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	GENERAL MAINTENANCE & RISK MANAGEMENT GUIDELINES FOR COUNCIL ASSETS




The Committee of Management is responsible for repairs, cleaning and maintenance of the facility in accordance with the agreement.  The following schedule will assist in determining Committees and Council maintenance responsibilities.

The schedule will also assist in determining what activities must have a Job Safety Analysis (Refer Forms & Examples) and what activities require specialist skills to undertake the task. 

Note:
The Risk Rating shown in the schedule is only an indication. Variables within the activity may affect risk and must be reassessed by those involved in the activity. Eg. General maintenance to Internal Roads may require a grader and other plant. In this case the use of plant is one of the hazards that may be identified. Pedestrians being struck and possibly killed is the risk. This may give a Risk Rating of High (H11). If however the activity only involves a wheel barrow and shovel to do the maintenance, the Risk Rating may be considerably lower, perhaps Medium (M5 to M8).  

As a guide:
Low

Assess risks to confirm the risk rating.  

Medium
Job Safety Analysis to be undertaken and documented.

High
Works must be referred to competent contractor or Council unless controls identified in a Job Safety Analysis, reduce the risk to an acceptable level (refer note above).

Please call Council for assistance if in doubt about the risk management process

	Item Description
	Responsibility of the
Committee of Management
	Responsibility of the
Council
	Risk

Rating
(indication only)
	Job Safety Analysis Required
	Competent Contractor or Council to do

	Site Conditions


	Fences
	To ensure fences are in good condition and sound
	Renewal or replacement as prioritised by Council’s Capital Works Program


	Low

Medium
	Yes 
	

	Signage
	To ensure signs are clear and legible and sound
	Renewal or replacement as deemed necessary
	Low

Medium
	Yes
	

	Carparks
	General maintenance e.g. filling pot holes, spraying weeds, table drains
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium

High
	Yes
	Yes if Risk Rating is High

	Playgrounds
	Monthly inspection of Playground equipment to ensure area is safe
	Renewal or replacement as deemed necessary
	Low
	No
	

	Light Towers / 
Flag Poles
	To ensure light towers / flag poles are in good condition and sound and to ensure that light towers are in good working order
	Nil
	Medium

High
	Yes
	Yes if Risk Rating is High

	Drainage
	To ensure natural lay of the land is not altered as to affect drainage without prior consent of Council
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low
	
	

	Building Elements


	Building Condition
	Carry out regular inspections of facilities to ensure sound. Report. large crack, sagging, leaning etc. to Council
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low
	
	

	Doors (External)

Doors (Internal)
	Regular cleaning and maintenance e.g. jamming etc.
	Renewal or replacement as deemed necessary
	Low

Medium
	Yes
	

	Windows / Glass
	To keep clean and reportany breakage
	Renewal or replacement as deemed necessary
	Low

High
	Yes
	Yes if Risk Rating is High

	Walls (External)

Walls (Internal)
	Regular cleaning and maintenance.  Repair of walls if damaged through foreseeable misuse
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low

Medium
	Yes
	

	Floor surfaces and coverings
	Regular cleaning and maintenance
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low

Medium
	Yes
	

	Roof
	Report broken tiles, leakages etc. to Council
	Cleaning and maintenance. Renewal or replacement as prioritised by Council’s Capital Works Program
	High
	Yes
	Yes 

	Eaves
	Report any maintenance requirements to Council
	Cleaning and maintenance. Renewal or replacement as prioritised by Council’s Capital Works Program
	High
	Yes
	Yes 

	Guttering
	Report any maintenance requirements to Council
	Cleaning and maintenance.

Renewal or replacement as prioritised by Council’s Capital Works Program
	High
	Yes
	Yes 

	Roof
	Report broken tiles, leakages etc. to Council
	Cleaning and maintenance. Renewal or replacement as prioritised by Council’s Capital Works Program
	High
	Yes
	Yes 

	Eaves
	Report any maintenance requirements to Council
	Cleaning and maintenance. Renewal or replacement as prioritised by Council’s Capital Works Program
	High
	Yes
	Yes 

	Guttering
	Report any maintenance requirements to Council
	Cleaning and maintenance.

Renewal or replacement as prioritised by Council’s Capital Works Program
	High
	Yes
	Yes 

	Drainage 
	Keep drains clear of foreign objects, and clear when blocked and carry out general maintenance
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low

Medium
	Yes
	

	Ceiling
	All repairs and painting due to operational usage subject to heights restrictions
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium

High
	Yes
	Yes if Risk Rating is High

	Curtains / Blinds
	Regular cleaning, repair and replacement
	Nil
	Low

Medium
	Yes
	

	Lighting (Internal)


	Replace and repair light fittings
	Nil
	High
	Yes
	Yes 

	Lighting (External)


	Maintain and replace when required 
	Nil
	High
	Yes
	Yes 

	Electrical Panel 
and Wiring 
Electrical Fittings -Light Switches / Powerpoints
	Minor repairs and replacement

Consult with Council prior to any major works.
	Renewal or replacement as prioritised by Council’s Capital Works Program
	High
	Yes
	Yes 


	Item Description
	Responsibility of the
Committee of Management
	Responsibility of the
Council
	Risk

Rating
(indication only)
	Job Safety Analysis Required
	Competent Contractor or Council to do


	Building Elements (cont)



	Building alterations
	Request for Works form to be completed and forwarded to Council for approval prior to any works being undertaken. Cost of all works related to alteration
	Assess all requests submitted and if approved ensure satisfactory completion. 
	Medium High
	Yes
	Yes if Risk Rating is High



	Vandalism 
	Removal of graffiti from external areas and other associated work as agreed
	Nil
	Medium

High
	Yes
	Yes if Risk Rating is High

	Keys / Locks
	Responsible for keys issued by Council
	Purchase, install and maintain all locks
	Low
	No
	

	Floodlights
	Total responsibility for purchase, installation, utility costs, repairs, and maintenance
	Nil
	Low

High
	Yes
	Yes if Risk Rating is High

	Security system
	Purchase, installation, service and maintenance (if applicable)
	Nil
	Low 

High
	Yes
	Yes if Risk Rating is High

	Plumbing and fixtures
	Cost of internal repairs
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium
	Yes
	

	Painting 
	Internal painting if damaged through general use
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low

High
	Yes
	Yes if Risk Rating is High

	Building (external)
	General maintenance & repairs.  Consult with Council if required
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium

High
	Yes
	Yes if Risk Rating is High

	Health and Amenities 


	Kitchen
	Regular cleaning and maintenance. Also refer to Hall Facility Conditions Report for guidance.
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low

Medium
	Yes
	


	Item Description
	Responsibility of the
Committee of Management
	Responsibility of the
Council
	Risk

Rating
(indication only)
	Job Safety Analysis Required
	Competent Contractor or Council to do

	Health and Amenities (cont)



	Toilet
	Regular cleaning and maintenance
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low

Medium
	Yes
	

	Food handling areas and equipment
	Comply with relevant Health Acts and maintain such equipment required under the Health Act
	Nil
	Medium
	Yes
	

	Emergency Equipment – Please note that Council will conduct Essential Services inspections on a regular basis


	Exit Doors / Signs
	Regular Inspection and maintenance e.g. replacement of fluros etc.
	Renewal or replacement as required
	Low

Medium
	Yes
	

	Fire Detectors / Alarms
	Regular Inspection
	Renewal or replacement as required
	Low
	No
	

	Fire Extinguishers
	To fill when discharged
	Annual maintenance and replacement due to age
	Medium
	Yes
	

	Fire Hose Reel
	Regular Inspection 
	Renewal or replacement as required
	Low
	No
	

	Fire Hydrants
	Regular Inspection 
	Renewal or replacement as required
	Low
	No
	

	Emergency Power
	Repairs and maintenance
	Nil
	Medium

High
	Yes
	Yes if Risk Rating is High

	Emergency Lighting
	Repairs and maintenance
	Renewal or replacement as required
	Medium

High
	Yes
	Yes if Risk Rating is High

	First Aid
	Ensure appropriate First Aid facilities available
	Audits First Aid facilities
	Low
	No
	

	Evacuation Plan
	Ensure accurate Evacuation Plan is in place and publicised
	Audits Evacuation Plans
	Low
	No
	


	Item Description
	Responsibility of the
Committee of Management
	Responsibility of the
Council
	Risk

Rating
(indication only)
	Job Safety Analysis Required
	Competent Contractor or Council to do

	Services


	Electricity / Gas Supply

Water Supply

Hot Water System
	Payment of all gas and electricity bills, servicing and repairing when required
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium

High
	Yes
	Yes if Risk Rating is High

	Cooling 
(Air Conditioning / Ceiling Fans)
	Payment of all electricity bills, servicing and repairing when required
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium 

High
	Yes
	Yes if Risk Rating is High

	Heating
	Payment of all gas and electricity bills, servicing and repairing when required
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium 

High
	Yes
	Yes if Risk Rating is High

	Communications
	Payment of all bills, servicing, replacing and repairing when required
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low

Medium
	Yes
	

	Septic / Sewerage
	General maintenance & repairs
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium 

High
	Yes
	Yes if Risk Rating is High

	Playing Arena Surface Conditions



	Grassed Areas
	Regular mowing and maintenance to ensure areas are clean and tidy and free of hazards
	Renewal or replacement as prioritised by Council’s Capital Works Program
	High


	Yes
	Yes 

	Sports Grounds

(Start of Season Report must be completed)
	Ensure sports ground is maintained to a safe standard to suit playing conditions as per Association requirements. 
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Medium

High
	Yes
	Yes if Risk Rating is High

	Sprinklers
	Inspection to ensure sprinklers are working prior to start of season of use and an inspection every 3 weeks during season of use
	Renewal or replacement as prioritised by Council’s Capital Works Program
	Low
	No
	

	Other

	Hygiene 
	Keep all areas in a clean and hygienic state
	Nil
	Medium
	Yes
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