ‘Freeman of the Municipality’. 
 
POLICY 
 
Subject to the eligibility and selection criteria of this policy being met, Council may, by an 
absolute majority decision, confer the title of ‘Honorary Freeman of the Municipality’ on any 
person.  The title shall be reserved for persons who have rendered exceptional service to the 
community.  The process for nomination and selection of persons for the title are as follows: 
 
Eligibility Criteria 
 
Nominees for the conferring of the title ‘Honorary Freeman of the Municipality’ should be 
residents of the City of Rockingham who have given distinguished service to the City, preferably 
in more than one capacity. 
 
Selection Criteria 
 
Nominees will be judged on their record of service to the community.  The selection criteria are 
to include:- 
 
a) Length of service in a field (or fields) of activity. 
b) Level of commitment to the field (or fields) of activity. 
c) Personal leadership qualities. 
d) Benefits to the community of the City of Rockingham and/or State of Western Australia 

resulting from the nominee’s work. 
e) Special Achievements of the nominee. 
 
Nomination Procedure 
 
a) Nominations for the Award may be made by individuals or organisations and are to be 

sponsored by a Councillor of the City of Rockingham.  They are to be submitted to the 
Chief Executive Officer on the Official Nomination Form (as appended to this policy) for 
initial consideration by the Corporate Services Committee. 
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b) Nominations are to be made in the strictest confidence without the knowledge of the 
nominee. 

 
c) On receipt of a nomination the Chief Executive Officer shall circulate a copy of the 

nomination and any supporting information to all Councillors. 
 
d) On receipt of the information, Councillors shall have at least two weeks to consider the 

proposal.  If a Councillor is not in favour of the proposal then he/she should either. 
 

i) submit his/her views, in writing, to the Chief Executive Officer, who will provide a 
copy to all members of the Corporate Services Committee; or 

ii) attend the appropriate meeting of the Corporate Services Committee to present 
his/her views. 

 
 Councillors who do not formally respond will be presumed not to object to the 

nomination. 
 
e) If it is considered appropriate to pursue the nomination, then the Corporate Services 

Committee may recommend to Council that the title ‘Honorary Freeman of the 
Municipality’ be conferred on the nominated individual.  (Adoption of such 
recommendation requires an absolute majority decision by Council). 

 
f) If it is considered by Committee that it would not be appropriate to pursue such 

nomination, then no record is to be made in the Minutes and if the Councillor sponsoring 
the nomination is not in attendance, the Chairman of Committee shall, prior to the next 
Ordinary Council Meeting, verbally advise that Councillor that the nomination has not 
been supported. 

 
 In considering such nomination, the nominating/sponsoring, Councillor shall be given the 

opportunity to attend the meeting of the Corporate Services Committee to hear discussion. 
 
Awarding the Title 
 
Once a nomination has been accepted by Council, the nominee and any person(s) or 
organisation(s) involved in the nomination are to be informed of the decision and a suitable 
press statement is to be released. 
 
The formal conferring of the title is to be carried out at a reception held by Council.  This may be 
a special reception for this purpose, or the ceremony may form the focal point of any other 
suitable reception hosted by Council.  The decision on the occasion and format of the ceremony 
shall rest with the Mayor, in consultation with the Chief Executive Officer. 
 
The successful nominee shall receive an illuminated framed certificate which confirms his or her 
status and shall be invited to attend all civic functions. 
 
 
 
 
Policy Adopted: 12 May 1994 
Amended by Council:  27 February 1996 
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Nomination Form for the conferring of the title  
“Honorary Freeman of the Municipality”. 

 

The information contained in this 
document is strictly confidential 

 
CITY OF ROCKINGHAM 

 

 
 

NOMINATION FOR THE 
CONFERRING OF THE TITLE 

‘HONORARY FREEMAN OF THE MUNICIPALITY’ 
 

 
Dear Sir, 
 
I hereby nominate 
 
…………………………………………………………………………………………………………… 
(Full Name) 
 
…………………………………………………………………………………………………………… 
(Address) 
 
for the conferring of the title ‘Honorary Freeman of the Municipality’. 
 
In support of this recommendation I supply the information set out on pages 2 and 3 of this 
document. 
 
Yours faithfully 
 
 
 
 
 
………………………………………….. ………./……………/………. 
 
 
  TO: The Chief Executive Officer 
   City of Rockingham 
   Civic Boulevard 
   ROCKINGHAM  WA  6168 
 
     *** 
 



 
 

CPM/3-02 

 

 

 
DETAILS OF PERSON SUBMITTED NOMINATION 

   
The following information about the person submitting this recommendation is needed to enable 
officers of the City of Rockingham to seek further details, if required.  In addition to completing the 
full details below, please indicate, in the box provided, your preferred address for further contact. 
   
 NAME (IN FULL): …………………………………………………………………………… 

Ç HOME ADDRESS: …………………………………………………………………………… 

  and 

 TELEPHONE NO: …………………………………………………………………………… 

 OCCUPATION: …………………………………………………………………………… 

Ç BUSINESS ADDRESS: …………………………………………………………………………… 

  and 

 TELEPHONE NO: …………………………………………………………………………… 

 
 
 

 
DETAILS OF PERSON BEING NOMINATED FOR THE TITLE 

  
Please provide a biographical profile of the person you are nominating by completing the section 
below and by providing the details requested on the next page.  If sufficient space is available on 
pages 3 and 4 of the form, please attach a separate statement. 
  

SURNAME: ………………………………………………………………………………… 

GIVEN NAMES: ………………………………………………………………………………… 

HOME ADDRESS: ………………………………………………………………………………… 

 and 

TELEPHONE NO: ………………………………………………………………………………… 

OCCUPATION: ………………………………………………………………………………… 

BUSINESS ADDRESS: ………………………………………………………………………………… 

 and 

TELEPHONE NO; ………………………………………………………………………………… 

AWARDS AND/OR 
  DEGREES, ETC: ………………………………………………………………………………… 
DATE AND PLACE  
  OF BIRTH 
 

………………………………………………………………………………… 
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Please set out below details of the activities undertaken by the person you are nominating and the 
reasons why you consider he or she should receive special recognition from the Council of the City 
of Rockingham by the conferring of the title ‘Honorary Freeman of the Municipality’. 
 
The names and addresses of individuals and/or organisations able to support your 
recommendation should also be provided. 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

INCOMING AND OUTGOING COUNCILLORS ADMINISTRATION FOLLOWING ELECTIONS 
 

 
 

BACKGROUND 
 
It is in the best interests of Council that newly elected Councillors are assisted to settle into their 
role as quickly as possible.  This requires that they be made fully aware of the responsibility of 
office and the practical workings of Council within a short period of their election.  Similarly, 
outgoing Councillors should be afforded recognition for their services to the community. 
 
STATEMENT OF INTENT 
 
This policy defines the process of assisting newly elected Councillors in the assumption of their 
office.  It also makes provision for the recognition of the past service of outgoing Councillors. 
 
POLICY 
 
Following any Council elections at which new members are elected to office, the Mayor and 
Chief Executive Officer are to ensure that, within a reasonable time, new Councillors are given 
assistance in coming to terms with the duties and responsibilities of their role.  Outgoing 
Councillors are also to be given due recognition for services rendered to the community. 
 
The following procedures describe the minimum level of support to be provided. 
 
INCOMING COUNCILLORS 
 
As soon as practicable following their election to Council, new members should be provided with 
the following: 
 
- A copy of the Local Government Department booklet “Local Government in Western 

Australia - A Councillor’s Guide”. 
 
- A verbal and/or written briefing on the local operations and structure of the City of 

Rockingham.  This should include information regarding practical issues affecting their 
functions such as:  dress standards, press relations, security matters, reimbursement of 
expenses and access to staff. 

 
- A meeting with the Chief Executive Officer and Divisional Managers to be given an 

introduction to the Senior Management and an overview of their portfolios, including a tour 
of the Administration Centre. 

 
- Copies of Council Policies, Standing Orders and Code of Conduct. 
 
- The equipment provided by Council - name badge, coat, briefcase, stationery, etc. 
 
The Mayor and/or Chief Executive Officer should meet with new Councillors prior to their first 
Council meeting to provide guidance on the protocol of the meeting and the Standing Orders. 
 
New Councillors are encouraged to attend orientation seminars conducted by the Department of 
Local Government or other relevant agencies. 
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Incoming Councillors are to be introduced to all areas of the workforce as soon as practicable 
following their election.  Incoming Councillors will be presented with a copy of Nora Taggarts 
Book “Rockingham Looks Back”. 
 
OUTGOING COUNCILLORS 
 
All outgoing Councillors are to be sent a suitable letter, acknowledging their service to the City, 
following their cessation of duties. 
 
All outstanding obligations to pay expenses, etc to these Councillors should be finalised within 
one month of their retirement from office. 
 
Presentations recognising past service are to be as follows: 
 
1 All retiring Councillors are to be presented with a suitably inscribed City plaque. 
 
2 For service during two terms of office or more, Councillors are to be presented with an 

‘illuminated address’. 
 
3 Councillors who complete the relevant periods of service (minimum 10 years) are to be 

nominated to receive the appropriate awards from the Local Government Association. 
 
Presentations will be made at the Council Christmas Dinner next following the retirement from 
office of the outgoing Member(s). 
 
COUNCIL CHANGOVER DINNER 
 
Following an ordinary election at which there is a change of Council Membership, the Mayor 
and Chief Executive Officer may host a dinner at which new Councillors and their partners will 
be welcomed.  This should occur within three months of the election. 
 
COUNCIL PHOTOGRAPH 
 

Following the biennial elections, the Chief Executive Officer is to arrange for a group 
photograph to be taken for historical purposes. 
 
 
 
 
Corporate Services Meeting:  21 June 1995 
Adopted by Council on 27 June 1995 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

INVESTMENT OF SURPLUS FUNDS 
 

 
 
POLICY OBJECTIVE 
 
To: 

- Adopt a conservative approach to investments but with a focus to add value through the 
prudent investments of funds taking into consideration risk, the favourable rate of interest 
and also ensuring liquidity requirements are met. 

- Achieve a high level of security by using recognised ratings criteria, specifically rating 
agencies Standard and Poors, Fitch and Moody’s; 

- Maintain an adequate level of diversification; and  

- Funds being readily accessible for day-to-day requirements without incurring penalty 
charges. 

 
POLICY SCOPE 

The Policy affects all investments made by the City of Rockingham. 

 
POLICY STATEMENT 

 
Legislative Requirements 

All investments are to be made in accordance with:  

- Section 6.14 of the Local Government Act 1995 
- Part III of the Trustees Act 1962 as amended by the Trustees Amendment Act 1997.  
- Local Government (Financial Management) Regulations 1996 
- Australian Accounting Standards 

Delegation of Authority 

For information purposes, delegated authority has been provided to the CEO in accordance with 
section 5.42 of Local Government Act 1995 for investment of surplus funds.  

Prudent Person Standard 

The investment will be managed with the care, diligence and skill that a prudent person would 
exercise. Officers are to manage the investment portfolios in accordance with the spirit of this 
Investment Policy, and not for speculative purposes. 

Approved Institutions  

Investments shall be made only in the name of the City of Rockingham and all investments shall 
be made only with institutions which meet this policy's requirments on Authorised Investments, 
Diversification and Credit Risk.  

Authorised Investments  

Authorised investments shall be limited to the following types:  
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- an Authorised Deposit-Taking Institution (ADI) as defined in the Banking Act 1959 
(Commonwealth) section 5 ; or  

- The Western Australian Treasury Corporation established by the Western Australian 
Treasury Corporation Act 1986; and 

- any securities which have a short term Standard and Poor's Investors credit rating of 
A1+ , A1 or A2; or a Moody’s short term rating of P-1 or P2; or a Fitch short term rating 
of F1+, F1 or F2 rating.  

Prohibited Investments 

When investing money under section 6.14(1), a local government may not do any of the 
following: 

a) deposit with an institution except an authorised institution 

b) deposit for a fixed term of more than 12 months 

c) invest in bonds that are not guaranteed by the Commonwealth Government, or a 
State or Territory government 

d) invest in bonds with a term to maturity of more than 3 years 

e) invest in foreign currency 

Investment Quotations  

Not less than three quotations should be requested and at least 2 be received. These shall be 
obtained from authorised institutions whenever an investment is proposed.   

Selection of Investment  

- The criteria to be applied in making the investment choice will take into account:  

- The rate of return offered for the respective investment.  

- The relative risk of the respective investments, taking into account the Standard and Poor’s, 
Fitch or Moody’s ratings. 

- The requirement that no more than 50% of Council's total investment portfolio will be 
invested at any one time with one financial institution.  

- Council's future estimated cash flow requirements.  

- An investment of a minimum amount of $2million will be maintained with Bendigo Bank.  

Diversification and Credit Risk  

Investments made shall be within the percentage limits set out below.  When placing 
investments, consideration should be given to the relationship between credit rating and interest 
rate.  

Short Term 
Ratings 

Standards & 
Poors 

Short Term 
Rating 

Moody’s 

Short term 
Rating 
Fitch 

Maximum 
Percentage of 

Total 
Investments 

Minimum 
Percentage Total 

Investment 

Maximum 
Percentage with 

any one Institution 

A1+ P-1 F1+ 100% 60% 50% 

A1 P-1 F1 40% - 30% 

A2 P-2 F2 15% - 10% 
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In the table above, it is to apply upon the commencement of individual investments.  

This Policy requires the use of Standard and Poors, Fitch & Moody’s credit ratings. Any one 
institution is required to have a rating from all three credit rating institutions.   The lowest rating 
from any one institution will be deemed to be the credit rating for any Authorised Institution 

Reporting and Record Keeping  

Documentary evidence must be held for each investment and details thereof maintained in an 
Investment Register.  

Certificates must be obtained from the financial institutions confirming the amounts of 
investments held on Council's behalf as at 30 June each year and reconciled to the Investment 
Register. 

The status and performance of the investment portfolio to be reported to council on a monthly 
basis. 
 
DEFINITIONS 
ADI - Authorised Deposit-Taking Institutions (ADI) are corporations that are authorised under 
the Banking Act 1959 to take deposits from customers. 
Investment Portfolio – A collection of investments. 
Liquidity risk - Liquidity risk is the risk an investor is unable to realise at a fair price within a 
timely period. 
Risk Aversion - Risk aversion is the reluctance of an individual to invest in a product with a 
higher risk compared to a product with lower risk, but possibly lower returns. 
Rating Agencies – Credit Rating Agencies such as Standard and Poor’s, Moody’s and Fitch 
are professional organisations that provide opinion on the general credit worthiness of an 
obligor with respect to a particular debt security or other financial obligations. Credit ratings are 
based, in varying degrees, on the following considerations:  
- likelihood of payment 
- nature and provisions of the obligation 
- protection afforded by, and relative position of, the obligation in the event of bankruptcy, 

reorganisation or other laws affecting creditor rights. 

Speculative - A speculative deal involves deliberately taking a higher risk, in the hope of 
making an extraordinary gain. 
 

LEGISLATION 
Local Government Act 1995 – S6.14 
 

OTHER RELEVANT POLICIES/ KEY DOCUMENTS 
Department of Local Government and Regional Development Investment Policy, Local 
Government Operational Guidelines - Number 19 February 2008. 
 
Adopted by Council at the 26 June 2012 Council Meeting (CS-019/12) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

LEASING POLICY 
 

 
 

Council Policy Objective 

The purposes of this Policy are: 

¶ To establish a uniform and equitable approach to community leases. 

¶ To ensure that any commercial lease returns a market rent. 

¶ To demarcate certain responsibilities of lessee and lessor. 

 

Council Policy Scope 

All land and buildings owned, managed or controlled by the City, with the lawful capacity to be 
leased.  

 

Council Policy Statement 

COMMERCIAL LEASES 

Definition 

A “commercial lease” is a lease between the City and an entity that is not an incorporated not for 
profit association and includes a lease where the tenant is an individual, a company or a statutory 
or government body. 

Rent 

The rent on commencement is to be the market rent as determined by a licenced valuer or is to 
be determined by a tender or auction process.  The rent is to be reviewed to market at the 
commencement of every third year and adjusted in line with the movement of the consumer price 
index in other years. 

Term 

A maximum of 5 years 

Responsibilities of a tenant 

A tenant is responsible for all outgoings, rates and taxes and insurances and a fee for document 
preparation. 

Responsibilities of City 

Nil 

COMMUNITY LEASES 

Definitions 

A “community lease” is a lease between the City and an incorporated not for profit association. 

An “incorporated not for profit association” is an incorporated association that: 

(a) cannot operate for the profit or gain of its individual members; 
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(b) contributes to the community in a social, sporting, cultural, environmental or charitable 
context; and 

(c) demonstrates local volunteer involvement.  

Rent 

A nominal rental payment of $1 is to be payable for the term of the lease.  

CLASSIFICATION OF COMMUNITY LEASES 

Community leases are classified according to the 3 types set out below. 

Community Type One 

A Community Type One lease is a lease to an incorporated association with a single sport focus, 
discretionary membership regime, with exclusive use rights and lease coverage of all buildings 
and playing areas.  Playing areas are generally one sport specific and not open to any other 
recreational activities. Significant investment is required to establish and maintain club facilities 
and this is typically funded by membership fees, revenue from well organised club related 
licenced food and beverage activities, government grants and loans. They require long term 
leases to facilitate reasonable return on their significant capital investment.  

Term 

A maximum of 20 years 

Responsibilities of Tenant 

The tenant is responsible for: 

¶ Payment of all outgoings, rates and taxes and insurances and a fee for document 
preparation.  

¶ Maintenance of mechanical services, roofing, fit-out and structure.  

¶ Capital renewal, upgrade and capital expansion of all assets on the leased land.  

Responsibilities of City 

Nil 

Community Type Two 

A Community Type Two lease is a lease to an incorporated association with a single or multi-sport 
focus, easily accessible and affordable membership regimes with a lease coverage extending to 
clubhouse facilities only. Adjacent playing areas are typically used by the association however are 
available outside of authorised club usage times for general recreation and other sporting 
activities throughout the year. Where possible, associations should make premises available on a 
fee for service basis to community organisations requiring occasional or casual meeting space. 

The land must be a City owned or managed reserve vested or zoned for public recreation and/or 
sporting pursuits and form part of the City’s community infrastructure framework. Incorporated 
associations must demonstrate good governance and deliver contemporary popular team sports 
that generate wide community interest and appeal and engender significant volunteer involvement 
and participation from a wide demographic range of local and near local residents.  

Term 

A maximum of 5 years 

Responsibilities of Tenant 

The tenant is responsible for: 
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¶ Payment of all outgoings, rates and taxes and insurances.  

¶ Maintenance of roofing and fit-out.  

¶ Capital upgrade and capital expansion of all assets within the leased area.  

Responsibilities of City 

¶ Maintenance of mechanical services and main structure.  

¶ Fire services inspections. 

¶ Capital renewal of existing assets.  

Community Type Three 

A Community Type Three is a lease to an incorporated association facilitating artistic, cultural, 
social and special interest activities with a need to exclusively occupy City premises. The 
association must demonstrate an accessible and affordable membership regime, good 
governance and facilitate programs and activities that add value to the social and community 
fabric of the City. Where possible, associations should make premises available on a fee for 
service basis to community organisations requiring occasional or casual meeting space. 

Term 

A maximum of 5 years 

Responsibilities of Tenant 

The tenant is responsible for: 

¶ Payment of all outgoings, rates and taxes and insurances. 

¶ Maintenance of fit-out.  

¶ Capital upgrade and capital expansion of all assets within the leased area.  

Responsibilities of City 

¶ Maintenance of roofing, mechanical services and main structure.  

¶ Fire services inspections. 

¶ Capital renewal of existing assets.  

 
COMMUNITY LEASES IN COMMERCIAL PROPERTY   

Incorporated associations that qualify as community lessees may be considered for commercial 
premises on the following basis: 

¶ The City is unable to attract a commercial tenant after a prolonged advertising and 
marketing campaign. 

¶ The rent is to be 70% of market valuation with annual rent review adjusted to Consumer 
Price in other years. 

¶ The term is limited to 3 years with no option to renew. 

¶ At the end of the term the premises will be offered to market at commercial valuation with 
the incumbent lessee having first option to lease. 
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CASUAL HIRE 

All community groups and others requiring community based meeting rooms or facilities can 
access bookings on a casual or occasional hire basis for the relevant fee.  

COMMUNITY GRANT PROGRAM 

Grants are available to eligible tenants for the purpose of the maintenance, rates, capital upgrade 
and capital expansion of leased premises through the Community Grants Program.  

RESPONSIBILITIES OF CITY 

Satisfaction of lessor’s responsibilities under the lease is subject to availability of funds and will be 
considered in the context of all City expenditure priorities as part of normal business planning and 
budget considerations. 

GENERAL GOVERNANCE 

The Chief Executive Officer is to establish Executive Policies and Administrative Procedures and 
implement organisational systems that ensure all leased premises are managed efficiently, 
consistently with the lease and fairly. This includes: 

¶ Regular inspection of leased premises. 

¶ Rent reviews. 

¶ Recovery of prepaid statutory authority and public utility fees and charges 

¶ Protection of the City’s financial interests. 

¶ Timely management of end of lease issues including termination or renewal. 

¶ Uniformity of leasing documentation and application process. 

¶ Strategic allocation of resources for major maintenance and repairs. 

¶ Asset maintenance, renovation and repairs to leased premises. 

Definitions 

“maintenance” means regular ongoing day to day work necessary to keep assets operating and to 
achieve its optimum life expectancy. Example - painting, glazing, air conditioning repairs, tap seal 
repairs.  

“operational” regular activities to provide public health, safety and amenity. Example - Cleaning, 
energy, security.  

“capital renewal” means restores, rehabilitates, replaces existing asset to its original capacity.  
This may include the fitment of new components necessary to meet new legislative requirements 
in order that the asset may achieve compliance and remain in use. Expenditure under this 
definition is capital in nature and is determined by the City’s financial capital thresholds.  

“capital upgrade” means enhances existing asset to provide higher level of service.  

“capital expansion” means creation of a new asset to additional service level requirements. 

“mechanical services” means all services in buildings that involve motors, machines, of the flow of 
heated or cooled fluids, usually in conjunction with electrical or electromechanical controls.  

“roof” means the material/s covering the upper structure of the building and includes associated 
roof plumbing, skylights, non-mechanical vents, etc.  

“structure” means the sections of the building that are load bearing, permanently in one place and 
form an integral part of the shape of the building.  

“fit-out” means the necessary fixed equipment and surface materials required to make the spaces 
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of the building suitable for occupation such as floor/wall tilling, carpets, painting, etc.  

Legislation 

Local Government Act 1995 – Section 3.58 

Land Administration Act 1997 

Commercial Tenancies (Retail Shops Agreements) Act 1985 

Other Relevant Policies/ Key Documents 

Community Grants Program Policy – November 2014 

Responsible Division 

Corporate Services 
 

Adopted by Council at the 24 March 2015 Council Meeting (CS-007/15) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

LEISURE AND TOURISM TRADERS ON COUNCIL RESERVES 
 

 
 
STATEMENT OF INTENT 
 
The purpose of this Policy is to provide guidelines to prospective applicants for a commercial 
Leisure and Tourism Traders Licence to operate on reserves vested in Council, to be issued 
under the City of Rockingham’s Property Local Law 2000. 
 
Leisure and Tourism Traders are defined under this policy as any operator providing services or 
non-edible goods for monetary gain on a Council reserve.  Types of operations may include, but 
are not limited to: equipment hire businesses, tours, carnival rides, amusements, “glow sticks” 
and other non-edible goods*.  
 
* Edible goods are considered by Council’s Health Department’s Food Traders Policy.  
 
OBJECTIVES 
 
Whilst Council encourages commercial operators on its reserves that provide increased leisure 
and tourism opportunities, one of the objectives of this Policy is to provide guidelines and 
procedures by which operations are assessed and how the policing of conditions applied to 
Traders Licences on Council reserves is to be undertaken. 
 
GENERAL 
 
Council considers that: 
 
The approval process and conditions applied to any Traders Licence issued to commercial 
operators on designated reserves vested in Council needs to be clearly defined and adequately 
policed in order to ensure compliance. 
 
The provision of Leisure & Tourism Traders licenses on Council reserves is necessary to 
minimise any potential conflict between operators and other reserve users, adjoining residents 
and/or local businesses, as well as ensuring there is no environmental damage associated with 
such commercial operations.  Licences are required by Leisure and Tourism Traders whether 
they are providing an on-going operation, or involved in a one-off event organised on a Council 
reserve.  This is to ensure that all operators receive due consideration and comply with Council 
and other statutory requirements.   
 
POLICY 
 
Application Process 
 
1. Assessment of Traders Licence Applications for activities on Council reserves: 
 
- Applications for a Traders Licence on Council reserves must include a site plan showing 

the area of proposed operation or development, nature of operation, any requirements 
associated with fixed plant or buildings, times of operation and necessary equipment.  
New licences require full Council approval and may take up to six (6) weeks to process. 
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- Applications will be checked for consistency with any existing development plans, beach 

classification, gazetted or priority uses, other existing uses, potential conflict and any 
perceived beneficial or adverse impacts.  If the proposal is in direct conflict with any 
identified use or beach classification, then the application must be automatically rejected. 

 
- The status of the proposed area of operation must be assessed in order to identify 

possible areas where degradation may occur as a result of the proposed activity. 
 
- In general, any commercial operations should be located within the vicinity of existing 

parking and take into account reserve access constraints.  Proposals requiring extra 
parking or access are to be assessed in conjunction with a Reserve Management Plan, 
provided by the applicant, identifying any financial or other support required from Council 
for establishment and maintenance costs to enable the commercial operation to proceed. 
Churchill and Bell parks on the Rockingham Beach foreshore are generally off limits to 
any vehicles. Council has also requested that no Traders vehicles and/or trailers be 
parked in the Railway Terrace carpark on the Rockingham Beach foreshore. 

 
2. Conditions of Approval 
 
- Approval to operate will be for a maximum period of twelve (12) months and will be issued 

from the 1 July each year, in accordance with Council’s Traders Local Law and Reserves 
and Foreshore Local Law.   

 
- The Licensee is required to address any substantiated complaints received in relation to 

the commercial operation to the satisfaction of Council. 
 
- Council reserves the right to withdraw permission for the use of the site, to alter the 

location of the site and/or vary conditions of use in relation to any Leisure and Tourism 
Licence issued. 

 
- Council may require an Acoustic Consultants Report from a Member of the Association of 

Australian Acoustics Consultants, indicating that noise levels will comply with prescribed 
standards. 

 
- Applicants for new Licences must provide up-to-date State and Federal Police Clearance 

Certificates: 
‘Applicants for new Licences must provide up-to-date State and/or National Police 
Clearance Certificate and/or Working With Children check according to the Traders 
Licence they are seeking, such as: 
- State:  required if Leisure Trader will be transporting people. 
- National: required for all new Leisure Trader applicants & Leisure Trader renewals. 
- WWC: a current check is required for all traders and assistants working in contact 

with children, (valid for 3yrs). 
 
- Where required, the Licensee must obtain written approval from the Department of 

Transport – Marine Division, Fremantle Port Authority, Department of Conservation and 
Land Management, Work Safe and/or any other relevant statutory authority. 

 
- The Licensee is required to ensure that the site is left in a clean and tidy condition during 

and after use. 
 
- The Licensee is required to ensure that natural ground coverage or dune stabilisation 

growth is not disturbed. 
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- The Licensee must forward a Certificate of Currency or copy of the Insurance Policy for a 
minimum of $10million Public Liability Insurance to Council prior to the commencement of 
operations and such Policy to remain current during the approval period. 

- Compliance with Council’s local law relating to signs and its statement of planning policy 
(section 2.11) with all signs being removed after each day’s trading or as agreed by 
Council at the completion of the event period in which the operation is included. 

 
- The Licensee is responsible for ensuring that payment of all Licence and Charge Fees, 

together with the written approval from other Statutory Authorities and a Certificate of 
Currency or copy of the Insurance Policy have been submitted to Council’s Community 
Development Department prior to commencement of operations. 

 
POLICING CONDITIONS APPLIED TO THE LICENSEE 
 
1. All new applications to be assessed by the Chief Executive Officer, or nominated 

Community Capacity Building representative and, unless delegated authority is applicable, 
a report will be submitted to Council for approval. 

 
2. Existing operators requesting renewal of their Traders Licence to continue operations will 

be assessed by the Chief Executive Officer, or nominated Recreation & Culture 
representative on the following basis: 

 - Provision of service to reserve users. 
 - Promotion of tourism. 
 - Operators satisfactorily addressing any complaints received in respect to the 

operation. 
 - Environmental impact of Operation on the Foreshore. 
 - Compliance with all conditions of Approval Process. 
 - Provision of an up-to-date State and Federal Police Clearance certificate and 

Working With Children Check 
 

Subject to the existing operators satisfying the above criteria, a Traders Licence valid up 
to twelve (12) months, will be issued. 

 
3. Council Rangers to be advised of all approved Leisure & Tourism Operators and provided 

with copies of the letter of approval to the operator detailing all conditions applied to the 
Traders Licence.  Duty Ranger to advise Council’s Community Capacity Building Staff of 
any non-compliance of conditions by operators.  Operators to be reminded formally of 
their obligations and requested to comply with the conditions of approval, or approval to 
operate may be withdrawn or conditions of use varied. 

 
4. In accordance with Council’s local law relating to signs and its statement of planning policy 

(section 2.11), operators seeking to advertise through the erection of signage must obtain 
prior approval from Council’s Building and/or Planning Services.  Council’s Building and/or 
Planning staff to monitor the use of approved advertising or direction signs by the 
operator. 

 
5. On site inspections to be undertaken by Council’s Parks and Gardens Staff to determine if 

operation has had a detrimental environmental impact on the foreshore area.  Should 
degradation of the site be evident, the operator will be requested to undertake necessary 
repairs and consideration will be given to altering the location of the site or withdrawing 
permission for the continued use of the foreshore area by the operator. 
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6. Any substantiated complaints received will be forwarded to the operator for his/her 
attention.  Should the operator be unable or unwilling to satisfactorily address such 
complaints, then consideration will be given to either varying the conditions of use, altering 
the location of the site or withdrawing permission for the continued use of the site. 

 
7. Operators seeking renewal of their Traders Licence who have not satisfactorily addressed 

concerns by Council or complaints received will not have their Traders Licence renewed. 
 
8. Prior to final approval to operate being issued, Council’s Community Capacity Building 

staff will ensure that: all fees have been paid, written approval from relevant statutory 
authorities has been obtained, a copy of Public Liability Insurance Policy has been 
provided and the operator has satisfactorily addressed any previous concerns or 
complaints received in respect to their previous licence. 

 
9. Fees Applicable at time of review: 
 
 Annual Licence Fee  $ 66.00*  
 
 Operating Fees (per activity, including GST) 
 
 Daily Fee  $    11.00 
 Monthly Fee  $  110.00 
 Annual Fee  $1100.00 
 
 * GST is not applicable to the annual licence fee.   
 
 Council may revise these fees annually.  Additional fees and charges, including bond 

monies, may be applied where exclusive use of a reserve is required. 
 
DELEGATED AUTHORITY 
 
The Chief Executive Officer has delegated authority to approve Permits and Licences under the 
City of Rockingham Property Local Law 2001 and City of Rockingham Activities in 
Thoroughfares and Public Places Local Law 2001. 
 
 
Policy Revised February 2002, September 2002, March 2010 and 24 April 2012 (CCB-017/12). 
Adopted at Council Meeting on 23 March 2010. 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

LEGAL REPRESENTATION AND COSTS INDEMNIFICATION 
 

 
 
INTRODUCTION 
 
This policy is designed to protect the interests of Council members and employees (including 
past members and former employees) where they become involved in civil legal proceedings 
because of their official functions.  In most situations, the local government may assist the 
individual in meeting reasonable expenses and any liabilities incurred in relation to those 
proceedings. 
 
In each case it will be necessary to determine whether assistance with legal costs and other 
liabilities is justified for the good government of the district.  This policy applies in that respect. 
 
GENERAL PRINCIPLES 
 
a) The local government may provide financial assistance to members and employees in 

connection with the performance of their duties provided that the member or employee 
has acted reasonably and has not acted illegally, dishonestly, against the interests of the 
local government or otherwise in bad faith. 

 
b) The local government may provide such assistance in the following types of legal 

proceedings: 
 

(i) proceedings brought by members and employees to enable them to carry out their 
local government functions (eg where a member or employee seeks a restraining 
order against a person using threatening behaviour); 

 
(ii) proceedings brought against members or employees [this could be in relation to a 

decision of Council or an employee which aggrieves another person (eg refusing a 
development application) or where the conduct of a member or employee in carrying 
out his or her functions is considered detrimental to the person (eg defending 
defamation actions)]; and 

 
(iii) statutory or other inquiries where representation of members or employees is 

justified. 
 

c) The local government will not support any defamation actions seeking the payment of 
damages for individual members or employees in regard to comments or criticisms 
levelled at their conduct in their respective roles.  Members or employees are not 
precluded, however, from taking their own private action. 

 
d) The legal services the subject of assistance under this policy will usually be provided by 

the local government’s solicitors.  Where this is not appropriate for practical reasons or 
because of a conflict of interest, then the service may be provided by other solicitors 
approved by the local government. 
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APPLICATIONS FOR FINANCIAL ASSISTANCE 
 
a) Subject to item (e), decisions as to financial assistance under this policy are to be made 

by the Council. 
 

b) A member or employee requesting financial support for legal services under this policy is 
to make an application in writing, where possible in advance, to the Council providing full 
details of the circumstances of the matter and the legal services required. 

 
c) An application to the Council is to be accompanied by an assessment of the request and 

with a recommendation which has been prepared by, or on behalf of, the Chief Executive 
Officer (CEO). 

 
d) A member or employee requesting financial support for legal services, or any other person 

who might have a financial interest in the matter, should take care to ensure compliance 
with the financial interest provisions of the Local Government Act 1995. 

 
e) Where there is a need for the provision of urgent legal services before an application can 

be considered by Council, the CEO may give an authorisation to the value of $5,000 
provided that the power to make such an authorisation has been delegated to the CEO in 
writing under section 5.42 of the Local Government Act 1995. 

 
f) Where it is the CEO who is seeking urgent financial support for legal services, the Council 

shall deal with the application. 
 

REPAYMENT OF ASSISTANCE 
 

a) Any amount recovered by a member or employee in proceedings, whether for costs or 
damages, will be offset against any monies paid or payable by the local government. 

 
b) Assistance will be withdrawn where the Council determines, upon legal advice, that a 

person has acted unreasonably, illegally, dishonestly, against the interests of the local 
government or otherwise in bad faith; or where information from the person is shown to 
have been false or misleading. 

 
c) Where assistance is so withdrawn, the person who obtained financial support is to repay 

any monies already provided.  The local government may take action to recover any such 
monies in a court of competent jurisdiction. 

 
 
 
 
Policy Adopted: Council meeting 27 February 2001 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

LIGHT VEHICLE FLEET POLICY 
 

 
 

Council Policy Objective 

¶ To provide a fleet of cost effective and functional light vehicles for operational purposes. 

¶ To incrementally transfer the Executive and Management Team from City supplied vehicles 
to annual vehicle allowances. 

¶ To provide vehicles and vehicle allowances as part of remuneration packages that are 
competitive within the Local Government employment market. 

¶ To continually improve the environmental performance of the light vehicle fleet with the 
objective of reducing carbon emissions and fuel consumption across the entire fleet. 

 

Council Policy Scope 

This policy covers all City employees who use City owned vehicles or receive a vehicle allowance.  

 

Council Policy Statement 

Vehicle Allowance  

The Chief Executive Officer (CEO), Directors and Managers appointed on or after 1 January 
2014 shall receive a vehicle allowance.  

Directors and Managers appointed on or before the 31 December 2013 have the option of either 
receiving the allowance or being supplied with a motor vehicle in line with the provisions of their 
employment contract. For the purposes of clarity, the renewal of existing employment contracts 
will retain the option for the supply of a City vehicle in accordance with this policy. 

Officers electing to receive an allowance cannot revert back to the provision of a motor vehicle. 

Annual Allowances as at 1 July 2015 

¶ CEO - $27,623 

¶ Directors - $23,454 

¶ Managers - $19,285 

The allowances will be adjusted annually on the 30 June of each year in accordance with 
movements in the “Motor Vehicle Benefits – Cash Value of a Motor Vehicle” determined from 
time to time by the W.A. Salaries and Allowances Tribunal for Public Service Office Holders in 
accordance with Section 6(1) (c), (d) and (e) of the Salaries and Allowances Act 1975. 
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Officers in receipt of a vehicle allowance shall not: 

¶ claim a mileage / kilometreage allowance for the use of their private vehicle for work 
purposes; 

¶ use general fleet or “pool” vehicles for either business or private purposes without the 
approval of the CEO; and 

¶ use City “Travelsmart” cards or other prepaid ticketing devices for City related travel on 
public transport. 

 

Officers in receipt of a vehicle allowance shall: 

¶ maintain their vehicle in a lawful, roadworthy and presentable condition; 

¶ ensure that their vehicle carries all appropriate licencing and insurance coverage; and 

¶ use their vehicle for their own day to day work purposes as would a City provided vehicle. 
(There is no requirement to avail their vehicle for the usage by other officers). 

The CEO shall implement Executive Policies and Procedures to ensure that insurance liability 
and other areas of risk are managed appropriately and effectively. 

 

Provision of Vehicles 

Motor vehicles shall be provided to Directors and Managers appointed on or before 31 
December 2013 in line with the provisions of their employment contract and provided that they 
have not been in receipt of a vehicle allowance 

The CEO shall allocate vehicles to other staff on an operational needs basis and may authorise 
limited private or commuting use. 

The CEO will implement Executive Policies and Procedures that manages risks associated with 
private usage and also ensure that a reasonable financial contribution is made by officers 
authorised with limited private usage. 

 

Vehicle Valuation Benchmarks – estimated State Fleet contract price. 

Directors - $38,000 

The cash component of the Directors’ salary will be adjusted on a fortnightly basis in 
accordance with the variation between the benchmark amount and the actual purchase price of 
the City supplied vehicle using the Mercer Vehicle Provision Formula of 30% of purchase price 
plus $5,000 per annum. The variation to purchase price cannot exceed plus or minus 20%.  

Managers – $28,000 

The benchmark amount will be adjusted annually as at 30 June in line with the average of the 
annual movement of the State Fleet Contract price for the top three (3) selling Australian vehicle 
models as provided by the Federal Chamber of Automotive Industries. 

The Mercer Vehicle Provision Formula will be adjusted annually as at the 30 June in line with 
advice from Mercer. 
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Vehicle Standards 

The CEO will implement Executive Policies and Procedures that provide for the following 
outcomes when purchasing vehicles: 

¶ 4 Star ANCAP rating (Australasian New Car Assessment Program) 

¶ Emissions less than 170 CO2 (g/km) combined at tailpipe. (Australian Government 
Green Vehicle Guide) 

¶ Fuel consumption less than 9L/100km combined. (Australian Government Green Vehicle 
Guide)  

¶ Operationally fit for purpose 

¶ Least life cost / operational cost  

 

Vehicle Usage 

The private use of the City’s motor vehicles is subject to users maintaining the vehicle in a clean 
and orderly manner and adhering at all times to insurance policy requirements.  Misuse, abuse, 
neglect of vehicles or non-compliance with insurance conditions may result in private use rights 
being withdrawn. All City motor vehicles are to be car pooled and available for operational use 
during business hours. 

 

Private Use Availability 

Directors – Unrestricted private use of fully serviced vehicle throughout Western Australia. 

Managers – Restricted private use of vehicle limited to 500 kilometre radius of the municipal 
boundary.  Must provide fuel whilst on periods of annual, purchased leave, and long service 
leave.   

General usage – Restricted private use of vehicle limited to 500 kilometre radius of the 
municipal boundary.  Unavailable for private use during any periods of leave other than periods 
of personal leave of up to a maximum of 48 hours. 

Commuting use – Strictly restricted to direct carriage between workplace and residence. 

Variations to Policy 

The CEO is authorised to vary policy provisions relating to: 

¶ vehicle standards, when specialised operational requirements prevail; and 

¶ private use availability, when occasional requests are made that will not impact either 
operationally or financially on the City. 

 

Definitions 

Nil 

 



 
 

CPM/3-02 

 

Legislation 

Nil 

 

Other Relevant Policies/ Key Documents 

Executive Policy – Light Vehicle Fleet - Vehicle Allowances 

Executive Policy - Light Vehicle Fleet – Vehicle Allocation and Usage  

 

Responsible Division 

Human Resources Development 

 

Review Date 

30 June 2016 

 
Policy Adopted: Council meeting 25 November 2008 
Policy Amended at 22 November 2011 Council Meeting. 
Policy Amended at 24 July 2012 Council Meeting 
Policy Amended at 24 September 2013 Council Meeting (GM-005/13) 
Policy Amended at 24 November 2015 Council Meeting (GMS-027/15) 
Typographical amendments made on 22 December 2015 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

MANAGEMENT OF CARBON PRICING 

 
 

POLICY OBJECTIVE 
 
To adopt a clear approach to the management of carbon pricing as affecting the Millar Road 
Landfill Facility. 
 
POLICY SCOPE 
 
This policy affects the management of revenues collected for carbon pricing from the Millar 
Road Landfill Facility and instructs staff on practices to be used. 
 
POLICY STATEMENT 
 
1. The City of Rockingham has been identified, in accordance with section 184 of the Clean 

Energy Act 2011 (CE Act), as a liable carbon tax entity from the 2012/13 financial year. As 
from 1 July 2012, the City will be liable for paying carbon tax on its emissions from landfill.  

2. The City will use base cost calculations on solid waste deposited at landfill sites from 1 July 
2012, with no consideration of legacy waste prior to this date.  

3. Carbon cost calculations from 2012/13 will take into account future emissions of waste 
according to material decomposition rates amortised over an 80-year period, and not only 
emissions for the year within which it was deposited at the landfill.  

4. The City will calculate material decomposition rates over 80 years from time of disposal as 
the City acknowledges that any waste disposed of at the landfill facility will release carbon 
for the following 80 years. Further, the City requires all costs associated with that carbon 
released over that period of time to be charged for at the time of disposal.  

5. The City acknowledges there are significant financial risks involved in managing carbon 
emissions and therefore requires a least-risk scenario to ensure that permits are available in 
the year of emission that as close a possible match the collection rate at the landfill gate. 
The City will utilise appropriate financial instruments (as deemed necessary from time to 
time) to ensure that this occurs.  

6. Any funds collected through landfill gate fees for payment of future carbon emissions will be 
transferred by 30 June in each financial year to a Reserve Fund for the express purpose of 
managing carbon costs associated with carbon being released by the Millar Road Landfill 
Facility.  

7. The City supports the acquisition of both local and international carbon permits in order to 
both minimise cost and risk.  

 
DEFINITIONS 
 
Material Decomposition Rate: a statistical calculation used to assess decomposition rates 
over a given period of time in order to assess levels of carbon released annually.  
Amortised: the gradual decrease over a given period of time.  
Reserve Fund: in accordance with Section 6.11 of the Local Government Act 1995.  
Landfill Gate Fee: the fees and charges associated with disposal of waste charged at the Millar 
Road Landfill Facility. 
 
Policy Adopted at 28 August 2012 Council Meeting (CS-026/12) 
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CITY OF ROCKINGHAM 

 
COUNCIL POLICY 

 
OCCUPATIONAL SAFETY AND HEALTH 

 

 

Council Policy Objective 
 

The purpose of this policy is to assist the Chief Executive Officer to meet his or her obligations 
under the Occupational Safety and Health Act (WA) 1984.  

 

Council Policy Scope 
 

This policy applies to all employees. 

 

Council Policy Statement 
 

The City of Rockingham provides and maintains a safe and healthy work environment in its 
workplaces in accordance with legislative obligations by ensuring: 
 

¶ Implementation of safe systems and work practices 

¶ Provision of adequate resources to enable occupational safety and health issues to be 
rectified in a timely manner 

¶ Compliance with relevant aspects of the occupational safety and health legislation, 
regulations, associated codes of practice, guidance notes and industry standards 

¶ Integration of occupational safety and health risk management processes into daily working 
operations 

¶ Implementation of the Occupational Safety and Health management system, through the 
City’s Occupational Safety and Health Manual, departmental occupational safety and health 
plans, policies, procedures and related programs. 

 

Employees must cooperate with occupational safety and health actions taken to maintain a safe 
and healthy work environment. In addition, employees must take reasonable care of their own 
occupational safety and health and not adversely affect others in the workplace by their actions or 
inactions. 

 

Definitions 
 
Employees – includes employees, workers, volunteers, contractors and visitors. 
 
Legislation 

Occupational Safety and Health Act (WA) 1984 

Occupational Safety and Health Regulations (WA) 1996 

Workers’ Compensation and Rehabilitation Act (WA) 1981 
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Other Relevant Policies/ Key Documents - Internal 

Occupational Safety and Health Manual 

Injury Management Procedure 

Safe Work Method Statements, relevant to work practices 

Employee Induction and Orientation 

Contractor Induction 

Accident/Incident Report Form 

 

Other Relevant Policies/ Key Documents - External 

Codes of Practice, relevant to work areas and work practices 

Australian Standards, relevant to work areas and work practices 

2B Workers’ Compensation form 

 
Responsible Division 
General Management Services 
 
Review Date 

1 May 2016 

 
Adopted by Council on 28 July 2015 (GMS-10/15) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

OUTDOOR EVENTS POLICY AND APPLICATION 
 

CONTENTS 
1.0 Background 
2.0 Statement Of Intent 
3.0 Application Of Policy 
4.0 Event Guidelines 
5.0 Related Council Policies And Guidelines 
6.0 Legislation 
7.0 Definitions 
8.0 Application Procedures 
9.0. Upon Approval Of Application 
10.0 Event Review 
11.0 Fees   
12.0 Bond Charges 
13.0 Insurance 
14.0 Public Building/Event Requirements  
14.1 Forms 
14.2 Site Plan 
14.3 Emergency Management 
14.4 Risk Management 
14.5 Fire Safety 
14.6 Structures (Stages, Marquees, Tents And The Like) 
14.7 Seating Specifications 
14.8 Exits, Exit Signage And Exit Width 
14.9 Amusement Structures 
15.0 Electrical Installations 
15.1 Electrical Leads And Portable Outlet Devices 
15.2 Temporary Electrical Installations 
15.3 Requirements To Achieve The Basic Principles? 
15.4 Residual Current Devices - Rcd’s 
15.5 Electrical Cables 
15.6 Electrical Supplies 
15.7 Leads 
15.8 Council Power Supplies 
16.0 Area Lighting 
16.1 Emergency Lighting 
17.0 Toilet Provision 
18.0 Security 
19.0 Liquor Licence 
20.0 Noise Control 
21.0 Provision Of Bins 
22.0 Transport Management And Parking 
23.0 Protection Of Public Parks/Gardens 
24.0 First Aid Provision 
25.0 Pyrotechnics (Fireworks) 
26.0 Food Stalls 
27.0 Circuses 
28.0 Advertising & Directional Signage 
29.0 Event Capacity 
30.0 Council Attendance At Event 
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31.0 Unapproved Events 
32.0 General 
 
APPENDIXES 
 
APPENDIX 1  Outdoor Events Application Form 
APPENDIX 2  Hold Harmless Agreement Form  
APPENDIX 3  Additional Application Requirements For “Non Complying Events 
APPENDIX 4 Environmental Protection (Noise) Regulations 1997 – Application For 

Regulation 18 Noise Approval 
APPENDIX 5  Certification Of Structures Form 
APPENDIX 6  Application To Construct, Extend Or Alter A Public Building/Event 
APPENDIX 6  Application To Construct, Extend Or Alter A Public Building/Event 
APPENDIX 7  Application For Stallholder’s Licence 
APPENDIX 8  Leisure And Tourism Trader’s Licence On A Council Reserve 
APPENDIX 9  Schedule Of Fees And Charges 
APPENDIX 10  Contact List 
 

1.0 BACKGROUND 
 

Council receives numerous enquiries and requests for the staging of outdoor events 
throughout its municipality. Council also conducts a limited number of outdoor events, as 
well as providing support to event organisers. This policy is aimed at providing 
established procedures and guidelines for the staging of Major and Minor Outdoor 
Events in order that they meet all legislative requirements. 
 
The City of Rockingham is committed to developing and supporting events that provide 
entertainment and leisure opportunities for the community, and through this Policy, 
acknowledges the need to protect the amenity of residents that may be impacted upon 
by events. 

 
2.0 STATEMENT OF INTENT 

 
The purpose of this Policy is to; 
 

¶ Provide Council and the community with an established set of guidelines and 
procedures that facilitates the staging of all outdoor events within the City of 
Rockingham, enabling a consistent approach to event management. 

 

¶ To ensure all outdoor events meet all legislative requirements and that the needs 
and amenity of residents potentially affected, are taken into account when 
applications for the staging of such events are considered. 

 

¶ To identify minimum standards and safety measures necessary to ensure the 
events are safe as possible for patrons. 

 
3.0 APPLICATION OF POLICY 

 
This Policy shall apply to the holding of an event on or within any building or place or 
part of a building or place, within the City of Rockingham under the management and 
control of the City of Rockingham or under private ownership. However, this Policy shall 
not apply to private parties on residential properties, Wedding Ceremonies, Funerals or 
the like. 
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4.0 EVENT GUIDELINES 
 

Applicants for both “complying and “non complying” major and minor outdoor events 
must comply with the guidelines described herein. 

 
5.0 RELATED COUNCIL POLICIES AND GUIDELINES 

 
The City of Rockingham has a number of related Policies that should be considered 
when organising an outdoor event and read in conjunction with this Policy; 
 

¶ Alcohol Policy. 

¶ Community Cultural Development Grants Policy. 

¶ Stallholders Policy. 

¶ Traders Policy. 
 

It is noted that an approved application for funding in accordance with the City’s 
Community Cultural Development Grants Policy, does not confer approval to hold the 
event, which involves a separate application and approval in accordance with this Policy. 
 
The City has developed the following guidelines to assist Event Organisers that may be 
utilised when planning an event; 
 

¶ Guide to preparing a Risk Management Plan. 

¶ Guide to preparing an Evacuation Plan. 

¶ Guide for Stallholders. 

¶ Guide for Traders. 

¶ The Event Planner – A comprehensive guide for Event Organisers. 
 

6.0 LEGISLATION 
 

The Event Organiser must ensure that the event meets all statutory requirements as is 
set out in written law. This Policy and application procedure will in effect guide the 
applicant through their statutory obligations. The main pieces of legislation that may be 
applicable to an event are as follows; 

 

¶ Health Act 1911. 

¶ Health (Public Buildings) Regulations 1992. 

¶ City of Rockingham Local Laws. 

¶ Health (Food Hygiene) Regulations 1993 or the Australia New Zealand Food Standards 
Code (Standard 3.1.1, 3.2.2, and 3.2.3). 

¶ Explosives and Dangerous Goods Act 1961. 

¶ Building Code of Australia. 

¶ Local Government Act 1995. 

¶ Occupational Health Safety and Welfare Act and Regulations. 

¶ Environmental Protection (Noise) Regulations 1997. 

¶ Liquor Licensing Act 1988. 

¶ Security and Related Activities (Control) Act 1996. 
 

This legislation is available from the State Law Publisher’s Office, Ground Floor, 10 
William Street, Perth 6000 or by visiting www.slp.wa.gov.au. 

 
 

 
 

http://www.slp.wa.gov.au/
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7.0 DEFINITIONS 
 

For the purpose of this Policy, the following definitions apply; 
 
“A Non-Complying Event” shall be defined as an outdoor event, usually with amplified 
music, where noise levels are in excess of those permissible in the Environmental 
Protection (Noise) Regulations 1997. 
 
“A Complying Event” shall be defined as an outdoor event where noise levels are not 
expected to exceed those permissible in the Environmental Protection (Noise) 
Regulations 1997. 
 
“Assigned level” shall be as defined by the Environmental Protection (Noise) Regulations 
1997. 
 
“Charitable Organisation” shall mean an institution, association, club, society or body 
whether incorporated or not, the objects of which are of a charitable, benevolent, 
religious, cultural, educational, recreational, sporting or other like nature and from which 
any member does not receive any pecuniary profit except where the member is an 
employee or the profit is an honorarium. 

 
“Circus” shall be as defined by the Code of Practice for the conduct of circuses in 
Western Australia. 

 
“Crowd Controllers” shall be as defined by the Security and Related Activities (Control) 
Act 1996. 
 
“Event Organiser” shall be defined as the person or persons who are co-ordinating the 
event, and are responsible for ensuring that the event is run in accordance with Council 
Policy and all legislative requirements. This person will be the primary contact with the 
City of Rockingham. 
 
“Major Outdoor Event” shall be defined as any outdoor festival, concert or entertainment 
activity or any event defined as a public building, where a gathering of 1000 people or 
more is anticipated over the life of the event. 
 
“Minor Outdoor Event” shall be defined as any outdoor festival, concert or entertainment 
activity or any event defined as a public building where a gathering of less than 1000 
people is anticipated over the life of the event. 
 
“Maximum Accommodation Certificate” shall be defined as an approval certificate issued 
by Council’s Manager of Health Services, stipulating the maximum number of persons 
who may assemble at the event. 

 
“Noise Sensitive Premise” shall be as defined by the Environmental Protection (Noise) 
Regulations 1997 (Schedule 1) and in most cases will be premises occupied solely or 
mainly for residential or accommodation purposes. 
 
“Public Building” shall include an event, festival or the like and shall be defined as; 
 
a) A building or place or part of a building or place where persons may assemble for; 

i) civic, theatrical, social, political or religious purposes; 
ii) educational purposes; 
iii) entertainment, recreational or sporting purposes; or 
iv) business purposes, and 



 
 

CPM/3-02 

 

 
b) Any building, structure, tent, gallery, enclosure, platform or other place or any part of 

a building, structure, tent, gallery, enclosure, platform or other place in or on which 
numbers or persons are usually or occasionally assembled/ but does not include a 
hospital. 

 
“Qualified First Aid personnel” shall be defined as persons who have current Senior First 
Aid qualifications from an accredited first aid training provider. 

 
8.0 APPLICATION PROCEDURES 

 
Applications for Major and Minor Outdoor Events shall be submitted to the City of 
Rockingham on the application form shown in Appendix 1, and as a guide, should be 
submitted a minimum of ninety days prior to the event. This time frame will allow for 
appropriate planning of the event, will enable full consideration of the event by Council 
and will allow for any additional information, to be collated by the Event Organiser and 
submitted to Council. 

 
The additional application process and Council action in relation to a non-complying 
event are shown in Appendix 3. 
 
In general terms, the application once received, will be presented to the Major Outdoor 
Events Liaison Group (if deemed a Major Outdoor Event), or to the Events Advisory 
Group (if deemed a Minor Outdoor Event). The group will consider the application in 
relation to this Policy and all relevant legislation in particular the Health Act 1911 (as 
amended) and provide a response to the event organiser as soon as practicable.  
 
Should the event be proposed on private land, a Planning Approval may be required and 
will be as determined on an event by event basis by the Manager of Statutory Planning. 

 
9.0. UPON APPROVAL OF APPLICATION 

 
The Manager of Health Services is responsible for signing the Maximum 
Accommodation Certificate should the event comply with Council’s Policy and the Health 
Act 1911 (as amended). The Certificate shall be issued prior to the event with conditions 
of approval, or alternatively issued on the day of the event to the event organiser. The 
Council shall be advised of all outdoor events that receive approval.   
 

10.0 EVENT REVIEW 
 
Where appropriate, the applicant, Council staff or complainants may request a meeting 
with Council’s Major Outdoor Events Liaison Group or Events Advisory Group to review 
an event within forty five days from the date the event was held. 

 
11.0 FEES 

 
The fees that may be applicable to events are shown in Appendix 9. All relevant fees 
shall be paid to Council at least seven days prior to the event. 
 
A charitable organisation proposing to run a food stall, is exempt from the stallholders 
fees. Upon a written request, a charitable organisation may apply for the waiving of a 
non-complying event application fee, which must be approved by Council. 
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 In the case that the event has multiple food stalls proposed to attend, should the event 
organiser submit all stallholders applications and accurate supporting documentation to 
the City at the one time, the City’s Health Services may charge one stallholders 
application fee, rather than one stallholders application fee per application. 

 
Please note: Council’s fee is not limited in the occurrence that damage to premises or 
property exceeds that amount. 

 
12.0 BOND CHARGES 

 
A bond charge of $500 may be applied to a Minor Outdoor Event, and a bond charge of 
$1000 may be applied to a Major Outdoor Event, depending upon the extent of the event 
and its potential impact on the Council reserve and associated assets. This potential 
impact will be determined by the Events Advisory Group or the Major Outdoor Events 
Liaison Group. Generally, the bonds will only apply to events held on Council owned or 
managed land. 
 
Should a bond be necessary, the Event Organiser shall lodge with Council no later than 
fourteen working days prior to the event the applicable bond. This amount can be paid in 
cash, by visa card or as a bank cheque. 

 
13.0 INSURANCE 

 
A copy of the applicant’s Public Liability Insurance (Certificate of Currency) with a cover 
of not less than $10 million must be provided to Council at least four weeks prior to the 
event.  
 
The completion of a “Hold Harmless Agreement Form” (shown in Appendix 2) may be 
required to be completed, as determined by the Events Advisory Group or Major Outdoor 
Events Liaison Group, in which the Event Organiser agrees to release the City of 
Rockingham from all liability and costs incurred arising from or incident to the event. This 
form shall be submitted at least four weeks prior to the event.  

 
14.0 PUBLIC BUILDING/EVENT REQUIREMENTS 

 
The event must comply with the Health (Public Buildings) Regulations 1992, and in this 
regard the following requirements are applicable; 
 

14.1 FORMS 
 

The Event Organiser must complete the following forms for submission prior to the 
event; 
 

¶ Form 1 (Application for Construction of a Public Building) (Refer Appendix 6). 

¶ Form 2 (Application for a Certificate of Approval) (Refer Appendix 6). 
 
The Event Organiser shall arrange for the completion of the following forms on the day of 
the event, for submission to Council’s Environmental Health Officer; 
 

¶ Form 5 (Certificate of Electrical Compliance) – completed by Electrical Contractor 
on the day of the event, should any electrical installations form part of the event. 
(Refer Appendix 6). 

¶ Structural Adequacy Form – completed by the installer of any structures, on the 
day of the event. (Refer Appendix 5). 
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14.2 SITE PLAN 
 

A site plan to scale, shall be provided by the Event Organiser at least four weeks prior to 
the event, detailing the following as applicable; 

 

¶ All structures, fencing, food stalls, lighting, toilets and first aid posts. 

¶ Area of the land identified for patron use. 

¶ Stage and speaker layout. 

¶ Direction of nearest residential property. 

¶ Location of all fire extinguishers, exits, fire safety equipment and access points 
for vehicles. 

¶ Location of Emergency Assembly Points. 

¶ Location of all electrical equipment, generators and primary power supply. 

¶ Liquor licensed areas. 

¶ Bins. 

¶ Parking arrangements and road closure locations. 

¶ Pyrotechnics location. 
 

14.3 EMERGENCY MANAGEMENT 
 

An Emergency Plan shall be prepared for each event by the Event Organiser and 
submitted for approval by the City of Rockingham at least four weeks prior to the event. 
Plans must comply with Australian Standard AS 3745 - Emergency Control Organisation 
and Procedures for Buildings, Structures and Workplaces. Guidelines on how to 
complete such a plan are available from the City of Rockingham. 
 
Plans must be easy to follow and include; 

 

¶ An assembly point or points, depending on the venue size, must be determined 
to enable groups that have become separated to be reunited. 

¶ Special consideration must be given in situations where children may be in a 
different location to their parents or guardians. 

¶ Able-bodied people should have precedent over mobility-impaired people. 
Mobility impaired people require additional care and may need to have access to 
a safe refuge. 

¶ Plans should recognise all of the emergency risk situations identified in the risk 
management plan. 

¶ Staff induction training (how do staff know what to do and when in an 
emergency). 

¶ A communications procedure, both internal and external. 
 

14.4 RISK MANAGEMENT 
 
A Risk Management Plan shall be prepared for each event by the Event Organiser and 
submitted for approval by the City of Rockingham at least four weeks prior to the event.  
 
The Emergency Evacuation Plan and Risk Management Plan may be combined. 
Guidelines on how to complete such a plan are available from the City of Rockingham. 

 
For any Major outdoor event, the Risk Management Plan must comply with A/NZS: 
4360. 
 
For any Minor outdoor event, the Risk Management Plan should comply with the Risk 
Management Guidelines as set out by the WA Local Government Insurance 
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Commission, (Management Tool – Can you risk it/Community Risk Base tool, accessed 
via www.icwa.wa.gov.au.)  
 
City of Rockingham Officers may assist in the identification of risks, however, the 
treatment options must be prepared by the Event Organiser. 

 
14.5 FIRE SAFETY 

 

One 4.5 kg B (E) dry chemical powder extinguisher must be located adjacent to: 

 

¶ Any electrical generator or switchboard. 

¶ Any flammable liquid or gas containers. 

¶ Any food preparation / cooking area. 

 

One 4.5 kg AB (E) dry chemical extinguisher must be provided: 

 

¶ Within 10 metres of each exit (one) – (If designated exits are provided). 

¶ Backstage – (one). 

  The following additional requirements should be noted; 

 

¶ All extinguishers must be kept fully charged and maintained in accordance with 
AS 1851.1. This requires extinguishers to be tested regularly and the test details 
clearly identified on each extinguisher. 

¶ For fire separation purposes, there should be no less than 6 metres separation 
between facilities.  

¶ Access for fire fighting vehicles and appliances must be maintained to all erected 
structures. 
 

 

14.6 STRUCTURES (STAGES, MARQUEES, TENTS AND THE LIKE) 
 

The Event Organiser shall provide the manufacturers specifications, structural details 
and plans of all structures greater than 3 metres by 3 metres that are proposed to be 
erected at the event, at least four weeks prior to the event. This detail should be 
available from the hire companies providing the structures. The information submitted to 
describe the structures must provide enough detail to allow an understanding of: 

 

¶ The purpose for which the facility is to be used. 

¶ The number of people expected to use the facility. 

¶ The integrity of the design and manufacturer of the component parts.  

¶ Environmental factors – weather and ground conditions. 

¶ Erector’s competence to erect the facility correctly. 
 

For structures over 3 metres by 3 metres, facility design and construction details are 
required to address the following; 

 

¶ Manufacturer details 
- Name 
- Contact details, address, phone number, fax etc. 

¶ Description of the structure 
- Dimensions 
- Type of material 
- Intended uses. 

¶ Code to which it complies. 

http://www.icwa.wa.gov.au/
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¶ Structural adequacy 
- A practicing structural engineer should certify the designs 
- As a recommended guide, Certification shall be no more than 3 years old. 
- Structural design calculations should be available 
- Detail the safe operating parameters (i.e. Wind limitations and Fire 

Indices) 
- Details of the flammability of materials used to construct and decorate the 

facility 
- Ground density details (For structures that will be erected for greater than 

24 hours actual “holding down” tests should be performed using a tension 
gauge or other approved method to ascertain the actual ground holding 
capacity). 

¶ Correct erection methods. 
 

Once the structure is erected, the installer shall complete a “Certification of Structures 
Form” to confirm that the structure has been erected in accordance with all design 
criteria, engineering details or manufactures instructions and that all structures have 
been constructed to be structurally sound. This form must be completed for all 
structures, including 3 metre by 3 metre structures. 

 
14.7 SEATING SPECIFICATIONS 

 
If the event is proposing seating, the seating arrangements shall be as follows: 
 

¶ The minimum distance between rows of seats is 300mm. 

¶ There shall be no more than 10 seats in a dead end row and no more than 17 
seats in rows between aisles. 

¶ If the distance between rows is increased to more that 500 mm then the length of 
rows between aisles can be increased. 

¶ Aisles must be no less than one metre wide. 

¶ The sides and rear of raised seating areas must be bounded by guardrails that 
shall be securely fixed. 

¶ For bench seating 450 mm must be allowed for each person and each space 
shall be clearly identified. 

 
14.8 EXITS, EXIT SIGNAGE AND EXIT WIDTH 

 
For events that are enclosed with walls or fencing, the following shall apply; 
 

¶ There must be more than 1 exit if more than 50 people are to be accommodated. 

¶ There must be no more than 20 metres of travel to any exit or to a point where 
there is access to two exits, the furthest shall be no more than 40 metres from 
the starting point. 

¶ Exits shall open in the direction of egress and be able to be operated with a 
single hand action. 

¶ Sliding doors cannot be used as exits for places with more than 50 people. 

¶ Each exit shall be identified be an electrically operated sign that complies with 
AS 2293. 

¶ The aggregate width of exits must comply with the Building Code of Australia 
Section D1.6. 
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14.9 AMUSEMENT STRUCTURES 
 

Show amusement rides must comply with the Occupational Safety and Health 
Regulations 1996, regulation 4.52 amusement structures. These regulations are 
administered by WorkSafe Western Australia. They should be contacted if additional 
information is required. 
 
The basic requirement for amusement structures is that they comply with AS3553 – to 
be regularly maintained and inspected by a competent person and for repairs and 
inspections to be recorded in a logbook. The regulation requires employers, persons in 
control of workplaces or persons controlling access to areas to ensure that the rides are 
correctly operated and monitored. This has the effect of providing the venue owner, 
lessee and operator with this responsibility.  
 
The Event Organiser or their contractor, shall provide all amusement logbooks to 
Council for inspection at least four weeks prior to the event. If logbooks are incorrect or 
not up to date, then the rides shall not be permitted to operate. Council may take a copy 
of such logbooks. 
 
All amusements at the venue must comply with Council’s “Leisure & Tourism Trader’s” 
Policy and an application (refer Appendix 8) must be completed. This application form 
should be submitted at least four weeks prior to the event. Council does not impose an 
additional licence fee for operators with an existing licence. Daily operation fees shall 
apply to each commercial amusement activity. 

 
15.0 ELECTRICAL INSTALLATIONS 

 
All electrical installations must comply with the supply authority or Office of Energy 
requirements, AS 3000, AS 3002 plus any special requirements of the Health (Public 
Buildings) Regulations 1992. 
 
An electrical contractor must certify that permanent and temporary electrical installations 
comply with the Health (Public Buildings) Regulations 1992, by submitting a Form 5 
(Certificate of Electrical Compliance) to the City of Rockingham.  
 
For events it is important that; 
 

¶ There are no single-phase generators 10 kva or below. 

¶ Electrical equipment is supplied from reticulated supplies originating at supply 
authority mains or large generators. 

¶ Electrical leads do not create trip hazards. 

¶ Electrical outlets are protected by residual current devices RCD’s. 

¶ Leads and residual current devices are tested and tagged every six months. 

¶ Joints and connections are not accessible to the public or exposed to damp 
conditions. 

¶ Installations must comply with AS 3002 Electrical Installations for shows and 
carnivals. 

 
15.1 ELECTRICAL LEADS AND PORTABLE OUTLET DEVICES 

 
All electrical outlets must be protected by a residual current device (RCD). 

 
The Health (Public Buildings) Regulations 1992 require that a licensed electrical worker 
tests these items every six months. A tag to identify the item, test date and the electrical 
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worker, should be fixed to the tested equipment.  New equipment requires a tag to 
define when it was brought into service. 

 
15.2 TEMPORARY ELECTRICAL INSTALLATIONS 

 
All electrical outlets and electrically operated equipment in areas available to the public 
must be protected by RCD’s. Installations and generators must comply with all relevant 
Australian Standards. 
 

15.3 REQUIREMENTS TO ACHIEVE THE BASIC PRINCIPLES? 
 

For RCD’s to be effective, the neutral and earth conductors must be bonded together at 
the point of supply. All town supplies are connected this way but generators may not be. 
AS 3010.1 (Electricity Generating Sets) requires neutral connections to be earthed at the 
generator frame. It is recommended that this connection be made via a removable link. 
Each generator must be connected to its own earth electrode driven into the ground. All 
electrical outlets and supplies must have circuit breakers to protect against overload. All 
final subcircuits must have RCD protection. 

 
Typical temporary installations consist of sub mains, sub boards and cord extension 
sets. 
 
It is recommended that for typical installations – Outlets at generators that are 
specifically required for the use of tools etc. have RCD protection. 

 
Outlets that are solely for connection of submain cables supplying a distribution board 
should only have over-current protection. RCD protection of final sub circuits should only 
be provided at the switchboard where those final sub circuits originate. This type of 
protection will minimise the disruption to major sections of the lighting installations in the 
event of a current leakage to earth. 

 
15.4 RESIDUAL CURRENT DEVICES - RCD’S 

 
The preferred leakage tripping current is 30 milliamps.  
 

15.5 ELECTRICAL CABLES 
 

As cables are continually being rolled up and moved, they must be flexible. Standard 
multicore cables used in static installations are not appropriate. Electrical cables should 
not be accessible to members of the public. 

 
Where this cannot be avoided, they must be either buried or suspended so that they are 
out of reach to members of the public. Submain cables must have integral earth and 
neutral conductors. 

 
15.6 ELECTRICAL SUPPLIES 

 
Electrical outlets should only be supplied from a reticulated power supply. Supplies may 
originate from a supply authority or on site generators. Small individual generators 
should not be utilised. AS 3010.1 requires neutral connections to be earthed at the 
generator frame and recommends that this connection be made via a removable link. 
Each generator must be connected to its own earth electrode driven into the ground. 
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15.7 LEADS 
 
All electrical leads must be tested and tagged within past 6 months in accordance with 
AS3012 – Clause 13. Temporary electrical leads must be flexible cables. TPS cables are 
not permitted. Leads must not be placed on the ground in trafficable areas. Cord 
junctions shall not be exposed to the weather or in damp situations. 
 

15.8 COUNCIL POWER SUPPLIES 
 
The City of Rockingham has a limited number of reserves provided with a reticulated 
power supply and will ensure that these supplies are tested and certified by a qualified 
electrician every six months.  

 
16.0 AREA LIGHTING 

 
Areas available to the public at night, including concert areas, should always be 
illuminated. For general areas, illumination to an average as low as 10 lux at ground 
level with no area less than 5 lux, is acceptable. Lighting should be energised 
approximately I hour prior to sunset to allow time for any unserviceable lights to be 
repaired before sunset. 

 
For crowded areas, especially for concerts and areas licensed to consume alcohol, there 
must be a system in place that will allow areas to flood light instantaneously in the event 
of an emergency.  
 
The supplies and controls for these lights should be independent of any production lights 
and controlled from a location attended at all times by a designated person. They should 
not be controlled at the mixer desk. 

16.1 EMERGENCY LIGHTING 
 

Enclosed venues must have emergency lighting that will operate if the main electrical 
source fails. For buildings, it must comply with Australian Standard AS 2293 and for 
outdoor venues there should be at least two alternative power supplies. Two generators 
or a supply authority supply plus another generator are acceptable alternatives provided 
that the venue lighting supplies are distributed between both. 

 
17.0 TOILET PROVISION 

 
 The provision of toilet facilities at an event is the responsibility of the Event Organiser. 
Where portable toilets are to be provided, details concerning the number and their 
location shall be submitted to the Council for approval, at least four weeks prior to the 
event. 
 
Council will require toilet facilities to be provided in accordance with the following table, 
based on Department of Health recommendations; 
 

 Male Facilities Females 

Total 
Attendance at 
any one time 

WC’
s 

Urinals (Trough or Wall Hung) Hand 
Basins 

WC’s Hand 
Basins Trough Wall Hung 

Up to 1000 2 1.5 metres 3 1 5 1 

1000 - 2000 3 3 metres 6 2 10 2 

2000 - 3000 4 4.5 metres 9 3 15 3 

3000 - 4000 5 6 metres 12 4 20 4 

4000 - 5000 6 7.5 metres 15 5 25 5 
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 Male Facilities Females 

Total 
Attendance at 
any one time 

WC’
s 

Urinals (Trough or Wall Hung) Hand 
Basins 

WC’s Hand 
Basins Trough Wall Hung 

5000 - 6000 7 9 metres 18 5 30 6 

6000 - 7000 8 10.5 metres 21 6 35 7 

7000 - 8000 9 12 metres 24 7 40 8 

8000 - 9000 10 13.5 metres 27 8 45 9 

9000 - 10000 11 15 metres 30 9 50 10 

10000 - 11000 12 16.5 metres 33 9 55 11 

11000 - 12000 13 18 metres 36 10 60 12 

12000 - 13000 14 19.5 metres 39 11 65 13 

13000 - 14000 15 21 metres 42 12 70 14 

14000 - 15000 16 22.5 metres 45 13 75 15 

              

In relation to this table, it shall be interpreted as follows; 

¶ If event duration less than 4 hours reduce numbers in table by 20% 

¶ If event duration is between 4 hours and 6 hours reduce numbers in table by 15% 

¶ If event duration is between 6 hours and 8 hours reduce numbers in table by 10% 

 
When temporary toilets are required then satisfactory arrangements are to be made for 
their servicing. These arrangements shall be submitted in writing to the Council at least 
four weeks prior to the event. 
 
Council requires that at least one disabled toilet is provided at every event. 
 

18.0 SECURITY 
 
Satisfactory security arrangements are to be made and enforced by the Event Organiser 
and shall be to the satisfaction of the City of Rockingham.  
 
The number of crowd controllers to patrons for Major and Minor Outdoor Events where a 
liquor license has been obtained from the Director, Liquor Licensing (i.e. a licensed area 
is provided); are to be employed at a ratio of two crowd controllers for the first 100 
patrons, and one crowd controller for each additional 100 patrons or part thereof. 

 
The number of crowd controllers to patrons for Major and Minor Outdoor Events where 
no liquor license has been obtained, shall be as shown in the following table; 

 

NUMBER OF PATRONS CROWD CONTROLLERS 

<    1000 Minimum of 1-2 
<    2,000 Minimum of 2-4 
<    3,000 Minimum of 4-6 
<    4,000 Minimum of 6-8 
<    5,000 Minimum of 8-10 
Number of Crowd Controllers shall increase at a rate of 2 officers for every 1000 patrons, 
over and above 5000 patrons.  

 

All Crowd Controllers shall be licensed under the Securities and Related Activities 
(Control) Act 1996. However, for Minor Outdoor Events where there is no liquor license, 
or major structures, the Event Organiser may apply to utilise volunteer personnel as 
Volunteer Event Liaison Staff to assist with the running of the event. This would only be 
considered where an appropriate risk management plan was submitted. 

 



 
 

CPM/3-02 

 

Event Organisers shall develop and implement a strategy for ensuring that crowd 
controllers or Volunteer Event Liaison Staff are able to effectively and clearly 
communicate with each other and on duty management throughout the duration of the 
event. While radio communication is the preferred method, it is acknowledged that some 
other form of communication may be adequate.  

 
Crowd Controllers or Volunteer Event Liaison Staff are to remain on duty at the 
conclusion of the event until the orderly dispersion of the patrons. Security by the 
applicant is to extend to other nearby property likely to be affected. 
 
The applicant is to liaise with the Rockingham Police Department prior to the event. 
Police Officers on duty at or near the event are not to be regarded as security personnel, 
in relation to satisfying the security requirements. 

 
19.0 LIQUOR LICENCE 

 
If Liquor is intended to be sold or supplied at an event, then a liquor license must be 
obtained from the Department of Racing Gaming and Liquor. 
 
Applications seeking consent of the City of Rockingham for an occasional license or 
variation of an existing license must be accompanied by the following information; 
 

¶  A copy of the relevant application form lodged with the Director, Liquor 
Licensing. 

¶ A site plan indicating the size and location of the proposed licensed area. 

¶ The event organiser shall have applied for a Public Building Approval, and have 
submitted an Emergency Evacuation Plan complying with AS 3745, which 
incorporates a Risk Management Plan that complies with A/NZS 4360. 

 
If a licence to sell liquor is approved by the Director, Liquor Licensing, then the licensee 
should ensure that the details of the liquor licence are forwarded to Council at least 
seven (7) days prior to the event. 
 
The following conditions shall apply to all applications seeking the City of Rockingham’s 
consent to have alcohol at an event; 

 
(a) The availability of alcohol at the event should be ancillary to the event and 

not the main reason for it. 
 

(b) The licensee will promote the consumption of non-alcoholic and low alcohol 
beverages. Coffee, tea and soft drinks should be available throughout the 
event.  The bar is to be closed if for any reason low alcohol beverages 
and/or tea and coffee become unavailable. 

 
(c) The pricing of alcoholic drinks should have a relationship to the alcohol 

content of the beverage. 
 
(d) Competitions that involve the actual consumption of alcohol will not be 

permitted. 
 
(e) The licensee and staff serving alcohol shall have a full understanding of their 

responsibilities and obligations when serving alcohol. 
 

(f) Water shall be available free of charge to all patrons within the licensed area. 
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(g) The liquor license is to apply for the same or lesser period as the event.  
Applications for liquor licenses are likely to be opposed by Council if they 
are greater than 10 hours duration or apply after the conclusion of the 
event.  Council may insist on a requirement for the licensee to incorporate a 
period where liquor sales are suspended to enable patrons to consume 
food or other refreshments. 

 
NOTE: Council’s Alcohol Policy applies to applications received by the 

City of Rockingham seeking consent to have alcohol at an event. 
 

20.0 NOISE CONTROL 
 

All noise associated with the event, must comply with the Environmental Protection 
(Noise) Regulations 1997. Should live entertainment or amplified music potentially 
exceed the assigned noise levels, the event must receive a specific noise approval, as 
explained in Appendix 3. Generally, if any amplified noise forms part of the event this 
noise approval will be required. 
 
When planning the event, the event organiser shall ensure; 

 

¶ Generators are located so as not to impact upon adjoining residences. 

¶ Speakers are situated so as to direct the noise as far as practicable, away from 
adjoining residences. 

¶ The event is run as far as practicable, between the hours of 9:00am to 7:00pm. 
 

The assigned noise levels as stated in the Environmental Protection (Noise) 

Regulations 1997 are as follows; 

 

Type of Premises 
Receiving Noise 

Time of Day Assigned Level (dB) 

LA10 LA1 LAmax 

Noise sensitive 
premises at locations 
within 15m of a 
building directly 
associated with a 
noise sensitive use 

7am–7pm    Mon-Sat 45+IF 55+IF 65+IF 

9am-7pm    Sun & 
P/holidays 

40+IF 50+IF 65+IF 

7pm-10pm    All Days 40+IF 50+IF 55+IF 

10pm on any day to 
7am Mon-Sat 
& 9am Sun & 

P/holidays 

35+IF 45+IF 55+IF 

 
21.0 PROVISION OF BINS 

 
The Event Organiser shall be responsible for making the appropriate arrangements for 
the collection and removal of all litter occurring as a result of the event. 
 
The Event Organiser may request additional bins be provided by Council, however this 
request must be made at least four week prior to the event, or be stipulated on the 
Outdoor Events Application Form. The ratio of bins to patrons, provided at an event shall 
be one bin for every 150 patrons, or as determined by Council’s Waste Services. 

 
Fees are applicable for bin hire, as shown in Appendix 9. In the situation that a venue is 
left in an unclean condition and the City is required to undertake a clean up, the Event 
Organiser shall be charged the appropriate clean up fee, as determined by Council’s 
Waste Services. 
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22.0 TRANSPORT MANAGEMENT AND PARKING 
 
The adequate provision of parking at an event is the responsibility of the Event 
Organiser and Parking arrangements for the event are to be made in liaison with 
Council’s Engineering & Parks Division. 
 
If the event requires the closure of a public road the approval of Council’s Director 
Engineering & Parks, the Police and Main Roads WA is required. 
 
If an approved road closure necessitates the diversion of traffic, the applicant will be 
required to provide a suitably prepared traffic management plan detailing signage to be 
utilised and proposed traffic diversion routes. The traffic management plan shall be 
submitted to the Council’s Engineering Department for approval, at least four (4) weeks 
prior to the event.  
 

23.0 PROTECTION OF PUBLIC PARKS/GARDENS 
 
Should the event be proposed on a reserve under the management of the Council, the 
Major Outdoor Events Liaison Group and Events Advisory Group shall consider all 
activities at the event in relation to what impact they may have on the reserve. Should it 
be considered that there is a potential adverse impact upon a reserve, the activities may 
not be approved. 

 
24.0 FIRST AID PROVISION 

 
A medical plan utilising the process outlined in A/NZS 4360 (Risk Management) shall be 
developed by the Event Organiser for all Major Outdoor Events and incorporated into the 
Event Risk Management Plan. The plan must identify the following –  

¶ Likely numbers and types of casualty presentations. 

¶ Numbers of staff required. 

¶ Staff qualifications. 

¶ Staff rosters. 

¶ Numbers of first aid posts. 

¶ Equipment requirements. 
 

At a minimum, first aid provision shall be provided by the Event Organiser for all Major 
and Minor Outdoor Events in accordance with the following table; 

 

Number of patrons Qualified First Aid 
Personnel 

First aid posts 

<     500 Minimum of 1-2 1 
<    1500 Minimum of 2-4 1 
<    3,000 Minimum of 4-6 1 
<    5,000 Minimum of 6-8 1 
<    7,000 Minimum of 8-10 2 
<   9,000 Minimum of 10-12 2 

<   10,000 Minimum of 12-14 2 
   

> 10,000 patrons, the first aid facilities shall be as determined by the Manager Health 
Services in consultation with the Event Organiser and First Aid Provider. 

Qualified first aid personnel to be present at all times during the event, from 
commencement to adequate dispersion of patrons from the event. First aid personnel 
must be tasked specifically for first aid/medical duties. 
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All first aid providers should carry oxygen equipment, semi-automatic defibrillator and 
basic first aid supplies. All first aid personnel should have appropriate professional 
indemnity insurance and should hold current first aid qualifications from an accredited 
training provider. 

 
The applicant to ensure first aid posts have suitable vehicle access, including signage, 
and are permanently staffed to ensure information and assistance is available immediately 
in respect to any trouble/safety concerns. 

 
25.0 PYROTECHNICS (FIREWORKS) 

 
The discharging of fireworks will require the specific approval of the Department of 
Minerals & Energy, Fire Authorities, the Police and Council. Applications seeking 
consent of the City of Rockingham for a permit to discharge fireworks must be 
accompanied by the following information; 

¶ A copy of the relevant application form lodged with the Department of Minerals & 
Energy. 

¶ A site plan indicating the size and location of the proposed area of discharge. 

¶ The event organiser shall have applied for a Public Building Approval, and have 
submitted an Emergency Evacuation Plan complying with AS 3745, which 
incorporates a Risk Management Plan that complies with A/NZS 4360. 

 
If a permit to discharge fireworks is approved by the Department of Minerals & Energy, 
then the Event Organiser shall ensure that the details of the permit are forwarded to 
Council at least seven (7) days prior to the event. 

 
26.0 FOOD STALLS 

 
The Event Organiser is responsible for ensuring all food stalls at the event receive a 
stallholder’s license, in accordance with the City’s Activities in Thoroughfares and Public 
Places and Trading Local Law 2001. 

 
 
Each stall is to complete an “Application for a Food Stall” form (refer Appendix 7), 
provide an accurate plan of the stall, pay applicable fees to the City of Rockingham ($50 
application fee and $10 per day) and provide a copy of their public liability insurance. 
The application form and accompanying information shall be submitted at least four (4) 
weeks prior to the event.  
 
Charitable organisations running a stall are exempt from paying the stallholders fees to 
the City of Rockingham. 

 
27.0 CIRCUSES 

 
All applications for the holding of a circus within the City of Rockingham shall as part of 
their application to Council, demonstrate to the City, compliance with the Code of 
Practice for the conduct of Circuses in Western Australia. It shall also contain a complete 
list of all animals kept at the circus, including a list of performing animals.  

  
All applications must be presented to Council for approval prior to the circus being 
approved as a public building under the Health Act 1911. It should be noted, Council 
may not support Circuses that contain exotic animals. 
 
The circus manager/proprietor must comply at all times with the Code of Practice for the 
conduct of circuses in Western Australia and the Animal Welfare Act 2002. 
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28.0 ADVERTISING & DIRECTIONAL SIGNAGE 
 

The Event Organiser must obtain a written approval from Council’s Building Services for 
a sign license, if proposing to advertise the lead up to the event on private or public land. 
The objectives of this requirement are; 
 

¶ To ensure that signs are appropriate for their location. 

¶ To ensure that signs do not adversely impact on traffic circulation or pedestrian 
safety. 

¶ To protect the amenity of residential areas and townscape areas. 

¶ To ensure that signs are maintained to a high standard. 
 

Generally, the following applies to such signage; 
 

¶ Community groups may place signs showing the name, location and date of the 
event, for a period not exceeding ten (10) days prior to an event occurring, on 
public or private land for the purpose of advertising a community event. 

¶ Signs shall be removed within two (2) days of the event ending, and shall not 
exceed an area of 5 m2. 

 
29.0 EVENT CAPACITY 

 
The number or patrons permitted at an event will be limited by one or more of the 
following factors; 
 

¶ Floor Area – The Health (Public Buildings) Regulations 1992 specify a ratio of 
one person per square metre of available area. If formal seating is provided the 
number of seats will have an impact on capacity. 

 

¶ Toilet Facilities – Toilet ratios are dependent upon the event type and duration. 
Toilet requirements are shown in this Policy under “Toilet Provisions.” 

 

¶ Exits – If the event has specific exits, the number and aggregate width of exits 
may also limit the capacity. The Building Code of Australia, is used to determine 
this capacity. 

 

¶ Ventilation Requirements – For traditional buildings, both the Health (Public 
Buildings) Regulations 1992 and the BCA require mechanical ventilation to 
comply with AS 1668.2, Mechanical Ventilation for Buildings. This standard 
specifies a ratio for supply air quantities and therefore may limit the building 
capacity if the air quantities are insufficient. 

 
30.0 COUNCIL ATTENDANCE AT EVENT 

 
A Council Environmental Health Officer will attend each Major Outdoor event in order to; 
 

¶ Collect the completed Form 5 (Certificate of Electrical Compliance). 

¶ Collect the Certification of Structures Form/s. 

¶ Assess each food stall for compliance with the Health (Food Hygiene) 
Regulations 1993 or the Australia New Zealand Food Standards Code (Standard 
3.1.1, 3.2.2, and 3.2.3). 

¶ Issue a Maximum Accommodation Certificate of Approval to the Event Organiser. 
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For Minor Outdoor Events, depending upon the nature of the event, Council’s Officer 
may not attend the event, and in this case, the Form 5 (Certificate of Electrical 
Compliance) and the Certification of Structures form, shall be submitted to the City’s 
Health Services within forty eight (48) hours of the event ceasing. The City’s Health 
Services will notify the event organiser of these arrangements prior to the event. 

 
31.0 UNAPPROVED EVENTS 

 
Outdoor events that do not receive all relevant approvals, in particular a Certificate of 
Maximum Accommodation, must not proceed. It is the ultimate responsibility of the 
Event Organiser to ensure all relevant approvals have been obtained from the Council, 
and other approving agencies. 

 
Should the relevant approvals not be obtained and the Event Organiser intends to 
proceed with the event, Council is required to act in accordance with its statutory 
obligations under the Health Act 1911, in order to protect public health and safety. 
Should this situation arise, Council’s Health Services will; 

 

¶ Advise the Event Organiser that the event can not proceed, if on Council land; 
or 

¶ In accordance with section 179 of the Health Act 1911, direct the Event 
Organiser to a) not proceed with the event, b) ensure that the event is not 
opened to the public, and c) to refuse to allow any person to enter the outdoor 
event. 

 
32.0 GENERAL 

 
Council Officers will assist Event Organisers in interpreting Council’s Policy and all 
relevant legislation. The Event Organiser, applicant and/or licensee shall comply with all 
conditions specified by Council. 

 
Planning Services Committee:   19 June 2006 
Adopted by Council:     27 June 2006 

 
Amended at Planning Services Committee: 14 April 2008 
Adopted by Council:     27 May 2008 
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APPENDIX 1 OUTDOOR EVENTS APPLICATION FORM 
 
This form will facilitate an assessment of your proposed event by Council Officers. It will be 
presented to the City of Rockingham’s Major Outdoor Events Liaison Group or the Events 
Advisory Group for assessment. You will be advised accordingly of what additional information 
you need to submit, as described within the City of Rockingham’s Outdoor Events Policy. This 
form should be submitted 90 days prior to your event.  

 

Contact Details: 

 

Name of Event Organiser:  

Name of Organisation:  Non-Profit Organisation: Yes  No 

Contact Phone Numbers: Ph:  Mobile:  Fax:  

Email Address:  

Postal Address:  

 

Event Details: 

 

Name of Event :  

Location of Event:   

Event: Start time & Finish Time: Start: Finish: Duration:            hrs 

Expected No. of Patrons at any one time at the event?  

Expected No. of Patrons over the duration of the event?  

Have you submitted a site plan to scale indicating the layout of your event? Yes  No 

 

Event History? 

 

Have you run this event before?  Yes  No 

If yes, how many persons attended on the previous occasion?  

Were there any complaints received regarding the previous event? Yes  No 

 

Cultural Development?          
 Recreation 

Do you have the appropriate funding for your event? Yes  No 

Have you applied to the City of Rockingham for funding (Community Cultural 

Development Grant) for your event? 

Yes  No 

 
Insurance Health 

 

Have you obtained Public Liability Insurance for the event to the value of $10 million 

dollars? (copy to be attached) 

 

Yes No 

 
Activities, attractions, performers? Recreation 
 

Will there be any commercial amusement operators at your event? Details? Yes  No 

  

  

List of activities, attractions, performers?  
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Protection of Council Reserves Parks 
 

Will your event require any holes dug or tent pegs driven into the ground? Please 

provide details? 

 

Yes  No 

  

  

  

Will you be doing any line marking on grass areas for your event? Please provide 

details? 

 

Yes  No 

  

  

  

Will you need access to the reserve for trucks, semi trailers or heavy machinery? 

Please provide details? 

 

Yes  No 

 

  

  

Will you need access to any of the following; Power, Toilets, Changerooms, Clubrooms 

(please explain?) 

 

Yes  No  

 

  

  

 
Litter Recreation 

 

How many bins do you believe you will need for the event?  

Will you need to hire Council bins? Yes  No 

If yes, how many will you need?  

 
Please note: 

¶ The ratio of bins at an event shall be one (1) bin per 150 people, unless otherwise approved by 
Council’s Waste Services. 

 
Traffic Management and Parking Engineering 

 

What arrangements are in place for vehicle parking at the event?  

  

  

Do you require a road closure? Yes  No 

Do you have a Traffic Management Plan? Yes  No 

Are there disabled parking facilities available? Yes  No If yes, How many?  

 
Please note:  

¶ An application for Road Closure or Temporary suspension of Road Traffic Act may be required in 
addition to this application. Forms are available from the WA Police service and fees may apply. 

¶ Traffic Management Plans (when required) must be prepared by persons with current 
accreditation and will require separate approval before this application can be considered. 
Contact the City of Rockingham Engineering Services for advice on 9528 0434. 
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Noise Health 

 

 

Please note: 

¶ If live music is planned, you must provide advice from an Acoustic Consultant as to the level of 

noise that will potentially be emitted, when received at the nearest noise sensitive premise 

(residential premises). 

¶ If the noise may potentially exceed the assigned noise levels as stated in the Environmental 

Protection (Noise) Regulations 1997, you must obtain a non complying event approval from the 

City of Rockingham, application fee $500. 

 

Structures Health 

Will you be having any structures erected, for example marquees, stage, tents etc?  

Yes  No 

If so, please explain?  

 

 

If so, who will be erecting the structures?  

 

Please note the following: 

¶ For each structure, the manufacturers details or structural certification (Refer to Policy) must be 

submitted to the City of Rockingham. Hire companies should provide this information to you. 

¶ Once the structures are erected, the person who erects them must provide written confirmation 

that the structure has been erected in accordance with the manufacturers details or structural 

certification. (refer Appendix 6 of Outdoor Events Policy) 

 

Electrical leads, installations Health 

 

Will you have any electrical leads at the event? Yes  No 

If yes, have these leads been tagged within the last 6 months by a licensed electrician?  

Yes  No 

Will there be any electrical installations, such as lighting etc? Yes  No 

Please note: 

¶ If your event contains electrical installations such as lighting, electrical equipment etc you must 

arrange for a licensed electrician (EC = Electrical Contractor) to check all installations on the day 

of your event and complete a Form 5 (Electrical Certification).   

¶ All electrical leads, appliances should be tagged to indicate they have been checked by a 

licensed electrician within the last 6 months. 

¶ Ensuring electrical leads, appliances and installations are safe, is paramount to patron safety. 

Will there be any amplified music? (details please) Yes  No 

  

  

If yes, what will the noise level dB(A) potentially be at the nearest residence?   

  

Will the noise from your event potentially exceed the assigned noise levels as stated in 

the Environmental Protection (Noise) Regulations 1997?  

 

Yes  No 

Do you have a complaints procedure? Yes  No 

Will you have a generator at your event? Yes  No 
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Toilets for staff and patrons Health 

 

How many toilets will be provided for males?  

How many urinals will be provided for males?  

How many hand basins will be provided for males?  

How many toilets will be provided for females?  

How many hand basins will be provided for females?  

Will your event have a disabled toilet?  Yes  No 

Does your event require the use of Council toilets? Yes  No 

Have the necessary arrangements been made for the servicing of the toilets?  (please 

explain)  

 

Yes  No 

  

  

If the event is to occur during darkness, have adequate arrangements been 

made for lighting of toilets? 

 

Yes  No  N/A 

 

Please note: 

¶ The first toilet at every event must be a toilet for disabled persons. 

¶ The number of toilets provided has a direct correlation with how many persons will be permitted 

at the event. 

 

Fire Safety Health 

 

What fire safety arrangements have you planned for your event? (please explain) 

  

  

  

Please note:  

One 4.5 kg B (E) dry chemical powder extinguisher must be located adjacent to: 

¶ Any electrical generator or switchboard. 

¶ Any flammable liquid or gas containers. 

¶ Any food preparation / cooking area. 

Pressured water type extinguishers or 4.5 kg AB (E) dry chemical extinguishers must be provided –  

¶ Within 10 metres of each exit (one) – (If designated exits are provided). 

¶ Backstage – (one). 

 
First Aid Provision Health 

 

Will any staff at the event be Senior First Aid qualified? Yes  No 

If yes, please provide name(s) of person(s) qualified: 

  

  

Will you be organising first aid provision through an accredited agency ie. St Johns 

Ambulance? 

 

Yes  No 

No. of St John Ambulance Qualified First Aiders? (or equivalent)  
 
Please note: 

¶ Details of the first aid post and the access for emergency vehicles should be shown on the site 
plan. 

¶ All first aid personnel must have private indemnity insurance. 
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Food Stalls Health 

 

Will any food be provided/sold? Yes  No 

Please provide details of food stall operators (names, food products sold, contact details): 

  

  

  

  

 

Please note:  

¶ Each food stall must complete a separate stallholders application, accompanied by public liability 

insurance, construction details of the stall, application fee of $50, plus fee of $10 per day 

(community organisations running a stall are exempt from these fees). 

¶  The Event Organiser should arrange to submit all food stall applications and accompanying 

information at the same time. 

 

Liquor License Health 

 

Is a liquor license required at the event? Yes  No 

I request the City’s approval to sell alcohol at the event? Yes  No 

 

Please note:  

¶ If you require a liquor license, you must lodge an application with the Office of Racing, Gaming 

and Liquor (online@rgl.wa.gov.au). In addition, as part of this application to the Office of Racing 

Gaming and Liquor you will need to seek approval from both the City of Rockingham and Local 

Police.  

 

Security Health 

 

What security arrangements have you planned for your event? Please provide details: 

  

  

  

  

 

Please note:  

¶ The ultimate responsibility to ensure patron safety rests with the Event Organiser. Refer to 

Council’s Outdoor Events Policy for crowd control requirements. 

 
Emergency Evacuation Plan & Risk Management Plan Health 

 

Do you have an Emergency Evacuation Plan prepared for your event? Yes  No 

Do you have a Risk Management Plan prepared for your event? Yes  No 

Have you notified the Local Police in writing of your event? Yes  No 

Have you notified the Rockingham Fire and Rescue Services of your event? Yes  No 

 
Please note: 

¶ Irrespective of the size of your event, you must have an Emergency Evacuation Plan prepared for 
the Emergency Evacuation of persons at your event.  

mailto:online@rgl.wa.gov.au
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¶ If the number of persons expected at your event is > 1000 you must incorporate a Risk 
Management Plan that complies with A/NZS 4360:2004.  
If the number of persons expected at your event is < 1000 you must provide a Risk Management 
Plan that conforms with the Risk Management Guidelines as set out by the WA Local 
Government Insurance Commission. 

¶ The City of Rockingham has developed two guidelines you may wish to use to assist in preparing 
your plans. 

 
Pyrotechnics Rangers 

 

Do you have fireworks planned for your event? Yes  No 

 
Advertising & Directional Signage Building 

 

Do you intend to use advertising signage on public or private land? Yes  No 

If yes, how many signs do you intend using?  

If yes, please provide a description of the signage (including sign wording).  

  

  

If yes, please provide the location/s of the sign/s?  

  

  

 
Please note:  

¶ A written approval is required from Council’s Building Services prior to the installation of any 
signage. 

 
Please be advised that once received, your application form will be discussed at the City’s Major 
Outdoor Events Liaison Group or Events Advisory Group. Your application will be assessed in 
accordance with the Council’s Outdoor Events Policy. Correspondence will be forwarded to you 
as soon as possible with the additional information you will need to submit in order to obtain 
Council approval. 
 
If you have any queries with any of the questions on this form, please contact the City of 
Rockingham as shown below; 
 
Department Contact Number 
Recreation 9528 0439 
Health 9528 0315 
Engineering 9528 0434 
Building 9528 0316 
Parks 9528 0364 
Rangers/Fire Management 9528 0303 
Waste Management 9524 2053 
 
The application form may be submitted in person to the City of Rockingham, or emailed to 
council@rockingham.wa.gov.au, or submitted via post to: 
 
Chief Executive Officer 
Attention: Events Advisory Group 
City of Rockingham 
PO Box 2142 
ROCKINGHAM WA 6967 
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APPENDIX 2   HOLD HARMLESS AGREEMENT FORM  

 
 

 
 

Hold Harmless Agreement Form – For Outdoor Events held 
within the City of Rockingham 

 

 

 
 
 
 
 

Council facility/s to be 
used (name and address): 
 

 

 

Name of Event Organiser: 
 

 

Organisation represented: 
 

 

Name & description of 
event to be held: 
 

 

Date/s of the event: 
 

Time: From To 

 
 
 
 
 
Agreement:  
 
 
In consideration for the use of the facility/s shown above, which are owned/controlled by the 
City of Rockingham, I/We agree to hold the City of Rockingham harmless for any damages, acts 
or incidents that occur as a result of the above event held by me/us. Further, I/we assume all 
liability for specific losses arising from the event listed above and release the City of 
Rockingham from all liability and costs incurred arising from or incident to the event. 
 
 
 

 

Signature: 
 

Phone No: 

Name of Responsible Party: 
 

 

Address of Responsible Party: 
 

 

Date: _ _ / _ _ / 20 _ _ 
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APPENDIX 3 ADDITIONAL APPLICATION REQUIREMENTS FOR “NON COMPLYING 
EVENTS 

 
If the event is a non-complying event, the noise aspect of the event must be approved in 
accordance with the Environmental Protection (Noise) Regulations 1997. In this regard, the 
applicant is required to apply for approval to the City of Rockingham (as shown in Appendix 4), 
and as part of the application, the following information must be included; 

 
(a) Written advice from an Acoustic Consultant as to the predicted noise level dB(A) 

when received at the nearest noise sensitive premise. 
 
(b) Unless otherwise directed by Council’s Manager of Health Services, the 

Acoustic Consultant’s report shall include a minimum of 55-60dB(A) noise 
contour for the area and stage location with speaker layout. 

 
(c) If the noise level is expected to exceed the assigned noise levels (i.e. non-

complying event) at any noise sensitive (residential) premises, an application for 
issue of an approval under Regulation 18 of the Environmental Protection 
(Noise) Regulations 1997 must be submitted to Council.  The application must 
state the extent of the exemption sought, i.e. the maximum level of noise at the 
nearest noise sensitive premises and be accompanied by the prescribed fee of 
$500 (Application fee – Non refundable for events of a commercial nature). 

 
(d) Applicant details providing previous experience in similar events, together with 

letters of reference or referees. Comments from other local governments or 
police are encouraged. 

 
(e) Provision of dates and times of any practice sessions. 

 
COUNCIL ACTION: 
 
When the Council receives an Application to Conduct a “Non-complying” Event, the Chief 
Executive Officer may, where practicable, take the following action: 

 
(a) Advertise, at the applicants expense the proposed event in a local newspaper 

inviting input and specifically seeking comment from residents of the district. 
 
(b) Seek comment within fourteen days at the applicant’s expense from residents 

and businesses within a 1km radius likely to be affected by the event through 
pamphlet distribution, then 

 
(c) Refer the application to Council for its approval/refusal. 
 
(d) Where the event is approved, apply fees and charges as per the Temporary 

Outdoor Events Schedule 6. 
 
CONDITIONS OF APPROVAL FOR “NON COMPLYING” MAJOR EVENTS 

 
In considering the application, Council will have regard to; the likely impact the event may have 
upon residents, the number of events at the venue within the last twelve (12) months, the type 
of music and the “community minded” attitude of the applicant should also be considered. The 
conditions imposed for a non-complying event may include the following; 
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(a) The conditions imposed may : 
(i) limit the duration of the event and the rehearsals 
(ii) set start and end times for the event and rehearsals 
(iii) set times when the stage, seating, etc can be set up and pulled down 

and 
(iv) set any other requirements needed to contain the noise impact, including 

noise limits. 
(v) set fees for the hire of the local government venue (if appropriate) 

rubbish removal, service provision and administration costs (Refer 
Schedule 6). 

(vi) Stipulate that obscene language not be used by performers. 
 

(b) The applicant must pay a fee for noise monitoring, set by the Chief Executive 
Officer, in consultation with Council, if the noise from an approved event is likely 
to exceed: 
 
(i) 60dB(A) for a night time event (7.00pm-7.00am), or 
 
(ii) 65 dB(A) for a day time event (7.00am-7.00pm) 

 
(c) The Council may amend the conditions if noise is likely to exceed the 

abovementioned levels but must first give the applicant 14 days notice. 
 

(d) Generally, the Chief Executive Officer, in consultation with Council, is not to 
approve more than two “non-complying” events in any twelve (12) month period 
at any one venue. However, the Chief Executive Officer, in consultation with 
Council, can approve more than two events if satisfied that the majority of the 
affected residents have no objection to the holding of the extra events. 

 
(e)  The nomination of a liaison person/s responsible for noise control who may be 

contacted at any time during an event and set up period, and for that person to 
have authority to direct the mixer operator or other persons to reduce the noise 
levels to comply with the terms of Council’s conditions and any other requirement 
of the Minister for the Environment. 

 
(f) Pamphlets advising all residents within a 500 metres to one kilometre radius of 

the venue shall be distributed by the applicant at least twenty-eight (28) days 
prior to the event.  The pamphlet is to offer clear information concerning the 
duration of the event and complaint procedure, including a telephone contact 
number for further information. 
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APPENDIX 4 ENVIRONMENTAL PROTECTION (NOISE) REGULATIONS 1997 - 

APPLICATION FOR REGULATION 18 NOISE APPROVAL 
 

 
 
Chief Executive Officer 
City of Rockingham 
PO Box 2142 
ROCKINGHAM WA 6168 
 
 
Re: Application for “non-complying event” – Regulation 18 Approval 
 
I wish to apply for an approval to hold a “non-complying event” and as such seek an approval in 
accordance with Regulation 18 of the Environmental Protection (Noise) Regulations 1997. Please find 
attached written advice from the acoustic consultant. 

 
Event Organiser 

Name:  

Contact Phone Number:  

Organisation:  

Charitable Organisation licensed under the Charitable 
Collections Act 1946 

 Yes No 

If yes, will the money from the event be substantially 
applied for a charitable purpose? 

 Yes No 

 
Event Details 

Event Name:  

Venue:  

Date of Event:  

 
Event Times 

Start Time:  

Finish Time:  

Main Acts:  

 

 
Sound System Supplier 

Name of Supplier:  

Type of System:  

 
Sound Level Limits 
Noise level at mixing desk dB(A) Leq, 1min:  

Noise level at nearest residence dB(A) Leq, 1min:  

Distance from mixing desk to stage:  
Name of Acoustic Noise Consultant providing advice:  

 
 
Event Organiser (Signature):_______________________ 

 

Date:__________________ 
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APPENDIX 5   CERTIFICATION OF STRUCTURES FORM 
 

 
…. ……….. 20…….. 
 
Chief Executive Officer 
City of Rockingham 
PO Box 2142 

ROCKINGHAM WA 6168 

 
 
Dear Chief Executive Officer 
 
Re:  Certification that structures have been erected in accordance with engineering 
 details or manufacturers instructions 
 
Please be advised that I ………………………………. have erected the following  
 
structures at the event known as……………………………………….. to be held on the  
 
……………………….. 20……., located at ……………………………………………: 
 

 ____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
__________________________________________ 

 ____________________________________________________________________________
_________ 
 
 
I ………………………………… hereby certify that: 
 
 

¶ I have checked the structural integrity for the subject structures listed above. 
 

¶ I certify that the above structures have been erected in accordance with engineering 
details or manufacture’s instructions, submitted to the City of Rockingham on 
…………………………… 2006. 

 

¶ That all structures listed above have been constructed to be structurally adequate. 
 
 
Name:  

 

Address:  
 

Telephone:  

Qualifications: (please indicate) 
 

Signature:  
 

Date:  
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APPENDIX 6 APPLICATION TO CONSTRUCT, EXTEND OR ALTER A PUBLIC  
  BUILDING/EVENT 

     
SCHEDULE 2 

 
FORM 1 

 
HEALTH ACT 1911 

 
HEALTH (PUBLIC BUILDINGS) REGULATIONS 1992 

 
APPLICATION TO CONSTRUCT, EXTEND OR ALTER A PUBLIC 

BUILDING/EVENT 

 
 

 
I being the owner/agent hereby apply under Section 176 of the Health Act to construct alter or 
extend a public building. 
 
PREMISES DETAILS: 
 
Name:  

Location No:   

Street:   

Town/Suburb:   

Nearest Cross Street:  

Intentions for Use: 

  

 

 
 
In support of this application I hereby submit plans and detail as required together with the 
prescribed fee. 
 
ANY OF THE FOLLOWING MAY SIGN THIS NOTICE: 
 
The owner, occupier, manager, trustee or other person by whose authority such public building 
is intended to be built, created or converted thereto. 
 
 
SIGNED:  

OWNER:  

ADDRESS:  

TELEPHONE:  

FAX:   
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SCHEDULE 2 

 
FORM 2 

 
HEALTH ACT 1911 

 
HEALTH (PUBLIC BUILDINGS) REGULATION 1992 

 
APPLICATION FOR CERTIFICATE OF APPROVAL 

 
 

 
 

I being the owner/agent hereby apply for a Certificate of Approval in respect of : 
 
PREMISES DETAILS 
 
NAME OF : 

...................................................................................................................……. 
 
LOCATION NO. ...................................   STREET  ............................................................ 
 
TOWN/SUBURB..................................................................................................................

.. 
 
NEAREST CROSS STREET 

................................................................................................ 
 
Construction/extension/alteration of which was completed on ........................................... 
 
..........................................................................in accordance with your approval given on 
 
.......................………...........................................................................................................

.. 
 
 
 
   SIGNED ............................................................ 
 
   OWNER/AGENT ............................................................ 
 
   TELEPHONE  ............................................................ 
 

  FAX ............................................................ 
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SCHEDULE 3 

 
FORM 5 (Completed on day of event by Qualified Electrician) 

 
HEALTH ACT 1911 

HEALTH (PUBLIC BUILDINGS) REGULATIONS 1992 
 

CERTIFICATE OF ELECTRICAL COMPLIANCE 

 
 

 
To the City/Town/Shire of:______________________________________ 
_______________Date 
 
I hereby certify that the electric light and/or power - installation, alteration, addition - at the 
undermentioned premises has been carried out in accordance with Part 4 of the Public 
Buildings and Electrical Regulations 1991. 
 
NAME & INITIAL OF OCCUPIER_________________________________________________ 
 
DETAILS OF BUILDING: 
 
Name:_______________________________________________________________________ 
 
No:_______________Street_____________________________________________________ 
 
Suburb/Town_________________________________________Post Code________________ 
 

Particulars of Installation 
 

Is there any electrical work for which you are not responsible in these premises? 
 
____________________________________________________________________________ 
 
Signature of licensed electrical contractor or electrical worker authorised to sign on behalf of the 
electrical contractor. 
 
____________________________________ 
               (Signature) 
 
Contractor’s Business Name: ____________________________________________________ 
 
Contractor’s Registration No:   ___________________________________________________ 
 
Contractor’s Address:   _________________________________________________________ 
 
Contractor’s Telephone No:  _____________________________________________________ 
 
This form to be forwarded to the Local Authority when work is completed. 
 

By His Excellency’s Command 
Clerk of the Council 

Certificate of electrical contractor 
A certificate of approval shall not be issued in relation to a public building on which electrical work has 
been undertaken unless an electrical contractor holding a licence under the Electricity (Licensing) 
Regulations 1991 made under the Electricity Act 1947 has issued a certificate in the form of Form 5 in 
Schedule 2 certifying that the electrical work of the public building conforms to the relevant provisions of 
these regulations, the Building Regulations and the Electricity (Licensing) Regulations 1991. 
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APPENDIX 7  APPLICATION FOR STALLHOLDER’S LICENCE* 
 

SCHEDULE 4 
 

City of Rockingham 
Clause 6(3) 

To the Chief Executive Officer 
City of Rockingham 
 
I,....................................................................................................................................(Full Name) 
 
of......................................................................................................................................(Address) 
…………………………………………………………………………………………………… 
……………………………………………………………………………………(Telephone Number) 

 
apply for a Stallholder’s License under the City of Rockingham Traders Local Law. 

 
Details of Proposed Stall: 
Location to which the licence applies. 
 
 
 
Description of stall/s to be used by the Licensee. 
 
 
 
Goods or services to be sold or hired. 
 
 
 
Names and address of assistants. 
 
 
 
Proposed days of operation. 
 
 
 
Proposed hours of operation. 
 
 
 
Period for which licence is sought. 
 
 
Attached is: 
 

1. An accurate plan and description of proposed stalls/s and 
2. Details of arrangements made in respect to public liability noting the interest of the City 

of Rockingham. 
 
 
 
………………………………. 
Signature of Applicant 
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APPENDIX 8  LEISURE AND TOURISM TRADER’S LICENCE ON A COUNCIL 
RESERVE  

 
SCHEDULE 5 

 
APPLICATION 

 
To:  The Chief Executive Officer 

City of Rockingham 
PO Box 2142 
ROCKINGHAM    WA   6168 

 
I,…………………………..……………………………………………………………….….………..(Full Name) 
Of …………………………………………………………………………………………..(Residential Address) 
………………………………………………………………………………………………………………………. 
……………………………………………………………………………………………..……..(Postal Address) 
………………………………………………………………………………………………………………………. 
…………………………………………………………………………………………………………(Occupation) 
……………………………………………………………………………………………….(Telephone Number) 

Apply for a Leisure and Tourism Traders’ Licence under the City of Rockingham Local Law. 
 
Details of Proposed Trading 
1. Location of proposed site for which the licence is sought: 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 
2. Description of stand, table, structure of vehicle proposed to be used by the applicant: 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 
3. Kind of goods or services intended to be sold or hired: 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 
4. Names and addresses of assistants: 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 
5. Proposed days of operation: 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 
6. Proposed hours of operation: 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 
7. Period for which the licence is sought: 
………………………………………………………………………………………………………………………. 
………………………………………………………………………………………………………………………. 

Attached are – 
1. An accurate plan and description of any proposed stand, table, structure or vehicle which may be 

used for the proposed trading; and 
 
2. Details of arrangements made in respect of public liability insurance in the joint names of the 

applicant and City of Rockingham. 
 
Dated this……………………………..day of ………………………………………………………..20……….. 
 
 
……………………………………. 
SIGNATURE OF APPLICANT 
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APPENDIX 9  SCHEDULE OF FEES AND CHARGES 
 

CITY OF ROCKINGHAM 
 

OUTDOOR EVENTS - COUNCIL FEES AND CHARGES as at March 2006 
(Held in accordance with the provisions of Council’s Major Outdoor Events Policy) 

 

Item 
Account  No.  Receipt 

Type 
Amount $ 

1. Health    
1.1 Temporary Public Building Fee 300051.3314 83 160 to 660 ♦ 

1.2 Stallholders Licence:    

 - per stall 300051.3315.18 84 50.00 ♦ 

 - additional trading fee per stall per day 300051.3315.18 84 10.00 ♦ 

1.3 Noise monitoring fee per hour 300053.3921.26 181 176.40   
1.4 Noise Application Fee (non-complying event) 300053.3916.26 182 500.00 

2. Recreation 
 

   

2.1 Commercial Event Contribution 11506-450  As determined 
2.2 Ground Hire includes set up & down (rate per 

day) 
Refer below  101.50 ♦ 

2.3 Floodlighting (per hour/full reserve) Refer below  32.00 ♦ 

 - Anniversary Park 300112.3965   

 - Baldivis Oval (minor reserve) 300112.4063   

 - Currie Street Reserve 300112.3966   

 - Dixon Road Reserve 300112.3971   

 - Laurie Stanford (Singleton Reserve) 300112.3981   

 - Stan Twight Reserve 300112.3973   

 - Hourglass Reserve 300112.3979   

2.4 
 
2.5 

Ground maintenance bond - Major event 
Ground maintenance bond - Minor event 
Key/s bond 

100029.7119 
100029.7119 
100029.7120 

 min 1,000.00 
min 500.00 

20.00 per key 
2.6 Leisure & Tourism Traders Licence 

Leisure & Tourism Daily fee (per activity) 
300110.3318 
300110.4007 

 66.00♦ 
11.00 

     

3. Corporate Services 
 

   

3.1 Application Fee   550.00 
3.2 Administration Costs   As determined 
 
4. 

 
Other 
 

   

4.1 Road Closure Application Fee 11504-472  33.00 ♦ 

4.2 Duty Ranger (rate per hour) 52081  19.00 ♦ 

4.3 Rubbish Bin Hire (per bin) 1010421-486  6.55 per bin 

4.4 Amusements Licence   As determined 

4.5 Parks and Gardens Staff (rate per hour) 11308  As determined 

4.6 Repairs to site by Council staff/Contractors 
(rate per hour) 

11308  As determined 

All prices include GST except where indicated by ♦ 
 



 
 

CPM/3-02 

 

APPENDIX 10  CONTACT LIST 
 

 
City of Rockingham 
 
Executive Services (Governance)    9528 0322 
Chairman, Major Outdoor Events Liaison Group  9528 0322 
Chairman, Events Advisory Group    9528 0315 
Recreation & Culture      9528 0325 
Health Services       9528 0315 
Building Services       9528 0316 
Engineering         9528 0388 
Rangers Services       9528 0303 
Parks Operations       9528 0364 
Property Services       9528 0364 
Fire Management       9528 0344 
 
Department of Minerals & Energy (Fireworks)  9222 3333 
 
Department of Environment     9364 7004 
 
Rockingham/Kwinana Hospital     9527 2777 
 
Fire and Emergency Services Authority of WA   9323 9333 

 Built Environmental Branch     9323 9300 
Rockingham Fire Station      9592 6204 
 
Department of Health (WA)- Electrical   9388 4962 
Department of Health (WA)- Stages and Lighting Rigs 9388 4962 
 
Liquor Licensing Division (Perth)    9425 1888 
Liquor Licensing Section (Rockingham Police)  9592 1022 
 
Police Department (Fremantle Regional Office)  9430 5244 
Police Department (Rockingham Station)   9528 8000 
 
First Aid - St John Ambulance     9334 1234 
Advanced Private Ambulance Contractor   9592 2592 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

POLICY FRAMEWORK 
 

 
 

Council Policy Objective 
To ensure that all policies, procedures created for the City of Rockingham are relevant, clear, 
consistent, regularly reviewed and reflect the good governance of the district. 
 
Council Policy Scope 
This policy affects all employees, stakeholders and Councillors of the City of Rockingham 
involved in the preparation and adoption of policy and procedures for the City. 
 
Council Policy Statement 
There are two categories of Policy at the City of Rockingham; Council Policy and Executive 
Policy.  Council Policy comprises Statutory, Legislative and General Council Policy. Executive 
Policy consists of organisational standards and procedures established for operational matters.   
 
Council Policy 
A Council Policy is adopted by Council to provide the Chief Executive Officer the broad ‘rules of 
engagement’ or limits / boundaries in respect to a particular matter requiring action.  A Council 
Policy establishes scope or guidelines for the City's actions and decision-making.  
 
With the exception of a policy established under any Town Planning Scheme or a policy which 
format is determined under legislation or Australian Standard, the following format is to be used 
when writing Council Policy: 

¶ Policy Name 

¶ Policy objective 

¶ Policy Scope 

¶ Policy Statement 

¶ Definitions 

¶ Legislation 

¶ Other Relevant Policy/ Key Documents 

¶ Responsible Division 

¶ Review Date 

 
All Council Policy will be recorded in the City’s record management system and reviewed at a 
minimum once every three years. 
 
Statutory Policy 
Statutory Policy includes policy created for the City’s Town Planning Scheme and approvals, 
licences and permits provided under the City Local Laws. All Statutory Policy is appealable to 
the State Administrative Tribunal (SAT).  
 
The use of public consultation in preparing Statutory Policy will provide rigour to the final 
adopted policy arrangements. Public consultation will be a minimum of 14 calendar days and be 
at a minimum placed on the City’s website, a public notice in the local newspapers, and City 
managed social media platforms unless otherwise stated in enabling legislation. Public 
submissions may identify issues that result in the amendment or redrafting and readvertising of 
the policy proposal.  
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Legislative Policy  
Legislative Policy is policy required by the City under law. These Policies do not necessarily 
require rigour through a public consultation period. However the City will ensure a consistent 
approach to policy by applying the same minimum public consultation period as Statutory 
Policy.  
 
General Council Policy 
General Council Policy will comprise policy adopted by Council that are not statutory or 
legislative in nature and are created for a particular purpose. This policy includes Council 
‘directives’ on general matters not specifically originating from a legislative head of power.  
 
This Policy will also undergo the same public consultation process as Statutory and Legislative 
Policy.  
 
The following diagram outlines the adoption process required for all new or substantially 
amended Council Policy (Statutory, Legislative and General Council Policy): 
 

1. Council Policy Adoption Process (Statutory, Legislative and General Council Policy) 

 
Executive Policies 
An Executive Policy is adopted by the Executive Management Team and establishes a whole of 
organisation approach to operational Policy. It may address several issues: 

• It may specify in detail how the City will carry out, apply and/or action a Council Policy.  
• It may establish a minimum standard to be adopted for the organisation, such as Human 

Resources and Information and Communication Technology (ICT) matters, to ensure 
there is a consistent approach to these matters. 

• It may provide the guidelines that the Executive Management Team wishes to set in 
respect to operational matters within the organisation.  

 
Executive Policies are created as internal documents for City administration and are not 
adopted by Council.  
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Procedures Manual  
Procedure Manuals are to be managed by individual Directors. They need to be established for 
each Directorate with a section for each team and reviewed at minimum on an annual basis by 
the Director. Each amendment and review date must be recorded on the Manual for audit 
purposes. 
 
Procedure Manuals will comprise key processes, procedures, systems and guidelines utilised in 
the day-to-day operations of the respective Teams. This will ensure recording of administration 
and systems process and provide business continuity.  
 
The Manual can be in any form decided by each Director. It must identify the key processes and 
guidelines for each team. Documentation is to ensure a high level of customer service, 
legislative compliance and meet community plan aspirations. 
 
Definitions 
Nil 
 
Legislation 
Section 2.7(3)(b) of the Local Government Act 1995. 
Section 5.41(c) and (d) of the Local Government Act 1995 
Australian Accounting Standards 
 
Other Relevant Policy/ Key Documents 
Nil 
 
Responsible Division 
General Management Services 
 
Review Date 
31 March 2016 

 
 
 
Adopted by Council on 25 June 2013 (GCS-005/13) 
Amended by Council on 24 September (GCS-008/13) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

PROCUREMENT FRAMEWORK 
 

 
 

Council Policy Objective 

To ensure procurement functions in the City are statutorily compliant, provide uniform fairness and equity, are 
transparent and accountable and achieve best value for the City.  

 
Council Policy Scope 

All City employees.  

 
Council Policy Statement 

 

Procurement of goods and services at the City or Rockingham is a critically important business process. In 
achieving Council’s policy objective, the Chief Executive Officer must ensure that the following key areas of 
activity are observed, understood and embraced across the organisation in order to deliver best value: 

1. Statutory Compliance – procurement processes and procedures must comply with s3.57 of the Local 
Government Act 1995 and Regulations 11-24AJ of the Local Government (Functions and General) 
Regulations 1996. 

2. Ethics, Misconduct, Conflict and Disclosure of Interest - procurement functions must be undertaken 
in adherence with the principles and rules as detailed in the City of Rockingham Code of Conduct.  

3. Best Value – when procuring on behalf of the City, employees shall balance factors such as price, 
quality, timeliness of services, experience and other relevant selection criteria to ensure the best value 
for the City. 

4. Process Uniformity and Consistency – suppliers, contractors and persons dealing with the City will be 
treated consistently, equally and fairly. 

5. Risk Management – processes and practices are to minimise risk to the City but will be balanced 
against the cost of achieving this. It is recognised that it will never be possible to completely eliminate 
risk but the Chief Executive Officer must ensure appropriate procedures are in place to reduce risk. 

6. Strategic Alignment – when undertaking the procurement functions on behalf of the City, regard shall 
be had for initiatives listed in its forward planning documents. 

7. Contract Management – The contractual obligations and responsibilities of suppliers to the City must 
be managed, measured and monitored to ensure that the City receives best value and its full 
contractual entitlements. The Chief Executive Officer must ensure that organisational systems are in 
place that provide for an enterprise wide contract management effort. 

8. Organisational Awareness and Training – the Chief Executive Officer shall ensure employees 
undertaking procurement activities on behalf of the City receive appropriate training in procurement and 
contract management.  

9. Supply of Goods and Services under $150,000 – Prepare and implement policies and procedures 
that satisfy the provision of Local Government (Functions and General) Regulations 1996 (11A). 
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The following policy and procedural framework will guide the City’s procurement effort: 

 

Definitions 

Procurement - the overarching function that describes the activities and processes to acquire goods and 
services. Importantly, and distinct from “purchasing”, procurement involves the activities involved in 
establishing fundamental requirements and criteria, sourcing suppliers, conducting tenders, developing 
performance standards  and performance evaluation and negotiation of contracts. It also includes purchasing 
activities required to order and receive goods.  

Purchasing - the process of ordering and receiving goods and services. It includes all procedures in ordering 
such as requests, approvals, creation of purchase order records and all procedures in receipting of ordered 
items or services. It is a subset of the wider procurement process. 

Contract - agreement between two parties enforceable under law. In this context an agreement between the 
City and supplier to pay a consideration for goods provided or services rendered. The contract is created after 
the purchasing order is issued or the outcomes of a procurement process communicated in writing. 

Contract Management - overseeing the contract to ensure that the contractual obligations of both parties are 
met and/or satisfied.  

 

Legislation 

Section 3.57 of the Local Government Act 1995 requires a local government to invite tenders before entering 
into a contract for the supply of goods or services under which another person is to supply goods of services. 

Regulation 11A of the Local Government (Functions and General) Regulations 1996 provides the requirement 
for local governments adopt and implement a purchasing policy for other persons to supply goods and 
services where consideration is or is expected to be $150,000 or less.  

Regulations 11-24AJ of the Local Government (Functions and General) Regulations 1996 provide details 
related to tenders for providing of goods and services. 

 

Council Policy- Procurement 
Framework 

Executive Policy - Contract Management Executive Policy -Purchase of Goods and 
Services 

Procedures 

Manual 
Procedures 

Manual 
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Other Relevant Policies/ Key Documents 

Council delegation of authority to CEO, Item 1.7 (Expressions of Interest and Tenders – For Supply of Goods 
or Services) and Item 1.8 (Acceptance of Tenders For Supply of Goods or Services) 

Executive Policy – Purchase of Goods and Services 

Executive Policy – Contract Management 

Procedure – Better Practice Purchasing Procedures 

Procedure – Better Practice Contract Management Procedures 

Procedure – Record keeping for procurement 

 

Responsible Division 

Corporate Services 

 

Review Date 

1 January 2017 

 

 

 

 

 

  

 

Adopted by Council on 24 November 2015 (CS-033/15) 

Amended by Council on 27 January 2016 (CS-001/16) 

 

 

 



 
 

CPM/3-02 

 

CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

PURCHASING POLICY 
 

 
 
POLICY OBJECTIVES 
 
To provide a clear standard and direction and to maintain consistency and control over all of the 
City of Rockingham procurement activities.  To ensure that such activities comply with all 
relevant legislation, awards and agreements and are considered in a fair and ethical manner to 
achieve best value to the City. 
 
POLICY SCOPE 
 
This policy covers the required conduct for all activities associated with the acquisition of goods, 
works or services of any value. 
 
This includes tendering arrangements and the contracting of services and applies to all City of 
Rockingham staff and contractors. 
 
POLICY STATEMENT 
 
The City of Rockingham (CoR), as a Local Government entity, will obtain best value for money 
and maximum operational benefit by efficiently managing the procurement of goods and 
services and maintain the highest standards of corporate responsibility, particularly in relation to 
its customers, employees and the environment. 
 
At all times the City will, within the context of the competitive market place, act fairly and 
ethically to ensure that there is accountability, equity and transparency in its relationships with 
potential and established suppliers, and ensure that integrity is maintained throughout the 
process. 
 
All arrangements must be authorised by a responsible officer with an authorised purchasing limit 
as delegated by the Chief Executive Officer commensurate with the total value.  In 
circumstances where a written contract is required the City reserves the right to cancel informal 
or irregular arrangements. 
 
Value for money shall be the overarching principle governing procurement that allows the best 
possible outcome to be achieved for the City.  Maintaining compliance with the specification is 
more important than obtaining the lowest price, particularly taking into account user 
requirements, quality standards, sustainability, life cycle costing, and service. 
 
Authorities and Responsibilities 

The authorisation to proceed with the facilitation of a purchase lies with the respective Director, 
Manager or Officers authorised purchasing limit as delegated by the Chief Executive Officer.  
 
CoR delivers value for money services to the community 

To ensure the best overall value/result is obtained through applying a strategic and cost 
effective approach.  This may include taking into account fitness for purpose, whole of life cost, 
timeliness, flexibility to adapt, quality, sustainability, intangible costs/benefits, service, support 
and warranty. 
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Compliance with statutory and public sector obligations 

To ensure activities are conducted in accordance with legislative and common law 
responsibilities.  These include but are not limited to the Local Government act, 1995 and the 
Local Government Act (Functions and General) Regulations, 1996, Contract Law, the Trades 
Practices Act 1974, as well as all relevant State, Federal and Industrial awards and agreements. 
 
Commercial in Confidence Information 

Information supplied as part of a tender or quote submission considered to be commercial in 
confidence will not be included in reports of a public nature.  This may include details of 
schedule of rates or other specific reference to pricing or operational details. 
 
Open and Fair/Effective Competition 

To ensure open and fair competition is fostered and maintained by providing suppliers and 
contractors with appropriate access and opportunities to supply goods and services to the City 
of Rockingham. 
 
Professional Integrity and Probity 

Procurement processes should withstand public scrutiny.  Officers engaged should at all times 
undertake their duties in a professional, ethical, honest and impartial manner, act responsibly 
and exercise sound judgement by observing the highest standards of integrity, probity and 
professional conduct in accordance with the City‘s Code of Conduct. 

 
Risk Management 

To ensure that appropriate risk management practices and procedures are in place including 
risk identification, assessment and implementation of controls in the supply of goods and 
services to the City of Rockingham. 
 
Accountability and Transparency 

To ensure that responsibilities are clearly defined and that decisions are made in an open and 
transparent manner.  This will include ensuring all appropriate records/documentation is kept. 
 
Environmental Sustainability 

To promote and adopt procurement practices which conserve resources, save energy, minimise 
waste, protect the environment, and are generally consistent with principles of ecological 
sustainability, to the greatest extent that is practicable. 

The following procurement thresholds apply where the value of consideration (excluding GST) 
for the value of the contract/purchase over the full contract period (including options to extend) 
is, as shown in the amounts below:-  
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Purchase Thresholds 
 

 

 
Where considered necessary, officers may consider calling tenders in lieu of seeking quotations 
for purchases under the $100,000 threshold (excluding GST).  This decision should be made 
after considering the best value options that are consistent with this policy.  If a decision is made 
to seek public tenders for contracts of less than $100,000, a Request for Tender process that 
entails all the procedures for tendering must be followed in full.  
 
The procurement of goods or services through the WALGA Preferred Supply Contracts or State 
Government Supply Contracts requires quotes to be obtained in accordance with procurement 
thresholds (Table 1). Any quotes from these sources, excluding those quotes above $100,000, 
are to be approved in accordance with the Officers authorised purchasing limit, as delegated by 
the Chief Executive Officer and available budget allocation or are to be approved by Council if 
the value exceeds $100,000.  For the purchase of goods or services using the City’s existing 
period contracts any purchases exceeding $100,000 are to be approved by the relevant 
Director. 

 

Financial Requirements and Delegations 

All procurement activities shall be undertaken in accordance with the requirements of authorised 
purchasing limit as delegated by the Chief Executive Officer. 

All procurement expenditure shall be for CoR related activities and shall be in accordance with an 
approved budget. 

 

Records Management 

All records associated with the tender process or a direct purchase process must be recorded and 
retained.  Record retention shall be in accordance with the minimum requirements of the State Records 
Act, and CoR internal records management policy. 

 

Policy Exemptions 

Any exemptions to the requirements of this Policy for purchases less than $100,000 must be approved in 
writing by the Chief Executive Officer.   

 

Amount of 
Purchase 

Purchase 
Type 

Minimum Requirements 

Up to $4,999 Small Quote Up to $999 – One Verbal Quote 
$1,000 to $4,999 – Two Verbal Quotes 

$5,000 - $19,999 Minor Quote Written quotations are to be obtained from a minimum of 
two suppliers. 

$20,000 - $49,999 Major Quote Written quotations are to be obtained from a minimum of 
three suppliers with a written assessment process. 

$50,000 - $99,999 Formal Quote Written quotations are to be obtained from a minimum of 
three suppliers containing price and specification of goods 
and services in a formal quotation process (with 
procurement decision based on all value for money 
considerations) 

$100,000 and above Tender Conduct a public tender process in accordance with the 
provisions of the Local Government (Functions and 
General) Regulations 1996. 

Note: Purchases from WALGA’s Preferred Supply Contract, State Government Supply 
Contracts or the City’s existing period contracts can be used as a procurement option for 
any of the above thresholds. 
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Confidentiality 

All information provided between the Contractor and the City shall be treated as Confidential 
only to the extent provided by the law. 

 

DEFINITIONS 
Procurement - the effective acquisition of goods or services. It is important that the 
goods/services procured are appropriate and that they are purchased at the lowest possible 
price to meet the needs of the purchaser in terms of quality and quantity, time, and location. 
 
LEGISLATION 
Local Government Act 1995 and the Local Government (Functions and General) Regulations, 
1996. 

 

OTHER RELEVANT POLICIES/ KEY DOCUMENTS 
City’s Procurement Standards and Guidelines. 
Records Management Policy 
Code of Conduct 
Delegated Purchasing Limits 
 
Adopted by Council at the 26 June 2012 Council Meeting  
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

RECOGNITION OF EMPLOYEE LONG SERVICE 
 

 
 

STATEMENT 
 
Council will formally recognise long service and loyalty of employees during employment and at 
their resignation or retirement, or after many years of service, within the provisions of S5.50 of 
the Local Government Act 1995. 
 
POLICY 
 
Resignation or Retirement 
 
- On resignation or retirement, employees with ten or more years' continuous service shall 

receive an official acknowledgment of their service in the form of a personal letter 
denoting the period of service, an expression of Council's appreciation of the officer's 
contribution to the City of Rockingham with any other relevant matters, and signed by the 
Mayor and Chief Executive Officer. 

 
 The Manager Human Resources will prepare an appropriate letter prior to retirement date. 
 
- As a tangible expression of appreciation to employees with 10 years or more of 

continuous service, presentation of a gift, to the value of up to $200, is to be made to the 
employee. 

 
- Where an employee with 10 years or more continuance service dies whilst in service with 

the City of Rockingham, a letter and suitable engraved gift to the same value as in 
paragraph 1.2 above should be arranged and presented, at a suitable time, to the family 
of the deceased. 

 
- A gift is to be arranged through the office of the Chief Executive Officer. 
 
- A farewell function may be arranged with the approval of the Chief Executive Officer. 
 
 Financing of these functions to be budgeted through Council’s refreshments and 

receptions account. 
 
- Presentation of the gift to be made by the Mayor, Chief Executive Officer, or in their 

absence, the appropriate Divisional Director. 
 
- Gratuities will be considered in accordance with Section 5.50 of the Local Government Act 

1995. 
 
Ongoing Years of Service 
 
- After long periods of service, recognition of employee's contributions towards the 

organisation may be made, noting that the value of a payment or payments made under 
section 5.50(1) and (2) to an employee whose employment finishes after 1 January 2010 
is not to exceed in total - 
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(a) if the person accepts voluntary severance by resigning as an employee, the value of 
the person’s final annual remuneration; or  

 
(b) in all other cases, $5,000. 

 
- Periods of service may be cumulative (ie broken up into 2 or more periods), and 

recognition of service will be made after 10, 15, 20 and 25 years of full-time employment 
with the City of Rockingham at an appropriate staff function. 

 
- Employees with 10, 15, 20 and 25 years of full-time service will be recognised as follows: 
 

a) 10 years service – Presentation of Certificate of Appreciation. 

b) 15 years service – Presentation of Certificate of Appreciation and City of 
Rockingham badge bearing name and period of service. 

c) 20 years service – Presentation of City of Rockingham badge and gift to value of 
approximately $400. 

d) 25+ years service – A City of Rockingham plaque bearing their name and period of 
service and a gift up to the value of $1,000 as approved by the Mayor and Chief 
Executive Officer. 

 
 
 
 
Corporate and Engineering Services Committee:  21 June 2005 
Council Meeting:  28 June 2005 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

RECORDS MANAGEMENT - POLICY AND PROCEDURES FOR COUNCILLORS 
 

 
 
STATEMENT OF INTENT 
 
For Councillors to meet Records Keeping Plan Standard 6. 
 
POLICY 
 
Purpose, Scope, Authority and Application Of This Document 
 
The purpose of this document is to ensure that full and accurate records of the activities and 
decisions of the City of Rockingham Councillors, in the course of their official duties for Council, 
are created, managed and disposed of appropriately to meet the Council’s organisational needs 
and accountability requirements. 
 
A record management programme has been established by Council in accordance with the 
State Records Act 2000 and the State Records Principles and Standards 2002. This document 
provides part of the framework for that programme.  
 
- Scope Of This Document 
 

This document has been specifically developed to assist Councillors to meet their 
recordkeeping responsibilities.  

 
- Application Of This Document 
 

All Councillors must comply with this document in their conduct of official business for 
Council. Official business includes business relevant to the performance of the function 
and duties of the office of Councilor. This document applies to records in all formats, 
including electronic records. 

 
Government Records  
 
- Some Councillors’ Records Are Government Records 
 

Public offices are bound by the State Records Act 2000 which establishes rules for best 
practice for recordkeeping within the West Australian Government, encouraging 
transparency and accountability.  
 
Local Government authorities are identified as government organisations under Schedule 
1 of the State Records Act 2000. When discharging functions of Council, Councillors are 
subject to the State Records Act 2000 when they create or receive ‘Government Records’.  
 
A Government record is ‘any record created or received by a government organisation or 
a government organisation employee or contractor in the course of work for the 
organisation.’  
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- Examples Of Government Records  
 

Examples of Government Records include (but are not limited to): 

- Correspondence, including emails, regarding building and development matters. 

- A petition received from a community group. 

- Declarations concerning a Councillor’s pecuniary interests  

- Speech notes made for addresses given at official Council events, and 

- Complaints, suggestions or enquiries by rate payers about Council services.  

 
- Examples Of Records That Are Not Government Records  
 

Conversely, records which are created, sent or received by Councillors when they are not 
discharging functions of Council are not considered to be Government Records for the 
purposes of the State Records Act 2000. 
 
Examples of records that are not Government Records include (but are not limited to): 

- Records relating to political or electoral issues e.g. lobbying for votes, supportive 
emails from members of the community regarding elections or political stances.  

- Communications regarding matters of personal/general interest rather than Council 
interest e.g. information from environmental or other interest groups not specific to 
issues being considered by Councillors or Council. 

- Records relating to attendance at sports functions, church fetes, community 
functions when the Councillor is not representing Council. 

- Personal records of councillors such as personal emails, character references for 
friends, nomination for awards, letters to local newspapers etc that are not related to 
Council business.  

 
Records As A Resource 
 
Records are a vital asset to Council. Many records created and received by Councillors have 
the potential to:  

- Support the work of Councillors and Council’s program delivery, management and 
administration. 

- Help Councillors and Council to deliver customer services in an efficient, fair and equitable 
manner. 

- Provide evidence of Councillors’ actions and decisions and establish precedents for future 
decision making, and 

- Protect the rights and interests of the Council, Councillors and its clients and rate payers.  

A small percentage of records created and received by Councillors will become State archives 
as part of the cultural resources of Western Australia.  
 
Creation And Capture Of Records 
 
- What Records To Create And Capture 
 

Councillors should create and capture full and accurate records of any significant 
business undertaken in the course of their official duties for Council. Significant business 
can include: 
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- Providing advice, instructions or recommendations 

- Giving permissions and consents 

- Making decisions, commitments or agreements binding for the Councillor or Council. 

 
In addition, Councillors should capture:  

- Drafts of documents for Council containing significant annotations or submitted for 
comment or approval by others 

- Correspondence received and sent relating to their work undertaken for Council. 

 Council is responsible for:  

- Creating and capturing records of Council or committee meetings where the Council 
is the secretary 

- Capturing any Government records it sends to Councillors regarding Council 
business. 

 
- Creation Of Records Of A Confidential Nature 
 

On some occasions Councillors are approached and asked to keep matters discussed 
relating to Council business confidential. In this case they should refer the person to the 
Council’s Chief Executive Officer.  
 
Confidential conversations/correspondence must still be recorded and registered into 
Council recordkeeping systems if they refer to Council business. There are policies and 
security controls in place to ensure these records have limited access, but these records 
may still need to be produced under relevant legislation, e.g. subpoena, the Freedom of 
Information Act 1992 or the Local Government Act 1995. With security controls in place 
records are likely to be less at risk than if they were not in recordkeeping systems.  

 
- How To Capture Records  
 

Records of Council business that are created or received by Councillors (with the 
exception of those sent from Council as they are already captured) should be saved into 
official Council records management system as soon as is practicable so that Council can 
assist with their long term management.  

 
Paper Records 

 
Records created or received in paper format should only be forwarded to Council via the 
Chief Executive Officer who will ensure that the records are registered into Council’s 
records management system and forwarded to the appropriate officer. 
 
If records are of a sensitive or confidential nature, the Councillor should alert the Chief 
Executive Officer to this fact so that appropriate security controls can be applied. 
 
Councillors should not forward correspondence to any other Council officer. 
 
Email And Electronic Records 

 
Email and other electronic records should only be forwarded to the Council email -
council@rockingham.wa.gov.au. Once received the email will be registered into the 
records management system and forwarded to the appropriate officer.  
 
 

mailto:council@rockingham.wa.gov.au
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If records are of a sensitive or confidential nature, the Councillor should alert the Senior 
Records Officer to this fact so that appropriate security controls can be applied. 
Councillors should not forward correspondence to any other Council officer. 

 
Councillors’ Copies 
 
If a Councillor retains copies of any records once the originals have been forwarded for 
registration, these should be retained only while needed for current Council business.  
 
Duplicates or copies of records are defined as exact copies of original records, that is, where no 
annotations have been made and where the original record forms part of Council’s records 
management system. Such records may be destroyed once the originals have been captured 
into the recordkeeping system and when they are no longer needed for reference purposes. 
 
Registration Of Records By Council 
 
- Registration Procedures 
 

Records received from Councillors for registration will be handled in accordance with the 
Council’s Records Management Procedures.  

 
- Councillors’ Incoming Hard Copy Mail  
 

Hard copy mail which is addressed to Councillors is received by the Records 
Management Department and placed into the Councillor’s pigeon hole for collection.  
 
Hard copy mail for the Mayor is received by the Records Management Department and 
delivered to Council’s Chief Executive Officer who handles the mail in accordance with the 
Council’s Records Management Procedures.  

 
Access To Council Records 
 
Council staff and Councillors are bound by Council’s Code of Conduct and Public Interest 
Disclosure policies, preventing unauthorised access or disclosure of Council records.  
 
- Access Relating To Civic Duties 
 

Councillors need to have access to information held by Council to help them make 
informed decisions on matters under their consideration. This information should be 
relevant and appropriate to the discharge of their obligations e.g. records relating to 
matters before Council or due to be listed for which there is notification.  
 
As a first step, Councillors should make application to Council’s Chief Executive Officer. 
 
Councillors wishing to access records that have access restrictions higher than their level 
of clearance must make application to the Council’s Chief Executive Officer. 
 
Records can be made available for viewing during normal business hours. Records must 
be viewed in the presence of the Senior Records Officer. 

 
- Access Relating To Personal Interest 
 

Councillors wishing to access records in relation to a matter of personal interest have the 
same rights as other members of the public. Access may be obtained as per the Council’s 
Freedom of Information Statement. 
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- Access To Council Archives 
 

Council policy regarding archives is that they are not to be borrowed. They should rather 
be viewed within Council offices during normal working hours in the presence of the 
Senior Records Officer. Photocopies of relevant pages can be made available to 
Councillors if restrictions on copying do not apply. 

 
7 Disposal of records 
 
- Disposal In Accordance With The State Records Act 2000 
 

Government records held by Councillors must be disposed of in accordance with the State 
Records Act 2000 
 
The State Records Office of Western Australia has issued General Retention and 
Disposal Authority for Local Government Records, which outlines classes of records and 
how long they should be kept before being legally destroyed or transferred to archives. 
Periods specified are based on relevant legislation, guidelines and standards. Failure to 
keep records for the length of time specified may put Councillors and Council at risk. 

 
- Liaison With Council For Disposal 
 

Councillors should liaise with the Council regarding the disposal of any records of Council 
business as Council is responsible for:  

- Ensuring legislative requirements are met 

- Ensuring destruction is undertaken appropriately (e.g. that no sensitive information 
is released due to inappropriate destruction methods), and  

- Documenting disposal decisions for accountability purposes.  

 
The Council’s Records Management Department are primarily responsible for the disposal 
of Council’s records through the application of the General Retention and Disposal 
Authority for Local Government Records. 

 
 
 
Corporate and Engineering Services Committee:  19 June 2007 
Adopted at Council Meeting:  26 June 2007 
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CITY OF ROCKINGHAM 

 
COUNCIL POLICY 

 
RISK MANAGEMENT 

 

 
 

Council Policy Objective 

To define the fundamental principles that will establish and maintain a robust, integrated and 
effective risk management system across all strategic and operational functions of the City. 
 

Council Policy Scope 

All City Employees 

 

Council Policy Statement 

Council acknowledges that risk management is a fundamental element of good business 
practice.  In achieving Council’s policy objective, the Chief Executive Officer must ensure that 
the following key areas of activity are observed, understood and embraced in order to deliver a 
continuous enterprise wide system of risk management. 
 

1. Statutory Compliance – Compliance with Regulation 17 of the Local Government 
(Audit) Regulations 1996. 

2. Industry Best Practice - Alignment with the principles and practises as detailed in the 
Risk Management Standard - AS/NZS ISO 31000:2009 Risk Management Principles 
and guidelines. 

3. Strategic Integration - Integration across the City’s Strategic Framework including 
Team Plans, Community Plan Strategies and through to the City’s Community Plan. 

4. Decision Making - identification, analysis and response to risk must be addressed 
across all strategic and operational decision making functions at employee, Executive 
and Council level. 

5. Reporting - Executive Policies and procedures that clearly articulate employee 
obligations and business rules when reporting and registering risk 

6. Organisation Culture - A culture of mandatory risk identification and analysis in any 
given situation.  

7. Tools and Processes – Tools and processes that are fit for purpose and accessible to 
all staff to ensure risk is identified, analysed and recorded appropriately. 

8. Organisational Awareness and Training – Relevant employees will receive appropriate 
training in risk management.  

9. Internal Audit - Effective and transparent linkage between the risk management and 
internal audit functions of the City.  

 

Legislation 

Regulation 17 of the Local Government (Audit) Regulations 1996 

 

Other Relevant Policies/ Key Documents 

Risk Management Standard AS/NZS ISO 31000:2009  
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Executive Policy – Internal Audit Roles and Responsibilities for Executive Audit Committee 

Executive Policy – Risk Management 
 

Responsible Division 

General Management 
 

Review Date   

March 2018 

 
 
Adopted by Council on 22 May 2012 
Amended by Council on 22 March 2016 (GMS-008/16) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

RULES GOVERNING THE OPERATION OF BUSH FIRE BRIGADES 

 
 
PART 1 - PRELIMINARY 
 
1.1 Introduction 
 

Council has adopted a Bush Fire Control and Bush Fire Brigades Local Law 2001 and 
this Policy defines the rules governing the operation of Bush Fire Brigades as referred to 
in the Local Law. 
 

1.2 Interpretation 
 
 (1) In these Rules, unless the context otherwise requires, where a term is used in 

these Rules and is defined in the local law, the Act or the Regulations, then the 
term is to be taken to have the meaning assigned to it in the local law, the Act or 
the Regulations, as the case may be. 

 
 (2) In these Rules, unless the context otherwise requires - 
 
  “absolute majority” means a majority of more than 50% of the number of: 
 
  (a) brigade members of the bush fire brigade, whether in attendance at the 

meeting or not, if the majority is required at a meeting of the bush fire 
brigade; or 

 
  (b) brigade officers of the bush fire brigade, whether in attendance at the 

meeting or not, if the majority is required at a meeting of the Committee. 
 
  “Act” means the Bush Fires Act 1954; 
 
  “Authority” means the Fire and Emergency Services Authority of Western 

Australia established by Section 4 of the Fire and Emergency Services Authority 
of Western Australia Act 1998. 

 
“brigade area” is defined in clause 3.2(1)(b) of the local law;  
 
“brigade member” means a fire fighting member, associate member or a cadet 
member of a bush fire brigade; 
 
“brigade officer” means a person holding a position referred to in clause 
3.2(1)(c) of the local law, whether or not he or she was appointed by the local 
government or elected at an annual general meeting of a bush fire brigade or 
otherwise appointed to the position; 
 
“bush fire brigade” is defined in section 7 of the Act; 
 
“Bush Fire Operating Procedures” means the Bush Fire Operating Procedures 
adopted by the local government as amended from time to time; 
 
“Committee” means the Committee of the bush fire brigade;  
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“fire fighting members” is defined in clause 5.2 of the local law; 
 
“local government” means the City of Rockingham; 
 
“local law” means the City of Rockingham Bush Fire Control and Bush Fire 
Brigades Local Law 2001; and 
 
“Regulations” means Regulations made under the Act. 
 

 (3) Subject to these Rules, where a decision is to be made by the bush fire brigade, 
then the decision may be made by a resolution passed by a simple majority of the 
brigade members who are present in person or by proxy at the meeting. 

 
 (4) Subject to these Rules, where a decision is to be made by the Committee, then 

the decision may be made by a resolution passed by a simple majority of the 
brigade officers who are present in person or by proxy at the meeting. 

 
PART 2 – OBJECTS AND MEMBERSHIP OF BUSH FIRE BRIGADE 
 
2.1 Objects of bush fire brigade 
 

The objects of the bush fire brigade are to carry out: 
 
(a) the normal brigade activities; and 

 (b) the functions of the bush fire brigade which are specified in the Act, the 
Regulations and the local law. 

 
2.2 Committee to Determine Applications 
 

Applications for membership are to be determined by the Committee or a sub-committee 
convened for this purpose. 

 
2.3 Conditions of Membership  
 

In relation to any type of membership, as described in Part 5 of the local law, the bush 
fire brigade may establish policies pertaining to: 
 
(a) the qualifications required; 
(b) fees payable, if any; 
(c) any requirement to serve a probationary period; 
(d) procedures to be employed by the Committee prior to approval of an application 

for membership, 
 
and the Committee is to act within the parameters of any such policy in determining 
applications for membership. 

 
2.4 Applications for Membership 
 

An application for membership is to be in writing and is to be submitted to the Secretary 
and in the case of: 
 
(a) an application for fire fighting membership is to be accompanied by a completed 

form in the form of that in Appendix 1. 
(b) an application for associate membership is to be accompanied by a completed 
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form in the form of that in Appendix 2. 
(c) an application for cadet membership is to be accompanied by a completed form 

in the form of that in Appendix 3. 
 
2.5 Decision on Application for Membership 
 

(1) The Committee may: 
 

(a) approve an application for membership unconditionally or subject to any 
conditions; or 

(b) refuse to approve an application for membership. 
 
(2) If the Committee refuses to approve an application for membership, it is to give 

written reasons for the refusal, as soon as practicable after the decision is made, 
to the applicant and the advice that the applicant has the right to object to the 
local government. 

 
2.6 Authority and City of Rockingham to be Notified of Registrations 
 

If any application for membership is approved, the Secretary of the bush fire brigade is to 
supply registration details to the Authority and the local government within 14 days of a 
person being admitted to membership in the form required by the Authority from time to 
time. 

 
2.7 Termination of membership 
 

(1) Membership of the bush fire brigade terminates if the member –  
 

(a) dies; 
(b) gives written notice of resignation to the Secretary; 
(c) is, in the opinion of the Committee,  permanently incapacitated by mental 

or physical ill-health; 
(d) is dismissed by the Committee; or 
(e) ceases to be a member or is taken to have resigned under subclause (2) 

 
(2) A brigade member whose membership fees are more than one year in arrears is 

to be taken to have resigned from the bush fire brigade. 
 
(3) The Secretary of the Bushfire Brigade is to supply details of any terminations 

from the Brigade to the local government and the Authority in writing within 14 
days of the termination. 

 
2.8 Suspension of Membership 
 

(1) Membership of the bush fire brigade may be suspended at any time if, in the 
opinion of the Committee, circumstances warrant suspending the member. 

 
(2) The period of suspension shall be at the discretion of the Committee. 
 
(3) Upon the expiry of the period of suspension the Committee may: 
 

(a) extend the period of suspension; 
(b) terminate the membership; or  
(c) reinstate the membership. 
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2.9 Existing Liabilities to Continue 
 

The resignation or dismissal of a member under clause 2.7 does not affect any liability of 
the brigade member arising prior to the date of resignation or dismissal. 

 
2.10 Member has Right of Defence 
 

A brigade member is not to be dismissed under clause 2.7(1)(c) or clause 2.7(1)(d) 
without first being given the opportunity to meet with the Committee and answer any 
charges which, in the opinion of the Committee,  might give grounds for dismissal. 

 
2.11 Objection Rights 
 

A person whose: 
 
(a) application for membership is refused under clause 2.5(1)(b); 
(b) membership is terminated under clause 2.7(1)(c), clause 2.7(1)(d) or clause                        

2.8(3)(b); or whose 
(c) membership is suspended under clause 2.8(1) or clause 2.8(3)(a). 
 
has the right of objection to the local government which may, after conferring with 
brigade officers, dispose of the objection by –  
 
(a) dismissing the objection; 
(b) varying the decision objected to; or 
(c) revoking the decision objected to, with or without –  

(i) substituting for it another decision; or 
(ii) referring the matter, with or without directions, for another decision by the 

Committee. 
 
PART 3  –  FUNCTIONS OF BRIGADE OFFICERS 
 
3.1 Chain of command during fire fighting activities 
 
Subject to the Act and the local law, the command procedures to apply during fire fighting 
activities are those detailed in the local government’s Bush Fire Operating Procedures. 
 
3.2 Duties Of Captain 
 
(1) Subject to subclause (2)  below, the Captain is to preside at all meetings.   
 
(2) In the absence of the Captain, those present at a meeting may elect another person to 

preside at the meeting. 
 
3.3 Secretary 
 
(1) The Secretary is to – 
 

(a) be in attendance at all meetings and keep a correct minute and account of the 
proceedings of the bush fire brigade in a book or file which shall be open for 
inspection by brigade members at any reasonable time; 

(b) answer all correspondence or direct it appropriately, and keep a record of the 
same; 

(c) prepare and send out all necessary notices of meetings; 
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(d) receive membership fees, donations and other monies on behalf of the bush fire 
brigade, and remit them to the Treasurer upon receipt; 

(e) complete and forward an incident report form in the form required by the Authority 
to the Chief Bush Fire Control Officer and the Authority within 14 days after any 
attendance by the bush fire brigade at an incident. 

(f) maintain a register of all current brigade members which includes each brigade 
member’s contact details and type of membership. 

(g) provide no later than 31 May in each year, a report to the Chief Bush Fire Control 
Officer detailing the name, contact details and type of membership of each 
brigade member. 

 
(2) Where a bush fire brigade attends an incident on more than one day, the incident report 

form is to be completed and forwarded under subclause (1)(e) within 14 days after the 
last day of attendance. 

 
3.4 Treasurer 
 
The Treasurer is to – 
 
(a) receive donations and deposits from the Secretary, and deposit all monies to the credit 

of the bush fire brigade's bank account; 
(b) pay accounts as authorised by the Committee (refer clause 7.4 - drawing cheques); 
(c) keep a record of all monies received and payments made, maintain the accounts and 

prepare the  balance sheet for each financial year; 
(d) be the custodian of all monies of the bush fire brigade; and 
(e) regularly inform the Secretary of the names of those brigade members who have paid 

their membership fees. 
(f) report on the financial position of the brigade at meetings of the bush fire brigade or 

Committee. 
 
3.5 Equipment Officer 
 
The Equipment Officer is responsible for the custody and maintenance in good order and 
condition of all protective clothing, equipment and appliances provided by the local government 
to the bush fire  brigade (or of the bush fire brigade). 
 
3.6 Storage of equipment 
 
(1) The Equipment Officer may store all of the equipment of the bush fire brigade at a place 

approved by the Captain (the “station”). 
 
(2) If there is to be more than one station in the brigade area, the Equipment Officer is to 

appoint in respect of each station a person who is responsible for the custody and 
maintenance in good order and condition of all equipment and appliances at the station, 
subject to any direction of the Equipment Officer. 

 
3.7 Equipment Officer to report 
 
The Equipment Officer is to provide, no later than 31 May of each year, a report to the local 
government and the Captain describing the nature, quantity and quality of all protective clothing, 
equipment and appliances of the bush fire brigade which are generally available within the bush 
fire brigade area (or at a station of the bush fire brigade). 
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PART 4 – COMMITTEE 
 
4.1 Management of bush fire brigade 
 
(1) Subject to the provisions of these Rules, the administration and management of  the 

affairs of a bush fire brigade are vested in the Committee.  
 
(2) Without limiting the generality of subclause (1), the Committee is to have the following 

functions – 
 

(a) to recommend to the local government amendments to these Rules; 
(b) to draft the annual budget for the bush fire brigade and present it at the annual 

general meeting of the bush fire brigade; 
(c) to propose a motion for consideration at any meeting of the bush fire brigade; 
(d) to recommend to the local government equipment which needs to be supplied by 

the local government to the bush fire brigade; 
(e) to invest or place on deposit any of the funds of the bush fire brigade not 

immediately required to perform the normal brigade activities; 
(f) to delegate to a person, as is from time to time thought fit, any functions (being 

less than the total functions of the Committee) on any conditions it thinks fit; 
(g) to do all things necessary or convenient in order to perform any of its functions 

and to secure the performance of the normal brigade activities by the bush fire 
brigade; and  

(h) deal with membership applications, grievances, disputes and disciplinary matters. 
 
4.2 Constitution of Committee 
 
(1) The Committee of the bush fire brigade is to consist of the brigade officers being the 

Captain, Secretary, Treasurer, Equipment Officer and the Lieutenants of the bush fire 
brigade and other members elected by the brigade. 

 
(2) The brigade officers are to - 
 

(a) be elected at the annual general meeting of the bush fire brigade;  
(b) hold office until the next annual general meeting; and  
(c) be eligible for re-election at the next annual general meeting. 

 
(3) Any brigade officer may be removed from office by an absolute majority decision of the 

brigade members present in person or by proxy at a special meeting called for such a 
purpose.  (Any officer in this situation has the same right of objection as that member, 
which right is described under Part 2 of this Policy). 

 
(4) The Committee may appoint a brigade member to fill a vacancy in any office arising from 

a resolution under subclause (3) or which has arisen for any other reason. 
 
PART 5 – MEETINGS OF BUSH FIRE BRIGADE 
 
5.1 Ordinary meetings 
 
(1) Ordinary meetings may be called at any time by the Secretary by giving at least 14 days 

notice to all brigade members and to the Chief Fire Control Officer, for the purpose of – 
 

a) organising and checking  equipment; 
b) requisitioning new or replacement equipment; 
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c) organising field excursions, training sessions, hazard reduction programs, and the 
preparation of fire-breaks; 

d) establishing new procedures in respect of any of the normal brigade activities; and 
e) dealing with any general business. 

 
(2) In a notice given under subclause (1), the Secretary is to specify the business which is to 

be conducted at the meeting. 
 
(3) Business may be conducted at an ordinary meeting of the bush fire brigade 

notwithstanding that it was not specified in a notice given under subclause (1) in relation 
to that meeting. 

 
5.2 Special meetings 
 
(1) The Secretary is to call a special meeting when 5 or more brigade members request one 

in writing. 
 
(2) At least 7 days notice of a special meeting is to be given by the Secretary, to all brigade 

members and to the Chief Bush Fire Control Officer. 
 
(3) In a notice given under subclause (2) the Secretary is to specify the business which is to 

be conducted at the meeting. 
 
(4) No business is to be conducted at a special meeting beyond that specified in a notice 

given under subclause (2) in relation to that meeting. 
 
5.3 Annual general meeting 
 
(1) At least 14 days notice of the annual general meeting is to be given by the Secretary to 

all brigade members and to the Chief Bush Fire Control Officer.  
 
(2) At the annual general meeting the bush fire brigade is to – 
 

(a) elect the brigade officers from among the brigade members; 
(b) consider the Captain's report on the year's activities; 
(c) adopt the annual financial statements; 
(d) appoint an Auditor for the ensuing financial year in accordance with clause 5.6; 
and 
(e) deal with any general business. 

 
(3) In a notice given under subclause (1), the Secretary is to specify the business which is to 

be conducted at the meeting. 
 
(4) Business may be conducted at an annual general meeting notwithstanding that it was 

not specified in a notice given under subclause (1) in relation to that meeting. 
 
5.4 Quorum 
 
(1) The quorum for a meeting of the bush fire brigade is at least 50% of the number of 

members of the bush fire brigade. 
 
(2) No business is to be transacted at a meeting of the bush fire brigade unless a quorum of 

brigade members is present in person or by proxy. 
 
 



 
 

CPM/3-02 

 

5.5 Voting 
 
Each brigade member is to have one vote, however in the event of an equality of votes, the 
Captain (or person presiding) may exercise a casting vote. 
 
5.6 Auditor 
 
(1) At the annual general meeting a suitably qualified person, not being a brigade member, 

is to be appointed as the Auditor of the bush fire brigade for the ensuing financial year. 
 
(2) The Auditor is to audit the accounts of the bush fire brigade not less than 7 days before 

the annual general meeting and is to certify to their correctness or otherwise and present 
a report at the annual general meeting. 

 
PART 6 – MEETINGS OF COMMITTEE 
 
6.1 Meetings Of Committee 
 
(1) The Committee is to meet for the despatch of business, and may adjourn and otherwise 

regulate its meeting as it thinks fit.  
(2) The Captain or Secretary may convene a meeting of the Committee at any time. 
 
6.2 Quorum 
 
No business shall be transacted at a meeting of the Committee unless a quorum is present, 
being no less than three Brigade Officers present in person. 
 
6.3 Voting 
 
Each brigade officer is to have one vote,  however in the case of an equality of votes,  the 
Captain (or person presiding) may exercise a casting vote. 
 
PART 7 – GENERAL ADMINISTRATION MATTERS 
 
7.1 Fees 
 
(1) The membership fees, if any, for each type of member for the ensuing 12 months are to 

be determined  by the bush fire brigade at the annual general meeting. 
 
(2) Subject to subclause (3), a member is to pay the membership fees for her or his type of 

membership on or before 1 May in the year the membership is current. 
 
(3) The bush fire brigade may exempt a brigade member, or a class of membership, from 

the payment of membership fees, for such period and on such conditions as the bush 
fire brigade may determine. 

 
7.2 Funds 
 
The funds of the bush fire brigade are to be used solely for the purpose of promoting the objects 
of the bush fire brigade. 
 
7.3 Financial year 
 
The financial year of the bush fire brigade is to commence on 1 July and is to end on 30 June of 
the following year. 
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7.4 Banking 
 
(1) The funds of the bush fire brigade are to be placed in a bank account and are to be 

drawn on only by cheques signed jointly by any 2 of the Captain, Secretary or Treasurer. 
 
(2) If the Secretary/Treasurer is a combined position, the Captain and Secretary/Treasurer 

are to sign the cheques referred to in subclause (1). 
 
7.5 Disclosure of interests 
 
(1) A brigade member shall disclose to the bush fire brigade or Committee any financial 

interest (whether direct or indirect) he or she may have in any matter being considered 
by the bush fire brigade or Committee, as appropriate. 

 
(2) If a financial interest has been disclosed under subclause (1), then the bush fire brigade 

or Committee, as appropriate, is to decide, in the absence of the brigade member who 
disclosed that interest, whether or not the brigade member is to be permitted to vote on 
that matter. 

 
(3) Where the bush fire brigade or Committee, as appropriate, decides under subclause (2), 

that a brigade member is not to be permitted to vote on a matter, and the brigade 
member votes on the matter, then her or his vote is to be taken to have no effect and is 
not to be counted. 

 
7.6 Disagreements 
 
(1) Any disagreement between brigade members may be referred to either the Captain or to 

the Committee. 
 
(2) Where a disagreement in subclause (1) is considered by the Captain or the Committee 

to be of importance to the interests of the bush fire brigade, then the Captain or the 
Committee, as the case may be, is to refer the disagreement to the annual general 
meeting, an ordinary meeting or a special meeting of  the bush fire brigade. 

 
(3) The local government is the final authority on matters affecting the bush fire brigade, and 

may resolve any disagreement which is not resolved under subclause (1) or (2). 
 
PART 8 – NOTICES AND PROXIES 
 
8.1 Notices 
 
(1) Notices of meetings of the bush fire brigade are to be in writing and sent by ordinary post 

to the registered address of each brigade member. 
 
(2) Notices of meetings of the Committee may be given in writing in accordance with 

subclause (1) or by such other means as the Committee may decide (by an absolute 
majority) at a meeting of the Committee. 

 
(3) Any accidental omission to give notice of a meeting to, or non-receipt by a person 

entitled to receive such notice, is not to invalidate the meeting the subject of the notice or 
any resolutions passed at the meeting. 

 
(4) Where any notice other than a notice of meeting is to be given under these Rules, the 

notice is to be – 
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(a) in writing; 
(b) unless otherwise specified, given to or by the Secretary; 
(c) given by – 

(i) personal delivery;  
(ii) post;  
(iii) facsimile transmission; or 
(iv) email. 

(d) taken to have been received, as the case may be – 
(i) at the time of personal delivery; 
(ii) 7 business days after posting; or 
(iii) on the printing of the sender’s transmission report. 

 
8.2 Proxies 
 
(1) Where under these Rules a brigade member may vote by proxy, in order for the proxy to 

so vote, the brigade member or the proxy shall give a notice in the form of that appearing 
in this clause, to the Secretary or the person presiding at the meeting before the start of 
the meeting at which the proxy is to be used. 

 
(2) A proxy is to be valid for the meeting for which it is given and for any adjournments of 

that meeting. 
 
(3) A proxy shall be valid for the number of votes to which the brigade member is entitled. 
 
(4) If the donor of the proxy does not give any indication of the manner in which the proxy is 

to vote, the proxy shall be entitled to vote or not vote as he or she thinks fit. 
 

(5) A proxy shall be entitled to speak on behalf of the donor of the proxy. 
 

(6) All forms appointing proxies deposited under subclause (1) are to be retained by the 
Secretary for not less than 28 days after the conclusion of the meeting to which they 
relate but if there is any objection to the validity of any vote  at the meeting, they are to 
be retained until the determination of that objection. 
 

(7) The form appointing a proxy shall be in writing and signed by the brigade member 
appointing the proxy and shall be in or substantially in the form set out below - 
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APPOINTMENT OF PROXY 
 

[INSERT NAME] BUSH FIRE BRIGADE 
 

[ANNUAL] [EXTRAORDINARY] GENERAL MEETING 
TO BE HELD ON [DATE] 

 
I, _____________________________, 
Being a brigade member appoint ___________________ to 
be my proxy and vote on my behalf at the meeting of the 
bush fire brigade to be held on [insert date] and at any 
adjournment of it.  The proxy shall vote as follows: 
 
MOTION            FOR  AGAINST  ABSTAIN 

¶ . . . . . . . . . . . . 

¶ . . . . . . . . . . . . 
 
If there is no instruction to the proxy as to the way to vote, 
the proxy shall exercise her or his discretion as to how to 
vote or whether to vote at all.  In respect of any vote taken at 
the meeting on a matter which does not appear on the 
agenda, the proxy shall exercise her or his discretion as to 
the way he or she casts the vote or whether it is cast at all. 
 
Date: ________________________ 
 
Signed: ______________________ 
 
NOTE:  To be valid this proxy must be completed and 
returned to the Secretary of the bush fire brigade (or the 
presiding member) prior to the commencement of the 
meeting for which the proxy is valid. 

 
 
 
Dated this        day of                      
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APPENDIX 1 - APPLICATION FOR MEMBERSHIP - FIRE FIGHTING MEMBER 
 

I make application to be a fire fighting member of the Bush Fire Brigade. 

Applicant's Name ..............................................................................................................................  

My private address is ........................................................................................................................  

My business address is ....................................................................................................................  

Usual Occupation .............................................................................................................................  

I can be contacted on: 

Telephone No: ....................... (Home)  ..............................  (Work)............................... (Mobile) 

Fax No:……………………..(Home) …………………….. (Work)…………………….  
 
CB Radio  Channel…………………………..Call Sign……………………………  
 
If needed, I can provide my own transport to the scene of any outbreak.  (This line to be struck 
out if not applicable).  Note:  ALL ROAD LAWS ARE TO BE OBEYED WHEN DRIVING 
PRIVATE VEHICLES TO A FIRE. 
 
I hold a current driver's licence No ……………….. Classes ………………………… 
 
I declare that I am at least 16 years of age and in good health with no known medical conditions 
which might limit my capacity to fight fires. 
 
I give these undertakings – 
 
(1) to promote the objects of the bush fire brigade as far as is in my power; 
(2) to be governed by the provisions of the Bush Fires Act 1954 and the Regulations made 

under that Act, and the local law and policies of the [insert name of local 
government]relevant to fire control and bush fire brigades; 

(3) to use my best endeavours to give assistance in fire fighting measures when called upon 
and on such occasions to obey all orders and instructions issued by duly authorized 
officers of the bush fire brigade or the local government; 

(4). to comply with the Rules of the bush fire brigade. 
 

Date …………………….   ……………………………………. 

        Applicant's signature 

 
Please list here any fire fighting equipment owned by you. 

¶ …………………………………………………………………………… 

¶ …………………………………………………………………………… 

¶ …………………………………………………………………………… 
 

Please list any relevant training or courses/certificates eg fire/first aid/rescue 
1. …………………………………………………………………………… 
2. …………………………………………………………………………… 
3. …………………………………………………………………………… 
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APPENDIX 2 - APPLICATION FOR MEMBERSHIP - ASSOCIATE MEMBER 
 
I make application to be an associate member of the ............................  Bush Fire Brigade. 
 

¶ I hereby offer to transport fire fighting members and/or equipment to the scene of any 
outbreak when called upon.  I have a motor vehicle of the following type ……………….. 
available for such purpose. 

 
MDL No: ……………………….  Classes: …………………………….. 

 

¶ I am also prepared to offer my services in the following capacity:- 
  
(paragraph (a) or (b) above may be struck out if not applicable) 
 
 
Applicant's Name .....................................................................................................................  
 
My private address is ...............................................................................................................  
  
 
My business address is ...........................................................................................................  
  
 
I can be contacted on: 
 
Telephone No: (Home) ..........................  (Work) .........................  Mobile ...........................  
 
Fax No:  (Home) ..........................  (Work) .........................  
 
CB Radio Channel .........................  Call Sign ......................  
 
I give these undertakings – 
(1) to promote the objects of the bush fire brigade as far as is in my power; 
(2) to be governed by the provisions of the Bush Fires Act 1954 and any Regulations 

made under the Act and the local law and policies of the [insert name of local 
government] relevant to fire control and bush fire brigades; 

(3) to use my best endeavours to assist in normal bush fire brigade activities as an 
associate member when called upon; 

(4) to comply with the Rules of the bush fire brigade. 
 

Date ………………………..  …………………………………… 

       Applicant's signature 

 

BUSH FIRE BRIGADE USE ONLY: 
 

    APPROVED / DECLINED 
 

Signed:  ...................................................................  
    Brigade Captain 
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APPENDIX 3 - APPLICATION FOR MEMBERSHIP - CADET MEMBER 
 

I make application to be a cadet member of the  ......................................... Bush Fire Brigade. 

 
Applicant's Name ..............................................................................................................................  
 
My private address is ........................................................................................................................  
 
  
 
I can be contacted on: 
 
Telephone No: ....................... (Home)  ..............................  (Work)............................... (Mobile) 

 
Fax No:  (Home) ...................................  (Work) ..............................  
 
CB Radio Channel .................................  Call Sign ..........................  
 
I declare that I am ………… years of age and in good health. 
 
Date of Birth: ………………… 
 
I give these undertakings – 
 
(1) to promote the objects of the bush fire brigade as far as is in my power; 
(2) to be governed by the provisions of the Bush Fires Act 1954 and the Regulations made 

under that Act, and the local law and policies of the [insert name of local 
government]relevant to the activities of cadet members; 

(3) to obey all orders and instructions issued by duly authorized officers of the bush fire 
brigade or the local government; 

(4) to comply with the Rules of the bush fire brigade. 
 

 

Date …………………….   ……………………………………. 

        Applicant's signature 

 
PARENT / GUARDIAN CONSENT: 
 
I ……………………………. being the parent/guardian of the above applicant, consent to him/her 
being a cadet member of the …………………………… Bush Fire Brigade, in accordance with 
the rules applicable to cadet membership. 
 
Signed  ………………………………….  Dated ……………………….…… 
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CITY OF ROCKINGHAM 

 
COUNCIL POLICY 

 
SELF SUPPORTING LOANS BY INCORPORATED ASSOCIATIONS 

 

 
 
BACKGROUND 
 
This Policy establishes guidelines for dealing with applications from Incorporated Associations 
for Self-Supporting Loans through Council. 
 
STATEMENT OF INTENT 
 
To provide procedural guidance in dealing with applications received from Incorporated 
Associations for Self-Supporting Loans through Council. 

 
POLICY 
 
General Principles 
 
(a) The Incorporated Association shall produce written documentation providing evidence of 

the past and future financial viability and their ability to meet the repayments of the loan.  
Clubs/associations shall be encouraged to communicate with the City regularly 
regarding any changes in their financial status or ability to repay monies owing to the 
City. 

 
(b) In this regard, the previous three years’ audited financial statements and future financial 

forecasts for the duration of the loan shall be provided for analysis to ascertain that the 
organisation has the financial capacity to meet the repayments 

 
(c) The Incorporated Association on seeking the Self-Supporting Loan shall have 

investigated all alternative funding options prior to seeking Council’s assistance and 
shall provide evidence of same.  The organisation must be able to demonstrate that they 
have attempted to raise funds from its own members prior to approaching Council.   

 
(d) Incorporated Associations will not be eligible to receive a further Self-Supporting Loan 

during a 10 year period, unless the balance outstanding on the previous loan has been 
settled. 

 
(e) The Incorporated Associations are expected to meet all loan obligations as and when 

they fall due.  Any loan repayments not paid by the due date will constitute a default.  In 
the event of a default, penalty interest shall apply at the rate noted in the annual budget 
regarding interest on money owing to Local Governments.  Any legal costs shall be 
added to the loan amount payable. 

 
(f) A bank guarantee may be required. 
 
(g) Three persons are required to guarantee/provide security for the Club/Organisation’s 

liability and will be required to sign documentation prepared by Council to this effect. 
 
 
Policy Adopted: Council meeting 29 October 2009 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

SERVICE COMPLAINTS POLICY 
 

 
 
Objective 
 
The City of Rockingham welcomes service complaints as a form of valuable feedback that will 
assist in ultimately improving services provided to the community. 
 
The City is confident that it can resolve the majority of complaints received, however we are 
aware that we may not be able to satisfy every customer on every occasion. 
 
In an effort to simplify the service complaints process and capture as many service complaints 
as possible, the City has developed a Service Complaints Policy. This document outlines the 
definition of a service complaint, eligibility, how to lodge a service complaint and the process. 
 
Definition 
 
A service complaint is an expression of dissatisfaction with a standard of service, a process, a 
product, or the behaviour of an employee or contractor. 
 
Eligibility 
 
Only directly involved parties can lodge a service complaint. 
 
A service complaint arises after all reasonable attempts have been made to resolve an issue on 
an informal basis. 
 
Service Complaints cannot be made where another avenue of appeal already exists eg. State 
Administrative Tribunal. 
 
How to lodge a service complaint 
 
A service complaint can be lodged with the City by completing a “Service Complaint Form”. 
 
Procedure 
 
1. Service complaints will be coordinated by the Manager Customer and Corporate Support. 

Complaints will be forwarded to the Chief Executive Officer or the Director of the relevant 
team. Service complaints of this nature will be dealt with within 28 working days. 
 

2. If the complainant is not satisfied with the response provided by the Chief Executive Officer 
or the Director of the relevant team, the issue can be referred to the Customer Service 
Review Committee, at the request of the complainant. The Customer Service Review 
Committee meets on an as-needs basis. The complainant will have the opportunity to 
present their complaint to the committee. Once the committee has come to a decision, the 
complainant will receive a written response. 
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3. If the complainant is not satisfied with the decision made by the Customer Service Review 

Committee, the complainant will be advised of their right to take their complaint to the 
Ombudsman Western Australia or the Department of Local Government. 

 
Customer Service Review Committee 
 
The Customer Service Review Committee will consist of the Chief Executive Officer and three 
Elected Members. When a complaint is made against the General Management Team, the 
Director Corporate Services will replace the Chief Executive Officer on the Customer Service 
Review Committee. 

 
Executive Support will be provided by the Manager Customer and Corporate Support. 
 
Adopted by Council: 23 March 2010 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

SIGNIFICANT ACCOUNTING POLICIES 
 

 
 

Council Policy Objective 
To ensure consistency and compliance in the City’s financial reporting. 
 
Council Policy Scope 
This policy is relevant for all financial reports produced by the City. 
 
Council Policy Statement 
The significant accounting policies which have been adopted for the preparation of financial 
reports are: 
 
(a) Basis of Preparation 

The financial report is a general purpose financial statement which has been prepared in 
accordance with Australian Accounting Standards (as they apply to local governments 
and not-for-profit entities), Australian Accounting Interpretations, other authoritative 
pronouncements of the Australian Accounting Standards Board, the local Government Act 
1995 and accompanying regulations. 
 
Except for cash flow and rate setting information, the report has also been prepared on 
the accrual basis and is based on historical costs, modified, where applicable, by the 
measurement at fair value of the selected non-current assets, financial assets and 
liabilities. 
 
Critical Accounting Estimates 
The preparation of a financial report in conformity with Australian Accounting Standards 
requires management to make judgements, estimates and assumptions that effect the 
application of policies and reported amounts of assets and liabilities, income and 
expenses. 
 
The estimates and associated assumptions are based on historical experience and 
various other factors that are believed to be reasonable under the circumstances; the 
results of which form the basis of making the judgements about carrying values of assets 
and liabilities that are not readily apparent from other sources. Actual results may differ 
from these estimates. 

 
(b) The Local Government Reporting Entity 

All Funds through which the Council controls resources to carry on its functions have been 
included in the financial statements forming part of this financial report. 
In the process of reporting on the local government as a single unit, all transactions and 
balances between those funds (for example, loans and transfers between Funds) have 
been eliminated. 
 
All monies held in the Trust Fund are excluded from the financial statements, but a 
separate statement of those monies appears in the Notes to the financial statements. 
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(c) Goods and Services Tax 
Revenues, expenses and assets capitalised are stated net of any GST recoverable. 
Receivables and payables in the statement of financial position are stated inclusive of 
applicable GST.  The net amount of GST recoverable from, or payable to the ATO, is 
included with receivables or payables in the statement of financial position. 
 
Cash flows are presented on a gross basis.  The GST components of cash flows arising 
from investing or financing activities which are recoverable from, or payable to the ATO, 
are presented as operating cash flows. 

 
(d) Cash and Cash Equivalents 

Cash and cash equivalents include cash on hand, cash at bank, deposits held at call with 
banks, other short term highly liquid investments with original maturities of three months 
or less that are readily convertible to known amounts of cash and which are subject to an 
insignificant risk of changes in value and bank overdrafts. 
 
Bank overdrafts are shown as short term borrowings in current liabilities in the statement 
of financial position. 

 
(e) Trade and Other Receivables 

Collectability of trade and other receivables is reviewed on an ongoing basis.  Debts that 
are known to be uncollectible are written off when identified.  An allowance for doubtful 
debts is raised when there is objective evidence that they will not be collectible. 

 
(f) Inventories 

General 
Inventories are measured at the lower of cost and net realisable value.Net realisable value 
is the estimated selling price in the ordinary course of business less the estimated costs of 
completion and the estimated costs necessary to make the sale. 
 
Land Held for Resale 
Land purchased for development and/or resale is valued at the lower of cost and net 
realisable value.  Cost includes the cost of acquisition, development, borrowing costs and 
holding costs  until Finance costs and holding charges incurred after development is 
completed are expensed. 
 
Revenue arising from the sale of property is recognised in the statement of 
comprehensive income as at the time of signing an unconditional contract of sale. 
Land held for resale is classified as current except where it is held as non-current based 
on Council's intention to release for sale. 

 
(g) Fixed Assets 

Each class of fixed assets is carried at cost or fair value as indicated less, where 
applicable, any accumulated depreciation or impairment losses. 
 
Initial Recognition 
All assets are initially recognised at cost.  Cost is determined as the fair value of the 
assets given as consideration plus costs incidental to the acquisition.  For assets acquired 
at no cost or for nominal consideration, cost is determined as fair value at the date of 
acquisition.  The cost of non-current assets constructed by the Council includes the cost 
of all materials used in construction, direct labour on the project and an appropriate 
proportion of variable and fixed overheads. 
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Subsequent costs are included in the asset's carrying amount or recognised as a separate 
asset, as appropriate, only when it is probable future economic benefits associated with 
the item will flow to the Council and the cost of the item can be measured reliably.  All 
other repairs and maintenance are recognised as expenses in the statement of 
comprehensive income in the period in which they are incurred. 
 
Revaluation 
Certain asset classes may be re-valued on a regular basis such that the carrying values 
are not materially different from fair value.  For infrastructure and other asset classes 
where no active market exists, fair value is determined to be the current replacement cost 
of an asset less, where applicable, accumulated depreciation calculated on the basis of 
such cost to reflect the already consumed or expired future economic benefits of the 
asset. 
 
Increases in the carrying amount arising on revaluation of assets are credited to a 
revaluation surplus in equity.  Decreases that offset previous increases in the same asset 
are recognised against revaluation surplus directly in equity.  All other decreases are 
recognised as profit or loss. 
 
Any accumulated depreciation at the date of revaluation is eliminated against the gross 
carrying amount of the asset and the net amount is restated to the re-valued amount of 
the asset. 
 
Those assets carried at a re-valued amount, being their fair value at the date of 
revaluation less any subsequent accumulated depreciation and accumulated impairment 
losses, are to be re-valued with sufficient regularity to ensure the carrying amount does 
not differ materially from that determined using fair value at reporting date. 
 
Land under Roads 
In Western Australia, all land under roads is Crown Land, the responsibility for managing 
which, is vested in the local government. 
 
Effective as at 1 July 2008, Council elected not to recognise any value for land under 
roads acquired on or before 30 June 2008.  This accords with the treatment available in 
Australian Accounting Standard AASB1051 - Land Under Roads and the fact Local 
Government (Financial Management) Regulation 16(a) (i) prohibits local governments 
from recognising such land as an asset. 
 
In respect of land under roads acquired on or after 1 July 2008, as detailed above, Local 
Government (Financial Management) Regulation 16(a) (i) prohibits local governments 
from recognising such land as an asset. 
 
Whilst such treatment is inconsistent with the requirements of AASB 1051, Local 
Government (Financial Management) Regulation 4(2) provides, in the event of such an 
inconsistency, the Local Government (Financial Management) Regulations prevail. 
Consequently, any land under roads acquired on or after 1 July 2008 is not included as an 
asset of the Council. 
 
Depreciation of Non-Current Assets 
All non-current assets having a limited useful life (excluding freehold land) are separately 
and systematically depreciated over their useful lives in a manner which reflects the 
consumption of the future economic benefits embodied in those assets. 
 
Assets are depreciated from the date of acquisition or, in respect of internally constructed 
assets, from the time the asset is completed and held ready for use. 
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Depreciation is recognised on a straight-line basis, using rates which are reviewed each 
reporting period.  Major depreciation periods are:  
 

Leasehold Buildings     40 years   (2.5% pa) 

Other infrastructure Asset - Landfill   3 years   (33.33%pa) 

Building and Fixed Equipment   40 years   (2.5% pa) 

Furniture, Fittings and Equipment   10 years   (10.0%pa) 

Computer Equipment     3-5 years   (20.0-33.33%pa) 

Plant Machinery and Equipment    8 years   (12.5%pa) 

Mobile Plant and vehicles    5 years   (20%pa) 

Tools        5 years   (20%pa) 

Parks        15 years   (6.7%pa) 

Road Seals- Asphalt     20 years   (5%pa) 

Road Construction     20 years   (5%pa) 

Road (unsealed)-gravel    20 years   (5%pa) 

Footpaths and Crossovers    20 years   (5%pa) 

Drainage       50 years   (2%pa) 

Miscellaneous      50 years   (2%pa) 

Photocopiers      5-10 years   (10-20%pa) 

 
The assets residual values and useful lives are reviewed, and adjusted if appropriate, at 
the end of each reporting period. 
 
An asset's carrying amount is written down immediately to its recoverable amount if the 
asset's carrying amount is greater than its estimated recoverable amount. 
 
Gains and losses on disposals are determined by comparing proceeds with the carrying 
amount.  These gains and losses are included in the statement of comprehensive income.  
When re-valued assets are sold, amounts included in the revaluation surplus relating to 
that asset are transferred to retained earnings. 
 
Capitalisation Threshold 
Fixed assets are capitalised if their cost exceeds the following: 
Land        Nil 
Buildings and Fixed Equipment   $5,000 
Furniture and Equipment    $2,000 
Plant and Equipment     $2,000 
Infrastructure      $5,000 

 
(h) Financial Instruments 

Initial Recognition and Measurement 
Financial assets and financial liabilities are recognised when the Council becomes a party 
to the contractual provisions to the instrument.  For financial assets, this is equivalent to 
the date that the Council commits itself to either the purchase or sale of the asset (i.e. 
trade date accounting is adopted).  
 
Financial instruments are initially measured at fair value plus transaction costs, except 
where the instrument is classified 'at fair value through profit or loss', in which case 
transaction costs are expensed to profit or loss immediately. 
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Classification and Subsequent Measurement 
Financial instruments are subsequently measured at fair value, amortised cost using the 
effective interest rate method or at cost. 
 
Fair value represents the amount for which an asset could be exchanged or a liability 
settled, between knowledgeable, willing parties.  Where available, quoted prices in an 
active market are used to determine fair value.  In other circumstances, valuation 
techniques are adopted. 
 
Amortised cost is calculated as: 
(a) The amount in which the financial asset or financial liability is measured at initial 

recognition; 
(b) Less principal repayments; 
(c) Plus or minus the cumulative amortisation of the difference, if any, between the 

amount  
(d) initially recognised and the maturity amount calculated using the effective interest rate 

method; and 
(e) Less any reduction for impairment. 
 
The effective interest rate method is used to allocate interest income or interest expense 
over the relevant period and is equivalent to the rate that discounts estimated future cash 
payments or receipts (including fees, transaction costs and other premiums or discounts) 
through the expected life (or when this cannot be reliably predicted, the contractual term) 
of the financial instrument to the net carrying amount of the financial asset or financial 
liability.  Revisions to expected future net cash flows will necessitate an adjustment to the 
carrying value with a consequential recognition of an income or expense in profit or loss. 
 
(i) Financial assets at fair value through profit and loss 
Financial assets at fair value through profit or loss are financial assets held for trading.  A 
financial asset is classified in this category if acquired principally for the purpose of selling 
in the short term.  Derivatives are classified as held for trading unless they are designated 
as hedges.  Assets in this category are classified as current assets. 
 
(ii) Loans and receivables 
Loans and receivables are non-derivative financial assets with fixed or determinable 
payments that are not quoted in an active market and are subsequently measured at 
amortised cost. 
Loans and receivables are included in current assets where they are expected to mature 
within 12 months after the end of the reporting period. 
 
(iii) Held-to-maturity investments 
Held-to-maturity investments are non-derivative financial assets with fixed maturities and 
fixed or determinable payments and fixed maturities that the Council’s management has 
the positive intention and ability to hold to maturity.  They are subsequently measured at 
amortised cost. 
Held-to-maturity investments are included in current assets where they are expected to 
mature within 12 months after the end of the reporting period.  All other investments are 
classified as non-current. 
 
(iv) Available-for-sale financial assets 
Available-for-sale financial assets, are non-derivative financial assets that are either not 
suitable to be classified into other categories of financial assets due to their nature, or they 
are designated as such by management.  They comprise investments in the equity of 
other entities where there is neither a fixed maturity nor fixed or determinable. 
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They are subsequently measured at fair value with changes in such fair value (i.e. gains 
or losses) recognised in other comprehensive income (except for impairment losses).  
When the financial asset is derecognised, the cumulative gain or loss pertaining to the 
asset previously recognised in other comprehensive income is reclassified into profit or 
loss. 
 
Available-for-sale financial assets are included in current assets where they are expected 
to be sold within 12 months after the end of the reporting period.  All other financial assets 
are classified as non-current. 
 
(v) Financial liabilities 
Non-derivative financial liabilities (excluding financial guarantees) are subsequently 
measured at amortised cost. 
 
Impairment 
At the end of each reporting period, the Council assesses whether there is objective 
evidence that a financial instrument has been impaired.  In the case of available-for-sale 
financial instruments, a prolonged decline in the value of the instrument is considered to 
determine whether impairment has arisen.  Impairment losses are recognised in profit or 
loss.  Also, any cumulative decline in fair value previously recognised in other 
comprehensive income is reclassified into profit or loss at this point. 
 
De-recognition 
Financial assets are derecognised where the contractual rights to receipt of cash flows 
expire or the asset is transferred to another party whereby the Council no longer has any 
significant continued involvement in the risks and benefits associated with the asset. 
 
Financial liabilities are derecognised where the related obligations are discharged, 
cancelled or expire.  The difference between the carrying amount of the financial liability 
extinguished or transferred to another party and the fair value of the consideration paid, 
including the transfer of non-cash assets or liabilities assumed, is recognised in profit or 
loss. 

 
(i) Impairment 

In accordance with Australian Accounting Standards the Council's assets, other than 
inventories, are assessed at each reporting date to determine whether there is any 
indication they may be impaired. 
 
Where such an indication exists, an impairment test is carried out on the asset by 
comparing the recoverable amount of the asset, being the higher of the asset's fair value 
less costs to sell and value in use, to the asset's carrying amount. 
 
Any excess of the asset's carrying amount over its recoverable amount is recognised 
immediately in profit or loss, unless the asset is carried at a re-valued amount in 
accordance with another standard (e.g. AASB 116).  Any impairment loss of a re-valued 
asset is treated as a revaluation decrease in accordance with that other standard. 
 
For non-cash generating assets such as roads, drains, public buildings and the like, value 
in use is represented by the depreciated replacement cost of the asset. 
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(j) Trade and Other Payables 
Trade and other payables represent liabilities for goods and services provided to the 
Council prior to the end of the financial year that are unpaid and arise when the Council 
becomes obliged to make future payments in respect of the purchase of these goods and 
services. 
The amounts are unsecured and are usually paid within 30 days of recognition. 

 
(k) Employee Benefits 

Provision is made for the Council's liability for employee benefits arising from services 
rendered by employees to the end of the reporting period.  Employee benefits that are 
expected to be settled within one year have been measured at the amounts expected to 
be paid when the liability is settled.  Employee benefits payable later than one year have 
been measured at the present value of the estimated future cash outflows to be made for 
the benefits.  In determining the liability, consideration is given to the employee wage 
increases and the probability the employee may not satisfy vesting requirements.  Those 
cash flows are discounted using market yields on national government bonds with terms 
to maturity matching the expected timing of cash flows. 

 
(l) Borrowing Costs 

Borrowing costs are recognised as an expense when incurred except where they are 
directly attributable to the acquisition, construction or production of a qualifying asset.  
Where this is the case, they are capitalised as part of the cost of the particular asset. 

 
(m) Provisions 

Provisions are recognised when: 
(a) The Council has a present legal or constructive obligation as a result of past events; 
(b) For which it is probable that an outflow of economic benefits will result; and 
(c) That outflow can be reliably measured. 
 
Provisions are measured using the best estimate of the amounts required to settle the 
obligation at the end of the reporting period. 

 
(n) Leases 

Leases of fixed assets, where substantially all the risks and benefits incidental to the 
ownership of the asset, but not legal ownership, are transferred to the Council, are 
classified as finance leases. 
 
Finance leases are capitalised recording an asset and a liability at the lower amounts 
equal to the fair value of the leased property or the present value of the minimum lease 
payments, including any guaranteed residual values.  Lease payments are allocated 
between the reduction of the lease liability and the lease interest expense for the period. 
Leased assets are depreciated on a straight line basis over the shorter of their estimated 
useful lives or the lease term. 
 
Lease payments for operating leases, where substantially all the risks and benefits remain 
with the lessor, are charged as expenses in the periods in which they are incurred. 
Lease incentives under operating leases are recognised as a liability and amortised on a 
straight line basis over the life of the lease term. 

 
(o) Joint Venture 

The Council’s interest in a joint venture has been recognised in the financial statements 
by including its share of any assets, liabilities, revenues and expenses of the joint venture 
within the appropriate line items of the financial statement.  Information about the joint 
venture is set out in Notes. 
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The Council's interest in joint venture entities are recorded using the equity method of 
accounting in the financial report. 
 
When the Council contributes assets to the joint venture or if the Council purchases 
assets from the joint venture, only the portion of gain or loss not attributable to the 
Council's share of the joint venture shall be recognised.  The Council recognises the full 
amount of any loss when the contribution results in a reduction in the net realisable value 
of current assets or an impairment loss. 

 
(p) Rates, Grants, Donations and Other Contributions 

Rates, grants, donations and other contributions are recognised as revenues when the 
local government obtains control over the assets comprising the contributions.  Control 
over assets acquired from rates is obtained at the commencement of the rating period or, 
where earlier, upon receipt of the rates. 
 
Where contributions recognised as revenues during the reporting period were obtained on 
the condition that they be expended in a particular manner or used over a particular 
period, and those conditions were undischarged as at the reporting date, the nature of and 
amounts pertaining to those undischarged conditions are disclosed in Note 2(c).  That 
note also discloses the amount of contributions recognised as revenues in a previous 
reporting period which were obtained in respect of the local government's operation for the 
current reporting period. 

 
(q) Superannuation 

The Council contributes to a number of superannuation funds on behalf of employees.  All 
funds to which the Council contributes are defined contribution plans. 

 
(r) Current and Non-Current Classification 

In the determination of whether an asset or liability is current or non-current, consideration 
is given to the time when each asset or liability is expected to be settled.  The asset or 
liability is classified as current if it is expected to be settled within the next 12 months, 
being the Council’s operational cycle.  In the case of liabilities where the Council does not 
have the unconditional right to defer settlement beyond 12 months, such as vested long 
service leave, the liability is classified as current even if not expected to be settled within 
the next 12 months.  Inventories held for trading are classified as current even if not 
expected to be realised in the next 12 months except for land held for resale where it is 
held as non-current based on Council’s intentions to release for sale. 

 
(s) Rounding Off Figures 

All figures shown in this annual financial report, other than a rate in the dollar, are rounded 
to the nearest dollar. 

 
(t) Comparative Figures 

Where required, comparative figures have been adjusted to conform to changes in 
presentation for the current financial year. 

 
(u) Budget Comparative Figures 

Unless otherwise stated, the budget comparative figures shown in this annual financial 
report relate to the original budget estimate for the relevant item of disclosure. 
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Definitions 
Nil 
 
Legislation 
Local Government Act 1995 and relevant Regulations 
Australian Accounting Standards 
 
Other Relevant Policies/ Key Documents 
Nil 
 
 
 
Adopted by Council:  23 April 2013 (CS-008/13) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

SPORTS FACILITIES PROVISION POLICY 
 

 
 

Council Policy Objective 

To outline the agreed level of service to which the City of Rockingham will commit to in the 
provision of sporting facilities throughout the City. 

 

Council Policy Scope 

This policy will provide the parameters for the future creation and redevelopment of existing 
sporting facilities by ensuring a consistent and equitable approach based upon relevant National 
and State Sporting Association preferred facility guidelines and City financial parameters.  

 

Council Policy Statement 

1. Facility Hierarchy 

The City of Rockingham Community Infrastructure Plan provides the content in relation to 
establishing the facility hierarchy approach for the Sports Facilities Provision Policy and is 
outlined in the Definitions. 

 

2. Facility Provision Principles 

The planning and development of sports facilities within the City shall be guided by the following 
principles: 

¶ National and State Sporting Association’s preferred facility guidelines and core requirements; 

¶ Provide a reasonable standard of sports facilities to cater for the demands of current and 
future populations and to aid sports participation and development pathways; 

¶ Develop multi-use sports facilities and recreation precincts that are fit for purpose and 
flexible, rather than single use or specific facilities; and 

¶ Facilities shall be designed to be safe (Crime Prevention Through Environmental Design), 
functional, inclusive, accessible, and sustainable (economic, environment and social). 

The size and scale of facility provision to be guided by the National and State Sporting 
Association preferred facility guidelines. The detailed design and quality of sports facilities may 
be influenced by, but not limited to the location and topography, heritage, spatial connections, 
architectural design intent, functionality, proposed community use, aesthetics, City and club 
budgets. 

 

3. Facility Provision 

National and State Sporting Association preferred facility guidelines and where relevant, laws 
and dimensions of the game, will be applied to the local context and used to determine the level 
of provision for sporting facilities throughout the City.   
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Sports with similar numbers of players have similar requirements in the provision of sporting 
facilities.  Therefore, the provision of sporting facilities have been grouped by sports with similar 
numbers of players; 13-18 player sports (AFL, Rugby League and Rugby Union), 11 player 
sports (Cricket, Hockey, Gridiron and Soccer), 7-9 player sports (Baseball/Softball, Basketball 
and Netball) and other sports (Tennis, Lawn Bowls, etc.). Sports participating at various levels 
of competition may have additional infrastructure requirements; however the City’s provision is 
to meet the basic community need and align with the facility hierarchy approach.  

The City of Rockingham will provide standard fixtures, fittings and infrastructure for the safe, 
accessible and functional use of the facilities by user groups.   

Buildings shall only be provided as single storey structures unless exceptional circumstances 
are identified that require elevation, such as topography.  

Public toilets will be designed within sports facilities to prevent multiple structures on reserves. 

 

4. Executive Policy and Guidelines 

The CEO shall ensure that policies and procedures are implemented that will establish the 
prescribed principles and criteria that are to be applied to establish the dimensions, scale, 
function and utility for sports facilities provision and uniform size specification and fit out. 

 

5. User Group / Club Contribution 

Components which vary from the preferred facility guideline provision or are for the exclusive 
use of a sporting club and/or classified as non-essential, including but not limited to, a 
gymnasium, theatrettes, commercial kitchen facilities, cool rooms, sponsors areas, additional 
storage and greater spatial needs for social and sporting activities will be the responsibility of 
the user groups/clubs and at their expense.  

Planning, architectural and servicing fees relating to the variations will be incurred by the 
club/user group on a pro-rata basis. 

 

Definitions 

Regional:  Catchment extends up to beyond 25 kilometres and caters for around 150,000 – 
250,000 persons. 

District:  Catchment services the entire City of Rockingham municipal boundary and extends up 
to 260 square kilometres and a catchment radius of over 10 kilometres and caters for around 
75,000 – 125,000 persons. 

Sub-District:  Catchment extends between 3 and 10 kilometres and caters for around 25,000 – 
75,000 persons. 

Neighbourhood:  Catchment extends between 1 and 3 kilometres to service a cluster of 
localities accommodating between 10,000 and 25,000. 

Local:  Catchments extend within a walkable radius, desirably within 800m and service up to 
10,000 people. 

 

Legislation 

Building Act 1975 – Building Code of Australia (BCA) 
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Other Relevant Policies / Key Documents 

Strategic Community Plan 2015 – 2025 

Community Infrastructure Plan 

Infrastructure Asset Management Plan 2014 

 

References 

AFL Preferred Facility Guidelines for State, Regional and Local Facilities August 2012; Coffey 
Sport and Leisure 

Bowls WA – Strategic Facilities Plan. September 2010; GDH 

Community Sporting Facility Lighting Guide for Australian Rules Football, Football (Soccer) and 
Netball 2012; Department of Planning and Community Development, Victoria. 

Facilities Data Sheet 1 (Soccer) September 2004; Football Foundation. 

Facilities Strategic Plan 2014 – 2024; Football NSW. 

Football Facilities (Soccer) Facility Review & Development, 2009; Syme Marmion & Co 

Hockey WA – State Sporting Strategic Facilities Plan 2009 to 2025; CCS Strategic, Geografia 

http://www.dsr.wa.gov.au/support-and-advice/facility-management/developing-
facilities/dimensions-guide  

NRL – Preferred Facility Guidelines for Grassroots Rugby League 2014. 

Perth Metropolitan Region – Facilities Strategic Plan 2006 – 2015; TennisWest. 

Sport England. Design Guidance Note - Pavilions and Clubhouses (2000) 

Sporting Associations Guidelines  

Tennis Facility Planning Guide; (2010) Department of Planning and Community Development 

WACA Cricket Facilities, Perth Metropolitan Region Strategic Plan 2006 – 2015 

WAFC Football Facilities Strategic Plan 2006; Syme Marmion & Co 

WRU – Facilities Guidance Note 1 – Clubhouses & Changing Rooms 1 – a brief overview 

 

Responsible Division 

Community Development 

 

Review Date 

Review every five years 

 
Adopted by Council:  26 May 2015 (CD-022/15) 

http://www.dsr.wa.gov.au/support-and-advice/facility-management/developing-facilities/dimensions-guide
http://www.dsr.wa.gov.au/support-and-advice/facility-management/developing-facilities/dimensions-guide
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

STRATEGIC DEVELOPMENT FRAMEWORK POLICY 
 

 

Council Policy Objective 

To - 

¶ Identify and explain the elements of the City’s Strategic Development Framework. 

¶ Prescribe the forums in which each of the elements of the framework are formulated, 
reviewed, discussed and approved. 

¶ Define the involvement and role of the community, staff and elected members in the process. 

¶ Identify the timing of the various activities within the framework. 

 

Council Policy Scope 

Councillors, staff, stakeholders and members of the community involved or participating in the 
strategic development process. 

 

Council Policy Statement 

Councillors, staff, stakeholders and members of the community involved or participating in the 
strategic development process. 

 

Community Plan 

Definition 

An aspirational plan driven by the community that sets the long term vision for the city and 
establishes the key focus areas that Council must attend to if the vision is to be served. 

Forum 

Independently facilitated workshops attended by community members, followed up with a 
Councillor / Community Representative/ Staff member Workshop. 

Process for Development of Review 

Major Review 

Community establishes the foundation of the plan  

Council/Staff/Community Representatives summarise the plan foundations and further develop 
the vision and key focus areas. 

Staff further refine the vision and key focus areas and submit draft Community Plan to Council via 
Corporate and Community Development Standing Committee for approval. 

Council adopts final plan after community consultation period. 
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Minor Review 

Staff collate feedback, form community consultation program and submit to Council for adoption 
with recommended changes via Corporate and Community Development Standing Committee. 

Timeline 

Major Review every four years (next one 2018)  

Minor Review every four years (next one 2016) 

Community Plan Strategies 

Definition 

Plans and strategies that focus upon specific areas of Council involvement or activity.  Examples 
are: 

¶ The Community Safety Strategy 
¶ The Local Planning Strategy 
¶ The Economic Development Strategy 
¶ The Seniors Strategy 

All strategies must be congruent with the higher level key focus areas and aspirations established 
in the community plan and contain discrete, costed and deliverable tasks that will facilitate 
effective and measurable outcomes. 

Forum 

Advisory Committee meetings, community workshops, community group meetings, Councillor 
Engagement Sessions. 

Process for Development or Review 

New or Major Review 

A Strategic Discussion is to be facilitated at a Councillor Engagement Session as the first stage 
of the development of a new strategy or the major review of an existing strategy. 

The Strategic Discussion will be informed by a discussion paper that provides background, data 
and other relevant information on the major issues facing the City with regards the subject matter. 

A draft Community Plan Strategy informed by the outcomes of the Strategic Discussion and 
engagement with relevant stakeholder groups and advisory committees is then to be prepared. 

The draft strategy is to be submitted to a Councillor Engagement Session followed by 
consideration at the relevant Standing Committee and Council for endorsement and public 
advertising. 

A recommended final strategy incorporating community consultation outcomes is submitted to 
Council via the relevant Standing Committee for final consideration. 

Minor review 

Staff to submit minor review recommendations to Council via standing committee for adoption 
after engagement with relevant advisory committee and community stakeholders. 
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Timing 

Major reviews as needed. 

Minor reviews every two years. 

The Community Infrastructure Plan 

Definition 

A ten year planning instrument that identifies costs and prioritises the City’s community 
infrastructure development program. The annual priorities identified in the plan inform the Major 
Project Plan component of the City Business Plan. 

Forum 

Council Advisory Committees, Council Standing Committees, Councillor Engagement Sessions. 

Process for Review 

All new items with a capital cost of more than $2 million must be submitted to Council for 
consideration after explanation at a Councillor Engagement Session. 

Any existing item that is subject to either a 20% or $2 million cost variation; whichever is the 
lesser shall be submitted to Council for consideration after explanation at a Councillor 
Engagement Session. Council will consider the impact that the variation might have on the City’s 
overall financial capacity and determine the future form and status of the project. 

The Community Infrastructure Plan will be subject to a full annual review. The review is to provide 
the following information on each project: 

¶ Details of the original needs analysis and justification of the project 

¶ Details of the original scope, scale, form and function of the project 

¶ Details of the original costing and verification of the current costing 

¶ Details, justification and the cost of any amendments to the original scope of the project 

¶ Assessment as to whether the originally intended purpose remains relevant 

The plan is to be discussed at the September Councillor Engagement Session followed by 
adoption at the October meeting round. 

Team Plans 

Definition 

A ten year planning document that explains the key activities of a Council Team in detail for the 
first three years then in a more general context for the remaining seven years. 

The team plan’s role is to demonstrate how the “day to day” functions of the team will be 
undertaken, what services will be delivered and what operating projects will be undertaken over 
the life of the plan. Operating projects delivering tasks and actions identified in community plan 
strategies are also identified. 

Progress reports on all operating projects identified in team plans are reported upon monthly in 
the Council Bulletin. 
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The team plan will also identify and demonstrate the need for new team resources such as new 
staff, vehicles, plant and equipment and technical apparatus. 

Team plans form the basis of the operational component of the budget and financial projections 
contained therein are used to formulate the draft budget that is submitted to Council for 
discussion and approval. 

Forum 

Team Managers will provide a full briefing to Councillors of their Team Plans explaining their 
future activities, projects, services and other relevant information. 

Process for Development or Review 

Staff prepare Team Plans which are approved by the Executive. 

Council can amend Team Plan components in City Business Plan Reviews or Budget Adoption 
process. 

Timing 

Team Plan briefings to Council are undertaken in March of each year. 

The City Business Plan 

Definition 

The City’s principal business planning tool projecting each year’s revenue and expenditure over a 
ten year period, the first three years being detailed and the following seven years of a more 
general nature. 

The main components and drivers of the City Business Plan are: 

A Revenue Strategy that predicts the revenue, (rates, grants, fees and charges) that the City 
anticipates receiving over the life of the plan. 

A compilation of the Team Plans that provides ten year income and expenditure projections 
related to the day to day operations of the City along with operating projects, both team based 
and also those identified as key actions within Specific Plans and Strategies. 

An annual contribution to asset management as identified in the Asset Management Plan.  

A Major Infrastructure Plan that identifies ten year expenditure details for major capital works. 
The plan is underpinned by a series of subsidiary ten year plans prioritising construction or 
reconstruction of footpaths, roads and parks and reserves and other civic infrastructure. 

A Lending and Reserve Transfer Strategy that identifies the loans the City will raise over ten 
years and the monies that will flow in and out of reserve funds. This strategy will also establish 
safe lending limits to ensure that the City’s financial sustainability and stability is not threatened 
by inappropriately high levels of debt. 

Forum 

Council will receive detailed briefings where revisions of the plan will be highlighted and 
discussed.   
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Process for Development and Review  

Staff prepares the City Business Plan and brief Council. 

Council adopts the City Business Plan via Corporate and Community Development Standing 
Committee. 

Timing 

Council briefings in October and April of each year. 

Council adoption in November and May of each year. 

The Annual Budget 

Definition 

A statutory document that activates and delivers year one of the City Business Plan. The revenue 
and expenditure estimates contained within the City Business Plan are used to inform the 
development of the budget.  

Forum 

Two briefings and special meeting of Council (if requested). 

Process for Development and Review 

Staff prepare draft budget based upon year one of the City Business Plan and provide briefings to 
Council. 

Council deliberates upon budget at Special Meeting (if requested) then gives final adoption at 
Council meeting via Corporate and Community Development Standing Committee. 

Timing 

Budget briefings in May. 

Special Meeting in June, adoption meeting in June or July. 

 

Definitions 

Nil 

 

Legislation 

This Policy complies with amendments to be made in section 5.56(2) of the Local Government 
Act 1995 (WA) as suggested by the Integrated Planning and Reporting Framework that was 
released by the WA State Government in October 2010. 

 

Other Relevant Policies/ Key Documents 

Nil 
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Responsible Division 

General Management Services 

 

Review Date 

31 March 2016 

 
Adopted at Council Meeting on 14 December 2010. 
Amended at 22 September 2015 Council Meeting (GMS-013/15) 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

THEFT AND VANDALISM - REWARD POLICY 
 

 
 

STATEMENT OF INTENT 
 
This policy is intended to provide a means of deterring theft and vandalism occurring on Council 
property.  It replaces the previous policy dated 1990. 
 
BACKGROUND 
 
Vandalism is a social problem which impacts on Council through the high cost of damage 
inflicted on property owned by the Local Authority.  The provision of a well publicised reward 
system is seen to be an integral part of any deterrent strategy used to reduce the incidence of 
theft and damage on Council buildings and facilities. 
 
POLICY 
 
In order to deter theft and vandalism the Chief Executive Officer is authorised to offer a reward 
of up to $1,000 to persons providing information which results in a successful prosecution 
relating to theft or vandalism occurring in Council property.  The amount of the reward is to be 
based on the extent and cost of damage or loss incurred and the value to Council in securing a 
prosecution. 
 
Rewards in excess of $1,000 may be offered in specific cases, subject to the approval of 
Council. 
 
Councillors, Council employees or contractors, Members of the State or Federal Police or 
persons illegally involved in any activity relating to Council property are not eligible for any 
reward under the provisions of this policy. 
 
The provisions of the policy are to be publicised at regular intervals in the local press and 
appropriate signs may be fixed to Council buildings to deter illegal activity and encourage 
members of the public to report such incidents. 
 
 
 
 
Corporate Services Committee 18 September 1996 
Adopted by Council on 24 September 1996 
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CITY OF ROCKINGHAM 
 

COUNCIL POLICY 
 

USE OF THE CITY OF ROCKINGHAM COMMON SEAL 
 

 
 
BACKGROUND 
 
Section 2.5(2) of the Local Government Act 1995 (‘the Act)’ provides for the creation of a Local 
Government as a body corporate with a perpetual succession and a common seal.  Part 21 of 
the City of Rockingham Standing Orders Local Law 2001, (‘the Local Law’) specifies that a 
common seal may only be used on the authority of the Council given either generally or 
specifically and every document to which the seal is affixed must be signed by the Mayor and 
the CEO or a senior employee authorised by him or her. 
 
STATEMENT OF INTENT 
 
This policy complements the provisions of the Act and the Local Law in the use of the common 
seal. 
 
POLICY 
 
1. Authority to use the Common Seal 
 

- The Mayor and the CEO are authorised to affix the common seal to documents 
appertaining to all dealings initiated by a Council resolution.  In this regard, the Council 
resolution need not refer to the signing and sealing of a document or documents and 
may express certain action that ultimately requires the affixing of the seal to a document 
or documents to achieve the Council’s objective. 

 
- In order to progress land matters including caveats, withdrawal of instruments, 

memorials, leases, transfers, deeds, licences and covenants and easements, the Mayor 
and the CEO are authorised to affix the seal, without the need for a Council resolution, 
where proponents satisfy conditions of Planning Approval or Subdivision Approval. 

 
- In order to take advantage of funding announcements, the Mayor and the CEO are 

authorised to affix the seal, without the need for a Council resolution, to funding 
applications and agreements /contracts between the City and Commonwealth or State 
Government Departments or agencies for programs that in the opinion of the Mayor and 
CEO will be of benefit to the City. 
 

- In the absence of the Mayor and/or the Chief Executive Officer, as the case may be, the 
Deputy Mayor and the Acting Chief Executive Officer are authorised to affix the common 
seal.  In the absence of the Mayor and Deputy Mayor, a councillor acting for the Mayor 
be authorised to affix the seal following appointment in accordance with the provisions of 
section 5.35(2) of the Act. 

 
- The CEO may delegate authority to a senior officer the signing and sealing of 

documents either generally or specifically. 
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2. Documents requiring affixation of the Common Seal 
 
Documents requiring the affixation of the common seal may include, but shall not be limited to: 
 
a. Local Laws; 
 
b. Documents of a ceremonial nature; 
 
c. Land transactions including but not limited to sale, leases, assignments, subleases, 

consent to mortgage, surrenders, transfers, withdrawal of instruments, memorials, 
lodgement and withdrawals of caveats, deeds, licences and covenants and 
amalgamations as resolved by Council; and 

 
d. Town Planning Schemes and Scheme Amendments. 
 
3. Register to be kept. 
 
Details of all transactions where the Common Seal has been affixed shall be recorded in a 
register kept by the Chief Executive Officer, with such register to record each date on which the 
common seal was affixed to a document, the nature of the said document and the parties to any 
agreement to which the common seal was affixed. 
 
4. Method of affixing the Common Seal 
 
Below is an example of how documents should be executed under the Common Seal: 
 

 
Dated this 21st day of May 2008 
 
The COMMON SEAL of the }  Common Seal 
CITY OF ROCKINGHAM }          to be 
was hereunto affixed in  }       stamped 
the presence of }          here 
 
 
 
    
 
(INSERT NAME OF MAYOR)  (INSERT NAME OF CEO) 
 

Mayor  Chief Executive Officer 

 
Corporate and Engineering Services Committee:  17 June 2008 
Council Meeting:  24 June 2008 
 
 
 
 
 
 
 
 
 
 

 


