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	MONTHLY ACTIVITY CHECKLIST

COMMITTEE OF MANAGEMENT 


In accordance with the Instrument of Delegation and Licence Agreement and Risk Management requirements for Committees of Managements, this checklist will assist in ensuring the reporting responsibilities and required processes are carried out. Please note that non-Section 86 Committees will be governed by their rules in respect to Meetings, office bearers, audits etc.  

	Month
	Description
	Reference
	Due date to Council or Action
	Date Forward To Council

	JULY
	Annual General Meeting Notices & Advise Council
	IOD & LA Clause 6.2
	14 days prior to AGM
	

	
	Monthly Facility Condition Report - Playground
	Operations & RM Manual S6 Report No. RM5/04
	
	N/A

	AUG
	Hold Annual General Meeting
	IOD & LA Clause 6.2
	Prior to end of month
	N/A

	
	Election of Office Bearers
	IOD & LA Clause 5
	At AGM or 1st Meeting after AGM
	N/A

	AUGUST
	Monthly Facility Condition Report - Playground
	Operations & RM Manual S6  Report No. RM5/04
	
	N/A

	
	Minutes AGM & COM Members & contact details Schedule
	IOD & LA Clause 5
	To Council 7 days after AGM
	

	SEPTEMBER
	Quarterly Facility Condition Reports – 

Community Hall

Parks & Reserves 

Playground
	Operations & RM Manual S6 

Report No. RM6/04

Report No. RM4/04

Report No. RM5/04
	To Council 7 days after inspection
	

	OCTOBER
	Monthly Facility Condition Report - Playground
	Operations & RM Manual S6 Report No. RM5/04
	
	N/A

	NOVEMBER
	Monthly Facility Condition Report - Playground
	Operations & RM Manual S6 

Report No. RM5/04
	
	N/A

	DECEMBER
	Quarterly Facility Condition Reports – 

Community Hall

Parks & Reserves 

Playground
	Operations & RM Manual S6 

Report No. RM6/04

Report No. RM4/04

Report No. RM5/04
	To Council 7 days after inspection
	

	JANUARY
	Monthly Facility Condition Report - Playground
	Operations & RM Manual S6 

Report No. RM5/04
	
	N/A

	FEBRUARY
	Monthly Facility Condition Report - Playground
	Operations & RM Manual S6 Report No. RM5/04
	
	N/A

	
	Capital Works request
	IOD & LA Clause 4.3
	Prior to end of February each year
	

	MARCH
	Quarterly Facility Condition Reports – 

Community Hall

Parks & Reserves 

Playground
	Operations & RM Manual S6 

Report No. RM6/04

Report No. RM4/04

Report No. RM5/04
	To Council 7 days after inspection
	

	APRIL
	Monthly Facility Condition Report - Playground
	Operations & RM Manual S6 Report No. RM5/04
	
	N/A

	MAY
	Monthly Facility Condition Report - Playground
	Operations & RM Manual S6 Report No. RM5/04
	
	N/A


	
	Description
	Reference
	Due date to Council or Action
	Date Forwarded

To Council

	JUNE
	Audit of book of accounts
	IOD & LA Clause 4.8
	30 June each year
	N/A

	
	Quarterly Facility Condition Reports – 

Community Hall

Parks & Reserves 

Playground
	Operations & RM Manual S6 

Report No. RM6/04

Report No. RM4/04

Report No. RM5/04
	To Council 7 days after inspection
	

	FACILITY USERS
	Hirer/Users – Casual basis
	Application for Facility Hire 

Report No. GEN1/04 & 2/04
	Prior to Hire date
	N/A

	
	Seasonal Tenancy(if applicable):

1. Agreement 

2. Application

3. Information Checklist 
	IOD Cl. 4.20 & LA Cl. 4.21

Report No. ST1/04

Report No. ST2/04

Report No. ST3/04
	· Forward Report No ST2/04 to Users prior to each season

· Copy of signed agreement to Council
	

	AS REQUIRED 
	Australian Standards
	Operations & RM Manual S6 Report No. RM9/04
	Reference Only
	N/A

	
	Audited Statements to Council
	IOD & LA Clause 4.8
	On request
	

	
	COM Member Vacancy
	IOD Clause 5
	Advice Council if applicable
	

	
	Council Volunteer Registration Form & Information Sheet
	Operations & RM Manual S6 Report No. RM7/04 & IOD & LA Clause 4.3 Insurance
	Prior to or on service date 
	N/A

	
	Disputes resolve
	IOD & LA Clause 4.11 & 4.13
	Immediately to DCCS
	

	
	Fire Extinguishers Inspections
	Operations & RM Manual S6
	6 monthly
	Council  arranges

	
	Grant & donations over set limit approval
	IOD & LA Clause 4.12 ( c ) &

( d)
	Immediately advice Council
	

	
	Hazardous Chemicals 


	IOD & LA Clause 4.17
	Immediately advice Council
	

	
	Incident/Accident/Near Hit Report & Investigation 
	Operations & RM Manual S6 Report No. RM3/04
	Within 24 hours of incident occurring
	

	
	Insurance – contents purchased/supplied by COM
	IOD & LA Clause 4.3 Insurance
	Yearly
	N/A

	
	Key Holders Register


	IOD 4.16
	Ongoing
	N/A

	
	Job Safety Analysis Form
	Operations & RM Manual S6 & Report No. GEN15/05
	As required
	

	
	Laws – Copy of COM’s Rules/Behaviour.
	IOD & LA Clause 4.14
	Immediately 
	

	
	Limit of expenditure increase request
	IOD & LA Clause 4.5
	Immediately
	

	
	Minutes of Ordinary, Extraordinary & AGM Meetings
	IOD & LA Clause 4.10
	To Council within 30 days after meeting
	

	
	Pecuniary Interests Requirements
	IOD & LA Clause 4.9 & Schedule 3
	Every meeting
	N/A

	
	Property Damage-Fire Burglary, Theft, Vandalism etc
	Operations & RM Manual S6 & Report No. RM3/04
	Immediately advice council & complete report
	

	
	Request for New Building Works
	Operations & RM Manual S6 & Report No GEN16/07
	Before commencing any new building works
	


	
	Description
	Reference
	Due date to Council or Action
	Date Forwarded

To Council

	
	Sports Grounds-Change of Season Report
	Operations & RM Manual S6 Report No. RM8/04
	Prior to each season
	

	PUBLIC LIABILITY
	Public Liability Claim Report Form & Procedures
	Operations & RM Manual S6 – PL claims management procedures (Appendix 2)

Report No. RM1/04
	Immediately phone Council & complete report 
	

	
	Public Liability Insurance- Copy of Certificate of Currency
	IOD & LA Clause 4.3
	Not required if S86 COM 
	

	HAZARD & RISK MANAGEMENT
	Hazard & Risk Identification
	Operations & RM Manual & Report Nos

RM 13/7

RM14/7

RM12/7
	Immediately forward form to Council if necessary 
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