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Introduction 
 
Part II of the Freedom of Information Act 1982 (Vic) (FOI Act) requires government agencies to publish statements 
annually to assist the public in accessing information it holds.  
 
The Part II Statement supports: 

 the Public Transparency Principles (section 58 of the Local Government Act 2020) 
  SCS 051 
 section 12 of the FOI Act. 

 
Surf Coast Shire Council (Council) is committed to maintaining an environment and culture of transparency and 
accountability, and supporting public access to the information Council holds.  
 
Council has compiled these statements to provide members of the public with information about: 

1. Organisation and Functions of Council 
Freedom of Information Act 1982, Section 7(1) (a) (i) (vii)  

2. Categories of Documents 
Freedom of Information Act 1982, Section 7(1) (a) (ii) 

3. Freedom of Information Arrangements 
Freedom of Information Act 1982, Section 7(1) (a) (iii) (v)(vi) 

4. Publicity Material 
Freedom of Information Act 1982, Section 7(1) (a) (iv) 

5. Rules, Policies and Procedures 
Freedom of Information Act 1982, Section 8 

 

website, we encourage you to contact Council on 03 5261 0600 or by email to info@surfcoast.vic.gov.au. 
  



 

 
 
Statement 1 - Organisation and Functions 
Section 7(1)(a)(i), (vii) of the FOI Act 
 
About Surf Coast Shire Council 
 
Council was created by the Order of the Governor in Council on Thursday 15th December 1994, and involved the 
amalgamation of the former Shires of Winchelsea and Barrabool and part of the former City of South Barwon. 
 
The Surf Coast Shire is located in south western Victoria, 1 hour from Melbourne, 20 minutes south of Geelong and 
the official start of the iconic Great Ocean Road. The municipality is bounded by the City of Greater Geelong, 
Golden Plains Shire and Colac-Otway Shire. 
 
The Shire has an area of 1,553 square kilometers and a permanent population of approximately 41,300. It is 
home to 11 distinct townships: Aireys Inlet, Anglesea, Bellbrae, Deans Marsh, Fairhaven, Freshwater Creek, Jan Juc, 
Lorne, Moriac, Torquay and Winchelsea.  
 
The Surf Coast is a major lifestyle and visitor destination that is among the fastest growing regional municipalities 
in Victoria and has undergone significant change over the past 15 years. 
 

https://www.surfcoast.vic.gov.au/About-us/About-the-Shire. 
 
Our Council 
 
Council is represented by nine Councillors divided into four wards. 

 Otway Ward: three Councillors 
 Torquay Ward: three Councillors 
 Winchelsea Ward: three Councillors. 

 
https://www.surfcoast.vic.gov.au/About-

us/Council/Councillors.  
 
Every four years a local council election takes place to elect Councillors to represent each of the four wards. The 
next local council elections will be held in 2028. 

 
Executive Management Team 
 
Chief Executive Officer 
 
The principal officer is Ms Robyn Seymour, Chief Executive Officer. 
 
The Chief Executive Officer is responsible for establishing and maintaining an appropriate organisational structure 
for the Council and ensuring the effective and efficient management of the day to day operations of the Shire.  
 
The Chief Executive Officer is also responsible for managing interactions between Council staff and Councillors 
including by ensuring that appropriate policies, practices and protocols are in place defining appropriate 
arrangements for interaction between Council staff and Councillors.  
 



 

The Councillor and Staff Interaction Protocol is available at https://www.surfcoast.vic.gov.au/About-
us/Council/Policies-plans-strategies-and-reports/Council-Policies. 
 
Executive Management Team 
 
There are three divisions, each the responsibility of a General Manager. Together they make up the Executive 
Management Team.  

 Strategy and Effectiveness 

 Place Making and Environment 

 Community Life 
 

Organisational Structure is available : Organisational Structure.  
 
  



 

 
 
Services Provided by Council 
 
The Council has responsibility for managing a broad range of functions, activities and services. 
 
Strategy and Effectiveness Division 

 Finance  Revenue, Management Accounting and Financial Accounting 

 Integrity and Governance  Risk and Compliance, Legal and Property Services, Procurement and 
Governance 

 People and Culture  Human Resources, Learning and Development, Workplace Health and Safety and 
Workplace Transformation 

 Technology and Information  Digital Transformation Program, Information Technology and Records

 Business Strategy and Performance - Organisation Strategy; Business Improvement; Continuous 
Improvement; Service Review Framework; Performance Reporting 

 Program Delivery  Project Management- Capital and Operational projects 
 
Place Making and Environment Division 

 Asset Management and Engineering  Fleet Management, Asset Management, Traffic and Design and 
Development Engineering  

 Environment and Sustainability  Environment, Environmental Sustainability and Waste Management

 Planning and Compliance  Planning Compliance, Statutory Planning and Para Planning and Subdivision 

 Integrated Planning  Strategic Planning, Recreational Planning, Social Infrastructure and open Space 
Planning, Transport Planning and Strategic Initiatives/Housing 

 Economic Development, Arts and Tourism  Events, Business Support, Tourism and Arts 
 
Community Life Division 

 Operations  Facilities Management; Open Space Operations and Civil Operations 

 Community Support  Community Health and Development; Communications & Community 
Engagement; Customer Experience 

 Community Safety  Emergency Management, Ranger Services, Environmental Health, Building Services

 Community Strengthening  Aged, Youth and Access; Early Years; Sports and Facilities Operations, 
Community Projects and Partnerships 

 
  



 

 
 
Legislation and Laws Administered by Council 
 

 Aboriginal Heritage Act 2006 
 Associations Incorporation Reform Act 2012 
 Audit Act 1994 
 Building Act 1993 
 Catchment and Land Protection Act 1994 
 Child Wellbeing and Safety Act 2005 
 Children Youth and Families Act 2005 
 Children's Services Act 1996 
 Climate Change Act 2017 
 Conservation, Forests and Land Act 1987 
 Country Fire Authority Act 1958 
 Cultural and Recreational Lands Act 1963 
 Dangerous Goods Act 1985 
 Development Victoria Act 2003 
 Disability Act 2006 
 Domestic Animals Act 1994 
 Domestic Building Contracts Act 1995 
 Education and Care Services National Law 

Act 2010 
 Education and Training Reform Act 2006 
 Electoral Act 2002 
 Electricity Safety Act 1998 
 Emergency Management Act 2013 
 Environment Protection Act 2017 
 Family Violence Protection Act 2008 
 Fences Act 1968 
 Filming Approval Act 2014 
 Fines Reform Act 2014 
 Fire Rescue Victoria Act 1958 
 Fire Services Property Levy Act 2012 
 Flora and Fauna Guarantee Act 1988 
 Food Act 1984 
 Freedom of Information Act 1982 
 Gambling Regulation Act 2003 
 Gender Equality Act 2020 
 Graffiti Prevention Act 2007 
 Great Ocean Road and Environs Protection 

Act 2020 
 Health Records Act 2001 
 Heavy Vehicle National Law 2012 
 Heavy Vehicle National Law Application Act 

2013 
 Heritage Act 2017 
 Gambling Regulation Act 2003 
 Gender Equality Act 2020 
 Graffiti Prevention Act 2007 

 Great Ocean Road and Environs Protection 
Act 2020 

 Health Records Act 2001 
 Heavy Vehicle National Law 2012 
 Heavy Vehicle National Law Application Act 

2013 
 Independent Broad-Based Anti-Corruption 

Commission Act 2011 
 Local Government Act 1989 
 Local Government Act 2020 
 Magistrates' Court Act 1989 
 Major Transport Projects Facilitation Act 

2009 
 Marine and Coastal Act 2018 
 Mineral Resources (Sustainable 

Development) Act 1990   
 National Parks Act 1975 
 Pipelines Act 2005 
 Planning and Environment Act 1987 
 Privacy and Data Protection Act 2014 
 Professional Engineers Registration Act 

2019 
 Public Interest Disclosures Act 2012 
 Public Health and Wellbeing Act 2008 
 Public Records Act 1973 
 Residential Tenancies Act 1997 
 Road Management Act 2004 
 Road Safety Act 1986 
 Rooming House Operators Act 2016 
 Second Hand Dealers and Pawnbrokers Act 

1989 
 Service Victoria Act 2018 
 Sex Work Act 1994 
 Sheriff Act 2009 
 Sport and Recreation Act 1972 
 Subdivision Act 1988 
 Summary Offences Act 1966 
 Taxation Administration Act 1997 
 Tobacco Act 1987 
 Transfer of Land Act 1958 
 Transport Integration Act 2010 
 Valuation of Land Act 1960 
 Victorian Data Sharing Act 2017 
 Victorian Environmental Assessment  

 
 



 

 
 Council Act 2001 
 Victorian Inspectorate Act 2011 
 Victorian Local Government Grants 

Commission Act 1976 
 Victoria State Emergency Service Act 2005 
 Victorian Data Sharing Act 2017 
 Victorian Inspectorate Act 2011 
 Victorian Planning Authority Act 2017 
 Water Act 1989 
 Yarra River Protection (Wilip-Gin Birrarung 

Murron) Act 2017  
 Building Regulations 2018 
 Country Fire Authority Regulations 2014 
 Dangerous Goods (Explosives) Regulations 

2021 
 Drugs, Poisons and Controlled Substances 

Regulations 2017 
 Electricity Safety (Electric Line Clearance) 

Regulations 2020 
 Infringements Regulations 2016 
 Land Acquisition and Compensation 

Regulations 2021 
 Local Government (Electoral) Regulations 

2020 
 Local Government (General) Regulations 

2015  
 Local Government (Governance and 

Integrity) Regulations 2020 
 Local Government (Land Information) 

Regulations 2021 
 Local Government (Long Service Leave) 

Regulations 2021 
 Local Government (Planning and Reporting) 

Regulations 2020 
 Occupational Health and Safety Regulations 

2017 
 Planning and Environment Regulations 2015 
 Planning and Environment (Fees) 

Regulations 2016 
 Public Health and Wellbeing Regulations 

2019 
 Public Health and Wellbeing (Prescribed 

Accommodation) Regulations 2020 
 Residential Tenancies (Caravan Parks and 

Movable Dwellings Registration and 
Standards) Regulations 2020 

 Road Management (General) Reg 2016 
 
 
 

 Road Management (Works and 
Infrastructure) Regulations 2015 

 Road Safety Road Rules 2017 
 Road Safety (General) Regulations 2019 
 Road Safety (Traffic Management) 

Regulations 2019 
 Subdivision (Fees) Regulations 2016 
 Subdivision (Procedures) Regulations 2021 
 Subdivision (Registrar's Requirements) 

Regulations 2011 



 

 

 

 

Copies of Victorian legislation are available on the Victorian Legislation website: 
https://www.legislation.vic.gov.au/.  

 

Local Laws  
 

https://www.surfcoast.vic.gov.au/About-us/Council/Laws-
and-regulations. 

 

  



 

 

 
 
Role of Council 
 
The role of Council under section 8 of the Local Government Act 2020 (Local Government Act), is to provide good 
governance in its municipal district for the benefit and wellbeing of the municipal community in accordance with 
the overarching governance principles. 
 
The following are the overarching governance principles (section 9 of the Local Government Act): 

a. Council decisions are to be made and actions taken in accordance with the relevant law; 
b. priority is to be given to achieving the best outcomes for the municipal community, including future 

generations; 

c. the economic, social and environmental sustainability of the municipal district, including mitigation and 
planning for climate change risks, is to be promoted; 

d. the municipal community is to be engaged in strategic planning and strategic decision making; 
e. innovation and continuous improvement is to be pursued; 

f. collaboration with other Councils and Governments and statutory bodies is to be sought; 

g. the ongoing financial viability of the Council is to be ensured; 
h. regional, state and national plans and policies are to be taken into account in strategic planning and 

decision making; and 

i. the transparency of Council decisions, actions and information is to be ensured. 
 
In giving effect to the overarching governance principles, Council must take into account the following supporting 
principles:  

 The community engagement principles in sections 55 and 56 of the Local Government Act 

 The public transparency principles in sections 57 and 58 of the Local Government Act 

 The strategic planning principles in section 89 of the Local Government Act 

 The financial management principles in sections 101 and 102 of the Local Government Act. The service 
performance principles in section 106 of the Local Government Act.  

 

  

 Community Engagement Policy 

 Public Transparency Policy 

 Plans and Strategies 

 Strategic Asset Management Policy 

 Complaints Policy 

 

Decision Making Powers 
 
Council decisions are made in several ways, with the central decision-making process taking place at Council 
meetings. With Council approval, certain decisions can also be made under delegation by Council officers or by 
special committees. 
 
In the context of local government, delegation is the giving of decision making power by Council or the Chief 
Executive Officer to members of staff. The Local Government Act allows both Council and the Chief Executive 
Officer to delegate to members of staff, by instrument of delegation, certain powers, duties and functions.  
 
All decisions and actions taken under delegation are required to be: 

 

 



 

 

 

 

 In the best interests of Council and the community 

 Without conflict of interest or personal interest 

 Made without coercion or influence 

 Recorded in the records management system with supporting documents and an audit trail 

 Consistent with the policies, procedures and resolutions of Council 

 Within budgetary limits and constraints. 

 
Council Meetings 
 
Council meetings are currently held on the fourth Tuesday of each month. 
 
Council meetings generally begin at 6pm in the Council Chambers at 1 Merrijig Drive, Torquay, unless advertised 
otherwise. 
 
The agenda for the meeting will be available online by the close of business on the Friday before the meeting. 
The minutes and recording will be online as soon as possible after the meeting, usually the following week.   
 
Council meetings are streamed live via video and audio.  
 
Agendas and minutes of meetings are available on  website. 
 
Council meetings are conducted in accordance with Council's Governance Rules which Council has developed 
and adopted as required by section 60 the Local Government Act. 
 

https://www.surfcoast.vic.gov.au/About-us/Council/Council-Meetings.  
 

Community Consultation 
 
Consultation is an important means of gathering community feedback. The information assists Council to 

 may include opportunities for feedback on 
specific local issues through to planning for the future needs of the municipality. 
 
Council consults with the community through planning consultation forums, interviews, resident surveys, 
invitations for submissions, committees, public meetings, information nights, direct mail to residents, the 
provision of drafts and exhibits for public comment, onsite meetings, online surveys and at meetings where 
residents are given the opportunity to comment on any issue. 
 
Additionally Council enables residents to contribute their ideas and opinions on some projects and issues being 
considered by Council via the online community consultation and engagement page of Council's website: 
https://www.surfcoast.vic.gov.au/About-us/Your-Say.  
 
 
 
 
 
 
 
 



 

 

 
 
Committees and Organisations 
 
Each year Council appoints representatives/delegates to the following committees/ organisations which 
provide a two-way information stream and assist in the formulation of policy and the administration of the 
Council.  
 
Legislated Committees 
 

 Audit and Risk Committee 

 
Advisory Committees 
 

 All Abilities Advisory Committee 

 Barwon South West Waste and Resource Recovery Group 

 Bells Beach Committee 

 Chief Executive Officer Employment Matters Committee 

 Positive Ageing Advisory Committee 
 
Corporations with Local Government Representation 
 

 Geelong Regional Library Corporation  

 Great Ocean Road Regional Tourism Inc. Board 

 G21 Geelong Region Alliance Ltd - Board of Directors 

 
Other Organisations/Committees 
 

 Australian Local Government Association (ALGA) 

 Peri Urban Group of Rural Councils 
 Municipal Association of Victoria 

 MAV Emergency Management Forum 

 Mayoral Taskforce Supporting People Seeking Asylum 

 
 
Community Asset Committees 
 

 Anderson Roadknight Reserve 

 Connewarre Reserve 

 Deans Marsh Community Hall and Memorial Reserve 

 Eastern Reserve 

 Globe Theatre 

 Modewarre Reserve 

 Stribling Reserve 

 
To make enquiries about any of these committees please contact Council via email at info@surfcoast.vic.gov.au. 
Your query will be directed to the most appropriate officer.  



 

 

 
 
Contacting Council 
 
Main office 
1 Merrijig Drive, Torquay 
Hours: 8.30am - 5pm (Monday to Friday) 
 
Phone: (03) 5261 0600 or 1300 610 600  
Fax: (03) 5261 0525 
Postal Address: PO Box 350, Torquay, 3228 
 
Email: info@surfcoast.vic.gov.au  
Website: www.surfcoast.vic.gov.au  
 
Visitor Information Centres 
 
Torquay (at the Australian National Surfing Museum) 
Surf City Plaza 
Beach Road (off Surfcoast Highway), Torquay 
Hours: 9am  5pm everyday (except Christmas Day) 
Phone: 1300 614 219 
Email: torquayvic@surfcoast.vic.gov.au    
 
Lorne Visitor Centre & Great Ocean Road Heritage Centre 
15 Mountjoy Parade, Lorne 
Hours: 9am  5pm everyday (except Christmas Day) 
Phone: 1300 891 152 
Email: lornevic@surfcoast.vic.gov.au  
 
Anglesea 
Anglesea River Bank 
Great Ocean Road, Anglesea 
Hours: 10am  1pm everyday (except Christmas Day) 
Phone: 1300 614 219 
Email: AVisitorInformation@surfcoast.vic.gov.au   
 
Winchelsea 
28 Hesse Street (located within the Town Hall) 
Winchelsea  
Hours: 10am  2pm, Friday  Sunday (except Christmas Day) 
Phone: 1300 891 152 
Email: lornevic@surfcoast.vic.gov.au  
 
  



 

 

 
 
Statement 2  Categories of Documents 
Section 7(1)(a)(ii) of the FOI Act 
 
Council creates a large number of documents and records in the course of its activities. Council uses an electronic 
document and records management system to classify, store, access and manage a broad range of electronic and 
hard copy documents. 
 
The Public Records Act 1973 requires Victorian public agencies and public officers to  and keep full and 
accurate  of their decisions and activities. Additionally, all agencies are obligated to  and 
maintain a records management programs in conformity with standards and codes of best practice as 
established by the Public Records Office of Victoria (PROV). These standards apply equally to paper and 
electronic record keeping environments. 
 
Council maintains a number of systems to manage and maintain a wide variety of business activities. Many of 
these systems contain facilities to store and generate documents. 
 
Council uses Content Manager as the Electronic Document Records Management System (EDRMS) for the 
management of records. 
 
Incoming hardcopy documents are scanned onto the EDRMS and held and maintained in accordance with the 
PROV requirements. Other documents born digitally are maintained in a digital form. All emails sent to 
info@surfcoast.vic.gov.au  are also captured into the EDRMS by Records staff.  
 
Council holds a quantity of hardcopy files. These include: 

 Files created prior to the introduction of an EDRMS in 2010 

 , including records from Shire of Winchelsea, Shire 
of Barrabool and City of South Barwon. These hard copy files are stored in off-site storage and are 
scanned and registered into the EDRMS when access is required 

 Planning Permit Application Files 

 Planning Enforcement Files 

 Contracts and Legal Agreements 

 Any other document as required by the Local Government Act. 
 
The Classification Scheme used within the EDRMS is based on the Local Government Classification Scheme. It is a 
three tier system that is linked with PROV retention and disposal requirements and are outlined below: 

1. Function - Prescribed descriptors which outline the functions undertaken by Council; 

2. Activity - Reflects the activities performed within the Function; and 
3. Subject Files - The topics related to the function-activity pairing. Documents are kept in these files. 

 
 



Su
rf

 C
oa

st
 S

hi
re

 C
ou

nc
il 

D
oc

um
en

t C
la

ss
ifi

ca
tio

n 
Sc

he
m

e 
 

 Le
ve

l 1
 - 

Fu
nc

tio
n 

 
D

es
cr

ip
tio

n 

Bu
ild

in
g 

Co
nt

ro
l 

 
Do

cu
m

en
ts

 re
la

tin
g 

to
 th

e 
fu

nc
tio

n 
of

 re
gu

la
tin

g 
bu

ild
in

g 
ac

tiv
iti

es
 th

ro
ug

h 
th

e 
ad

m
in

is
tr

at
io

n 
an

d 
en

fo
rc

em
en

t o
f b

ui
ld

in
g 

pe
rm

its
 a

nd
 re

gu
la

tio
ns

 a
nd

 th
e 

pr
ov

is
io

n 
of

 a
dv

ic
e 

on
 b

ui
ld

in
g 

re
la

te
d 

m
at

te
rs

 e
ith

er
 b

y 
Co

un
ci

l o
r p

riv
at

e 
bu

ild
in

g 
su

rv
ey

or
s.

 

Co
m

m
un

ity
 R

el
at

io
ns

 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 e

st
ab

lis
hi

ng
 ra

pp
or

t w
ith

 th
e 

co
m

m
un

ity
 a

nd
 ra

is
in

g 
an

d 
ad

va
nc

in
g 

Co
un

ci
l's

 p
ub

lic
 

im
ag

e 
an

d 
its

 re
la

tio
ns

hi
ps

 w
ith

 o
ut

si
de

 b
od

ie
s,

 in
cl

ud
in

g 
th

e 
m

ed
ia

 a
nd

 th
e 

pu
bl

ic
.  

In
cl

ud
es

 m
ar

ke
tin

g,
 m

ed
ia

 r
el

at
io

ns
, 

ce
le

br
at

io
ns

, c
er

em
on

ie
s,

 s
pe

ec
he

s 
as

 w
el

l a
s 

of
fic

ia
l r

ep
re

se
nt

at
io

n 
at

 fu
nc

tio
ns

 a
nd

 c
om

m
un

ity
 a

ct
iv

iti
es

.  
Al

so
 in

cl
ud

es
 

co
m

m
un

ity
 c

on
su

lta
tio

n,
 th

e 
m

an
ag

em
en

t o
f c

or
po

ra
te

 im
ag

e 
an

d 
m

em
or

ia
ls

. 

Co
m

m
un

ity
 S

er
vi

ce
s 

 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 p

la
nn

in
g,

 p
ro

vi
di

ng
 a

nd
 o

pe
ra

tin
g 

se
rv

ic
es

, p
ro

gr
am

s 
an

d 
re

so
ur

ce
s 

w
hi

ch
 p

ro
vi

de
 

as
si

st
an

ce
 a

nd
 s

up
po

rt
 to

 re
sid

en
ts

 a
nd

 th
e 

lo
ca

l c
om

m
un

ity
 p

ar
tic

ul
ar

ly
 th

e 
ag

ed
, d

is
ab

le
d,

 in
fa

nt
s,

 c
hi

ld
re

n,
 a

do
le

sc
en

ts
 a

nd
 

th
ei

r f
am

ili
es

.  
Al

so
 in

cl
ud

es
 c

ou
nc

il 
m

an
ag

in
g 

an
d 

op
er

at
in

g 
co

m
m

un
ity

 h
ou

si
ng

 a
nd

 p
ro

gr
am

s.
 

Co
nt

ra
ct

s 
an

d 
Te

nd
er

in
g 

 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 m

an
ag

in
g 

th
e 

pr
oc

es
s 

of
 te

nd
er

in
g 

an
d 

co
nt

ra
ct

in
g 

fo
r s

er
vi

ce
s.

  I
nc

lu
de

s 
th

e 
pr

ep
ar

at
io

n,
 e

va
lu

at
io

n 
an

d 
se

le
ct

io
n 

of
 te

nd
er

s,
 c

on
tr

ac
ts

, q
uo

ta
tio

ns
 a

nd
 e

xp
re

ss
io

ns
 o

f i
nt

er
es

t a
nd

 th
e 

co
nt

in
ue

d 
m

an
ag

em
en

t o
f t

er
m

s 
an

d 
co

nd
iti

on
s 

of
 c

on
tr

ac
ts

.  
Co

nt
ra

ct
s 

ar
e 

in
cl

us
iv

e 
of

 S
er

vi
ce

 c
on

tr
ac

ts
, p

ro
je

ct
 re

la
te

d 
co

nt
ra

ct
s 

an
d 

co
ns

ul
tin

g 
co

nt
ra

ct
s.

 

Co
rp

or
at

e 
M

an
ag

em
en

t 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 a

pp
ly

in
g 

br
oa

d 
sy

st
em

at
ic

 m
an

ag
em

en
t p

la
nn

in
g,

 m
on

ito
rin

g,
 re

po
rt

in
g 

an
d 

re
vi

ew
 o

f 
or

ga
ni

sa
tio

na
l s

tr
uc

tu
re

s,
 s

tr
at

eg
ic

 d
ire

ct
io

n 
an

d 
pe

rf
or

m
an

ce
 o

f C
ou

nc
il.

 In
cl

ud
es

 th
e 

de
ve

lo
pm

en
t o

f c
or

po
ra

te
 m

is
si

on
 a

nd
 

ob
je

ct
iv

es
, t

he
 im

pl
em

en
ta

tio
n 

of
 b

us
in

es
s f

ra
m

ew
or

k 
an

d 
co

nt
in

uo
us

 im
pr

ov
em

en
t p

ro
gr

am
s 

an
d 

th
e 

de
ve

lo
pm

en
t, 

m
on

ito
rin

g 
an

d 
re

vi
ew

 o
f c

or
po

ra
te

 a
nd

 b
us

in
es

s 
pl

an
s.

 
Co

un
ci

l G
ov

er
na

nc
e 

 
Do

cu
m

en
ts

 re
la

tin
g 

to
 th

e 
fu

nc
tio

n 
of

 m
an

ag
in

g 
Co

un
ci

l e
le

ct
io

ns
, t

he
 e

st
ab

lis
hm

en
t o

f C
ou

nc
il 

bo
un

da
rie

s,
 te

rm
s 

an
d 

co
nd

iti
on

s 
fo

r C
ou

nc
ill

or
s 

an
d 

th
e 

m
an

ag
em

en
t a

nd
 re

co
rd

in
g 

of
 C

ou
nc

il 
m

ee
tin

gs
. 

Cu
st

om
er

 S
er

vi
ce

s 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 p

la
nn

in
g,

 m
on

ito
rin

g 
an

d 
ev

al
ua

tin
g 

th
e 

m
et

ho
ds

 a
nd

 le
ve

l o
f s

er
vi

ce
s 

pr
ov

id
ed

 to
 

cu
st

om
er

s b
y 

th
e 

co
un

ci
l, 

in
cl

ud
in

g 
cu

st
om

er
 c

on
su

lta
tio

n 
an

d 
fe

ed
ba

ck
. A

ls
o 

in
cl

ud
es

 m
an

ag
in

g 
th

e 
pr

oc
es

se
s 

in
 h

ow
 s

er
vi

ce
 

is
 p

ro
vi

de
d 

an
d 

co
m

pl
ai

nt
s 

ha
nd

lin
g 

pr
oc

ed
ur

es
. 

Ec
on

om
ic

 D
ev

el
op

m
en

t a
nd

 T
ou

ris
m

 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 p

la
nn

in
g 

fo
r t

he
 p

ro
vi

si
on

 a
nd

 o
pe

ra
tio

n 
of

 s
er

vi
ce

s,
 p

ro
gr

am
s 

an
d 

in
iti

at
iv

es
 to

 d
el

iv
er

 
po

si
tiv

e 
su

st
ai

na
bl

e 
ec

on
om

ic
 o

ut
co

m
es

 a
nd

 e
nc

ou
ra

ge
 a

tt
ra

ct
io

n 
an

d 
re

te
nt

io
n 

of
 lo

ca
l a

nd
 re

gi
on

al
 a

gr
ic

ul
tu

re
, b

us
in

es
s,

 
in

du
st

ry
, t

ou
ris

m
 a

nd
 tr

ad
e.

  I
nc

lu
de

s 
Co

un
ci

l c
oo

pe
ra

tin
g 

w
ith

 g
ov

er
nm

en
t a

ge
nc

ie
s,

 b
us

in
es

s,
 in

du
st

ry
 g

ro
up

s 
an

d 
th

e 
co

m
m

un
ity

 in
 th

e 
pr

om
ot

io
n 

of
 n

at
ur

al
 a

nd
 to

ur
is

t a
tt

ra
ct

io
ns

 a
nd

 re
gi

on
al

 b
us

in
es

s 
an

d 
de

ve
lo

pm
en

t i
nv

es
tm

en
t 

op
po

rt
un

iti
es

. 

Em
er

ge
nc

y 
M

an
ag

em
en

t  

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 p

re
ve

nt
in

g 
lo

ss
 a

nd
 m

in
im

is
in

g 
th

re
at

s 
to

 li
fe

, p
ro

pe
rt

y 
an

d 
th

e 
na

tu
ra

l e
nv

iro
nm

en
t, 

fr
om

 fi
re

, f
lo

od
 a

nd
 o

th
er

 e
m

er
ge

nc
y 

si
tu

at
io

ns
.  

In
cl

ud
es

 C
ou

nc
il 

w
or

ki
ng

 in
 c

oo
pe

ra
tio

n 
w

ith
 g

ov
er

nm
en

t a
ge

nc
ie

s,
 

or
ga

ni
sa

tio
ns

 a
nd

 th
e 

co
m

m
un

ity
 o

n 
ha

za
rd

 re
du

ct
io

n 
an

d 
m

iti
ga

tio
n 

ac
tiv

iti
es

 a
nd

 c
oo

rd
in

at
in

g 
re

so
ur

ce
s 

an
d 

se
rv

ic
es

 d
ur

in
g 

em
er

ge
nc

y 
si

tu
at

io
ns

 a
nd

 th
e 

re
co

ve
ry

 p
ro

ce
ss

.
En

vi
ro

nm
en

ta
l M

an
ag

em
en

t
Do

cu
m

en
ts

 re
la

tin
g 

to
 th

e 
fu

nc
tio

n 
of

 m
an

ag
in

g,
 c

on
se

rv
in

g,
 p

ro
te

ct
in

g 
an

d 
re

ha
bi

lit
at

in
g 

ai
r, 

so
il,

 w
at

er
 a

nd
 n

at
iv

e 
flo

ra
 a

nd
 



 Le
ve

l 1
 - 

Fu
nc

tio
n 

 
D

es
cr

ip
tio

n 

 
fa

un
a.

  I
nc

lu
de

s 
th

e 
de

ve
lo

pm
en

t, 
pl

an
ni

ng
 a

nd
 im

pl
em

en
ta

tio
n 

of
 e

nv
iro

nm
en

ta
l p

ol
ic

y,
 p

la
ns

 a
nd

 p
ro

gr
am

s 
in

 c
o-

op
er

at
io

n 
w

ith
 g

ov
er

nm
en

t a
ge

nc
ie

s,
 o

rg
an

is
at

io
ns

 a
nd

 th
e 

co
m

m
un

ity
. 

Ex
te

rn
al

 O
rg

an
is

at
io

ns
 

 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 c

ou
nc

il 
in

te
ra

ct
in

g 
w

ith
 g

ov
er

nm
en

t a
t a

ll 
le

ve
ls

, m
em

be
rs

 o
f p

ar
lia

m
en

t, 
po

lit
ic

al
 

pa
rt

ie
s 

as
 w

el
l a

s c
om

m
un

ity
 g

ro
up

s,
 p

ro
fe

ss
io

na
l b

od
ie

s,
 a

ss
oc

ia
tio

ns
 a

nd
 o

th
er

 o
rg

an
isa

tio
ns

 fo
r t

he
 p

ur
po

se
 o

f e
xc

ha
ng

in
g,

up
da

tin
g 

or
 re

ne
w

in
g 

ge
ne

ra
l c

on
ta

ct
, a

dm
in

is
tr

at
iv

e,
 o

rg
an

is
at

io
na

l o
r m

em
be

rs
hi

p 
in

fo
rm

at
io

n.
  I

nc
lu

de
s 

th
e 

re
ce

ip
t o

f 
an

nu
al

 re
po

rt
s,

 p
ub

lic
at

io
ns

, b
ro

ch
ur

es
, n

ew
sl

et
te

rs
 a

nd
 m

ed
ia

 re
le

as
es

 fr
om

 e
xt

er
na

l o
rg

an
is

at
io

ns
.  

Al
so

 in
cl

ud
es

 C
ou

nc
il 

pa
rt

ic
ip

at
in

g 
in

 fo
rm

al
 in

qu
iri

es
 th

ro
ug

h 
su

bm
is

si
on

s 
an

d 
pr

ov
id

in
g 

ev
id

en
ce

. 

Fi
na

nc
ia

l M
an

ag
em

en
t 

 

ng
 

ac
co

un
tin

g 
sy

st
em

s,
 c

on
tr

ol
s a

nd
 p

ro
ce

du
re

s,
 fi

na
nc

ia
l p

la
nn

in
g,

 b
ud

ge
tin

g,
 e

st
im

at
es

 o
f e

xp
en

di
tu

re
 a

nd
 re

ce
ip

ts
, f

or
ec

as
tin

g,
 

an
d 

m
an

ag
in

g 
re

ve
nu

e 
fr

om
 c

ha
rg

in
g 

an
d 

in
ve

st
m

en
ts

. 
Se

e 
- R

AT
ES

 A
N

D
 V

AL
U

AT
IO

N
S 

fo
r a

ct
iv

iti
es

 re
la

tin
g 

to
 m

an
ag

in
g,

 re
gu

la
tin

g,
 s

et
tin

g 
an

d 
co

lle
ct

in
g 

Co
un

ci
l i

nc
om

e 
th

ro
ug

h 
th

e 
va

lu
at

io
n 

of
 ra

te
ab

le
 la

nd
 a

nd
 o

th
er

 p
ro

pe
rt

y 
re

la
te

d 
ch

ar
ge

s i
nc

lu
di

ng
 s

pe
ci

al
 c

ha
rg

e 
sc

he
m

es
. 

Se
e 

- G
RA

N
TS

 A
N

D
 S

U
BS

ID
IE

S 
fo

r t
he

 m
an

ag
em

en
t o

f p
ay

m
en

ts
 to

 C
ou

nc
il 

fr
om

 S
ta

te
 a

nd
 F

ed
er

al
 G

ov
er

nm
en

ts
 fo

r s
pe

ci
al

 
pu

rp
os

es
 a

nd
 fr

om
 C

ou
nc

il 
to

 o
th

er
 a

ge
nc

ie
s.

" 

Fl
ee

t, 
Pl

an
t a

nd
 E

qu
ip

m
en

t 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 a

cq
ui

rin
g,

 m
an

ag
in

g,
 m

ai
nt

ai
ni

ng
 a

nd
 d

is
po

si
ng

 o
f v

eh
ic

le
s,

 p
la

nt
, e

qu
ip

m
en

t a
nd

 s
to

re
s 

fo
r u

se
 b

y 
Co

un
ci

l. 
 

Se
e 

IN
FO

RM
AT

IO
N

 T
EC

H
N

O
LO

G
Y 

fo
r r

ec
or

ds
 re

la
tin

g 
to

 th
e 

ac
qu

is
iti

on
, m

an
ag

em
en

t a
nd

 d
is

po
sa

l o
f i

nf
or

m
at

io
n 

te
ch

no
lo

gi
es

 
an

d 
te

le
co

m
m

un
ic

at
io

ns
. 

G
ra

nt
s 

an
d 

Su
bs

id
ie

s 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 m

an
ag

in
g 

th
e 

ap
pl

ic
at

io
n,

 e
va

lu
at

io
n,

 a
w

ar
di

ng
 a

nd
 re

po
rt

in
g 

as
so

ci
at

ed
 w

ith
 fi

na
nc

ia
l 

as
si

st
an

ce
 fo

r s
pe

ci
fic

 p
ro

gr
am

s,
 p

ro
je

ct
s 

or
 s

er
vi

ce
s,

 to
 C

ou
nc

il 
fr

om
 g

ov
er

nm
en

t a
nd

 n
on

-g
ov

er
nm

en
t s

ou
rc

es
 a

nd
 fr

om
 

Co
un

ci
l t

o 
ot

he
r o

rg
an

is
at

io
ns

 a
nd

 th
e 

co
m

m
un

ity
. 

H
um

an
 R

es
ou

rc
es

 M
an

ag
em

en
t 

 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 m

an
ag

in
g 

th
e 

co
nd

iti
on

s o
f e

m
pl

oy
m

en
t a

nd
 a

dm
in

is
tr

at
io

n 
of

 C
ou

nc
il 

em
pl

oy
ee

s,
 

co
nt

ra
ct

or
s 

an
d 

co
ns

ul
ta

nt
s 

an
d 

vo
lu

nt
ee

rs
.  

In
cl

ud
es

 e
m

pl
oy

m
en

t p
ol

ic
ie

s 
an

d 
m

at
te

rs
 re

la
tin

g 
to

 s
af

et
y 

an
d 

ac
ci

de
nt

 
pr

ev
en

tio
n 

pr
oc

ed
ur

es
 a

nd
 a

rr
an

ge
m

en
ts

 w
ith

in
 C

ou
nc

il.
  A

ls
o 

in
cl

ud
es

 th
e 

m
an

ag
em

en
t o

f i
nd

us
tr

ia
l r

el
at

io
ns

, t
ra

in
in

g 
an

d 
de

ve
lo

pm
en

t, 
an

d 
ar

ra
ng

em
en

ts
 fo

r e
m

pl
oy

ee
 tr

av
el

. 

In
fo

rm
at

io
n 

M
an

ag
em

en
t 

 
re

tr
ie

va
l, 

ar
ch

iv
in

g 
an

d 
di

sp
os

al
.  

In
cl

ud
es

 th
e 

m
an

ag
em

en
t o

f c
ur

re
nt

, i
n-

ac
tiv

e 
an

d 
ar

ch
iv

al
 re

co
rd

s.
  A

ls
o 

in
cl

ud
es

 re
qu

es
ts

 
fo

r a
nd

 h
an

dl
in

g 
of

 in
fo

rm
at

io
n 

an
d 

th
e 

re
po

rt
in

g 
of

 s
uc

h 
m

at
te

rs
 in

 a
cc

or
da

nc
e 

w
ith

 th
e 

Fr
ee

do
m

 o
f I

nf
or

m
at

io
n 

an
d 

In
fo

rm
at

io
n 

Pr
iv

ac
y 

le
gi

sl
at

io
n.

 

In
fo

rm
at

io
n 

Te
ch

no
lo

gy
 

 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 m

an
ag

in
g 

co
m

m
un

ic
at

io
ns

 a
nd

 in
fo

rm
at

io
n 

te
ch

no
lo

gy
 in

fr
as

tr
uc

tu
re

 a
nd

 s
ys

te
m

s 
to

 
su

pp
or

t t
he

 b
us

in
es

s 
op

er
at

io
ns

 o
f C

ou
nc

il.
  I

nc
lu

de
s 

th
e 

ev
al

ua
tio

n,
 a

cq
ui

si
tio

n,
 d

ev
el

op
m

en
t, 

im
pl

em
en

ta
tio

n 
an

d 
di

sp
os

al
 o

f 
ha

rd
w

ar
e,

 s
of

tw
ar

e,
 e

m
ai

l, 
w

eb
 b

as
ed

 te
ch

no
lo

gy
 a

nd
 c

om
m

un
ic

at
io

ns
 d

ev
ic

es
 s

uc
h 

as
 te

le
ph

on
es

 a
nd

 P
AB

X.
  A

ls
o 

in
cl

ud
es

 
da

ta
 s

ec
ur

ity
 m

an
ag

em
en

t.
 

La
nd

 u
se

 P
la

nn
in

g 
an

d 
D

ev
el

op
m

en
t

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 e

st
ab

lis
hi

ng
, i

nt
er

pr
et

in
g 

an
d 

im
pl

em
en

tin
g 

st
ra

te
gi

es
, p

ol
ic

ie
s 

an
d 

co
nt

ro
ls

 to
 d

el
iv

er
 



 Le
ve

l 1
 - 

Fu
nc

tio
n 

 
D

es
cr

ip
tio

n 

 
su

st
ai

na
bl

e 
la

nd
 u

se
 o

ut
co

m
es

.  
In

cl
ud

es
 th

e 
ad

m
in

is
tr

at
io

n 
an

d 
en

fo
rc

em
en

t o
f t

he
 P

la
nn

in
g 

Sc
he

m
e 

an
d 

as
so

ci
at

ed
 

le
gi

sl
at

io
n,

 a
ss

es
sm

en
t o

f l
an

d 
us

e,
 d

ev
el

op
m

en
t a

nd
 s

ub
di

vi
si

on
 a

pp
lic

at
io

ns
, p

la
nn

in
g 

sc
he

m
e 

am
en

dm
en

ts
 a

nd
 th

e 
pr

ov
is

io
n 

of
 a

dv
ic

e 
on

 la
nd

 u
se

 re
la

te
d 

m
at

te
rs

. 

Le
ga

l S
er

vi
ce

s 
an

d 
Le

gi
sl

at
io

n 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 m

an
ag

in
g 

le
ga

l s
er

vi
ce

s 
as

 p
ro

vi
de

d 
to

 C
ou

nc
il.

  I
nc

lu
de

s 
th

e 
in

te
rp

re
ta

tio
n 

an
d 

pr
ov

is
io

n 
of

 a
dv

ic
e 

re
ga

rd
in

g 
le

ga
l m

at
te

rs
, t

he
 d

ra
w

in
g 

up
 o

f l
eg

al
 d

oc
um

en
ta

tio
n 

(e
.g

. L
ea

se
s,

 C
on

tr
ac

ts
, A

gr
ee

m
en

ts
 a

nd
 

M
em

or
an

du
m

s 
of

 U
nd

er
st

an
di

ng
), 

ha
nd

lin
g 

le
ga

l a
ct

io
n 

an
d 

di
sp

ut
es

 a
nd

 th
e 

m
an

ag
em

en
t o

f C
ou

nc
il'

s 
in

te
lle

ct
ua

l p
ro

pe
rt

y.
  

Al
so

 in
cl

ud
es

 C
ou

nc
il 

in
pu

t i
nt

o 
su

bm
is

si
on

s 
to

 G
ov

er
nm

en
t f

or
 th

e 
de

ve
lo

pm
en

t o
f A

ct
s 

an
d 

Re
gu

la
tio

ns
.  

Co
un

ci
l f

ee
db

ac
k 

in
to

 th
es

e 
su

bm
is

si
on

s 
m

ay
 o

r m
ay

 n
ot

 in
cl

ud
e 

th
e 

pr
ov

is
io

n 
of

 le
ga

l a
dv

ic
e.

 

Lo
ca

l L
aw

s 
an

d 
En

fo
rc

em
en

t 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 u

ph
ol

di
ng

 S
ta

te
 le

gi
sl

at
io

n 
an

d 
th

e 
de

ve
lo

pm
en

t a
nd

 e
nf

or
ce

m
en

t o
f p

ol
ic

ie
s,

 
re

gu
la

tio
ns

 a
nd

 lo
ca

l l
aw

s 
ap

pr
op

ria
te

 to
 th

e 
sa

fe
ty

 a
nd

 w
el

lb
ei

ng
 o

f r
es

id
en

ts
, v

is
ito

rs
 a

nd
 th

e 
ge

ne
ra

l p
ub

lic
.  

In
cl

ud
es

, b
ut

 is
 

no
t r

es
tr

ic
te

d 
to

 d
om

es
tic

 a
ni

m
al

 m
an

ag
em

en
t, 

liv
es

to
ck

 c
on

tr
ol

, t
ra

ffi
c 

m
an

ag
em

en
t, 

lit
te

r, 
gr

af
fit

i, 
co

ns
um

pt
io

n 
of

 a
lc

oh
ol

 in
 

pu
bl

ic
 p

la
ce

s a
nd

 th
e 

us
e 

of
 fo

ot
pa

th
s a

nd
 ro

ad
 re

se
rv

es
 fo

r c
om

m
er

ci
al

 a
ct

iv
iti

es
. 

O
cc

up
at

io
na

l H
ea

lth
 a

nd
 S

af
et

y 
(O

H
S)

 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 im

pl
em

en
tin

g 
an

d 
co

or
di

na
tin

g 
oc

cu
pa

tio
na

l h
ea

lth
 a

nd
 s

af
et

y 
m

ea
su

re
s 

to
 e

ns
ur

e 
a 

sa
fe

 w
or

k 
en

vi
ro

nm
en

t a
nd

 p
ra

ct
ic

es
 fo

r C
ou

nc
il 

em
pl

oy
ee

s.
  I

nc
lu

de
s 

en
su

rin
g 

th
e 

sa
fe

 h
an

dl
in

g 
an

d 
us

e 
of

 h
az

ar
do

us
 

m
at

er
ia

ls
 b

y 
Co

un
ci

l e
m

pl
oy

ee
s.

 

Pa
rk

s 
Re

se
rv

es
 a

nd
 O

pe
n 

Sp
ac

es
 

 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 a

cq
ui

rin
g,

 d
es

ig
ni

ng
, d

ev
el

op
in

g,
 m

ai
nt

ai
ni

ng
 a

nd
 d

is
po

si
ng

 o
f s

pa
ce

s 
su

ch
 a

s;
 p

ar
ks

, 
re

se
rv

es
 a

nd
 o

pe
n 

sp
ac

e 
ei

th
er

 o
w

ne
d,

 le
as

ed
, m

an
ag

ed
 b

y 
co

un
ci

l. 
 T

hi
s f

un
ct

io
n 

al
so

 in
cl

ud
es

 th
e 

in
st

al
la

tio
n 

an
d 

m
ai

nt
en

an
ce

 o
f i

nf
ra

st
ru

ct
ur

e 
su

ch
 a

s 
lig

ht
in

g,
 fu

rn
itu

re
, p

la
yg

ro
un

d 
eq

ui
pm

en
t, 

pu
bl

ic
 a

rt
 a

nd
 m

em
or

ia
ls

, s
ec

ur
ity

 a
nd

 a
cc

es
s 

ar
ra

ng
em

en
ts

 in
 th

es
e 

sp
ac

es
. 

Pr
op

er
ty

 M
an

ag
em

en
t 

 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 a

cq
ui

rin
g,

 c
on

st
ru

ct
in

g,
 fi

tt
in

g-
ou

t, 
m

ai
nt

ai
ni

ng
, s

ec
ur

in
g 

an
d 

di
sp

os
in

g 
of

 fa
ci

lit
ie

s 
an

d 
pr

em
is

es
 s

uc
h 

as
; b

ui
ld

in
gs

, C
ou

nc
il 

ha
lls

 a
nd

 c
en

tr
es

 fo
r m

ul
ti-

pu
rp

os
e 

us
es

 o
w

ne
d,

 le
as

ed
, u

se
d 

or
 o

th
er

w
is

e 
m

an
ag

ed
 b

y 
Co

un
ci

l. 

Pu
bl

ic
 H

ea
lth

 S
er

vi
ce

s 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 m

an
ag

in
g,

 m
on

ito
rin

g 
an

d 
re

gu
la

tin
g 

ac
tiv

iti
es

 to
 p

ro
te

ct
 a

nd
 im

pr
ov

e 
pu

bl
ic

 h
ea

lth
.  

In
cl

ud
es

 th
e 

pr
om

ot
io

n,
 m

an
ag

em
en

t a
nd

 e
nf

or
ce

m
en

t o
f h

ea
lth

 c
od

es
, s

ta
nd

ar
ds

 a
nd

 re
gu

la
tio

ns
 re

la
tin

g 
to

 fo
od

, i
nf

ec
tio

us
 

di
se

as
es

, i
m

m
un

is
at

io
n,

 c
em

et
er

ie
s,

 p
es

t c
on

tr
ol

, d
om

es
tic

 w
as

te
 w

at
er

 tr
ea

tm
en

t a
nd

 s
ub

st
an

ce
s 

w
hi

ch
 im

pa
ct

 o
n 

pu
bl

ic
 

he
al

th
 a

nd
 s

af
et

y.
 

Ra
te

s 
an

d 
Va

lu
at

io
ns

 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 m

an
ag

in
g,

 re
gu

la
tin

g,
 s

et
tin

g 
an

d 
co

lle
ct

in
g 

Co
un

ci
l i

nc
om

e 
th

ro
ug

h 
th

e 
va

lu
at

io
n 

of
 

ra
te

ab
le

 la
nd

 a
nd

 o
th

er
 p

ro
pe

rt
y 

re
la

te
d 

ch
ar

ge
s 

in
cl

ud
in

g 
sp

ec
ia

l c
ha

rg
e 

sc
he

m
es

.  
Al

so
 in

cl
ud

es
 th

e 
m

an
ag

em
en

t o
f p

ro
pe

rt
y 

da
ta

ba
se

. 

Re
cr

ea
tio

n 
an

d 
Cu

ltu
ra

l S
er

vi
ce

s 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 C

ou
nc

il 
ar

ra
ng

in
g,

 m
an

ag
in

g 
an

d 
en

co
ur

ag
in

g 
pr

og
ra

m
s,

 e
ve

nt
s 

an
d 

se
rv

ic
es

 w
hi

ch
 

pr
om

ot
e 

th
e 

ar
ts

, s
po

rt
, c

ul
tu

ra
l a

nd
 re

cr
ea

tio
na

l a
ct

iv
iti

es
. I

nc
lu

de
s 

th
e 

op
er

at
io

n 
of

 s
po

rt
in

g 
an

d 
cu

ltu
ra

l f
ac

ili
tie

s 
su

ch
 a

s 
sw

im
m

in
g 

po
ol

s,
 le

is
ur

e 
ce

nt
re

s,
 m

us
eu

m
s,

 g
al

le
rie

s a
nd

 li
br

ar
ie

s 
an

d 
m

an
ag

in
g 

th
e 

bo
ok

in
g 

an
d 

hi
re

 o
f C

ou
nc

il'
s 

sp
or

tin
g 

gr
ou

nd
s,

 h
al

ls
 a

nd
 re

cr
ea

tio
na

l f
ac

ili
tie

s.
 

Ri
sk

 M
an

ag
em

en
t

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 id

en
tif

yi
ng

, m
an

ag
in

g 
an

d 
re

du
ci

ng
 th

e 
ris

ks
 a

ss
oc

ia
te

d 
w

ith
 C

ou
nc

il 
pr

op
er

tie
s,

 



 Le
ve

l 1
 - 

Fu
nc

tio
n 

 
D

es
cr

ip
tio

n 

eq
ui

pm
en

t a
nd

 o
pe

ra
tio

ns
.  

In
cl

ud
es

 m
an

ag
in

g 
th

e 
ris

ks
 to

 m
em

be
rs

 o
f t

he
 g

en
er

al
 p

ub
lic

, C
ou

nc
il 

pe
rs

on
ne

l, 
co

ns
ul

ta
nt

s,
 

co
nt

ra
ct

or
s,

 v
ol

un
te

er
s,

 c
ou

nc
ill

or
s 

an
d 

lia
bi

lit
y 

to
 th

e 
pu

bl
ic

.  
Ri

sk
 M

an
ag

em
en

t i
s 

in
cl

us
iv

e 
of

 b
ot

h 
st

ra
te

gi
c 

an
d 

op
er

at
io

na
l 

ris
ks

 a
ss

oc
ia

te
d,

 b
ut

 n
ot

 li
m

ite
d 

to
: f

ra
ud

, l
iti

ga
tio

n 
an

d 
in

su
ra

nc
e.

 
Tr

an
sp

or
t a

nd
 In

fr
as

tr
uc

tu
re

 
M

an
ag

em
en

t 
 

Do
cu

m
en

ts
 re

la
tin

g 
to

 th
e 

fu
nc

tio
n 

of
 a

cq
ui

rin
g,

 p
la

nn
in

g,
 d

es
ig

ni
ng

, c
on

st
ru

ct
in

g 
an

d 
m

ai
nt

ai
ni

ng
 ro

ad
s,

 st
re

et
s,

 b
rid

ge
s,

 
dr

ai
na

ge
 a

nd
 a

ss
oc

ia
te

d 
in

fr
as

tr
uc

tu
re

 o
w

ne
d 

or
 m

an
ag

ed
 b

y 
Co

un
ci

l. 
 In

cl
ud

es
 th

e 
pl

an
ni

ng
, m

on
ito

rin
g 

an
d 

m
an

ag
em

en
t o

f 
tr

an
sp

or
ta

tio
n 

ne
ed

s a
nd

 th
e 

ef
fic

ie
nt

 m
ov

em
en

t a
nd

 s
af

et
y 

of
 tr

af
fic

. 

U
til

iti
es

 
Do

cu
m

en
ts

 re
la

tin
g 

to
 th

e 
fu

nc
tio

n 
of

 C
ou

nc
il 

w
or

ki
ng

 w
ith

 e
ne

rg
y,

 w
at

er
, t

el
ec

om
m

un
ic

at
io

ns
 a

nd
 te

le
vi

si
on

 a
nd

 ra
di

o 
tr

an
sm

is
si

on
 a

nd
 s

er
vi

ce
 p

ro
vi

de
rs

 to
 a

ss
is

t w
ith

 th
e 

pl
an

ni
ng

, d
es

ig
n,

 in
st

al
la

tio
n 

an
d 

m
ai

nt
en

an
ce

 o
f a

ss
oc

ia
te

d 
in

fr
as

tr
uc

tu
re

.  
In

cl
ud

es
 s

up
pl

y 
an

d 
se

rv
ic

e 
pr

ov
is

io
n.

 

W
as

te
 M

an
ag

em
en

t 
Do

cu
m

en
ts

 re
la

tin
g 

to
 th

e 
fu

nc
tio

n 
of

 p
ro

vi
di

ng
 a

nd
 o

pe
ra

tin
g 

se
rv

ic
es

, r
es

ou
rc

es
 a

nd
 p

ro
gr

am
s 

re
la

te
d 

to
 th

e 
m

an
ag

em
en

t o
f 

w
as

te
.  

In
cl

ud
es

 h
ou

se
ho

ld
 a

nd
 c

om
m

er
ci

al
 w

as
te

 c
ol

le
ct

io
n 

se
rv

ic
es

, t
he

 o
pe

ra
tio

n 
of

 w
as

te
 d

is
po

sa
l s

ite
s 

an
d 

pr
og

ra
m

s 
an

d 
in

iti
at

iv
es

 p
ro

m
ot

in
g 

w
as

te
 re

du
ct

io
n 

an
d 

re
cy

cl
in

g.
 

 
Le

ve
l 2

 - 
Ac

ti
vi

ty
 

D
es

cr
ip

ti
on

 

Ac
ce

ss
 

Ac
tiv

iti
es

 to
 p

ro
vi

de
 fa

ir,
 e

ff
ic

ie
nt

 a
nd

 im
pa

rt
ia

l a
cc

es
s 

to
 c

ou
nc

il 
se

rv
ic

es
 a

nd
 c

ou
nc

il 
fa

ci
lit

ie
s.

 In
cl

ud
es

 p
ro

gr
am

s 
to

 
in

cr
ea

se
 a

nd
 in

cl
ud

e 
pu

bl
ic

 a
cc

es
s,

 in
cl

ud
in

g 
ac

ce
ss

 fo
r d

is
ab

le
d 

pe
rs

on
s 

to
 C

ou
nc

il 
bu

ild
in

gs
 a

nd
 p

ro
pe

rt
ie

s.
 

Ac
ci

de
nt

 a
nd

 In
ju

ry
 

Ac
ci

de
nt

 a
nd

 In
ju

ry
 R

ep
or

tin
g 

is
 r

ec
or

de
d 

in
 P

AN
 S

of
tw

ar
e.

  
Ac

cr
ed

ita
tio

n 
Th

e 
pr

oc
es

s 
of

 g
ai

ni
ng

 o
ff

ic
ia

l r
ec

og
ni

tio
n 

ag
ai

ns
t a

 s
ta

nd
ar

d,
 s

ta
tu

to
ry

 re
qu

ire
m

en
ts

, c
od

e,
 b

es
t p

ra
ct

ic
e 

pr
in

ci
pl

es
, a

nd
/o

r 
gu

id
el

in
es

 fr
om

 a
 b

od
y 

ex
te

rn
al

 to
 C

ou
nc

il.
  S

ee
 A

U
D

IT
 fo

r r
ec

or
ds

 r
el

at
in

g 
to

 a
ud

its
 u

nd
er

ta
ke

n 
to

 re
ta

in
 a

cc
re

di
ta

tio
n.

  
Ac

qu
is

iti
on

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 p

ur
ch

as
e,

 d
on

at
io

n,
 b

eq
ue

st
 o

r t
ra

ns
fe

r t
o 

Co
un

ci
l o

f p
ro

pe
rt

y,
 e

qu
ip

m
en

t,
 v

eh
ic

le
s 

an
d 

pl
an

t, 
st

or
es

 a
nd

 th
e 

co
lle

ct
io

ns
 o

f l
ib

ra
ri

es
, m

us
eu

m
s,

 g
al

le
rie

s 
an

d 
co

un
ci

l r
ec

or
ds

. 
 

Ac
ts

 &
 R

eg
ul

at
io

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

in
te

rp
re

ta
tio

n 
an

d 
im

pl
em

en
ta

tio
n 

of
 a

ct
s,

 la
w

s,
 le

gi
sl

at
io

n,
 n

at
io

na
l a

nd
 in

te
rn

at
io

na
l 

st
an

da
rd

s 
to

 w
hi

ch
 C

ou
nc

il 
is

 s
ub

je
ct

.  
In

cl
ud

es
 C

ou
nc

il 
su

bm
is

si
on

s 
to

 p
ro

po
se

d 
ch

an
ge

s 
or

 th
e 

in
tr

od
uc

tio
n 

of
 n

ew
 a

ct
s,

 
la

w
s,

 le
gi

sl
at

io
n,

 a
nd

 s
ta

nd
ar

ds
 th

at
 m

ay
 im

pa
ct

 o
n 

Co
un

ci
l s

er
vi

ce
s 

an
d 

ac
tiv

iti
es

.  
Ad

ve
rt

is
in

g 
Th

e 
pr

ep
ar

at
io

n 
an

d 
pu

bl
ic

at
io

n 
of

 in
fo

rm
at

io
n 

ab
ou

t C
ou

nc
il 

se
rv

ic
es

, a
ct

iv
iti

es
, p

la
ns

 a
nd

 a
ch

ie
ve

m
en

ts
 in

 o
rd

er
 to

 
pr

om
ot

e 
Co

un
ci

l's
 p

ub
lic

 im
ag

e 
an

d 
to

 in
fo

rm
 th

e 
co

m
m

un
ity

.  
In

cl
ud

es
 a

dv
er

tis
em

en
ts

 a
nd

 p
ub

lic
 n

ot
ic

es
 a

s 
w

el
l a

s 
re

gu
la

r 
co

m
m

un
iq

ue
s 

su
ch

 a
s 

th
e 

M
ay

or
's

 c
ol

um
n.

  
Ad

vi
se

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 s

ee
ki

ng
 a

nd
 re

ce
iv

in
g 

le
ga

l o
r p

ro
fe

ss
io

na
l a

dv
ic

e 
by

 C
ou

nc
il.

  
Ag

re
em

en
ts

 
Th

e 
pr

oc
es

se
s 

as
so

ci
at

ed
 w

ith
 th

e 
es

ta
bl

is
hm

en
t,

 m
ai

nt
en

an
ce

, r
ev

ie
w

 a
nd

 n
eg

ot
ia

tio
n 

of
 a

gr
ee

m
en

ts
.  

In
cl

ud
es

 
ag

re
em

en
ts

 b
et

w
ee

n 
Co

un
ci

l a
nd

 s
er

vi
ce

 p
ro

vi
de

rs
 a

nd
 g

ov
er

nm
en

t a
ge

nc
ie

s 
w

hi
ch

 p
ro

vi
de

 s
er

vi
ce

s.
 

Au
di

t 
w

ith
 a

gr
ee

d 
or

 le
gi

sl
at

ed
 s

ta
nd

ar
ds

.  
In

cl
ud

es
 a

ud
its

 c
ar

ri
ed

 o
ut

 in
te

rn
al

ly
 o

r 
by

 a
n 

in
de

pe
nd

en
t a

ss
es

so
r.

 



Le
ve

l 2
 - 

Ac
ti

vi
ty

 
D

es
cr

ip
ti

on
 

Aw
ar

ds
 a

nd
 C

er
em

on
ie

s 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
pl

an
ni

ng
, c

oo
rd

in
at

io
n 

an
d 

m
an

ag
em

en
t 

of
 c

er
em

on
ie

s 
w

hi
ch

 r
ec

og
ni

se
 a

w
ar

ds
, h

on
ou

rs
 

or
 c

iti
ze

ns
hi

p.
  

Ba
nk

in
g 

Th
e 

ac
tiv

iti
es

 in
vo

lv
ed

 in
 th

e 
op

en
in

g 
an

d 
m

ai
nt

ai
ni

ng
 b

an
k 

ac
co

un
ts

, r
ec

on
ci

lin
g 

ac
co

un
ts

 a
nd

 th
e 

m
ai

nt
en

an
ce

 o
f 

si
gn

at
or

ie
s.

  
Bo

un
da

ri
es

 
Th

e 
pr

oc
es

s 
of

 m
on

ito
rin

g 
an

d 
re

vi
ew

in
g 

bo
un

da
rie

s 
of

 a
nd

 w
ith

in
 th

e 
m

un
ic

ip
al

ity
.  

In
cl

ud
es

 w
ar

ds
, d

is
tr

ic
ts

, l
oc

al
iti

es
, 

su
bu

rb
s 

an
d 

th
e 

bo
un

da
ri

es
 b

et
w

ee
n 

m
un

ic
ip

al
iti

es
.  

Bu
dg

et
in

g 
Th

e 
pr

oc
es

s 
of

 p
la

nn
in

g 
th

e 
us

e 
of

 e
xp

ec
te

d 
in

co
m

e 
an

d 
ex

pe
nd

itu
re

 o
ve

r a
 s

pe
ci

fie
d 

pe
ri

od
. 

 
Bu

ild
in

g 
Ap

pl
ic

at
io

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

re
ce

ip
t,

 a
ss

es
sm

en
t a

nd
 d

et
er

m
in

at
io

n 
of

 a
pp

lic
at

io
ns

 fo
r 

ap
pr

ov
al

 o
r 

co
ns

en
t u

nd
er

 th
e 

Bu
ild

in
g 

Ac
t a

nd
 R

eg
ul

at
io

ns
 b

y 
Co

un
ci

l o
r p

riv
at

e 
bu

ild
in

g 
su

rv
ey

or
.  

Cl
ai

m
s 

M
an

ag
em

en
t 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

m
an

ag
em

en
t o

f i
ns

ur
an

ce
 c

la
im

s 
m

ad
e 

by
 o

r a
ga

in
st

 C
ou

nc
il 

an
d 

its
 p

er
so

nn
el

.  
In

cl
ud

es
 

cl
ai

m
s 

m
ad

e 
fo

r p
er

so
na

l i
nj

ur
y,

 p
ro

fe
ss

io
na

l i
nd

em
ni

ty
, p

ub
lic

 li
ab

ili
ty

 a
nd

 p
ro

pe
rt

y 
da

m
ag

e 
or

 lo
ss

. 
 

Cl
ie

nt
 M

an
ag

em
en

t 
Th

e 
ac

tiv
ity

 o
f m

an
ag

in
g 

cl
ie

nt
 re

co
rd

s 
in

cl
ud

in
g 

re
qu

es
ts

 a
nd

 a
pp

lic
at

io
ns

 fo
r s

er
vi

ce
, a

ss
es

sm
en

t o
f e

lig
ib

ili
ty

 a
nd

 c
ha

ng
e

s 
in

 s
er

vi
ce

s 
pr

ov
id

ed
 to

 c
lie

nt
s.

  
Co

m
m

un
ity

 E
ng

ag
em

en
t 

Re
co

rd
s 

re
la

tin
g 

to
 a

 p
la

nn
ed

 p
ro

ce
ss

 w
ith

 th
e 

sp
ec

ifi
c 

pu
rp

os
e 

of
 w

or
ki

ng
 w

ith
 id

en
tif

ie
d 

gr
ou

ps
 o

f p
eo

pl
e 

in
 th

e 
co

m
m

un
ity

.  
Co

nt
ra

ct
s 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

es
ta

bl
is

hm
en

t,
 m

ai
nt

en
an

ce
, r

ev
ie

w
 a

nd
 n

eg
ot

ia
tio

n 
of

 c
on

tr
ac

ts
. 

 
Co

rp
or

at
e 

Im
ag

e 
Th

e 
ac

tiv
iti

es
 o

f i
de

nt
ify

in
g 

an
d 

de
si

gn
in

g,
 a

nd
 p

ro
cu

ri
ng

 lo
go

s,
 s

ig
ns

, l
et

te
rh

ea
d,

 c
or

po
ra

te
 u

ni
fo

rm
s 

(in
cl

ud
in

g 
ca

ps
) a

nd
 

ot
he

r s
ym

bo
ls

 s
uc

h 
as

 s
ta

tio
ne

ry
 (r

ul
er

s,
 p

en
s 

et
c)

 th
at

 in
co

rp
or

at
e 

th
e 

id
en

tit
y 

an
d 

im
ag

e 
of

 C
ou

nc
il.

 
Co

un
ci

l M
ee

tin
gs

 
Th

e 
ac

tiv
ity

 a
ss

oc
ia

te
d 

w
ith

 th
e 

fo
rm

al
 d

ec
is

io
n-

m
ak

in
g 

pr
oc

es
se

s 
of

 C
ou

nc
il,

 re
co

rd
in

g 
th

e 
of

fic
ia

l m
in

ut
es

 o
f m

ee
tin

gs
, 

an
d 

su
m

m
ar

is
in

g 
de

ci
si

on
s 

of
 th

e 
m

ee
tin

gs
 o

f e
le

ct
ed

 C
ou

nc
ill

or
s 

w
ith

 a
ct

io
n 

in
 re

sp
on

se
 b

y 
Co

un
ci

l s
ta

ff
.  

In
cl

ud
es

 
at

te
nd

an
ce

 r
ec

or
ds

 o
f m

ee
tin

gs
 o

f e
le

ct
ed

 C
ou

nc
ill

or
s.

  A
ls

o 
in

cl
ud

es
 th

e 
pr

oc
es

se
s 

of
 tr

ac
ki

ng
 a

ct
io

ns
 a

nd
 w

he
n 

ac
tio

n 
is

 
du

e.
  

Co
un

ci
llo

r 
Co

nd
iti

on
s 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 m
an

ag
in

g 
th

e 
ge

ne
ra

l c
on

di
tio

ns
 o

f C
ou

nc
ill

or
s.

  
Cr

ed
ito

rs
 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
pa

ym
en

ts
 to

 w
ho

m
 C

ou
nc

il 
ow

es
 m

on
ey

. A
ls

o 
kn

ow
n 

as
 A

cc
ou

nt
s 

Pa
ya

bl
e 

-W
e 

pa
y 

th
em

.  
D

at
a 

M
an

ag
em

en
t 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

bu
ild

in
g,

 p
ro

to
ty

pi
ng

, t
es

tin
g 

of
 d

at
ab

as
es

.  
In

cl
ud

es
 c

ha
ng

es
 to

 s
ch

em
as

, v
ie

w
 a

nd
 

co
nf

ig
ur

at
io

n 
m

an
ag

em
en

t. 
 

D
eb

to
rs

 
Th

e 
ac

tiv
ity

 o
f m

an
ag

in
g 

Co
un

ci
l's

 d
eb

to
rs

.  
In

cl
ud

es
 re

vi
ew

in
g 

an
d 

th
e 

re
co

ve
ry

 o
f d

eb
ts

. A
ls

o 
kn

ow
n 

as
 A

cc
ou

nt
s 

Re
ce

iv
ab

le
 - 

Th
ey

 p
ay

 C
ou

nc
il.

  
D

el
eg

at
io

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 g
iv

in
g 

au
th

or
ity

 fo
r d

ec
is

io
ns

, a
ct

iv
iti

es
 a

nd
 e

xp
en

di
tu

re
. 

 
D

es
ig

n 
an

d 
Co

ns
tr

uc
tio

n 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
de

si
gn

 a
nd

 c
on

st
ru

ct
io

n 
of

 C
ou

nc
il 

pr
op

er
ty

, e
qu

ip
m

en
t,

 in
fr

as
tr

uc
tu

re
 a

nd
 fa

ci
lit

ie
s.

  
Al

so
 in

cl
ud

es
 C

ou
nc

il 
in

pu
t i

nt
o 

th
e 

de
si

gn
 a

nd
 c

on
st

ru
ct

io
n 

of
 th

e 
in

fr
as

tr
uc

tu
re

 th
at

 s
up

po
rt

s 
es

se
nt

ia
l s

er
vi

ce
s 

su
ch

 a
s 

el
ec

tr
ic

ity
, g

as
, t

el
ec

om
m

un
ic

at
io

ns
, w

at
er

 a
nd

 a
lte

rn
at

iv
e 

en
er

gy
 s

ou
rc

es
.  

D
is

ci
pl

in
e 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

co
or

di
na

tin
g 

an
d 

m
an

ag
in

g 
di

sc
ip

lin
ar

y 
m

at
te

rs
 th

at
 o

cc
ur

 w
he

n 
an

 e
m

pl
oy

ee
 o

r 
Co

un
ci

llo
r h

as
 u

nd
er

-p
er

fo
rm

ed
 o

r b
ee

n 
in

vo
lv

ed
 in

 a
n 

in
ci

de
nt

 o
f m

is
co

nd
uc

t.
 



Le
ve

l 2
 - 

Ac
ti

vi
ty

 
D

es
cr

ip
ti

on
 

D
is

po
sa

l 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
sa

le
, s

ur
re

nd
er

, d
is

po
sa

l, 
de

st
ru

ct
io

n 
or

 tr
an

sf
er

 b
y 

Co
un

ci
l o

f p
ro

pe
rt

y,
 e

qu
ip

m
en

t,
 

ve
hi

cl
es

 a
nd

 p
la

nt
, s

to
re

s,
 im

po
un

de
d 

an
im

al
s 

an
d 

ve
hi

cl
es

 a
nd

 th
e 

co
lle

ct
io

ns
 o

f l
ib

ra
ri

es
, m

us
eu

m
s,

 g
al

le
ri

es
 a

nd
 c

ou
nc

il 
re

co
rd

s.
  

D
on

at
io

ns
 a

nd
 S

po
ns

or
sh

ip
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

pr
ov

is
io

n 
an

d 
re

ce
ip

t o
f d

on
at

io
ns

 o
r 

sp
on

so
rs

hi
p 

fo
r p

ro
gr

am
s,

 s
er

vi
ce

s 
or

 e
ve

nt
s.

  
In

cl
ud

es
 fi

na
nc

ia
l a

nd
 in

-k
in

d 
su

pp
or

t o
r 

th
e 

pr
ov

is
io

n 
of

 o
th

er
 re

so
ur

ce
s 

to
 C

ou
nc

il 
or

 b
y 

Co
un

ci
l t

o 
ot

he
r o

rg
an

is
at

io
ns

, 
gr

ou
ps

 o
r 

ch
ar

iti
es

.  
Ed

uc
at

io
n 

an
d 

Aw
ar

en
es

s 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 d

ev
el

op
in

g 
an

d 
im

pl
em

en
tin

g 
pu

bl
ic

 a
w

ar
en

es
s 

an
d 

ed
uc

at
io

n.
  I

nc
lu

de
s 

Co
un

ci
l p

ro
m

ot
in

g 
an

d 
pa

rt
ic

ip
at

in
g 

in
 o

th
er

 a
ge

nc
y'

s 
ca

m
pa

ig
ns

.  
El

ec
tio

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 p
re

pa
rin

g 
fo

r,
 c

on
du

ct
in

g 
an

d 
re

vi
ew

in
g 

th
e 

el
ec

tio
n 

of
 c

ou
nc

ill
or

s 
to

 r
ep

re
se

nt
 r

es
id

en
ts

 a
nd

 
ra

te
pa

ye
rs

 o
f t

he
 m

un
ic

ip
al

ity
.  

Al
so

 in
cl

ud
es

 th
e 

pr
oc

es
s 

of
 e

le
ct

in
g 

th
e 

m
ay

or
.  

Em
pl

oy
ee

 F
ile

s 
In

di
vi

du
al

 fi
le

s 
fo

r 
ea

ch
 e

m
pl

oy
ee

 in
 th

e 
or

ga
ni

sa
tio

n.
  

Em
pl

oy
ee

 P
er

fo
rm

an
ce

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 d

ev
el

op
in

g,
 m

an
ag

in
g 

an
d 

m
ea

su
rin

g 
th

e 
pe

rf
or

m
an

ce
 o

f C
ou

nc
il 

em
pl

oy
ee

s.
  I

nc
lu

de
s 

th
e 

pr
oc

es
s 

of
 s

et
tin

g 
in

di
vi

du
al

 g
oa

ls
 a

nd
 o

bj
ec

ti
ve

s 
an

d 
th

e 
ap

pr
ai

sa
l o

f p
er

fo
rm

an
ce

. 
 

Em
pl

oy
m

en
t a

nd
 T

ra
in

in
g 

Sc
he

m
es

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
im

pl
em

en
ta

tio
n 

an
d 

m
an

ag
em

en
t o

f e
m

pl
oy

m
en

t a
nd

 tr
ai

ni
ng

 s
ch

em
es

 in
cl

ud
in

g 
ap

pr
en

tic
es

hi
ps

, t
ra

in
ee

sh
ip

s 
an

d 
w

or
k 

ex
pe

ri
en

ce
.  

En
qu

iri
es

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
ha

nd
lin

g 
of

 re
qu

es
ts

 fo
r i

nf
or

m
at

io
n 

ab
ou

t C
ou

nc
il 

an
d 

its
 s

er
vi

ce
s.

  I
nc

lu
de

s 
ge

ne
ra

l 
en

qu
iri

es
, r

eq
ue

st
s 

fo
r a

dv
ic

e 
an

d 
th

e 
ap

pl
ic

at
io

n 
fo

r a
nd

 p
ro

vi
si

on
 o

f i
nf

or
m

at
io

n 
on

 la
nd

, b
ui

ld
in

gs
 a

nd
 ra

te
s 

pa
ya

bl
e.

 
Eq

ua
l E

m
pl

oy
m

en
t O

pp
or

tu
ni

ty
 (E

EO
) 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
pr

og
ra

m
s 

to
 p

ro
vi

de
 w

or
kp

la
ce

s 
th

at
 a

re
 fr

ee
 fr

om
 a

ll 
fo

rm
s 

of
 u

nl
aw

fu
l d

is
cr

im
in

at
io

n 
an

d 
ha

ra
ss

m
en

t, 
an

d 
w

hi
ch

 a
ss

is
t m

em
be

rs
 o

f E
qu

al
 E

m
pl

oy
m

en
t O

pp
or

tu
ni

ty
 (E

EO
) g

ro
up

s 
to

 o
ve

rc
om

e 
pa

st
 o

r p
re

se
nt

 
di

sa
dv

an
ta

ge
.  

Es
ta

bl
is

hm
en

t 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 c

ha
ng

in
g 

an
d 

es
ta

bl
is

hi
ng

 th
e 

Co
un

ci
l a

dm
in

is
tr

at
iv

e 
st

ru
ct

ur
e 

an
d 

al
lo

ca
tio

n 
of

 fu
nc

tio
na

l 
re

sp
on

si
bi

lit
y 

to
 b

us
in

es
s 

un
its

.  
Al

so
 in

cl
ud

es
 m

an
ag

in
g 

po
si

tio
ns

, d
ut

ie
s 

an
d 

re
po

rt
in

g 
re

la
tio

ns
hi

ps
 b

et
w

ee
n 

st
af

f. 
Ev

al
ua

tio
n 

Th
e 

pr
oc

es
s 

of
 d

et
er

m
in

in
g 

su
ita

bi
lit

y 
of

 p
ot

en
ti

al
 o

r 
ex

is
tin

g 
pr

og
ra

m
s,

 it
em

s 
of

 e
qu

ip
m

en
t,

 s
ys

te
m

s 
or

 s
er

vi
ce

s 
in

 r
el

at
io

n
to

 m
ee

tin
g 

th
e 

ne
ed

s 
of

 th
e 

gi
ve

n 
si

tu
at

io
n.

  
Ev

en
t M

an
ag

em
en

t 
Ac

tiv
iti

es
 r

el
at

in
g 

to
 th

e 
pl

an
ni

ng
, c

oo
rd

in
at

io
n 

an
d 

m
an

ag
em

en
t o

f c
om

m
un

ity
, c

ul
tu

ra
l, 

sp
or

tin
g,

 e
nv

iro
nm

en
ta

l, 
m

aj
or

 
an

d 
ic

on
ic

 e
ve

nt
s 

in
 w

hi
ch

 C
ou

nc
il 

is
 in

vo
lv

ed
. I

nc
lu

de
s 

ev
en

t m
an

ag
em

en
t p

la
ns

 a
nd

 tr
af

fic
 m

an
ag

em
en

t p
la

ns
. 

Fe
es

 a
nd

 C
ha

rg
es

 
Th

e 
ac

tiv
iti

es
 r

el
at

in
g 

to
 th

e 
es

ta
bl

is
hm

en
t, 

se
tt

in
g 

an
d 

re
vi

ew
 o

f f
ee

s 
an

d 
ch

ar
ge

s 
fo

r 
se

rv
ic

es
 r

en
de

re
d 

by
 C

ou
nc

il.
 

Fr
ee

do
m

 o
f I

nf
or

m
at

io
n 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
ac

ce
ss

 to
 in

fo
rm

at
io

n 
he

ld
 b

y 
Co

un
ci

l i
n 

ac
co

rd
an

ce
 w

ith
 F

re
ed

om
 o

f I
nf

or
m

at
io

n 
le

gi
sl

at
io

n.
 

G
eo

gr
ap

hi
ca

l I
nf

or
m

at
io

n 
Sy

st
em

s 
(G

IS
) 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
la

nd
 a

nd
 e

nv
ir

on
m

en
ta

l i
nf

or
m

at
io

n 
th

at
 in

co
rp

or
at

es
 m

ap
 b

as
e,

 p
ro

pe
rt

y 
in

fo
rm

at
io

n,
 

en
vi

ro
nm

en
ta

l d
at

a,
 s

tr
ee

t a
nd

 re
se

rv
e 

na
m

in
g 

an
d 

ho
us

e 
nu

m
be

rin
g,

 a
s 

w
el

l a
s 

co
m

pr
eh

en
si

ve
 p

op
ul

at
io

n 
an

al
ys

is
 a

nd
 

fo
re

ca
st

in
g 

sy
st

em
s,

 u
se

d 
to

 s
up

po
rt

 s
tr

at
eg

ic
 p

la
nn

in
g.

  



Le
ve

l 2
 - 

Ac
ti

vi
ty

 
D

es
cr

ip
ti

on
 

G
ov

er
nm

en
t E

nq
ui

rie
s 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 li
ai

si
ng

 w
ith

 s
ta

te
 a

nd
 F

ed
er

al
 g

ov
er

nm
en

ts
, i

nc
lu

di
ng

 R
oy

al
 C

om
m

is
si

on
s 

an
d 

O
m

bu
ds

m
an

 in
 

re
la

tio
n 

to
 fo

rm
al

 in
qu

ir
ie

s 
an

d 
in

ve
st

ig
at

io
ns

.  
In

cl
ud

es
 C

ou
nc

il 
pa

rt
ic

ip
at

io
n 

in
 th

e 
fo

rm
 o

f s
ub

m
is

si
on

s 
an

d 
pr

ov
id

in
g 

ev
id

en
ce

.  
M

ay
 n

ot
 b

e 
on

 m
at

te
rs

 th
at

 a
re

 d
ire

ct
ly

 re
la

te
d 

to
 C

ou
nc

il 
bu

si
ne

ss
 o

r o
pe

ra
tio

ns
. 

 
G

ra
nt

 A
pp

lic
at

io
n 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 C
ou

nc
il 

ap
pl

yi
ng

 fo
r f

un
di

ng
 o

r g
ra

nt
s 

fr
om

 g
ov

er
nm

en
t a

nd
 n

on
-g

ov
er

nm
en

t s
ou

rc
es

.  
In

cl
ud

es
 p

re
pa

ra
tio

n 
of

 a
pp

lic
at

io
ns

, n
ot

ifi
ca

tio
n 

of
 s

uc
ce

ss
fu

l a
nd

 u
ns

uc
ce

ss
fu

l a
pp

lic
at

io
ns

, e
xe

cu
ti

on
 o

f a
gr

ee
m

en
ts

 a
nd

 
su

bs
eq

ue
nt

 r
ep

or
ti

ng
 o

n 
su

cc
es

sf
ul

 a
pp

lic
at

io
ns

.  
Al

so
 in

cl
ud

es
 a

gr
ee

m
en

ts
, c

la
im

s,
 r

ep
or

tin
g 

an
d 

ac
qu

itt
al

s 
fo

r 
re

-
oc

cu
rr

in
g 

fu
nd

in
g.

  
G

ra
nt

 F
ac

ili
ta

tio
n 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 C
ou

nc
il 

as
si

st
in

g 
lo

ca
l c

om
m

un
ity

 g
ro

up
s,

 s
po

rt
in

g 
cl

ub
s 

an
d 

or
ga

ni
sa

tio
ns

 o
r 

in
di

vi
du

al
s 

in
 

th
e 

ev
al

ua
tio

n 
an

d 
ap

pl
ic

at
io

n 
fo

r f
in

an
ci

al
 a

ss
is

ta
nc

e 
fr

om
 g

ov
er

nm
en

t a
nd

 n
on

-g
ov

er
nm

en
t g

ra
nt

 a
nd

 fu
nd

in
g 

pr
og

ra
m

s.
  

G
ra

nt
 P

ro
vi

si
on

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
re

ce
ip

t,
 a

ss
es

sm
en

t a
nd

 a
w

ar
di

ng
 o

f g
ra

nt
s 

fr
om

 C
ou

nc
il 

to
 o

th
er

 o
rg

an
is

at
io

ns
 a

nd
 th

e 
co

m
m

un
ity

.  
In

cl
ud

es
 re

po
rt

s 
re

ce
iv

ed
 b

y 
Co

un
ci

l f
ro

m
 s

uc
ce

ss
fu

l a
pp

lic
an

ts
 o

n 
th

e 
ut

ili
sa

tio
n 

of
 fu

nd
s.

  
G

re
et

in
gs

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 p

re
pa

rin
g,

 s
en

di
ng

 a
nd

 re
ce

iv
in

g 
m

es
sa

ge
s 

of
 a

pp
re

ci
at

io
n,

 c
on

gr
at

ul
at

io
ns

 o
r 

co
nd

ol
en

ce
 b

y 
Co

un
ci

l. 
 

G
rie

va
nc

es
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

ha
nd

lin
g 

an
d 

re
so

lu
tio

n 
of

 g
rie

va
nc

es
.  

In
cl

ud
es

 h
an

dl
in

g 
co

m
pl

ai
nt

s 
ov

er
 p

er
ce

iv
ed

 
di

sc
rim

in
at

io
n,

 o
r t

ho
se

 o
ve

r 
th

e 
w

or
k 

en
vi

ro
nm

en
t, 

or
ga

ni
sa

tio
n 

an
d 

di
st

ri
bu

tio
n 

of
 w

or
k,

 p
ee

rs
, s

up
er

vi
so

rs
, o

r 
su

bo
rd

in
at

es
.  

Al
so

 in
cl

ud
es

 c
om

pl
ai

nt
s 

re
ga

rd
in

g 
th

e 
pr

ov
is

io
n 

of
 a

cc
es

s 
to

 o
pp

or
tu

ni
tie

s 
su

ch
 a

s 
tr

ai
ni

ng
, e

qu
ip

m
en

t, 
pr

om
ot

io
n 

or
 h

ig
he

r d
ut

ie
s.

  
H

ea
lth

 M
on

ito
rin

g 
Re

co
rd

s 
as

so
ci

at
ed

 w
ith

 c
he

ck
in

g,
 o

bs
er

vi
ng

 a
nd

 re
co

rd
in

g 
of

 h
ea

lth
 m

on
ito

ri
ng

, m
ay

 in
cl

ud
e 

m
on

ito
ri

ng
 o

f E
rg

on
om

ic
s,

 
he

ar
in

g 
co

ns
er

va
tio

n,
 m

ed
ic

al
 e

xa
m

in
at

io
ns

, p
er

so
na

l p
ro

te
ct

iv
e 

eq
ui

pm
en

t a
nd

 r
eh

ab
ili

ta
tio

n.
  

H
ea

lth
 P

ro
m

ot
io

n 
Pr

om
ot

io
n 

of
 h

ea
lth

y 
lif

es
ty

le
s 

to
 C

ou
nc

il 
em

pl
oy

ee
s.

  
Im

pl
em

en
ta

tio
n 

an
d 

In
st

al
la

tio
n 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

in
st

al
la

tio
n 

an
d 

op
er

at
io

n 
of

 in
fo

rm
at

io
n 

te
ch

no
lo

gy
 p

ro
gr

am
s,

 s
ys

te
m

s 
an

d 
ha

rd
w

ar
e.

 
In

du
st

ria
l R

el
at

io
ns

 
Th

e 
ac

tiv
ity

 o
f m

an
ag

in
g 

an
 a

gr
ee

d 
se

t 
of

 e
m

pl
oy

m
en

t c
on

di
tio

ns
 a

nd
 le

ve
l(s

) o
f p

ay
m

en
t a

pp
lic

ab
le

 to
 a

ll 
em

pl
oy

ee
s 

in
 a

 
pa

rt
ic

ul
ar

 o
cc

up
at

io
n,

 s
et

 e
ith

er
 b

y 
m

ut
ua

l c
on

se
nt

 o
r t

hr
ou

gh
 a

rb
itr

at
io

n.
  I

nc
lu

de
s 

ne
go

tia
ti

on
s 

co
nd

uc
te

d 
to

 o
bt

ai
n 

de
te

rm
in

at
io

ns
, a

gr
ee

m
en

ts
 o

r a
w

ar
ds

, i
nd

us
tr

ia
l a

ct
io

ns
 a

nd
 in

du
st

ria
l d

is
pu

te
s 

se
tt

le
d 

w
it

hi
n 

Co
un

ci
l o

r 
by

 a
n 

ex
te

rn
al

 
ar

bi
te

r.
  

In
fr

in
ge

m
en

ts
  

Ac
tiv

iti
es

 in
vo

lv
ed

 in
 th

e 
is

su
in

g 
an

d 
m

an
ag

em
en

t 
of

 fi
ne

s 
or

 p
en

al
tie

s 
fo

r 
br

ea
ch

es
 o

f l
aw

s,
 re

gu
la

tio
ns

, n
ot

ic
es

 o
r 

pe
rm

it
 

co
nd

iti
on

s.
  

In
fr

in
ge

m
en

ts
 a

nd
 P

ro
se

cu
tio

ns
 

Th
e 

fu
nc

tio
n 

of
 im

pl
em

en
tin

g 
an

d 
co

or
di

na
tin

g 
oc

cu
pa

tio
na

l h
ea

lth
 a

nd
 s

af
et

y 
m

ea
su

re
s 

to
 e

ns
ur

e 
a 

sa
fe

 w
or

k 
en

vi
ro

nm
en

t a
nd

 p
ra

ct
ic

es
 fo

r C
ou

nc
il 

em
pl

oy
ee

s.
  I

nc
lu

de
s 

en
su

rin
g 

th
e 

sa
fe

 h
an

dl
in

g 
an

d 
us

e 
of

 h
az

ar
do

us
 m

at
er

ia
ls

 b
y 

Co
un

ci
l e

m
pl

oy
ee

s.
  

In
su

ra
nc

e 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 C

ou
nc

il 
ta

ki
ng

 o
ut

 in
su

ra
nc

e 
pr

em
iu

m
s 

to
 c

ov
er

 a
cc

id
en

t, 
in

ju
ry

, d
ea

th
, d

am
ag

e 
or

 lo
ss

.  
In

cl
ud

es
 a

dm
in

is
tr

at
io

n 
of

 in
su

ra
nc

e 
po

lic
ie

s 
an

d 
th

ei
r r

en
ew

al
.  

Al
so

 in
cl

ud
es

 C
ou

nc
il 

re
qu

es
tin

g 
an

d 
re

ce
iv

in
g 

pr
oo

f o
f 

ap
pr

op
ri

at
e 

in
su

ra
nc

e 
co

ve
r f

ro
m

 c
on

tr
ac

to
rs

 a
s 

a 
co

nd
iti

on
 o

f e
ng

ag
em

en
t.

  
In

te
lle

ct
ua

l P
ro

pe
rt

y
Th

e 
ac

tiv
iti

es
 in

vo
lv

ed
 in

 m
an

ag
in

g 
Co

un
ci

l's
 in

te
lle

ct
ua

l p
ro

pe
rt

y,
 b

ot
h 

pu
bl

is
he

d 
an

d 
un

pu
bl

is
he

d.
  I

nc
lu

de
s 

co
py

rig
ht

, 



Le
ve

l 2
 - 

Ac
ti

vi
ty

 
D

es
cr

ip
ti

on
 

pa
te

nt
s 

an
d 

tr
ad

em
ar

ks
.  

In
te

re
st

 G
ro

up
s 

Th
e 

fu
nc

tio
n 

of
 c

ou
nc

il 
in

te
ra

ct
in

g 
w

ith
 g

ov
er

nm
en

t a
t a

ll 
le

ve
ls

, m
em

be
rs

 o
f p

ar
lia

m
en

t,
 p

ol
iti

ca
l p

ar
tie

s 
as

 w
el

l a
s 

co
m

m
un

ity
 g

ro
up

s,
 p

ro
fe

ss
io

na
l b

od
ie

s,
 a

ss
oc

ia
tio

ns
 a

nd
 o

th
er

 o
rg

an
is

at
io

ns
' p

ur
el

y 
fo

r 
th

e 
pu

rp
os

e 
of

 e
xc

ha
ng

in
g,

 
up

da
tin

g 
or

 r
en

ew
in

g 
ge

ne
ra

l c
on

ta
ct

, a
dm

in
is

tr
at

iv
e,

 o
rg

an
is

at
io

na
l o

r m
em

be
rs

hi
p 

in
fo

rm
at

io
n.

  I
nc

lu
de

s 
th

e 
re

ce
ip

t o
f 

an
nu

al
 r

ep
or

ts
, p

ub
lic

at
io

ns
, b

ro
ch

ur
es

, n
ew

sl
et

te
rs

 a
nd

 m
ed

ia
 r

el
ea

se
s 

fr
om

 e
xt

er
na

l o
rg

an
is

at
io

ns
. 

 
In

te
rn

al
 O

m
bu

ds
m

an
 

Th
e 

ac
tiv

ity
 o

f a
pp

oi
nt

in
g 

an
 o

ff
ic

ia
l t

o 
in

ve
st

ig
at

e 
pu

bl
ic

 c
om

pl
ai

nt
s 

ab
ou

t C
ou

nc
il 

de
ci

si
on

s 
or

 a
ct

iv
iti

es
, a

nd
 to

 p
ro

vi
de

 
an

d 
in

de
pe

nd
en

t 
re

vi
ew

 o
f c

om
pl

ai
nt

s.
  

In
te

rn
at

io
na

l R
el

at
io

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 m
an

ag
in

g 
re

la
tio

ns
 w

ith
 o

th
er

 p
ar

tie
s 

in
 o

th
er

 c
ou

nt
rie

s,
 in

cl
ud

in
g 

Si
st

er
 C

ity
. 

 
In

ve
st

ig
at

io
ns

 
Th

e 
ac

tiv
ity

 o
f i

nv
es

tig
at

in
g 

an
d 

ad
vi

si
ng

 o
f b

re
ac

he
s 

of
 la

w
s,

 re
gu

la
tio

ns
, n

ot
ic

es
 o

r p
er

m
it

 c
on

di
tio

ns
 p

rio
r t

o 
th

e 
is

su
e 

of
 

an
 in

fr
in

ge
m

en
t o

r p
en

al
ty

.  
In

ve
st

m
en

ts
 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
ca

pi
ta

l t
ha

t h
as

 b
ee

n 
in

ve
st

ed
 b

y 
Co

un
ci

l. 
 

Le
as

in
g 

 
Th

e 
ac

tiv
ity

 o
f l

ea
si

ng
 p

la
nt

, e
qu

ip
m

en
t, 

ve
hi

cl
es

, p
ro

pe
rt

ie
s 

or
 fa

ci
lit

ie
s 

by
 C

ou
nc

il 
fr

om
 a

no
th

er
 in

di
vi

du
al

 o
r 

or
ga

ni
sa

ti
on

.  
Le

as
in

g-
O

ut
 

Th
e 

ac
tiv

ity
 o

f C
ou

nc
il 

le
as

in
g 

ou
t o

r l
ic

en
si

ng
 th

e 
us

e 
of

 la
nd

, f
ac

ili
tie

s 
or

 p
re

m
is

es
 to

 o
th

er
 in

di
vi

du
al

s 
or

 o
rg

an
is

at
io

n
s.

  
Li

ai
so

n 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 m

ai
nt

ai
ni

ng
 re

gu
la

r g
en

er
al

 c
on

ta
ct

 b
et

w
ee

n 
Co

un
ci

l a
nd

 o
th

er
 o

rg
an

is
at

io
ns

, o
th

er
 c

ou
nc

ils
, 

st
at

e 
an

d 
fe

de
ra

l g
ov

er
nm

en
t, 

pr
of

es
si

on
al

 a
ss

oc
ia

tio
ns

 a
nd

 c
om

m
un

ity
 g

ro
up

s 
fo

r 
th

e 
ex

pr
es

se
d 

pu
rp

os
e 

of
 d

is
cu

ss
in

g 
m

em
be

rs
hi

p,
 b

ui
ld

in
g 

ne
tw

or
ks

 a
nd

 re
la

tio
ns

hi
ps

, p
ro

fe
ss

io
na

l d
ev

el
op

m
en

t,
 th

e 
sh

ar
in

g 
in

fo
rm

al
 a

dv
ic

e 
an

d/
or

 th
e 

bu
ild

in
g 

of
 a

 b
od

y 
of

 k
no

w
le

dg
e 

in
 a

 p
ar

tic
ul

ar
 is

su
e 

re
la

tin
g 

to
 th

is
 fu

nc
tio

na
l a

re
a.

  
Li

ce
ns

in
g,

 P
er

m
its

 a
nd

 R
eg

is
tr

at
io

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

ap
pl

ic
at

io
n,

 a
ss

es
sm

en
t a

nd
 d

et
er

m
in

at
io

n 
of

 p
er

m
its

, l
ic

en
ce

s 
an

d 
re

gi
st

ra
tio

ns
.  

In
cl

ud
es

 s
uc

ce
ss

fu
l a

nd
 u

ns
uc

ce
ss

fu
l a

pp
lic

at
io

ns
, c

an
ce

lla
tio

ns
, t

ra
ns

fe
rs

, r
en

ew
al

s,
 s

us
pe

ns
io

ns
 a

nd
 r

ev
oc

at
io

ns
. 

Li
tig

at
io

n 
Th

e 
ac

tiv
iti

es
 in

vo
lv

ed
 in

 m
an

ag
in

g 
la

w
su

its
 o

r l
eg

al
 p

ro
ce

ed
in

gs
 b

et
w

ee
n 

Co
un

ci
l a

nd
 o

th
er

 p
ar

tie
s.

  
Lo

an
s 

Th
e 

ac
tiv

ity
 o

f b
or

ro
w

in
g 

m
on

ey
 to

 e
na

bl
e 

Co
un

ci
l t

o 
pe

rf
or

m
 it

s 
fu

nc
tio

ns
 a

nd
 e

xe
rc

is
e 

its
 p

ow
er

. 
Lo

ca
l G

ov
er

nm
en

t 
Th

e 
fu

nc
tio

n 
of

 c
ou

nc
il 

in
te

ra
ct

in
g 

w
ith

 g
ov

er
nm

en
t a

t a
ll 

le
ve

ls
, m

em
be

rs
 o

f p
ar

lia
m

en
t,

 p
ol

iti
ca

l p
ar

tie
s 

as
 w

el
l a

s 
co

m
m

un
ity

 g
ro

up
s,

 p
ro

fe
ss

io
na

l b
od

ie
s,

 a
ss

oc
ia

tio
ns

 a
nd

 o
th

er
 o

rg
an

is
at

io
ns

' f
or

 th
e 

pu
rp

os
e 

of
 e

xc
ha

ng
in

g,
 u

pd
at

in
g 

or
 

re
ne

w
in

g 
ge

ne
ra

l c
on

ta
ct

, a
dm

in
is

tr
at

iv
e,

 o
rg

an
is

at
io

na
l o

r m
em

be
rs

hi
p 

in
fo

rm
at

io
n.

  I
nc

lu
de

s 
th

e 
re

ce
ip

t o
f a

nn
ua

l 
re

po
rt

s,
 p

ub
lic

at
io

ns
, b

ro
ch

ur
es

, n
ew

sl
et

te
rs

 a
nd

 m
ed

ia
 r

el
ea

se
s 

fr
om

 e
xt

er
na

l o
rg

an
is

at
io

ns
.  

Al
so

 in
cl

ud
es

 C
ou

nc
il 

pa
rt

ic
ip

at
in

g 
in

 fo
rm

al
 in

qu
ir

ie
s 

th
ro

ug
h 

su
bm

is
si

on
s 

an
d 

pr
ov

id
in

g 
ev

id
en

ce
.  

Lo
ca

l L
aw

s 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
fo

rm
ul

at
io

n,
 a

do
pt

io
n,

 im
pl

em
en

ta
tio

n 
an

d 
re

vi
ew

 o
f l

oc
al

 la
w

s.
  

M
ai

l M
an

ag
em

en
t 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

re
ce

ip
t a

nd
 d

is
pa

tc
h 

of
 m

ai
l. 

 In
cl

ud
es

 m
ai

l r
ec

ei
ve

d 
an

d 
se

nt
 th

ro
ug

h 
po

st
al

 a
nd

 c
ou

rie
r 

se
rv

ic
es

.  
M

ai
nt

en
an

ce
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

up
ke

ep
, r

ep
ai

r,
 s

er
vi

ci
ng

 a
nd

 p
re

se
rv

at
io

n 
of

 p
ro

pe
rt

y,
 e

qu
ip

m
en

t,
 in

fr
as

tr
uc

tu
re

, 
fa

ci
lit

ie
s 

an
d 

th
e 

co
lle

ct
io

ns
 o

f l
ib

ra
rie

s,
 g

al
le

rie
s 

an
d 

co
un

ci
l r

ec
or

ds
.  

M
an

ua
l H

an
dl

in
g 

Co
nd

iti
on

s 
of

 s
af

e 
w

or
k 

fo
r m

an
ua

l h
an

dl
in

g 
an

d 
w

ei
gh

t l
ift

in
g 

ru
le

s.
  

M
ed

ia
 L

ia
is

on
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 e

st
ab

lis
hi

ng
 a

 re
la

tio
ns

hi
p 

be
tw

ee
n 

th
e 

m
ed

ia
 a

nd
 C

ou
nc

il.
  I

nc
lu

de
s 

cu
lti

va
tin

g 
m

ed
ia

 
co

nt
ac

ts
, c

oo
rd

in
at

in
g 

ac
ce

ss
 to

 th
e 

m
ed

ia
, a

ut
ho

ris
in

g 
an

d 
is

su
in

g 
pr

es
s 

re
le

as
es

 a
nd

 b
ri

ef
in

gs
, a

nd
 o

rg
an

is
in

g 
m

ed
ia

 



Le
ve

l 2
 - 

Ac
ti

vi
ty

 
D

es
cr

ip
ti

on
 

in
te

rv
ie

w
s.

  

M
ee

tin
gs

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
m

an
ag

em
en

t o
f g

at
he

rin
gs

 in
iti

at
ed

 b
y 

Co
un

ci
l o

r 
w

he
re

 C
ou

nc
il 

is
 fo

rm
al

ly
 re

pr
es

en
te

d 
to

 d
is

cu
ss

 a
nd

 r
es

ol
ve

 is
su

es
 a

nd
 m

at
te

rs
 re

la
tin

g 
to

 th
e 

op
er

at
io

n 
an

d 
bu

si
ne

ss
 o

f C
ou

nc
il.

 In
cl

ud
es

 b
ot

h 
in

te
rn

al
 a

nd
 

ex
te

rn
al

 m
ee

ti
ng

s 
an

d 
is

 a
ls

o 
in

cl
us

iv
e 

of
 C

om
m

itt
ee

s 
w

he
re

 C
ou

nc
il 

ha
s 

a 
de

le
ga

te
d 

re
pr

es
en

ta
tiv

e.
  I

nc
lu

de
s 

es
ta

bl
is

hm
en

t,
 a

pp
oi

nt
m

en
t a

nd
 s

el
ec

tio
n 

of
 p

ar
tic

ip
an

ts
, t

er
m

s 
of

 re
fe

re
nc

e,
 n

ot
ic

es
 o

f m
ee

tin
gs

, a
ge

nd
as

, m
in

ut
es

 a
nd

 
re

po
rt

in
g 

of
 a

ct
io

ns
 a

nd
 d

ec
is

io
ns

.  
M

em
be

rs
hi

p 
Ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
ad

m
in

is
tr

at
io

n 
an

d 
m

an
ag

em
en

t o
f m

em
be

rs
hi

ps
 to

 C
ou

nc
il 

af
fil

ia
te

d 
gr

ou
ps

 a
ss

oc
ia

ti
on

s.
  

In
cl

ud
es

 r
eg

ul
ar

 c
irc

ul
ar

s 
to

 m
em

be
rs

.  
M

on
ito

rin
g 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 c
he

ck
in

g,
 o

bs
er

vi
ng

 a
nd

 r
ec

or
di

ng
 th

e 
op

er
at

io
n 

an
d 

pe
rf

or
m

an
ce

 o
f C

ou
nc

il 
eq

ui
pm

en
t,

 
in

fr
as

tr
uc

tu
re

 a
nd

 s
ys

te
m

s 
an

d 
ac

tiv
iti

es
 a

nd
 e

ve
nt

s 
w

ith
in

 th
e 

co
m

m
un

ity
 w

hi
ch

 h
av

e 
th

e 
po

te
nt

ia
l t

o 
im

pa
ct

 o
n 

he
al

th
 

an
d 

sa
fe

ty
.  

N
am

in
g 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 n
am

in
g 

of
 a

ny
 p

la
ce

, b
ui

ld
in

g 
or

 o
bj

ec
t u

nd
er

 th
e 

ju
ris

di
ct

io
n 

of
 C

ou
nc

il.
  I

nc
lu

de
s 

th
e 

na
m

in
g 

of
 to

w
ns

hi
ps

, s
ub

ur
bs

, l
oc

al
iti

es
, p

ar
ks

, r
es

er
ve

s,
 to

po
gr

ap
hi

ca
l f

ea
tu

re
s,

 r
oa

ds
, s

tr
ee

ts
 a

nd
 b

ui
ld

in
gs

. 
O

rg
an

is
at

io
ns

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 im

pl
em

en
tin

g 
an

d 
m

ea
su

ri
ng

 p
er

fo
rm

an
ce

 o
f C

ou
nc

il.
  I

nc
lu

de
s 

th
e 

de
ve

lo
pm

en
t a

nd
 

im
pl

em
en

ta
tio

n 
of

 c
on

tin
uo

us
 im

pr
ov

em
en

t a
ct

iv
iti

es
 s

uc
h 

as
 b

en
ch

m
ar

ki
ng

 a
nd

 in
di

ca
to

rs
 a

nd
 m

ea
su

re
s 

fo
r p

er
fo

rm
an

ce
. 

O
rg

an
is

at
io

na
l P

er
fo

rm
an

ce
 

Th
e 

fu
nc

tio
n 

of
 c

ou
nc

il 
in

te
ra

ct
in

g 
w

ith
 g

ov
er

nm
en

t a
t a

ll 
le

ve
ls

, m
em

be
rs

 o
f p

ar
lia

m
en

t,
 p

ol
iti

ca
l p

ar
tie

s 
as

 w
el

l a
s 

co
m

m
un

ity
 g

ro
up

s,
 p

ro
fe

ss
io

na
l b

od
ie

s,
 a

ss
oc

ia
tio

ns
 a

nd
 o

th
er

 o
rg

an
is

at
io

ns
' f

or
 th

e 
pu

rp
os

e 
of

 e
xc

ha
ng

in
g,

 u
pd

at
in

g 
or

 
re

ne
w

in
g 

ge
ne

ra
l c

on
ta

ct
, a

dm
in

is
tr

at
iv

e,
 o

rg
an

is
at

io
na

l o
r m

em
be

rs
hi

p 
in

fo
rm

at
io

n.
  I

nc
lu

de
s 

th
e 

re
ce

ip
t o

f a
nn

ua
l 

re
po

rt
s,

 p
ub

lic
at

io
ns

, b
ro

ch
ur

es
, n

ew
sl

et
te

rs
 a

nd
 m

ed
ia

 r
el

ea
se

s 
fr

om
 e

xt
er

na
l o

rg
an

is
at

io
ns

.  
Al

so
 in

cl
ud

es
 C

ou
nc

il 
pa

rt
ic

ip
at

in
g 

in
 fo

rm
al

 in
qu

ir
ie

s 
th

ro
ug

h 
su

bm
is

si
on

s 
an

d 
pr

ov
id

in
g 

ev
id

en
ce

.  
Pa

ym
en

ts
 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
th

e 
pa

ym
en

t o
f C

ou
nc

il 
ra

te
s 

an
d 

pr
op

er
ty

 c
ha

rg
es

.  
In

cl
ud

es
 th

e 
is

su
in

g 
of

 n
ot

ic
es

, a
ss

es
sm

en
t o

f 
ap

pl
ic

at
io

ns
 fo

r c
on

ce
ss

io
n,

 d
ef

er
ra

l o
r w

ai
ve

r,
 a

dm
in

is
te

rin
g 

th
e 

fr
eq

ue
nc

y 
an

d 
m

et
ho

ds
 o

f p
ay

m
en

t a
nd

 th
e 

m
an

ag
em

en
t 

an
d 

re
co

ve
ry

 o
f o

ut
st

an
di

ng
 ra

te
s.

  
Pa

yr
ol

l 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 m

an
ag

in
g 

th
e 

pa
yr

ol
l p

ro
ce

ss
.  

In
cl

ud
es

 ti
m

es
he

et
s,

 a
dj

us
tm

en
ts

, d
ed

uc
tio

ns
, g

ro
up

 
ce

rt
ifi

ca
te

s,
 s

up
er

an
nu

at
io

n 
an

d 
va

ria
tio

ns
 o

f s
al

ar
ie

s.
  

Pl
an

ni
ng

  
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
de

ve
lo

pm
en

t o
f p

la
ns

 a
nd

 s
tr

at
eg

ie
s 

w
hi

ch
 o

ut
lin

e 
sp

ec
ifi

c 
ob

je
ct

iv
es

 a
nd

 g
oa

ls
 a

nd
 h

ow
 

th
ey

 a
re

 to
 b

e 
ac

hi
ev

ed
.  

Pl
an

ni
ng

 S
ch

em
e 

Am
en

dm
en

ts
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

re
ce

ip
t,

 a
ss

es
sm

en
t a

nd
 d

et
er

m
in

at
io

n 
of

 a
pp

lic
at

io
ns

 fo
r 

am
en

dm
en

t t
o 

th
e 

Su
rf

 C
oa

st
 

Pl
an

ni
ng

 S
ch

em
e 

ei
th

er
 th

ro
ug

h 
th

e 
in

st
ig

at
io

n 
of

 C
ou

nc
il 

or
 a

t t
he

 in
st

ig
at

io
n 

of
 a

 m
em

be
r o

f t
he

 p
ub

lic
.  

Al
so

 in
cl

ud
es

 
no

tif
ic

at
io

ns
, s

ub
m

is
si

on
s 

an
d 

ou
tc

om
es

 o
f s

ta
te

 g
ov

er
nm

en
t a

m
en

dm
en

ts
 to

 th
e 

pl
an

ni
ng

 s
ch

em
e 

(k
no

w
n 

as
 V

C 
am

en
dm

en
ts

)  
Po

lic
y 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

fo
rm

ul
at

io
n,

 a
do

pt
io

n,
 im

pl
em

en
ta

tio
n 

an
d 

re
vi

ew
 o

f C
ou

nc
il 

po
lic

ie
s,

 g
ui

de
lin

es
, 

st
an

da
rd

s,
 c

od
es

 o
f p

ra
ct

ic
e 

et
c.

 
Pr

es
en

ta
tio

ns
Ac

tiv
ity

 o
f g

iv
in

g 
pr

es
en

ta
tio

ns
 fo

r t
ra

in
in

g,
 c

om
m

un
ity

 r
el

at
io

ns
 o

r s
al

es
 p

ur
po

se
s.

  I
nc

lu
de

s 
sp

ee
ch

es
 a

nd
 m

ul
ti

-m
ed

ia
 



Le
ve

l 2
 - 

Ac
ti

vi
ty

 
D

es
cr

ip
ti

on
 

pr
es

en
ta

tio
ns

.  
Pr

iv
ac

y 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 m

an
ag

in
g 

th
e 

co
lle

ct
io

n,
 h

an
dl

in
g,

 u
se

 a
nd

 d
is

cl
os

ur
e 

of
 in

fo
rm

at
io

n 
in

 a
cc

or
da

nc
e 

w
ith

 
In

fo
rm

at
io

n 
Pr

iv
ac

y 
le

gi
sl

at
io

n.
  

Pr
oc

ed
ur

es
 

Th
e 

pr
oc

es
s 

of
 d

ev
el

op
in

g,
 im

pl
em

en
tin

g 
an

d 
re

vi
ew

in
g 

st
an

da
rd

 m
et

ho
ds

 o
f o

pe
ra

ti
on

 to
 a

ct
iv

iti
es

 u
nd

er
ta

ke
n 

by
 C

ou
nc

il 
ac

co
rd

in
g 

to
 fo

rm
ul

at
ed

 p
ol

ic
y.

  I
nc

lu
de

s 
pr

oc
ed

ur
es

, w
or

k 
in

st
ru

ct
io

ns
, g

ui
de

lin
es

 e
tc

.  
 

Pr
og

ra
m

s 
Th

e 
ac

tiv
ity

 o
f d

el
iv

er
in

g 
se

rv
ic

es
 a

nd
 p

ro
gr

am
s 

by
 C

ou
nc

il 
or

 b
y 

ag
en

ci
es

 in
 a

ss
oc

ia
tio

n 
w

ith
 C

ou
nc

il.
  I

nc
lu

de
s 

in
st

an
ce

s 
w

he
re

 C
ou

nc
il 

is
 n

ot
 th

e 
re

sp
on

si
bl

e 
ag

en
cy

 b
ut

 m
ay

 c
oo

rd
in

at
e 

or
 b

e 
a 

pa
rt

ic
ip

an
t i

n 
th

e 
se

rv
ic

e 
or

 p
ro

gr
am

. D
oe

s 
no

t 
in

cl
ud

e 
th

e 
m

an
ag

em
en

t o
f c

lie
nt

 r
ec

or
ds

.  
Pr

om
ot

io
n 

Ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

pr
om

ot
io

n 
of

 th
e 

lo
ca

l a
re

a,
 b

us
in

es
s 

an
d 

to
ur

is
m

 in
du

st
rie

s.
  

Pr
op

er
ty

 H
is

to
ry

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 m

an
ag

in
g 

th
e 

id
en

tif
ic

at
io

n 
an

d 
ow

ne
rs

hi
p 

of
 la

nd
 w

ith
in

 th
e 

m
un

ic
ip

al
ity

. I
nc

lu
de

s 
th

e 
al

lo
ca

tio
n 

of
 s

tr
ee

t n
um

be
rs

 a
nd

 p
ro

pe
rt

y 
ad

dr
es

se
s 

an
d 

th
e 

up
da

tin
g 

of
 th

e 
le

ga
l o

w
ne

rs
 o

f p
ro

pe
rt

ie
s 

an
d 

th
ei

r 
in

fo
rm

at
io

n.
  

Pr
os

ec
ut

io
ns

 
Th

e 
ac

tiv
iti

es
 in

vo
lv

ed
 in

 m
an

ag
in

g 
le

ga
l p

ro
ce

ed
in

gs
 b

et
w

ee
n 

Co
un

ci
l a

nd
 o

th
er

 p
ar

tie
s 

re
la

tin
g 

to
 b

re
ac

he
s 

of
 la

w
s,

 
re

gu
la

tio
ns

, n
ot

ic
es

 o
r p

er
m

it 
co

nd
iti

on
s.

  
Pu

bl
ic

 R
ea

ct
io

n 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 h

an
dl

in
g 

pu
bl

ic
 re

ac
tio

n 
an

d 
co

m
pl

ai
nt

s 
ab

ou
t C

ou
nc

il 
an

d 
its

 s
er

vi
ce

s.
  I

nc
lu

de
s 

ex
pr

es
si

on
s 

of
 c

om
pl

ai
nt

, c
on

gr
at

ul
at

io
ns

 o
r a

pp
re

ci
at

io
n 

re
ce

iv
ed

 fr
om

 th
e 

pu
bl

ic
 a

nd
 r

ed
ir

ec
tin

g 
th

os
e 

no
t r

el
at

ed
 to

 C
ou

nc
il.

 
Pu

bl
ic

 R
el

at
io

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 h
av

in
g 

w
or

ks
, i

rr
es

pe
ct

iv
e 

of
 fo

rm
at

, i
ss

ue
d 

fo
r d

is
tr

ib
ut

io
n 

or
 s

al
e,

 in
te

rn
al

ly
 o

r 
to

 th
e 

pu
bl

ic
.  

In
cl

ud
es

 d
ra

ft
in

g,
 p

ro
du

ct
io

n,
 p

rin
tin

g,
 m

ar
ke

tin
g 

an
d 

su
pp

ly
 o

f p
ub

lic
at

io
ns

 b
y 

Co
un

ci
l. 

 
Q

uo
ta

tio
ns

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
re

ce
ip

t,
 e

va
lu

at
io

n 
an

d 
se

le
ct

io
n 

of
 q

uo
ta

tio
ns

 fo
r g

oo
ds

 a
nd

 s
er

vi
ce

s 
fo

r 
Co

un
ci

l. 
Ra

te
 C

la
ss

ifi
ca

tio
ns

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
se

tt
in

g,
 m

an
ag

em
en

t a
nd

 im
pl

em
en

ta
tio

n 
of

 c
la

ss
ifi

ca
tio

ns
 u

se
d 

to
 id

en
tif

y 
th

e 
us

e 
of

 
la

nd
 a

nd
 to

 d
et

er
m

in
e 

th
e 

ca
lc

ul
at

io
n 

of
 m

un
ic

ip
al

 r
at

es
.  

In
cl

ud
es

 a
ss

es
sm

en
t o

f r
eq

ue
st

s 
fo

r t
he

 a
pp

lic
at

io
n 

or
 r

em
ov

al
 o

f 
pa

rt
ic

ul
ar

 ra
te

 c
la

ss
ifi

ca
tio

ns
 to

 b
e 

ap
pl

ie
d 

to
 la

nd
.  

Re
co

ve
ry

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 C

ou
nc

il 
se

ek
in

g 
re

co
ve

ry
 o

f o
ve

rd
ue

 m
un

ic
ip

al
 ra

te
s 

an
d 

pr
op

er
ty

 c
ha

rg
es

.  
In

cl
ud

es
 d

eb
t 

co
lle

ct
io

n 
se

rv
ic

es
 a

nd
 s

al
e 

of
 la

nd
.  

Re
cr

ui
tm

en
t 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 p
ro

ce
ss

 o
f r

ec
ru

iti
ng

 p
er

so
nn

el
 to

 C
ou

nc
il.

  I
nc

lu
de

s 
ju

st
ifi

ca
tio

ns
, a

dv
er

tis
in

g 
of

 p
os

iti
on

s,
 

ha
nd

lin
g 

of
 a

pp
lic

at
io

ns
, i

nt
er

vi
ew

s,
 s

el
ec

tio
n,

 c
ul

lin
g 

an
d 

ap
po

in
tm

en
t. 

 
Re

gi
st

er
s 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
su

m
m

ar
y 

re
co

rd
s 

in
cl

ud
in

g 
in

ve
nt

or
ie

s,
 li

st
s,

 in
de

xe
s 

an
d 

re
gi

st
er

s.
  

Re
po

rt
in

g 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 p

ro
vi

di
ng

 fo
rm

al
 re

sp
on

se
s 

to
 r

eq
ue

st
s 

or
 s

itu
at

io
ns

 a
s 

a 
re

qu
is

it
e 

of
 C

ou
nc

il 
po

lic
y 

or
 

st
at

ut
or

y 
re

qu
ire

m
en

t.
  I

nc
lu

de
s 

di
sc

us
si

on
 p

ap
er

s,
 fi

na
nc

ia
l r

ep
or

ts
, p

ro
po

sa
ls

, r
ep

or
ts

 a
nd

 re
tu

rn
s.

 
Re

pr
es

en
ta

tio
n 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

re
pr

es
en

ta
tio

n 
of

 C
ou

nc
il 

by
 C

ou
nc

ill
or

s 
or

 e
m

pl
oy

ee
s 

at
 e

ve
nt

s 
or

 im
pr

om
pt

u 
m

ee
tin

gs
. 

D
oe

s 
no

t i
nc

lu
de

 m
ee

ti
ng

s 
w

he
re

 C
ou

nc
il 

ha
s 

fo
rm

al
ly

 r
ep

re
se

nt
at

io
n 

or
 m

em
be

rs
hi

p.
  

Re
se

ar
ch

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
re

ce
ip

t,
 c

ol
le

ct
io

n 
an

d 
in

te
rp

re
ta

tio
n 

of
 in

fo
rm

at
io

n 
or

 d
at

a 
to

 d
is

co
ve

r f
ac

ts
, p

ro
vi

de
 

ev
id

en
ce

 o
r 

su
pp

or
t a

 p
os

iti
on

.  
In

cl
ud

es
 C

ou
nc

il 
pr

ov
id

in
g 

in
pu

t i
nt

o 
as

 w
el

l a
s 

un
de

rt
ak

in
g 

su
rv

ey
s,

 q
ue

st
io

nn
ai

re
s,

 
st

at
is

tic
s 

et
c.

  



Le
ve

l 2
 - 

Ac
ti

vi
ty

 
D

es
cr

ip
ti

on
 

Ri
sk

 A
ss

es
sm

en
t 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
th

e 
an

al
ys

is
 o

f i
de

nt
ifi

ed
 a

nd
 p

ot
en

tia
l r

is
ks

, t
he

 ra
te

 o
f s

ev
er

ity
 o

f r
is

ks
, a

nd
 a

ls
o 

th
e 

m
ea

su
re

s
to

 
pr

ev
en

t t
he

ir 
im

pa
ct

s.
  

Ro
ad

 C
la

ss
ifi

ca
tio

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 id
en

tif
yi

ng
 ro

ad
s 

w
ith

in
 S

ur
f C

oa
st

 S
hi

re
 in

 a
cc

or
da

nc
e 

w
ith

 C
ou

nc
il'

s 
ro

ad
 h

ie
ra

rc
hy

 
cl

as
si

fic
at

io
ns

.  
 

Cl
as

si
fic

at
io

ns
 id

en
tif

y 
ro

ad
s 

ac
co

rd
in

g 
to

 th
ei

r l
oc

at
io

n,
 u

se
, t

ra
ff

ic
 fl

ow
s,

 li
nk

s 
an

d 
th

us
 th

e 
au

th
or

ity
 (i

.e
. 

Co
un

ci
l, 

Vi
cR

oa
ds

) o
r 

w
ho

 is
 re

sp
on

si
bl

e 
fo

r 
th

ei
r 

m
an

ag
em

en
t,

 m
ai

nt
en

an
ce

, u
pg

ra
de

 a
nd

 c
on

tr
ol

. 
Ro

ad
 c

la
ss

ifi
ca

tio
ns

 c
an

 r
an

ge
 fr

om
 H

ig
hw

ay
, M

ai
n 

an
d 

Li
nk

 R
oa

d 
w

hi
ch

 a
re

 g
en

er
al

ly
 th

e 
re

sp
on

si
bi

lit
y 

of
 V

ic
Ro

ad
s 

to
 

Co
lle

ct
or

, A
cc

es
s 

an
d 

Pr
iv

at
e 

Ro
ad

 fo
r 

w
hi

ch
 C

ou
nc

il 
or

 a
ss

oc
ia

te
d 

la
nd

ho
ld

er
s 

ar
e 

re
sp

on
si

bl
e.

  C
la

ss
ifi

ca
tio

ns
 a

ls
o 

in
cl

ud
e

di
sc

on
tin

ua
nc

e 
an

d 
cl

os
ur

es
, p

er
m

an
en

t,
 te

m
po

ra
ry

 o
r p

ar
tia

l. 
Ac

tiv
iti

es
 a

ls
o 

in
cl

ud
e 

ch
an

ge
s 

in
 a

 ro
ad

's
 c

la
ss

ifi
ca

tio
n 

in
st

ig
at

ed
 b

y 
Co

un
ci

l o
r 

ot
he

r 
au

th
or

ity
. 

 
Se

cu
rit

y 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 m

ea
su

re
s 

ta
ke

n 
to

 p
ro

te
ct

 p
eo

pl
e,

 p
re

m
is

es
, e

qu
ip

m
en

t o
r i

nf
or

m
at

io
n 

fr
om

 a
cc

id
en

ta
l o

r 
in

te
nt

io
na

l d
am

ag
e 

fr
om

 u
na

ut
ho

ris
ed

 a
cc

es
s.

  
Se

pa
ra

tio
ns

 
Th

e 
ac

tiv
ity

 o
f m

an
ag

in
g 

th
e 

de
pa

rt
ur

e 
of

 e
m

pl
oy

ee
s 

or
 C

ou
nc

ill
or

s 
fr

om
 C

ou
nc

il 
du

e 
to

 re
si

gn
at

io
n,

 r
et

ire
m

en
t,

 
re

tr
en

ch
m

en
t,

 r
ed

ep
lo

ym
en

t o
r t

er
m

in
at

io
n.

  
Se

rv
ic

e 
H

on
ou

rs
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

pl
an

ni
ng

, c
oo

rd
in

at
io

n 
an

d 
m

an
ag

em
en

t 
of

 c
er

em
on

ie
s 

w
hi

ch
 r

ec
og

ni
se

 a
w

ar
ds

, 
ho

no
ur

s,
 c

iti
ze

ns
hi

p 
or

 a
re

 p
ar

t o
f s

ol
em

n 
or

 im
po

rt
an

t p
ub

lic
 o

r s
ta

te
 o

cc
as

io
ns

. 
 

So
ci

al
 A

ct
iv

iti
es

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 th

e 
pl

an
ni

ng
, c

oo
rd

in
at

io
n 

an
d 

m
an

ag
em

en
t o

f s
oc

ia
l a

ct
iv

iti
es

 fo
r C

ou
nc

il 
em

pl
oy

ee
s 

in
cl

ud
in

g 
th

os
e 

ar
ra

ng
ed

 b
y 

st
af

f s
oc

ia
l c

lu
bs

.  
Su

bd
iv

is
io

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

re
ce

ip
t,

 a
ss

es
sm

en
t a

nd
 d

et
er

m
in

at
io

n 
of

 a
pp

lic
at

io
ns

 fo
r 

th
e 

su
bd

iv
is

io
n 

an
d 

co
ns

ol
id

at
io

n 
of

 la
nd

, i
nc

lu
di

ng
 th

e 
cr

ea
tio

n,
 v

ar
ia

tio
n 

an
d 

re
m

ov
al

 o
f e

as
em

en
ts

. 
 

Su
bm

is
si

on
s 

Th
e 

pr
ep

ar
at

io
n 

an
d 

su
bm

is
si

on
 o

f a
 fo

rm
al

 s
ta

te
m

en
t (

e.
g.

 R
ep

or
t,

 s
ta

tis
ti

cs
 e

tc
.) 

su
pp

or
tin

g 
a 

ca
se

 o
r 

op
in

io
n 

he
ld

 b
y 

Co
un

ci
l w

hi
ch

 is
 s

ub
m

itt
ed

 to
 a

no
th

er
 C

ou
nc

il 
or

 o
rg

an
is

at
io

n,
 o

r w
ith

in
 C

ou
nc

il.
  

Su
pp

ly
 

Ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

su
pp

ly
 o

f e
le

ct
ric

it
y,

 g
as

, w
at

er
 a

nd
 te

le
co

m
m

un
ic

at
io

ns
 b

y 
pr

ov
id

er
s 

to
 C

ou
nc

il 
an

d 
th

e 
co

m
m

un
ity

.  
Sy

st
em

 In
te

gr
at

io
n 

Te
m

pl
at

es
 

Th
is

 c
la

ss
ifi

ca
tio

n 
w

as
 fo

rm
er

ly
 k

no
w

n 
as

 K
AP

IS
H

 T
RI

M
 E

N
H

AN
CE

M
EN

T 
TE

M
PL

AT
ES

. U
pd

at
ed

 o
n 

12
/2

/2
02

1 
to

 in
co

rp
or

at
e 

th
e 

us
e 

of
 A

ut
ho

rit
y 

Te
m

pl
at

es
 fo

r s
ys

te
m

 in
te

gr
at

io
n 

as
 w

el
l a

s 
th

e 
Ka

pi
sh

 T
RI

M
 e

nh
an

ce
m

en
t 

Te
m

pl
at

es
. T

hi
s 

in
cl

ud
es

 
Te

m
pl

at
es

 fo
r 

Fo
ld

er
 W

iz
ar

d 
an

d 
W

or
d 

Ad
d-

In
.  

Ta
xa

tio
n 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
co

m
pu

ls
or

y 
m

on
et

ar
y 

co
nt

rib
ut

io
n 

de
m

an
de

d 
by

 a
 g

ov
er

nm
en

t f
or

 it
s 

su
pp

or
t a

nd
 le

vi
ed

 o
n 

in
co

m
es

, p
ro

pe
rt

y,
 g

oo
ds

 p
ur

ch
as

ed
 e

tc
.  

Te
nd

er
in

g 
Th

e 
ac

tiv
iti

es
 in

vo
lv

ed
 in

 re
ce

iv
in

g 
an

d 
as

se
ss

in
g 

te
nd

er
s 

fo
r t

he
 s

up
pl

y,
 s

al
e 

or
 p

ur
ch

as
e 

of
 g

oo
ds

 a
nd

 s
er

vi
ce

s.
 In

cl
ud

es
 

de
ve

lo
pm

en
t o

f t
en

de
r s

pe
ci

fic
at

io
ns

, m
an

ag
in

g 
th

e 
te

nd
er

 p
ro

ce
ss

 a
nd

 th
e 

ev
al

ua
tio

n 
of

 t
en

de
r s

ub
m

is
si

on
s 

re
ce

iv
ed

. 
Se

e-
 C

O
N

TR
AC

TS
 A

N
D

 T
EN

D
ER

IN
G

 - 
CO

N
TR

AC
TS

 fo
r t

he
 fo

rm
al

is
at

io
n 

an
d 

ex
ec

ut
io

n 
of

 c
on

tr
ac

t w
ith

 s
uc

ce
ss

fu
l b

id
de

r.
  

Tr
ai

ni
ng

 a
nd

 D
ev

el
op

m
en

t 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 in

te
rn

al
/e

xt
er

na
l t

ra
in

in
g 

an
d 

de
ve

lo
pm

en
t o

pp
or

tu
ni

tie
s 

av
ai

la
bl

e 
to

 C
ou

nc
il 

em
pl

oy
ee

s 
an

d 
Co

un
ci

llo
rs

 in
cl

ud
in

g 
co

nf
er

en
ce

s,
 c

ou
rs

es
, s

em
in

ar
s 

an
d 

st
af

f i
nd

uc
tio

n.
  I

nc
lu

de
s 

at
te

nd
an

ce
, s

up
po

rt
in

g 
m

at
er

ia
ls

 a
nd

 



Le
ve

l 2
 - 

Ac
ti

vi
ty

 
D

es
cr

ip
ti

on
 

ev
al

ua
tio

n.
  

Tr
av

el
 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
tr

av
el

 a
rr

an
ge

m
en

ts
 fo

r C
ou

nc
il 

em
pl

oy
ee

s 
or

 c
ou

nc
ill

or
s.

  
Tr

us
ts

 
Th

e 
ac

tiv
iti

es
 a

ss
oc

ia
te

d 
w

ith
 m

an
ag

in
g 

tr
us

ts
. I

nc
lu

de
s 

tr
us

ts
 d

ed
ic

at
ed

 to
 th

e 
cr

ea
tio

n 
an

d 
m

ai
nt

en
an

ce
 o

f p
ar

ks
 a

nd
 

re
se

rv
es

, o
r f

un
ds

 a
nd

 a
ss

et
s 

he
ld

 b
y 

tr
us

te
es

 o
n 

be
ha

lf 
of

 in
ve

st
or

s.
  

U
sa

ge
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 a
dm

in
is

te
rin

g 
th

e 
us

e 
of

 p
la

nt
, e

qu
ip

m
en

t,
 v

eh
ic

le
s,

 p
ro

pe
rt

ie
s 

an
d 

fa
ci

lit
ie

s.
  I

nc
lu

de
s 

ar
ra

ng
em

en
ts

 fo
r b

oo
ki

ng
, h

ire
, r

en
ta

l a
nd

 r
eq

ue
st

s 
fo

r u
se

 a
nd

 in
st

ru
ct

io
ns

 o
n 

us
e.

  A
ls

o 
in

cl
ud

es
 in

fr
in

ge
m

en
ts

 o
r 

pe
na

lti
es

 in
cu

rr
ed

 b
y 

Co
un

ci
l p

er
so

nn
el

 u
si

ng
 C

ou
nc

il 
ve

hi
cl

es
.  

U
se

r S
up

po
rt

 
Th

e 
ac

tiv
ity

 o
f p

ro
vi

di
ng

 a
dv

ic
e 

an
d 

te
ch

ni
ca

l s
up

po
rt

 to
 e

nd
 u

se
s 

to
 r

es
ol

ve
 p

ro
bl

em
s,

 d
iff

ic
ul

tie
s 

an
d 

un
de

rt
ak

e 
im

pr
ov

em
en

ts
 in

 in
fo

rm
at

io
n 

te
ch

no
lo

gy
.  

Va
lu

at
io

ns
 

Th
e 

ac
tiv

iti
es

 a
ss

oc
ia

te
d 

w
ith

 th
e 

va
lu

in
g 

of
 p

ro
pe

rt
y,

 e
qu

ip
m

en
t,

 v
eh

ic
le

s 
an

d 
pl

an
t,

 s
to

re
s 

an
d 

ot
he

r a
ss

et
s 

ow
ne

d 
by

 
Co

un
ci

l. 
 In

cl
ud

es
 th

e 
va

lu
at

io
n 

of
 r

at
ea

bl
e 

la
nd

 w
ith

in
 th

e 
m

un
ic

ip
al

ity
 fo

r 
th

e 
pu

rp
os

e 
of

 d
et

er
m

in
in

g 
ra

te
s 

an
d 

ch
ar

ge
s 

to
 b

e 
le

vi
ed

.  
Vi

si
ts

 a
nd

 R
ec

ep
tio

ns
 

Th
e 

ac
tiv

iti
es

 in
vo

lv
ed

 in
 th

e 
pl

an
ni

ng
, c

oo
rd

in
at

io
n 

an
d 

m
an

ag
em

en
t o

f a
rr

an
ge

m
en

ts
 a

nd
 fu

nc
tio

ns
 a

ss
oc

ia
te

d 
w

ith
 v

is
its

 
by

 d
ig

ni
ta

ri
es

 a
nd

 o
ff

ic
ia

ls
 fo

r s
pe

ci
al

 o
cc

as
io

ns
 s

uc
h 

as
 a

nn
ou

nc
em

en
ts

, o
pe

ni
ng

s,
 e

tc
. 

 
W

el
fa

re
 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
th

e 
pr

ov
is

io
n 

of
 s

up
po

rt
 a

nd
 c

ou
ns

el
lin

g 
se

rv
ic

es
 to

 e
m

pl
oy

ee
s.

  
W

or
ke

rs
 C

om
pe

ns
at

io
n 

Th
e 

ac
tiv

ity
 o

f m
an

ag
in

g 
th

e 
pr

ov
is

io
n 

of
 w

or
ke

rs
 c

om
pe

ns
at

io
ns

 to
 e

m
pl

oy
ee

s.
  



 

 
 
 
Statement 3  Freedom of Information Arrangements 
Section 7(1)(a)(iii), (v), (vi) of the FOI Act 
 
Public Access to Information 
 

main office, 
website.   
 

Type Description 
Council Records Agendas, minutes, live stream and video recordings of Council Meetings  

 
Reporting from Committees to Council e.g. Delegated Committees and 
Community Asset Committees  

 Terms of Reference or Charters for Council committees 
Local Laws Community Amenity Local Law  
 Common Seal and Miscellaneous Penalties Local Law  
 Governance Rules 
Policies, Strategies, Reports Council Plan, Annual Report, Strategies, Council Policies, Budget 
Organisation  Organisation Chart 
Councillors Councillor Payment Summaries 
 Councillor Profiles 
Council Elections Election Campaign Donation Returns 
 Candidate Information (during elections) 
Donations and Grants Grant Programs 
Planning Development Plans, Reference and Incorporated Docs 
 Development Contributions 
 Current Planning Applications 
Property How Rates are Calculated 
 Current Planning Applications 
 Development Contributions 
Businesses  
 Awarded Tenders 
Council operations Events Information 
 Waste management and recycling information 
 Information Relating to Families, Positive Ageing, Childcare and Pets 
 Tourism and Local Area  Variety of Information  
 Parks and Reserves - Listing 
Registers Register of Building Occupancy Permits 
 Register of Authorised Officers 
 Register of Delegations 
 Register of Personal Interests 
 Register of Leases  
 Register of Overseas or Interstate Travel 
 Register of Gifts, Benefits and Hospitality 
Process/Other Information Application Processes for Approvals, Permits, Grants, Access to Council Services
 Community Engagement Processes 
 Complaints Handling Processes 



 

Type Description 
 Practice Notes 
 Online Payments and Applications 
 Employment with Council 
 Lodging a Request/Complaint  
 Economic and Population Profiles 
 Information Relating to Access (maps and guides) 

 

Council using one of the following methods: 
 Phoning Customer Service on 03 5261 0600. 
 Emailing info@surfcoast.vic.gov.au.  
 

application online forms at https://www.surfcoast.vic.gov.au/About-us/Contact-Us. 
 
The FOI Act gives you a right to request access to documents that Council holds. If you cannot find the document 
you require, call us before you make a Freedom of Information application as we may be able to make it available. 
 

available at customer service through TIS (Translating and Interpreting Service). 
 
Information Not Available 
 
Some Council information may not be made publicly available.  This will only occur if the information is 
confidential information by virtue of the Local Government Act or any other Act; or if its release would be contrary 
to the public interest.  
 

the Local Government Act. It includes the following types of 
information. 
 

Type Description 

Council business information 
Information that would prejudice the Council's 
position in commercial negotiations if prematurely 
released. 

Security information 
Information that is likely to endanger the security of 
Council property or the safety of any person if 
released. 

Land use planning information 
Information that is likely to encourage speculation in 
land values if prematurely released. 

Law enforcement information 

Information which would be reasonably likely to 
prejudice the investigation into an alleged breach of 
the law or the fair trial or hearing of any person if 
released. 

Legal privileged information 
Information to which legal professional privilege or 
client legal privilege applies. 

Personal information 
Information which would result in the unreasonable 
disclosure of information about any person or their 
personal affairs if released. 

Private commercial information 
Information provided by a business, commercial or 
financial undertaking that relates to trade secrets or 
that would unreasonably expose the business, 



 

Type Description 
commercial or financial undertaking to disadvantage if 
released. 

Confidential meeting information 
Records of a Council and delegated committee 
meetings that are closed to the public to consider 
confidential information 

Internal arbitration information 
Confidential information relating internal arbitration 
about an alleged breach of the councillor code of 
conduct. 

Councillor Conduct Panel confidential information 
Confidential information relating to a Councillor 
Conduct Panel matte 

Confidential information under the 1989 Act  
Information that was confidential information for the 
purposes of section 77 of the Local Government Act 
1989 

 
Freedom of Information Arrangements 
 
What Is Freedom of Information? 
 
The FOI Act gives you the right to request information held by: 

 Ministers 
 State government departments 
 Local councils 
 Most semi-government agencies and statutory authorities 
 Public hospitals and community health centres 
 Universities, tafe colleges and schools. 

 
The FOI Act gives you: 

a. the right to access documents about your personal affairs and the activities of government agencies; and
b. the right to request that incorrect or misleading information held by an agency about you be amended or 

removed. 
 
What information is available? 
 
You have a right to apply for access to documents that are held by an agency which is covered by the FOI Act.  
 
It is not only documents in paper form that are accessible. The word 'documents' covers a broad range of media 
including maps, films, microfiche, photographs, computer printouts, emails, computer discs, tape recordings and 
videotapes. 
 
You may ask for a copy of the document, or you may request access to the document, for example, to see a film or 
to get a transcript of a tape recording. 
 
What information is not available? 
 
Not all information is automatically available. 
 
The FOI Act allows an agency to refuse access to certain documents or information. These documents or 
information are often called 'exempt' documents. 
 
In some cases you may be refused access to an entire document. Alternatively, you may be given access to a 



 

document with exempt information deleted. 
 
Some documents that you may not be able to access include: 

a. cabinet documents 
b. some internal working documents 
c. law enforcement documents 
d. documents covered by legal professional privilege, such as legal advice 
e. documents containing personal information about other people 
f. documents containing information provided to an agency in confidence 
g. documents containing information provided to an agency by a business 
h. documents which are covered by secrecy provisions in other legislation. 

 
This should not deter you from asking for access as each document is assessed on its merits before a decision is 
made. 
 
Do I Need to Use Freedom of Information to Access Documents? 
 
Many documents are available outside the requirements of the FOI Act. In these instances the request will not be 
processed under FOI. 
 
Documents you may obtain without an FOI application include information which is available publicly, such as 
on a public register, and information which is available for purchase. 
 
Please note that if you require documents for a court hearing or litigation, speak to your legal adviser about other 
methods available to gain access in those circumstances. 
 
Before making a request 
 
Before you make a formal request for access to documents, there are a number of things to consider. 
 
Is the information you seek in a document? 
The FOI Act gives you the right to request access to documents. Generally, you cannot request information that 
does not exist in an existing document or answers to questions under the FOI Act. Remember, a request must be 
for information contained in documents. 
 
Identify the agency that has the document you seek 
Contact the agency to confirm if it has the document before making your request. The agency may be able to tell 
you how to obtain the document without a formal request, or if another agency has the document. 
 
Is the document you seek publicly available? 

 
 
Why do you want access to the document or information? 
Consider informing the agency of your reason for seeking access to the document or information, or if you plan to 
use the document or information for a specific purpose. This may assist the agency to consider whether it can 
informally release the document or information to you without the need for a formal request. 
 
How Do I Make a Request? 
 
Any individual can make a request, or with written authorisation, enable another person to make a request on 
their behalf (for example a solicitor).  
 



 

For an application to be valid it must: 
 Be in writing  
 Clearly describe the documents being requested  
 Include an application fee or evidence of qualification to have the fee waived or reduced (health care 

card, pension card, financial hardship). 
 
A copy of the https://www.surfcoast.vic.gov.au/About-
us/Council/Policies-plans-strategies-and-reports/Freedom-of-Information. 
 
Applications can also be emailed to info@surfcoast.vic.gov.au.  
 
Costs Associated with Making a Request under the Freedom of Information Act 1982 
 
All valid FOI requests must be written and accompanied by an application fee of $33.60 (from 1 July 2025). 
 
The only exception for an application fee to be waived is when hardship or concession status is applied (evidence 
needs to be included). Fees and charges are imposed by the FOI Act and Freedom of Information Regulations 2019, 
not Council.  
 
All access charges and fees pertaining to FOI Requests are published on the Council website. Access charges relate 
to the costs incurred in granting access to the documents you have requested.  
 
All fees and charges are exempt from GST.  
 
Where the fee for access is assessed as likely to exceed $50.00, the applicant will be asked to pay a deposit before 
the search for documents is begun.  
 
Customer service will contact you to arrange payment of the application fee.  
 
Note: Fees are updated annually on 1 July. 
 
Right of Appeal 
 

defer access to a document; not waive or reduce an application fee (whether or not the fee has already been paid 
by the applicant) or not amend a document (in accordance with section 39), the applicant may appeal the decision 
to the Office of the Victorian Information Commissioner (OVIC) for review.  
 
Office of the Victorian Information Commissioner 
PO Box 24274 
Melbourne VIC 3001 
 
Telephone: 1300 006 842 (1300 00 OVIC) 
Email: enquiries@ovic.vic.gov.au  
Web: www.ovic.vic.gov.au  
 
  
 
  



 

Statement 4  Publicity Material 
Section 7(1)(a)(iv) of the FOI Act 
 
Publications Available by Subscription or Free Mailing Lists 
 
Online Communication 
 
Council uses a range of communication channels to keep residents informed on the latest news. Some of the ways 
in which we do this are through our website, social media channels and newsletters. Council also uses local media 
to inform the community about local projects.  
 
Council Websites 
 

ebsite is updated regularly with important and useful information: www.surfcoast.vic.gov.au. 
 
Social Media 
 
Members of the public are also able to connect with Council via the following social media channels: 

 Facebook  
 Instagram  
 LinkedIn  
 YouTube 

 
Newsletters  
 
Council publishes a range of reports, handbooks and newsletters for residents, businesses and visitors. These are 
available for download, or on request. Some are also available at Council libraries. 
 
Publications 
 
Council produces a number of policies, strategies and plans to help guide decisions and to achieve outcomes and 
goals. These documents can be downloaded from  website: https://www.surfcoast.vic.gov.au/About-
us/Council/Policies-plans-strategies-and-reports.  
  



 

Statement 5  Publications & documents available for inspection  Freedom of 
Information Act  
Section 8 of the FOI Act 

 
In addition to documents made available for public inspection, the FOI Act requires Council to make available 
certain documents for inspection and purchase.  
 
This statement applies to documents that are provided by Council for the use or guidance of Council or its officers 
in: 

 making decisions or recommendations; 
 providing advice to persons outside Council with respect to rights, privileges, benefits, obligations 

penalties; and 
 enforcing Acts or schemes administered by Council where a member of the public might be directly 

affected by that enforcement. 
 
Copies of all documents are made available for inspection and for purchase by members of the public. A large 
number of the documents are available on Council's website and copies can be arranged by contacting Council 
using one of the following methods: 

 Phoning Customer Service on 03 5261 0600. 
 Emailing info@surfcoast.vic.gov.au.  
 https://www.surfcoast.vic.gov.au/About-us/Contact-

Us. 
 
The list below is an example of some of the documents provided by Council for the use or guidance of Council and 
its officers. This is not an exhaustive list. 
 
Council Reports and Plans  
 

 Council Plan, including Municipal Public Health and Wellbeing Plan  
 Annual Budget  
 Annual Report  
 Surf Coast Planning Scheme  

 
These documents are https://www.surfcoast.vic.gov.au/About-us/Council/Policies-
plans-strategies-and-reports. 
 
Laws and Regulations  
 

 Community Amenity Local Law  
 Common Seal and Miscellaneous Penalties Local Law 

 
https://www.surfcoast.vic.gov.au/About-us/Council/Laws-

and-regulations. 


