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MANAGING THE FACILITY

The management of facilities should be planned, rather than ad hoc, to help achieve the best possible outcomes.  Committees are strongly recommended to prepare a management plan or works schedule with a corresponding business plan.  

The benefit of these documents is that they provide a context for expenditure and draw together the big picture of what the Committee wants to achieve.

A Management Plan 

A Management Plan outlines the Committee’s aspirations for the use and development of the facility.  It details what the Committee intends to do to maintain and develop the facility.

A Business Plan

A business plan is a written document, which outlines how the Committee will implement its management plan.  It details what actions the Committee will need to take to achieve its objectives.  It addresses the following:

· Aims and objectives of the Committee 
what are we trying to achieve?

· Strategies used to meet the objectives 
how will we achieve them?

· Methods used to measure performance 
how will we know if we are achieving our objectives?
Mission Statement

The first step in preparing any business plan is to develop a mission statement, 

which reflects:

· The facility’s reason for being

· The facility’s charter

· The way it will be managed

A typical Mission Statement could be:

“The Committee of Management will strive to make available to all sections of the local community a range of quality facilities, which provide opportunities for a wide choice of recreational and sporting activities, with the objective of increasing community participation at the local level”.

Components of a Business Plan

Key components of all business plans are:

· Executive Summary and Recommendations

Located at the beginning of the plan (although usually prepared last), the executive summary provides a brief overview of the plan and sets out any recommendations. The executive summary should be able to stand-alone and be read as a separate document.

· Background and Context

Sets out the background of the facility and trends impacting on the facility.  It should relate to the current status of the facility, its potential future use, and developments in activities, which may have a direct bearing on the facility.

· The Market

(a) 
Existing users - briefly describe each user, their usage patterns, their size, their specific needs and the reason they use the facility;


(b) 
Competition - document the strengths and weaknesses of competitive facilities in the district / region;


(c) 
Potential users - identify opportunities and the facilities that would need to be provided in order to capitalise on them.

·  User Services

Identifies potential users and Community Interest / User groups, and what programs or services would need to be offered to each target group.


This section should also describe any specific support services available to potential users, such as a kiosk, creche, disabled facilities, equipment use 
and/or hire.

· Management Structure

This component should set out the role of the Committee, its levels of authority and its relationship to Council.  It should also describe booking procedures, operational procedures and safety and emergency processes.

· Asset Management

This component should provide a physical description of the facility and the facilities located on it.  It should also detail building maintenance strategies, including maintenance schedules, procedures for rectifying damages, and conditions of use policies (also refer to Section 6, Risk Management and Insurance).

· Financial Planning

This section of the Business Plan should provide details of operating cash flows for the past 12 months and budgets for the next 2 years.  It should outline all assumptions made, the sources of funds and contingencies in the event of funding shortfalls.
· Capital Works

A 3 year rolling capital expenditure budget should also be developed detailing what building extensions, modifications or upgrades are considered to be future priorities by the Committee.  This budget is to be presented to Council for consideration relative to funding allocations.

Objectives and Action Plans

Preparation of the Business Plan will assist the clarification and prioritisation of objectives, and the development of Action Plans to achieve them.

Objectives should detail specific actions to be taken within specific time frames in order to achieve defined outcomes.

Objectives should:

· Be specific to a goal;

· Be attainable;

· Have a time frame;

· Address specific issues such as finance, efficiency or safety;

· Have clearly defined outcomes;

· Be quantifiable and measurable; and

· Be able to be used as a management tool.

An Action Plan defines:

· What has to be done;

· When it has to be done;

· Who will do it; and

· What resources (finance, equipment, personnel) are required?
A good Business Plan enables Committees to improve the quality and efficiency of the operations. It assists the identification of potential new users, the clarification of services and facilities offered, and justifying new or expanded facilities.  

In addition to detailing what the Committee is trying to achieve, and why, a Business Plan is an important tool in gaining support, attracting funding and documenting achievements.

A Business Plan is a management tool, which provides direction and measurement. It should not be regarded as a static document, and should be reviewed and updated on a regular basis.  Preparation and/or revision of a Business Plan is often the catalyst, which generates and justifies the development and implementation of specific policies and procedures.

A well-developed Business Plan makes it easier to negotiate with potential users and decision makers about the immediate and future utilisation of the facility.

USERS OF THE FACILITY
Allocating and Controlling Use

If all or part of the facility requires protection, a committee may control its use by limiting numbers and types of users, physical access, or the times and conditions of use and access.  Rules (regulations) and pricing (fees and charges) are two effective mechanisms to allocate and regulate use.

Use / Hire of the Facility

There are a variety of types of person(s) / organisation(s) who are able to utilise the facility.  These may use / hire the facility on a casual, long term, seasonal or regular basis.

All person(s) / organisation(s) that use the facility must complete the relevant hire application form (casual or seasonal) and Committees must ensure that an Inspection Report is completed when hiring halls out to casual hirers.  

A Facility Hire Application Form and Conditions (Casual Hire) (Reports GEN1/04), Facility Inspection Report (Report GEN2/04) and a Seasonal Tenancy Application Form and Agreement (usually sporting groups) (Reports ST1/04 and 2/04) are contained in Forms and Templates.

Disability Access and Inclusion

Committees should at all times be conscious that the law explicitly recognises that people with a disability have the right to participate in recreation and leisure activities.

Check your facility to determine that there are no common barriers that people with disability will face, such as:

Physical Barriers

· Restricted or minimal access to a facility e.g. no ramps or suitable pathway to venue
· Limited disability parking in relation to the facility
· Limited room to move within the facility
· Unsafe floor surfaces for wheelchairs or walking frames
· Obstructions on pathways, flights of stairs etc.

Lack of Specific Facilities

Includes accessible toilet and change rooms.

The Goulburn Rural Access Officer at Strathbogie Shire Council can provide additional information regarding disability access and inclusion. 

Conditions of Use

In accordance with the terms and conditions of being appointed a Committee of Management, the Committee is to ensure that all users agree to abide by the conditions of use.  

The Conditions of Use / Hire are included with all Application/Agreement documents.  All users of the facility must sign and therefore agree and abide by the conditions of use/hire when they complete the relevant Application/Agreement documents.
CAPITAL DEVELOPMENT PROCESSES

Irrespective of whether the facility is on Council or Crown land, proposed capital upgrades of assets which Council owns or in which Council has a significant interest, must be referred to, and approved by Council.  Permits, where required, must also be obtained, by the Committee, through Council’s building, planning and environmental health officers.

Funding sources for capital works could include:
· Accumulated Committee operating surpluses

· In-kind contributions (labour and/or materials)

· Council grants
· Direct fundraising

· Financial contributions from tenants 

· Grants and contributions from external sources

Committees also have the option to apply for funding under Council’s Community Grants Program which is an annual budgetary allocation. The Community Matching Grant is usually advertised in April with funding allocated by Council in August.  The Community Grants Program provides funding for community groups operating within the municipality to undertake minor capital works or to purchase minor capital items.   Funding is not provided under this Program for facility maintenance.

The Quick Response Grant may suit small, flexible projects (similar projects as funded by the Community Matching Grants) as it is open all year around (subject to available funds).

Applications for Funding from other sources for Capital Works

Where a Capital Works proposal requires funding from external funding sources other than Council and Council is required by the funding provider to be the Applicant/Grantee, the application for funding should be prepared in the first instance by the Community Interest / User Groups or the Committee and submitted with appropriate supporting documentation to Council for approval and lodgement.  Groups are encouraged to liaise with Council’s Grants Coordinator in relation to potential external funding applications. Assistance with identification of suitable funding sources and checking of application can be provided by Council’s Grants Coordinator when timelines permit.

It should be noted that many Federal and State Government funding programmes require Council to be the applicant and do not accept applications direct from Community groups.

WORKING WITH VOLUNTEERS

Committee members or other members of the community may volunteer their services to undertake work on a facility.  It is the committee’s choice if they wish to reimburse volunteers’ out-of-pocket expenses.
Committees have a duty of care to all volunteers to provide a safe working environment.  At the same time, it is the volunteer’s obligation to be responsible for their own personal safety and the safety of others.  Volunteers of Council’s Committees of Management are covered under Council’s public liability and professional indemnity insurance policies if they are undertaking work with the knowledge and approval of the Committee.  

Committee members and volunteers, who undertake work, are required to show that they can perform the task with all due care, skill and diligence.  Volunteers also need to make a declaration that they do not have any medical condition that may affect their volunteer work. 

It is essential that Committees ensure that ALL Volunteers complete and sign the “Council Volunteer Registration Form” and are provided with a Volunteer Information Sheet on EVERY occasion that they undertake volunteer work.  

It is also essential that Council/Committees of Management keep accurate and detailed records of any persons who provide their services, as a Volunteer, on Committee initiated and approved works on Council assets.  Keeping original copies of the “Council Volunteer Registration Forms” makes it clear who are Committee-approved volunteers, the date and time the volunteers worked and the work undertaken.  Volunteers of Council appointed Committees of Management who undertake works on Committee initiated and approved works are covered under Council’s insurance policy for Public Liability and Personal Accident.

A Council Volunteer Registration Form and Information Sheet (Report RM7/04) are contained in Forms and Templates
WORKING WITH CONTRACTORS  

A contractor is a person, a business or a company engaged by the Committee to undertake works or services for a pre-determined fee usually based upon a quotation for service.  The work may be for a particular project or for on-going works.

Before the commencement of any work on Council assets, all contractors must:

· Be a licensed tradesperson

· Be registered with Council 
· Provide a Public Liability Certificate of Currency for $10,000,000

· Complete a Job Safety Analysis worksheet (JSA)
· Show evidence of current Workers Compensation Insurance

· Ensure that all services to be carried out are in accordance with industry best practice standards and comply with Federal, State and Local statutory requirements and laws, and be to the approval of the Council
If a contractor has not been registered with Council, please refer the contractor to Council’s OHS Coordinator for induction.

 
A sample JSA Worksheet (Report GEN15/05) is contained in Forms and Templates. 
Contracts

A Committee can only enter into contracts that are directly related to its facility and within its area of responsibility.  Committees can enter a contract to buy services, buy goods, or to undertake a project or works.

Committees are required to invite quotations for contracts it wishes to let in accordance with the financial limits referred to in Clause 4.5 of the Instrument of Delegation and Licence Agreement.  The judgement that the Committee needs to make is whether the goods or services that are required are of a significant value or specialist nature that requires it to seek quotes or undertake a tender process.

The quote and tender systems help Committees to obtain the best value for their spending. If a Committee seeks to let a contract by inviting quotes or tenders, it should:

· Achieve value for money in the result
· Have open and fair competition for all potential providers
· Operate with professional integrity
· Provide clear and consistent specifications and documentation to all
· Make and record decisions in a clear and transparent manner
MAINTENANCE

A well-documented, regular maintenance schedule should be kept for all facilities.

All facilities should be maintained in a safe condition.  

The Committee of Management should ensure that it allows for maintenance costs of facilities in its budget, and that adequate provision is made for the increased maintenance requirement as the facility ages.

Further details on Committees and Council maintenance responsibilities is outlined in General Maintenance and Risk Management Guidelines for Council Assets (Report GEN13/05)

DEALING WITH PUBLIC COMPLAINTS

At some stage a Committee may receive a complaint from a member of the public about something it did or didn’t do.  Most of these complaints will generally be resolved fairly easily and to everyone’s satisfaction.  

Remember that the complaint, decisions, actions of the Committee in response, including whether the person was satisfied with the outcome should be recorded.

For problems that prove tougher to resolve, the Committee should contact Council Officers.

Committees need to be aware that sometimes members of the public may take their concerns to Council, their Member of Parliament or the Ombudsman if they feel that a Committee has not dealt with them satisfactorily.

RECORD KEEPING OBLIGATIONS

Committees of Management have obligations for record keeping under three Acts: the Freedom of Information Act 1982, the Public Records Act 1973 and the Information Privacy Act 2000.  

1.  Freedom Of Information Act 1982

Under the Freedom of Information Act 1982 the community has the right to access documents and other information generated or held by a Committee, whatever form they may be in (electronic, written, e-mail, fax, etc).  

Therefore, it is important that a Committee keeps accurate records, both administrative and financial.  

Any requests for a Committee of Management’s documents under the Freedom of Information (FOI) Act should be forwarded as soon as possible to Council’s FOI Officer for processing.  

2. Public Records Act 1973

Under the Public Records Act 1973, Committees of Management are public bodies as they manage an asset on behalf of the Council and therefore must store, archive and dispose of certain records in accordance with the Act.  Once records are stored, they are regarded as public information that may be made available to the public but only under the provisions of the FOI Act (see above).

Records Management in Forms and Examples covers how a Committee must maintain, store and dispose of its records (Report GEN14/05) to comply with the Public Records Act 1973. 

3. Information Privacy Act 2000

The Information Privacy Act 2000 requires that Committees handle any personal information in a secure and responsible manner and managed in accordance with the 10 Information Privacy Principles (IPPs).  For further detail regarding the 10 IPPs, refer to the web site for Privacy Victoria and the Office of the Victorian Privacy Commissioner.

General Financial Record Keeping

There are a number of resources available to assist Committees in the process of financial record keeping.  Committees are encouraged to access appropriate resources – go to following site as a starting point:
http://www.ourcommunity.com.au/financial/financial_article.jsp?articleId=2205
THE VICTORIAN OMBUDSMAN

The Victorian Ombudsman investigates complaints about administrative actions by government agencies and public authorities.  Members of the public may complain to the Ombudsman about decisions of Committees.  The Ombudsman will consult the Committee and attempt to resolve the complaint.  

WHISTLEBLOWERS PROTECTION ACT 2001

Committees also need to be aware of the Whistleblowers Protection Act 2001.  The Act protects people (known as “whistleblowers”) who come forward with a disclosure about improper conduct by public bodies.  Committees are considered public bodies under the Act and therefore disclosures may be made about Committee of Management members.

In order for the whistleblower to be protected, the disclosure is required to be made in accordance with the Act.
Contact the Manager, Organisational Development at Strathbogie Shire Council on 

5795 0000 or alternatively:

The Ombudsman Victoria

Level 9, 459 Collins Street (North Tower) 
Melbourne  Victoria  3000 

Internet: www.ombudsman.vic.gov.au

Email: ombudvic@ombudsman.vic.gov.au
Phone:  1800 806 314
STANDARD REQUIREMENTS

There are many Australian standards available that may have an application to a Committee of Management’s public safety responsibilities. They assist in (a) identifying when a facility is not up to standard and (b) what is required to address this.

A list of applicable Australian Standards is contained in Forms and Examples (Report RM9/04).  

DELEGATED POWERS

A S86 Committee cannot delegate its powers to any other body, but can establish sub-Committees to consider certain matters.  These sub-Committees may be either standing Committees with on-going functions or working groups for a particular task.

As volunteers, Sub-Committees members have no power in their own right.  
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