NOTICE OF SPECIAL COUNCIL MEETING
Notice is hereby given that a Special Meeting of Council
will be held on Thursday 26 March 2020,
in the Council Chambers, 43 – 51 Tanunda Road, Nuriootpa,
commencing at 6.30pm.

Martin McCarthy
CHIEF EXECUTIVE OFFICER
THE BAROSSA COUNCIL
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EXECUTIVE SERVICES
Budget Increase for Initial Response to COVID-19
Endorsement of Service Changes to Date and Authorisation for
Future Changes as COVID-19 Requires
Fourth Rate Instalment Amendment to Rates Hardship Policy
Provisions – Deferral of Payment
Authorisation to Borrow Funds
Updated Business Continuity Plan
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CORPORATE AND COMMUNITY SERVICES

Tuesday 21 April 2020 at 9.00am
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Mr Martin McCarthy
Chief Executive Officer
The Barossa Council
43-51 Tanunda Road
Nuriootpa SA 5355

23 March 2020

Dear Martin
Re:

Calling of a Special Meeting of Council

Pursuant to Section 82 of the Local Government Act I hereby request that a special meeting of
Council be called for 6.30 pm, Thursday 26 March 2020.
I request that the agenda shall consist of the following items:
1. Budget increase for the initial response to COVID-19;
2. Endorsement of service changes to date and authorisation for future changes as COVID-19
requires;
3. Fourth rate instalment amendment to rate hardship policy provisions – deferral of payment;
4. Authorisation to borrow funds;
5. Updated Business Continuity Plan;
6. Business Continuity Planning - Events on Community and Council land / premises; and
7. Lease and licence fee relief for community clubs, groups, organisations using community
facilities;
Please prepare the necessary agenda and distribute.
Yours sincerely

Bim Lange OAM
Mayor
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SPECIAL COUNCIL MEETING
EXECUTIVE SERVICES
CHIEF EXECUTIVE OFFICER’S REPORT
26 MARCH 2020
2.1 CHIEF EXECUTIVE OFFICER - DEBATE AGENDA
2.1.1
BUDGET INCREASE FOR INITIAL RESPONSE TO COVID-19
B10833
PURPOSE
The implementation of increased cleaning regimes, gearing up to operate the
business through working at home provisions and supporting meetings by remote and
digital means all requires additional funds.
RECOMMENDATION
That Council approve the allocation of $100,000 from the current operating surplus to
support the initial response to COVID-19 as outlined in this report.
REPORT
It is clear that the management of COVID-19 requires a coordinated and planned
response. To date Council’s Executive Management have followed the advice of the
State and Federal counterparts and implemented various site management matters
including:
1. Increased cleaning of public areas at open locations;
2. Increased toilet cleaning;
3. Distributed necessary sanitiser in public areas and offices, vehicles including
community transport vehicles;
4. Hand wipes distributed to working areas to maintain desk cleanliness;
5. Closed all non-essential meetings internal and external;
6. Stopped any travel including to attendance at conferences, training and
seminars;
7. Reinforced the social distancing requirements;
8. Erected barriers in public facing locations;
9. Planning for the implementation a 2 week shift rotation of staff working from
home every second week;
10. Planning for the implementation of electronic meetings for Council and
committees should laws introduced by the Minister this week be enacted.
11. Encouraged those returning from travel to self-isolate no matter of the travel
location and prior to borders closing.
The implementation of responses to COVID-19 are likely to be required to be in place
for at least 3 months. The existing budgets cannot support these costs. We are also
likely to see a slowdown in normal activity which may lead to some savings that offset
these costs, however it is too early to determine that.
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Ultimately, Council has a duty of responsibility under the South Australian Public Health
Act for the public health of the community and under the Work Health Safety Act to
workers which includes members, volunteers, contractors and staff.
Under the current Public Health Emergency declaration there is a provision under
clause 4.3.9 where for “reason of urgent necessity” the CEO in consultation with the
Principle Office can authorise variations in activity. I consulted with the Mayor and
Deputy Mayor to immediately increase the cleaning levels of service and was
provided approval. The requirements is this is to be reporting at the next budget
update, however with this report community forward this is the opportune time. The
increase in immediate services has been incorporated in this budget adjustment.
It should be noted that this is an initial response and depending on the pathway of
the virus over the next month’s further support is likely to be needed.
ATTACHMENTS OR OTHER SUPPORTING REFERENCES
Business Assessment Tool and Due Diligence Report
COMMUNITY PLAN / CORPORATE PLAN / LEGISLATIVE REQUIREMENTS
Community Plan
Natural Environment and Built Heritage
Community and Culture
Infrastructure
Health and Wellbeing
Business and Employment
How We Work – Good Governance
All
Legislative Requirements
State Australian Public Health Act
Work Health Safety Act
Local Government Act
FINANCIAL, RESOURCE AND RISK MANAGEMENT CONSIDERATIONS
Funding is sought for the remainder of the 2020-21 financial year:
Additional cleaning products:
Increased public areas cleaning:
New and increased IT licencing:
IT support and equipment (working at
home and remote/electronic meetings):
General direct purchases of other equipment
or immediate services
Legal advice:
Item for Budget inclusion:

$20,000
$30,000
$5,000
$30,000
$10,000
$5,000
COVID19
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Net operating costs (incl depreciation)

$100,000

Total project cost (ex GST)

$100,000

Grant Income (ex GST)

$0

Funding required by Council

$100,000

DDR provided

Yes

This projects BAT score – approved by
CMT (Cut-off score for 2019/20 NI’s =
46)
CMT reviewed and recommended
If approved – a BAR or NI will be
included in the:

65
Approved and put to Council
2019/20 Budget Update as at 31
March 2020

Assessment of Key Performance Indicators (KPI) for all changes* since the
Quarter Report - Mid-year Budget Review as at 31 Dec 2019:
KPI

Revised forecast

Overall Change
since*

$20k

Reduction to
surplus $164k

0.05%

0.45%

$13029.238k

Reduction of
cash at bank
$592k

33.4%

Increase to
liabilities ratio
1.4%

125%

no change

Operating Surplus/(Deficit)
(Target: break even position over a
five year period)
Operating Surplus Ratio
(Target: -2% to10%)
Net Financial Liabilities Ratio

Net Financial Liabilities Ratio
(Target: >0 to <100%)
Asset Funding Renewal Ratio
(Target: >80% to <110%)

This item has a net cost for 2019/20 of $100k reducing the forecast operating surplus to
$20k.
Council’s cash balance forecast in the Quarter Report - Mid-year Budget Review as at
31 Dec 2019 by year end was $2m and is now reduced to $1.41m affecting the funds
available for future operations, capital works and other projects.
Since the adoption of the 2019/20 Long Term Financial Plan (LTFP) changes have been
made to the provision and cost of services including the quarterly updates, Mid-year
review and numerous reports at Council meeting for other budget additions.
The draft 2020/21 LTFP is drafted, reconciled but has not been considered by Council
this will occur during the budget workshops and meetings up to the adoption
scheduled in June 2020.
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This LTFP annual review will include all of Councils decisions made during 2019/20 along
with the current proposals and budget deliberations.
The Council’s financial sustainability will need to be assessed and as required, projects,
revenue, expenditure, other funding and financing options reconsidered.
COMMUNITY CONSULTATION
There is no requirement to undertake consultation as the response to the growing
threat of COVID-19 warrants rapid response.
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Bid Analysis Tool
Project Name :

Initial Response to COVID-19

Describe Risk(s) of not doing this project
(including not limited to Financial, Public,
Commercial, Council, Climate - Risks):

Health and safety of community, volunteers, members and staff.

Score
Sum
20

CPN

RPN

RISK Priority Number calculated as L + I + W + P (If the Project does not proceed)

5
4
3
2
1

Likelihood of Risk Occurring
Almost Certain
Likely
Possible
Unlikely
Rare

Additional Staff Resources Required
5 No additional FTE
4 Under 1 FTE or additional salary funding
3 1-2 FTE

FSPN

BPN

IPN

1 >2 FTE

1
0

Health & Safety Impact
Public at large at threat
Section of the community/council employee at
threat
Neutral Impact
Negative Impact

5
4
3
2
1

Funding (External) Sources
Fully Funded via External Sources
Part Funded External >50% of Total Cost
Part Funded External <50% of Total Cost
Potential for funding
Fully Funded via Rates

5
3

Operating Budget Impact
5 Favourable
3 No Effect/Not Applicable
1 Unfavourable

5
4
3
2
1

5

Impact if Risk Occur
Catastrophic
Major
Moderate
Minor
Insignificant

Who Controls Risk
5 TBC
3 Both
1 External Bodies

COST Priority Number calculated as A + C + F + P
Cash Required (non sal) - Current Year
Future Project Financial Commitments
$0
5 No

3

< $20,000

3 Yes < $20,000

1

> $20,001

1 Yes > $20,001

5
4
3
2
1

Political Environment
Extreme Impact
Major Impact
Moderate Impact
Minor Impact
Insignificant Impact

11
5
4
3
2
1

Period of Future Financial Commitments
No
<3 out of 10 years
3-5 out of 10 years
5-10 out of 10 years
On-going >10 years

IMPACT Priority Number calculated as H + E + S + B
Environmental Impact
Social/Comm Wellbeing Impact
5 Significant Positive Impact
5 Net Positive Impact
3 Positive Impact
3 Positive Impact

Business & Economic Impact
5 Net Positive Impact
3 Positive Impact

1 Neutral Impact
0 Negative Impact

1 Neutral Impact
0 Negative Impact

5
4
3
2
1

1 Neutral Impact
0 Negative Impact

BENEFITS Priority Number calculated as E + S + B + S
Savings
Beneficiaries
Generates Savings immediately
5 TBC - Region Wide & Beyond
< 12 months
4 TBC - Region Wide
1 - 5 years
3 TBC - Section of Community/Key Stakeholders
> 5 years
Not Applicable
1 TBC - Limited number of Beneficiaries

ICIO

3 Medium

1 Low

5
1
5
1
9

Service Levels Outcome (to Community)
5 Industry Best Practice
4 Achieving contemporary standards
3 Improvement/increase in Services Level
1 No Change to Current Service Level

1
1
4
3
9

1
3
5

3 Should Do
1 Like To Do

INNOVATION / CONTINUOUS IMPROVEMENT / OTHER CONSIDERATIONS Priority Number calculated as O + C + J
Opportunities for Regional /Sector Collaboration Addressing Local or Regional Emergency Plans
Continuous Improvement
Other Strategic Plans (Public Health, DAIP)
5 High

5
1
1
4
12

FINANCIAL SUSTAINABILITY Priority Number calculated as O + C + J
Capital Budget Impact
Justification for Council Involvement
5 Asst Renewal - Like for Like Replacement
5 Legislative Requirement / Must Do
3 No Effect/Not Applicable
2 Upgrade
1 New Asset

5
5
5
5

4

5 Yes to a great extent at regional level
4 Yes to a great extent at local level
3 Yes to a moderate level at regional or local
level

5 Major contribution to achieving
4 Substantial contribution to achieving
3 Moderate contribution to achieving

5 Major contribution to achieving
4 Substantial contribution to achieving
3 Moderate contribution to achieving

1
1
1

2 Yes to a limited extent at local level only
1 No

2 Limited contribution to achieving
1 No

2 Limited contribution to achieving
1 No

1
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Any Other Comments:
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THE BAROSSA COUNCIL
DUE DILIGENCE REPORT - LEVEL 1 - BASIC
Related Policy/Process

TBCPOC4400 Budget & Business
Plan and Review Policy

Register Owner:

Director Corporate and
Community Services

Document Control:

Manager Financial Services

Project : Operating/Capital?

Operating

Document Number:

TBCFOR4410

Last Revised Date:

New Form

TRIM Reference:

14/36060

Project Name : Initial Response to COVID-19

Please provide a clear description of the proposal
Extra funding for clearning, materials, and contractors for extra clearning due to COVID-19. Provision for additional budget for other
support which could include additional laptops, licencing and equipment for remote meetings.

Please provide the justifications for the proposal with reference to the Strategic Management Plans (an analysis of the need or demand in
line with the Community and Corporate Plans and other key planning documents)
All - this goes to providing all services as implementing the business continuity plans.

Please describe any savings that will be made or additional income (identification and quantification of the expected financial and other
benefits)
Nil

Provide an assessment of the associated Financial and Organisational risks, (including the Financial and Organisational risks of not
proceeding or delaying the Project) and consideration of ways they can be managed and/or mitigated
No option the response to COVID-19 is required to mitigate risk and health and safety if our community, volunteers, members and staff.

An overall evaluation that weighs up all of the factors above as to why the NI should proceed
See point above.

Identification and quantification of the whole of life financial and other costs, including staffing, project management costs, Tools needed
eg. PC/laptop, desk phone/mobile, furniture, vehicle, etc.

Year 2

Year 3

Year 4

Forward Estimates
Year 5
Year 6

Year 7

Year 8

Year 9

Year 10

Total

Starting Year
0
0
0
0

Year 2

Year 3

Year 4

Forward Estimates
Year 5
Year 6

Year 7

Year 8

Year 9

Year 10

Total

0

0

0

0

0

0

0

0

Starting Year

Year 2

Year 3

Year 4

Year 7

Year 8

Year 9

Year 10

Total

100,000

0

0

0

0

0

0

0

0

0

100,000

0

0

0

0

0

0

0

0

0

0

0

100,000

0

0

0

0

0

0

0

0

0

100,000

Operating Expenditure
Starting Year
Salaries and oncosts
Materials - cleaning products
Contractors - additional cleaning costs
IT Licence Fees - for remote working and
meetings
IT Support and equipment
Direct Purchases - general
Legal Advice
Interest
Total

20,000
30,000
5,000
30,000
10,000
5,000

100,000

Capital Expenditure
Contractors / Construction
IT Licence Fees
IT Support
Total

Net Cost/(Saving) of NI
Operating Expenditure
Capital Expenditure
Net Cost/(Saving) of NI
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0

0

Forward Estimates
Year 5
Year 6

SPECIAL COUNCIL MEETING
EXECUTIVE SERVICES
CHIEF EXECUTIVE OFFICER’S REPORT
26 MARCH 2020
2.1 CHIEF EXECUTIVE OFFICER - DEBATE AGENDA
2.1.2
ENDORSEMENT OF SERVICE CHANGES TO DATE AND AUTHORISATION FOR FUTURE
CHANGES AS COVID-19 REQUIRES
B10833
PURPOSE
To endorse service changes enacted by the Chief Executive Officer and continue to
authorise the Chief Executive Officer to act in consultation with the Mayor.
RECOMMENDATION
That Council endorse:
(a)

the service changes undertaken in accordance with Council’s Budget and
Business Plan and Review Policy clause 4.3.9 ; and

(b)

that the Chief Executive Officer continues to review, monitor and assess the
risks and implement further service delivery solutions or changes as the Public
Health Emergency proceeds and the State and Federal Government
implement new changes to manage COVID-19 in conjunction with the Mayor
and report changes back to Council in due course.

REPORT
The ongoing changes and response to COVID-19 is placing some strain on services
and service provision.
It is clear that the management of COVID-19 requires a coordinated and planned
response. To date Council’s executive management have followed the advice of the
State and Federal Governments and this has placed pressure on the following
services:
1.

2.

3.

The Gallery which fundamentally operates with volunteer staff, many in a
high risk group and therefore self-isolating. Being that the area cannot be
easily controlled under the social distancing requirements it was
determined the risks were too high and it should close.
The Visitor Centre, with the changes to the premises made recently, also
found it very difficult to manage social distancing requirements and also in
this environment many volunteers where choosing to self-isolate. Equally
the nature of the work meant that staff were coming into direct contact
with overseas and interstate travellers. The risk was determined as too high
and an alternative service delivery model has been put in place through
the ‘barn’ window and ramping up efforts on social media.
The Rex has been closed since midday on 23 March 2020 as per the Federal
Government’s direction on gyms and the like.
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4.
5.

Social bus trips have been discontinued.
All other locations remain open with appropriate barriers, signage,
messaging, social distancing and hygiene provisions.

The current detailed service changes and notes are provided at the attachment.
These are being updated online and Facebook with links to our website as changes
occur. We are seeing this week a significant reduction in foot traffic and calls.
The updated Business Continuity Plan outlines the critical service pathway should we
have to implement greater controls, however there are some non-negotiables such
as the principal office of Council must remain open unless it is determined under the
South Australian Public Health Act that the risk to human health is too high and an
order can be made to Council to shut down by an authorised officer.
The Executive Team and senior officers are continuing to plan for greater shut down
and move to mitigating risk through working at home on a rotation basis splitting
workforces and if necessary all working from home where possible (this is worst case
scenario).
Staff that have had to self-isolate and can work from home have been
accommodated on a case by case basis, otherwise they must use leave entitlements.
The industrial relations landscape provides various mechanisms for us to manage staff
services.
ATTACHMENTS OR OTHER SUPPORTING REFERENCES
Summary of Key Changes as at 23 March 2020
COMMUNITY PLAN / CORPORATE PLAN / LEGISLATIVE REQUIREMENTS
Community Plan
Natural Environment and Built Heritage
Community and Culture
Infrastructure
Health and Wellbeing
Business and Employment
How We Work – Good Governance
All
Legislative Requirements
State Australian Public Health Act
Work Health Safety Act
Local Government Act
FINANCIAL, RESOURCE AND RISK MANAGEMENT CONSIDERATIONS
Managing the risk of a pandemic has been outlined in our risk assessment which has
informed the Business Continuity Plan and the current responses outlined in the
Summary of Key Changes document.
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There are not additional financial or resourcing matters in this report, they were
outlined in report 2.1.1.
COMMUNITY CONSULTATION
There is no requirement to undertake consultation and response to the growing threat
of COVID-19 warrants rapid response.
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Effective from Monday 23 March 2020
All enquiries to be directed via our Customer Support Team who will direct as necessary.
Phone: 8563 8444
Email: barossa@barossa.sa.gov.au
Social Distancing and good hygiene remain the immediate defence approach, along with
evolving changes to face-to-face contact to minimise the risk to the community, customers
and our staff and volunteers.
The following advice is correct as at 23 March 2020 until advised further.
Service
Customer Support

Action and change to service provision
Operating as per normal from Nuriootpa, Lyndoch and
Mt Pleasant under increased signage, access to hand
sanitiser and social distancing provisions.
Preference is to provide increased service electronically
via online services, email or telephone. While cash
handling will continue, electronic transactions are
preferred.
To access online services click the following link:
https://epayments.barossa.sa.gov.au/ePathway/Produc
tion/Web/default.aspx?js=-998744067

Home and Community
Care
Community Transport

Barossa Visitor Centre

Operating as per normal with increased engagement
with contractors to ensure adequate management of
their own and client health and safety.
Shopping and social bus services are suspended.
Community cars are operating as per normal with
increased cleaning and supply of personal hygiene
(hand sanitiser) provisions.
Remaining open with reduced face-to-face access due
to the nature being high risk through interaction with
overseas guests. Services will be offered through the
‘barn’ window on the side of the premises so that
adequate social distancing can be achieved. No
internal public access to the building will be available,
library services will be provided from Nuriootpa.
Increased effort will be placed into online, telephone
and future planning to ensure the industry continues to
be supported.
Cycle hire under review with contractor.
Media messaging and communication to tourists will
continue to outline that the Barossa is open for business.
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Libraries

Tanunda Library, due to its colocation at the Visitor
Centre, will be closed after a maximum 48 hour transition
to enable holds and resources to be removed to
Nuriootpa (by close of business Friday 20 March 2020).
All other sites will be operating as per normal under
increased signage, access to hand sanitiser and social
distancing provisions.

Barossa Regional Gallery

Recreation and Sporting
Parks and Ovals

Leisure Centre (Rex) and
Pools (indoor and outdoor)

Increased cleaning regime is being implemented.
Closed due to the inability to manage social distancing
adequately and potential exposure to high risk groups,
including our reliance on volunteers for face-to-face
service delivery.
Operating as per normal, users should be aware we are
not able to guarantee equipment cleanliness.
Requests for reduction in lease and licence fees to be
referred to Manager Community Projects.
Recent changes announced by the Commonwealth
Government means The Rex closed from 12 noon on 23
March 2020. Physiotherapy services via a private
contractor and Vacation Care services (subject to
continuity of staffing into the Easter Holiday period)
operating from The Rex will continue to be provided.
Increased signage and cleaning regime being
implemented.

Parks, Gardens and
Playgrounds
Public Conveniences

Event Management

Outdoor pools are due to seasonally close at the end of
March, however with temperatures unlikely to reach the
threshold for opening (26 degrees Celsius) it is unlikely the
pools will open prior to the end of season.
Operating as per normal, however, users should be
aware we are not able to guarantee equipment
cleanliness.
Operating as per normal with increased cleaning
regime.
Supplies of some cleaning products are becoming
limited which may require us to close some public
conveniences.
Adhering to Commonwealth advice for external events
booked at Council facilities and locations: no more than
100 persons indoors and no more than 500 persons
outdoors. We are endeavouring to contact all those
with bookings up to the 31 May 2020 to discuss event
booking.
All Council organised events are cancelled including
regular Library programs.
Community event bookings at Council facilities are
currently suspended.
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Barossa Bushgardens

Public access as per normal.

Volunteer Support and
Programs

Nursery operations will continue to be supported, but
reduction in additional activities to reduce the risk to our
volunteers will be implemented.
No change at this time, however, our volunteers’
exposure to risk will be managed on a case by case
basis.
Restrictions to availability of some amenities (ie pool at
Nuriootpa Centennial Park).

Caravan Parks

Youth Services
Aged Care Services
Men’s Shed
Planning, Building and
Health Services
Public Safety, Dog and Cat
Management, By-law
Management, Parking
Waste Management

Waste-water management
Maintenance and Works
such as road, footpath,
parks and gardens
Capital Programs and
Projects
Environmental Programs
Financial Process including
payments and rates.
Council meetings and
workshops

Increased signage and information for park users
Other services operating normally at this time with
increased hygiene and cleaning.
No change at this time.
No change at this time.
No change at this time.
No change at this time.
No change at this time.
No change to waste contract services. Reduced school
and community visits.
Suspension of waste transfer station services at Springton.
No change at this time.
No change at this time.
No change at this time.
Reduced Natural Resource Centre activities, no Natural
Resource Management visits to schools and community.
No change at this time.
No change at this time.

Business Continuity Plan for Pandemic
Council has updated its Business Continuity Plan. Should there be insufficient staff unavailable for work or
other instructions and directions are issued by the Commonwealth or the State we may have to invoke our
plan and restrict services to those that are most critical.
Communications
Council will provide relevant updates in relation to your services via:





Facebook – Council, Library sites www.facebook.com.au/thebarossacouncil
Website – https://www.barossa.sa.gov.au/
Media Outlets
Notices in Offices / Buildings

Commonwealth Department of Health – Covid – 19
For up to date information please refer to the following website.
https://www.health.gov.au/

15

Community Information Pack from SA Health
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SPECIAL COUNCIL MEETING
EXECUTIVE SERVICES
CHIEF EXECUTIVE OFFICER’S REPORT
26 MARCH 2020
2.1 CHIEF EXECUTIVE OFFICER - DEBATE AGENDA
2.1.3
FOURTH RATE INSTALMENT AMENDMENT TO RATES HARDSHOP POLICY PROVISIONS
DEFERRAL OF PAYMENT
B10833
PURPOSE
To endorse changes to the Hardship Policy to allow those who are in hardship due to
COVID-19, to defer the whole of the fourth rate instalment payment without fines or
interest.
RECOMMENDATION
That Council endorse the revised Rates Hardship Policy at Attachment 2 and offer
deferral of outstanding 2019/20 (and other accrued years balances outstanding)
rates and charges for up to 6 months to those impacted by COVID-19 and becoming
unemployed or enduring business failure or hardship, without any fines and charges.
REPORT
It is clear that the management of COVID-19 requires a coordinated and planned
response. This includes those impacted in our community by closures of businesses
and downturn in the economy.
Officers have modelled the cost of allowing rate payments for those who are
impacted and those who have lost their employment as outlined in Attachment 1.
There are $6.695M in payments expected in the fourth quarter. Based on the
expected closing cash balance, if no-one paid which is the worst case scenario,
Council would be short $5.235M in cash at years end without cancelling or reducing
any programs.
Economically however this would not be the time for Council to reduce programs until
or unless there simply aren’t the contractors or staff to deliver. The announcement of
stimulus funding is a target for Council and we are in a strong position to pursue the
totality of the next phase of The Big Project as well as the Adelaide Wine Cycle Path.
The following table provides some estimates based on the number of ratepayers that
maybe impacted and the cash flow impact to the next three months. The cash flow
impact can be resolved in three ways, establishing a cash advance debenture (CAD)
over the next six months and repay thereafter when deferred payments are made,
reducing programs and’ reducing capital spending (neither of these last two are
recommended). The table below assumes all operating and capital is expended this
financial year which is unlikely therefore the cash positions will be easier to manage.
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Take Up Rate
Cash Flow Impact
Cash
Deficit
/
(Surplus)

50%
$3.348 M
$1.888 M

25%
$1.674 M
$0.214 M

15%
$1.004
($0.456M)

The impacts in the short term of six months of a CAD using an interest rate of 2.5% for
each scenario are, it will be recommended in the next report that we take you a cash
advance which is interest only for 6 months and repay thereafter, or convert to long
term borrowings if necessary.
Take Up Rate
Finance Amount
Interest on Finance
Amount
over 6
months

50%
$2.000 M
$100,000

25%
$0.400 M
$10,000

15%
Not required
Not applicable

ATTACHMENTS OR OTHER SUPPORTING REFERENCES
Attachment 1 - Quarter 4 Rates Model Impact
Attachment 2 - Rates Hardship Policy
COMMUNITY PLAN / CORPORATE PLAN / LEGISLATIVE REQUIREMENTS
Community Plan
Natural Environment and Built Heritage
Community and Culture
Infrastructure
Health and Wellbeing
Business and Employment
How We Work – Good Governance
All
Legislative Requirements
State Australian Public Health Act
Work Health Safety Act
Local Government Act
FINANCIAL, RESOURCE AND RISK MANAGEMENT CONSIDERATIONS
Outlined the financial impacts in the report.
Risk in additional to the current environment is the need to support those in the
community who have been financial impacted and cannot pay at this time, ability
of Council to fund this long term has not been fully assessed due to time constraints
but the model is simple enough and when people are able to return to work
Council will recover its cash position and pay the loan off, or offset that loan against
loans we had in the long term plan for The Big Project and if successful with stimulus
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funding we can rebalance the cash position overtime. The situation will need to be
closely managed.
The alternative or combination is to reduce spending and capital is quickest way to
do that, but economically this is not the time for governments to reduce spending it
will have and even more contractionary impact of the local economy.
The adopted budget and Mid-year review includes a $1.6m loan to fund the existing
budget programs and that this may now require an increase. Council officers would
recommend the use of a CAD facility with the LGFA.
Council’s financial sustainability will be assessed with the next Budget Update as at
31 March 2020 for the effect of the proposed loan and interest charges.
COMMUNITY CONSULTATION
There is no requirement to undertake consultation and response to the growing threat
of COVID-19 warrants rapid response.
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Quarter 4 Rate Analysis and Resulting Cash Impact
Rates

Date

Details
Take Up

Closing balance

23/03/2020

8,299,005

Projected closing balance

30/06/2020 Last years actual $1.55m plus
1.98+1.49% general rate inc.

1,603,785

Payments expected by 30 June 2020

Rates generated

6,695,220

Aug-19 General rates
Waste
CWMS
Quarterly Instalments

Mid-Year Budget Review

6,695,220

26,516,593
2,009,725
2,812,360
31,338,678
7,834,670

31/12/2019

Cash & Cash Equivalents
Updated for decisions since then

2,005,000
545,000
1,460,000

If Rates payments are deferred
Cash shortfall

Balance
100%

4/4 quarter deferred
30/06/2020

1,460,000
- 6,695,220
- 5,235,220
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Balance
50%

Balance
25%

Balance
15%

6,695,220

6,695,220

6,695,220

1,460,000

1,460,000

1,460,000

- 3,347,610 - 1,673,805 - 1,004,283
- 1,887,610 -

213,805

455,717
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THE BAROSSA COUNCIL
RATES HARDSHIP POLICY
6.2 Ensure that Council’s policy and process frameworks are based
on principles of sound governance and meet legislative
requirements.
Corporate Plan Link:

6.10 Embed a culture of continuous improvement across Council,
with tools, processes and systems being used to achieve business
efficiencies and customer service improvements.
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1.

21/06/2011

1/3/2019

Purpose

1.1

The Barossa Council (“Council”) is committed to assisting all ratepayers to sustainably
manage their rate payments in a manner that best suits the customer whilst in financial
hardship.

1.2

This Rates Hardship Policy (policy) provides a framework to identify customers who are
experiencing payment difficulties due to hardship, and assist those customers to better
manage their bills on an ongoing basis.

1.3

This policy sets out:


processes to identify customers experiencing payment difficulties due to hardship,
including identification by us, self-identification by a customer, identification by an
accredited financial counsellor, or welfare agency, and



an outline of a range of processes or programs that Council will use, or apply, to assist
our customers who have been identified as experiencing payment difficulties.

2.

Scope

2.1

This Policy will be applied in concurrence with the Supplementary Hardship Policy for
Residential Water Service Customers.

2.2

This Policy will apply to all rateable assessments within the Council district.

2.3

Council rates are made up of Retail Services as defined in Supplementary Hardship for
Residential Water Service Customers Policy and Non-Retail Services which will be dealt with
under this Policy.
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2.4

This Policy does not limit or prevent Council officers from using their delegated powers to
waive any fee, charge or amount of arrears relating to the provision of services for those
customers who are experiencing financial hardship.

3.

Definitions

Accredited
Financial
Counsellor or
Financial
Counsellor

A financial counsellor who holds a Diploma of Community Services
(Financial Counselling), and who has worked at least 12 months as a
financial counsellor under the supervision of the South Australian Financial
Counsellors Association.

Customer

Either a residential customer or a ratepayer.

Financial Hardship
and or Hardship

A temporary or ongoing circumstance of experiencing a lack of financial
means, but not where a person chooses not to meet a liability for an
unpaid debt.

Hardship

Financial hardship as determined in accordance with Policy and the
process as an ongoing difficulty in making payments including payments
for rates. It does not mean temporary difficulty in making payments due to
a short term change in financial circumstances.

Hardship Customer

A customer who has been identified under, accepted into, or is eligible for
assistance under Council’s Hardship Program.

Hardship Program
or Arrangement

An agreement between Council and a Hardship Customer for payment of
outstanding sums due for services.

Financial difficulty

A customer who may be identified as experiencing temporary difficulty
making payments as a result of a short term change in circumstances but
are not considered to be experiencing financial hardship.

Ongoing

Continuing hardship and/or assistance through an agreed arrangement.

Council

The Barossa Council

Policy

Rates Hardship Policy

Process

Customer hardship relief process

Retail Services

Supply of products or services as defined in the Water Industry Act 2012.

Non-Retail
Service(s)

A non-retail service:
 as funded by general rates, separate rate as/if applicable and waste
and recycling collection service charges revenue
A short term period of less than 3 months.

Temporary
Waiver

4.

Removal of the liability to pay and may be offered to include the whole or
part of any interest or, where applicable, part of rates and charges as set
down in Clause 2.4 of this Policy.

Policy Statement

Identifying non-residential customers experiencing financial hardship
4.1

A customer experiencing financial hardship is someone who is identified by themselves,
by us, by an accredited financial counsellor, or by a welfare agency as having the
intention, but not the ongoing financial capacity, to make required payments in
accordance with our payment terms.
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4.2

Customers who are identified as experiencing ongoing hardship are generally those on
low or fixed incomes. These customers may require ongoing assistance.

4.3

Customers who may be identified as experiencing financial difficulty rather than financial
hardship generally require flexibility and temporary assistance, such as an extension of
time to pay or an alternative payment arrangement. These customers are not covered
by this policy. Customer’s identified as experiencing financial difficulty will be subject to
the provisions of the Local Government Act 1999 for debt recovery.

4.4

All claims for and the extent of hardship will be determined by either our assessment
process or by an external body, such as an accredited financial counsellor.

4.5

Where Council assesses a customer's eligibility for hardship assistance, Council will
consider indicators including (but not limited to) whether:









the customer is on a Centrelink income and holds a Pensioner Concession Card or
holds a Centrelink Low Income Health Care Card
the customer is eligible for a South Australian Government concession
the customer has been referred by an accredited financial counsellor, or Council
welfare agency.
the customer advises they have previously applied for emergency relief (irrespective
of
whether or not their application was successful)
the customer's payment history indicates that they have had difficulty meeting their
rate bills in the past
the customer through self-assessment, has identified their position regarding their
ability to pay.
Council will inform a customer of this customer hardship policy where it appears to us
that non-payment of a rates bill is due to the customer experiencing payment
difficulties due to hardship.

Assisting customers who are experiencing financial hardship
4.6

Where a customer has been identified as experiencing financial hardship, Council will
offer the customer, as soon as is reasonably practicable, flexible and frequent payment
options that have regard to the hardship customer's usage, capacity to pay and current
financial situation. These options will include the following:



an interest and fee free payment plan that complies with the appropriate clauses in
the process document, or
Use of Centrelink's Centrepay service (only where available), or



other arrangement, under which the customer is given more time to pay.



4.7

Council will engage in discussion with the hardship customer to determine a realistic
payment option in line with the customer's capacity to pay.

4.8

Council will work with a hardship customer's financial counsellor to determine the
payment arrangement and instalment amount that best suits the customer and their
individual circumstances.

4.9

Where a hardship customer's circumstances change, Council will work with the customer,
and their financial counsellor, to re-negotiate their payment arrangement.

4.10 Council will also offer the hardship customer:
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4.11

where appropriate, information about the right to have their rate notices redirected
to a third person, as long as that third person consents in writing to that redirection,
information about, and referral to, Commonwealth and South Australian
Government concessions, rebates, grants and assistance programs,
Information about, and referral to, accredited financial and other relevant
counselling and support services, particularly where a customer is experiencing
ongoing financial hardship.

Council will not take any action to remove a customer from our hardship program until
Council have sent the customer a written notice, allowing them 10 working days from the
date of the notice to contact us to re-negotiate their re-entry into the program.

Rights of customers experiencing financial hardship
4.12

Every customer experiencing financial hardship has the right to:









Be treated respectfully on a case-by-case basis, and have their circumstances kept
confidential.
Receive information about alternative payment arrangements, this customer
hardship process, and government concessions, rebates, grants and assistance
programs.
Negotiate an amount they can afford to pay on a payment plan or other payment
arrangement.
Consider various payment methods, and receive written confirmation of the agreed
payment arrangement within 10 business days.
Renegotiate their payment arrangement if there is a change in their circumstances.
Receive information about free and independent, accredited financial counselling
services.
Receive a language interpreter service at no cost to the customer.
Be shielded from legal action and additional debt recovery costs, whilst they
continue to make payments according to an agreed payment arrangement.

General provisions
4.13 Council will ensure customers have equitable access to this customer hardship
process, and that this process is applied consistently.
This policy is available on our Council website: www.barossa.sa.gov.au.
Confidentiality
4.14 Any information disclosed by a customer is confidential and will not be used for any
purpose other than the assessment of an application for assistance.
Complaints handling
4.15 Details of our customer complaints and dispute resolution process are available at our
Council website www.barossa.sa.gov.au. Council will also make a copy of this policy
available to a residential customer, upon request, and at no charge to the customer.
4.16 A customer experiencing hardship has a right to have any complaint heard and
addressed by us, and in the event that their complaint cannot be resolved, the right to
escalate their complaint to the external dispute resolution body approved by the
Essential Services Commission of South Australia.
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Extra-Ordinary Provision – COVID-19
4.17 Upon the application of any ratepayer that has become unemployed, underemployed
and is receiving a payment from the Government as a result of COVID-19 they will be
provided the option to defer all rates and charges payments for six months concluding
on 26 September 2020.
4.18 Upon the application of any ratepayer where their business has failed or is in hardship as
defined in this policy and is receiving a payment from the Government as a result of
COVID-19 they will be provided the option to defer all rates and charges payments for six
months concluding on 26 September 2020.
4.19 Upon the application of any ratepayer who may not qualify for Government assistance
and upon provision of reasonable evidence the Chief Executive Officer can provide the
option to defer all rates and charges payments for six months concluding on 26
September 2020.
4.20 4.20 In accordance with item 4.6 all of the above options will be fine and interest free
during the term of the deferred payments.
4.21 Subject to your application approval, if and where debt collection or legal action is in
place, thse processes will be placed on hold.
5.

Supporting Process

5.1

Customer hardship relief process

6.

Related Policies and Codes







7.

Supplementary Hardship Policy for Residential Water Service Customers
Rating Policy
Debt Recovery Policy
Rebate of Remission of Rates Policy
Records Management Policy
Complaint Handling Policy
Legislation and References

Local Government Act 1999 – Sections 181 and 182
Council’s Annual Budget and Business Plan (Remission of Rates, Postponement of Rates,
Postponement of Rates for Seniors and Residential Rate Capping)
8.
8.1

9.

Review
This Policy will be reviewed by [the Council / Document Control Officer] in consultation with the
relevant stakeholders, within four (4) years or more frequently if legislation or Council’s need
changes.
Further Information

9.1

This Policy is available on Council’s website at www.barossa.sa.gov.au. It can also be viewed
electronically at Council’s principal office at 43-51 Tanunda Road, Nuriootpa and all Council
branches, during ordinary business hours. A copy of this Policy can be obtained at those venues
upon payment of a fixed fee.

9.2

Any complaint in relation to this Policy or its application should be forwarded in writing
addressed to the Chief Executive Officer, PO Box 867, Nuriootpa SA 5355 or
barossa@barossa.sa.gov.au.
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Signed: ……………………………………….

Dated: …………………………………………..

[Mayor Bim Lange ob Sloane or Chief Executive Officer under delegation]

10.

Policy Version History

Version No:

Approval
Date:

Description of Change:
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SPECIAL COUNCIL MEETING
EXECUTIVE SERVICES
CHIEF EXECUTIVE OFFICER’S REPORT
26 MARCH 2020
2.1 CHIEF EXECUTIVE OFFICER - DEBATE AGENDA
2.1.4
AUTHORISATION TO BORROW FUNDS
B10833
PURPOSE
To endorse the Chief Executive Office to set up a cash advance deposit (CAD) facilitiy
to fund cash flows deficits that may arise from the authorisation of agenda item 2.1.3
concerning amendment to the Rate Hardship Policy.
RECOMMENDATION
That Council pursuant to Section 123(13) of the Local Government Act (the Act) and
pursuant to 134 (1) and (2) authorise:
(1)

the Chief Executive Officer to amend the budget and business to plan to
reflect changes outlined in resolution 2.1.3 (resolution number to be added in
due course) and this resolution;

(2)

the Chief Executive Officer to set up a cash advance debenture or debentures
to the value of $3,000,000 for the purposes of ensuring continuity of services and
providing deferred rate payment options for those impacted by COVID-19;
and

(3)

the Mayor and Chief Executive Officer to sign and seal any and all necessary
document to give effect to part 1 of this resolution.

REPORT
As outlined in the prior report 2.1.3 in this agenda should Council grant and approve
the amendments to the Rate Hardship Policy to defer payment of rates for up to six
months additional cash will be needed in the short term to support existing programs
and projects, the following table highlights the cash flow impacts.
Take Up Rate
Cash Flow Impact
Cash
Deficit
/
(Surplus)

50%
$3.348 M
$1.888 M

25%
$1.674 M
$0.214 M

15%
$1.004
($0.456M)

The impacts in the short term of six months of a CAD using an interest rate of 2.5% for
each scenario are, it will be recommended in the next report that we take you a cash
advance which is interest only for 6 months and repay thereafter, or convert to long
term borrowings if necessary.
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Take Up Rate
Finance Amount
Interest on Finance
Amount
over 6
months

50%
$2.000 M
$100,000

25%
$0.400 M
$10,000

15%
Not required
Not applicable

The CAD facility provides a short term cash facility that as cash is required it is draw
down by the Chief Executive Officer and when there is excess cash the money is
returned, very similar to an overdraft. It is charged quarterly interest and is an interest
only facility.
Pursuant to Section 123(13) of the Local Government Act (the Act) Council may at
any time amend its budget and business plan. Further and pursuant to 134 (1) and (2)
borrow money and it may take the form that Council considers appropriate. These
powers cannot be delegation and therefore Council needs to instruct the Chief
Executive Officer to set up the necessary CAD facility.
ATTACHMENTS OR OTHER SUPPORTING REFERENCES
Nil
COMMUNITY PLAN / CORPORATE PLAN / LEGISLATIVE REQUIREMENTS
Community Plan
Natural Environment and Built Heritage
Community and Culture
Infrastructure
Health and Wellbeing
Business and Employment
How We Work – Good Governance
All
Legislative Requirements
State Australian Public Health Act
Work Health Safety Act
Local Government Act
FINANCIAL, RESOURCE AND RISK MANAGEMENT CONSIDERATIONS
Risk, in addition to the current environment is the need to support those in the
community who have been financially impacted and cannot pay at this time, ability
of Council to fund this long term has not been fully assessed due to time constraints
but the model is simple enough and when people are able to return to work
Council will recover its cash position and pay the loan off, or offset that loan against
loans we had in the long term plan for The Big Project and if successful with stimulus
funding we can rebalance the cash position overtime. The situation will need to be
closely managed.
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The alternative or combination is to reduce spending and capital is the quickest way
to do that, but economically this is not the time for governments to reduce spending
it will have and even more contractionary impact of the local economy.
The adopted budget and Mid-year review includes a $1.6m loan to fund the existing
budget programs and that this may now require an increase. Council officers would
recommend the use of a CAD facility with the LGFA.
Council’s financial sustainability will be assessed with the next Budget Update as at
31 March 2020 for the effect of the proposed loan and interest charges.
COMMUNITY CONSULTATION
There is no requirement to undertake consultation as the growing threat of COVID-19
warrants rapid response.
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SPECIAL COUNCIL MEETING
EXECUTIVE SERVICES
CHIEF EXECUTIVE OFFICER’S REPORT
26 MARCH 2020
2.1 CHIEF EXECUTIVE OFFICER - DEBATE AGENDA
2.1.5
UPDATED BUSINESS CONTINUITY PLAN
B10833
PURPOSE
To endorse the updated strategic component of the Business Continuity Plan.
RECOMMENDATION
That Council approve the overarching Business Continuity Plan noting that the
operating sub-plans for each critical service have been completed as part of this
work.
REPORT
Over the past months officers have been accelerating updates to our risk policy,
processes and framework as a continuous improvement program and address recent
audit comments.
This work included updating our business continuity plan. The strategic content of the
plan is now completed after it was determined that we undertake a complete rewrite,
and was significantly accelerated with recent events. Maximum event outages for all
of these services are 3-7 days but will be updated as we learn more and test the plan.
Whilst Council had a prior plan in place to update this plan, we have now completely
rewritten it.
What is presented at the Appendix is the plan that:
1. The business continuity structure and who plays what roll if the plan is initiated;
2. Trigger points that involve the plan;
3. The critical services or components that need to be maintained in an event
especially in the short to medium term;
4. Processes for triggering the plan;
5. Media management;
6. Responsibility statements for each of the executive and decision making roles;
7. Management of processes and documentation required when operating
under the plan;
8. Critical contacts.
Officers are completing the operating component of the plan, what are the
operating sub plans for each critical services and these will be completed and
approved as operational plan by CMT targeted for Thursday this week.
ATTACHMENTS OR OTHER SUPPORTING REFERENCES
The Barossa Council – Overarching Business Continuity Plan
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COMMUNITY PLAN / CORPORATE PLAN / LEGISLATIVE REQUIREMENTS
Community Plan
Natural Environment and Built Heritage
Community and Culture
Infrastructure
Health and Wellbeing
Business and Employment
How We Work – Good Governance
All
Legislative Requirements
State Australian Public Health Act
Work Health Safety Act
Local Government Act
FINANCIAL, RESOURCE AND RISK MANAGEMENT CONSIDERATIONS
The Business Continuity Plan update and supporting sub plans are about managing
the highest risks faced when an event stops Council’s ability to provide services and
identifying the critical services that we have to support. This does not mean we
won’t provide further services when triggering the business continuity plan but rather
we will service these areas as a priority.
The accelerated work on the update plans has placed us in a better position that
the prior business continuity plan with better and up to date thinking and risk
assessment and mitigation.
COMMUNITY CONSULTATION
There is no requirement to undertake consultation and response to the growing threat
of COVID-19 warrants rapid response.
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OVERARCHING BUSINESS
CONTINUITY PLAN
Approved March 2020
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Whenever this document is reviewed and or amended, details must be recorded on this page.
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Abbreviations and Definitions
Term

Definition

Abbreviation

Business Continuity

Is the uninterrupted availability of all key resources supporting essential
business functions.

BC

Business Continuity
Control Centre

A central point of reference to co-ordinate the response to a business
interruption event. To be established at the discretion of the BCMT
Director.

BCCC

Business Continuity
Management

Provides for the availability of processes and resources in order to
ensure the continued achievement of critical objectives.

BCM

Business Continuity
Management Team

An assembly of executive management representatives and other
seconded staff formed for the express purpose of responding to an
organisational crisis. CMT management structure will overlay all
normal management structures during the response process.

BCMT

Business Continuity
Plan(s)

A collection of procedures and information that is developed,
compiled and maintained in readiness for use in the event of an
emergency or disaster.

BCP

Business Process
Assessment

A management tool designed to assist in the identification and
assessment of criticality of business processes and functions

BPA

Business Impact Analysis

A management level analysis which identifies the impacts of function
loss on the organisation. The BIA provides management with data
upon which to base risk mitigation and continuity planning decisions.

BIA

Business Interruption
Event

An event that by its duration exceeds the Maximum Acceptable
Outage and / or has an adverse impact on business objectives and
requires the implementation of the BCP or sub plans.

BIE

Non Critical Function
Action Plan

An agreed documented course of action that identifies mitigation,
response and recovery actions for business functions identified as non
critical.

Non Critical
Function
Action Plan

Critical Function Sub Plan

An agreed documented course of actions to be taken in the event of
business function loss. Plan describes the key actions required under
preparation, response and recovery phases.

CFSP

Emergency Event

An event due to an actual or imminent occurrence (such as a fire,
earthquake, or epidemic which:

Emergency
Event



endangers or threatens to endanger the safety or health of staff or
visitors to the organisation



destroys or damages, or threatens to destroy or damage, property
of the organisation



has the capacity to disrupt operations to the extent that it impacts
on business objectives.

Maximum Acceptable
Outage

The maximum period of time that Council can tolerate the loss of
capability of a critical business function, process, asset or IT
application.

MAO

Corporate Governance

A system by which the organisation is directed and controlled.
Corporate Governance activities are represented as four principal
components: direction, executive action, supervision and
accountability.

CG

Risk Management

The culture, processes and structures that are directed towards
realising potential opportunities whilst managing adverse effects.

RM
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Introduction
Purpose
The Barossa Council has adopted a comprehensive and integrated approach to the development of a
Business Continuity Management Plan. The purpose of this plan is to build organisational capabilities to
support the continued achievements of critical business objectives in the face of uncertainty or disruption.
Council recognises that this plan (Business Continuity Plan) in isolation does not build capability, it provides
the approach to establishing effective capability. Whilst the plan is important, it is an outcome of the more
important planning and analysis process, and is a blueprint to kick-start the response to a business
interruption event.
This plan identifies the required facilities, technical infrastructure, key responsibilities, and processes that will
be required to position Council to be able to respond and recover from a business interruption event.

Objectives
The objective of The Barossa Council’s Business Continuity Framework is to provide a mechanism that enables
Council and its officers to:


Identify business functions that are critical to Council in meeting its business objectives



Develop resumption plans based on criticality of business functions rather than geographic location



Build resilience within Council’s operational framework



Identify and document roles and responsibilities for key staff positions



Minimise the impact of function loss on stakeholders and the community.

The business continuity plan provides a framework for management and staff to enable them to implement
an agreed response process.
In assessing the business continuity risks of The Barossa Council it became evident that given the structure
local government a number of inherent advantages were identified such as:


Multiple facilities providing common services reducing the impact of a single facility loss



Common IT systems with duplication and access across most facilities



Ability to transfer staff and tasks to other facilities, and



The ability to call on adjoining Councils for assistance in service delivery.

In the event of a business interruption event, these advantages would suggest the business impact is a
reduction in capacity rather than a loss of capability in a particular area.

Use of the BCP
This plan should be used in the event of a business interruption event that may impact on the ability of The
Barossa Council to deliver business objectives. Managers and staff with responsibility for impacted areas of
the business should use the BCP and any relevant sub plans to ensure a consistent and agreed course of
action is implemented.
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Assumptions
The BCP is intended to provide guidance to Council officers to assist continuity of service for critical functions,
where those officers are not normally responsible for managing the specific function affected. Where the
Council officer who is normally responsible for managing the specific function is available, it is assumed that
this document will serve as a check document to reduce the possibility for omission of important actions.

Limitations
It is not the intent of this document or process to develop Information Technology Disaster Recovery (ITDR)
plans. This process will however identify from a business perspective the business requirements for Information
Technology resources that support the delivery of business critical function. This information should then be
used to inform the development of ITDR plans.

Audience – Distribution
The intended audience for The Barossa Council Business Continuity Plan is:


Council



Executive Team



Critical Function Sub Plan Managers and Staff



Non Critical Function Action Plan Managers and Staff.

The plan is available to all Managers and staff via Councils document register and is to be reviewed annually
by the executive.

Authority
1. The Barossa Council Business Continuity Plan has been developed under the authority of the
managing executive. Prior to implementation the plan was reviewed and approved by that body.
2. A standing authority is given to the Sub-Plan owners by the managing executive to implement the
actions identified within the sub plans.

Training and Communication
A key objective of the BCP is to increase the awareness within The Barossa Council of potential business
interruption events that could impact Council. The plan outlines the response/ recovery protocols
associated with such an event. Training and communication will play a key role in achieving this objective.
Initial training has been provided by the process facilitators however one of the benefits of a facilitated
process is that engagement and ownership of the BCP is developed at the business unit level. Training was
provided to the Senior Management Team as part of the BCP implementation. It will be the responsibility of
the various Senior Managers to ensure that the requirements of the BCP are communicated to all staff and
that induction/ training programs include reference to business continuity in the context of sound risk
management practices.
Managers should be familiar with key deliverables as detailed in the Critical Function Sub Plans and ensure
that staff are aware of their roles and responsibilities in the event of a business interruption event.
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Validation and Testing
Business Continuity Management is a process, not an event. Once the BCP has been prepared,
commitment to a pre-planned, annual test plan and maintenance schedule is required by Council to ensure
BCP procedures remain viable into the future.
The testing should include all aspects of the BCP, but not necessarily all in one year. Major components (Sub
Plans) should be reviewed at least annually. Volatile information such as contact lists, or areas that are
constantly undergoing changes, should be validated more frequently.
In addition to the annual test and review of the BCP, any significant changes in The Barossa Council’s
operations should also trigger a review of the BCP. Version control of the BCP should be co-ordinated
through the BCMT – Coordinator.

Monitoring & Review
Monitoring and review is an integral component of the BCP process. Council recognises and is committed
to ensure the following monitoring and review strategy is implemented.

Activity for Review

Accountability

Timeframe

1

Business Continuity Plan (overarching plan)

Chief Executive Officer

Monitor annually and action
as required

2

Business Continuity Plan Training

Manager Executive
Services

Annual training brief or
refresher session

3

Business Continuity Plan Exercise

Risk Advisor

Annual desk top exercise
Simulation exercise each 2
years

Executive Services
4

Critical Function Sub Plans

CEO

Annual Review

Director, CCS

Annual Review

Director, WES

Annual Review

Director, DES

Annual Review

Corporate & Community Services
5

Critical Function Sub Plans

Works & Engineering Services
6

Critical Function Sub Plans

Development & Environmental Services
7

Critical Function Sub Plans
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Overview of Business Function Criticality
Integral to the BCP is the determination of the Maximum Acceptable Outage (MAO) of a particular business
process. The loss of a critical business function for a period greater than the MAO will generally result in the
establishment of the Continuity Management Team to direct, oversee and support the emergency,
continuity and recovery response phases.
The following table summarise the functions as identified as critical and the maximum acceptable outage
for that function.
Division/ Group

EXECUTIVE SERVICES

Business Unit

Critical Function

Max Acceptable
Outage
(hours/days/weeks)

Financial Services

Payroll Processing

Financial Services

Accounts Payable

Financial Services

Financial Management – Taxation Reporting

CEO Office

Elected Member Decision Making Support - Elected
Member Meeting Coordination

Communications and
Engagement

Marketing & Communications – Internal & External

Executive Services

Employment & HR Support Services

Executive Services

WHS Hazard Management, Incident Investigation &
Reporting, Insurance Claim Advice and Support

Division/ Group

CORPORATE & COMMUNITY SERVICES

Business Unit

Critical Function

Community Transport &
Home Assist

Community Transport

Customer Support

Customer Service / Support – enquiry and request for
service management

Customer Support

Emergency Call Out – After Hours Response

Knowledge & Technology
Services

ICT

Division/ Group

DEVELOPMENT & ENVIRONMENTAL SERVICES

Business Unit

Critical Function

Regulatory Services

Animal Management

Environmental Services

Waste Management

Health Services

Public Health Management

Division/ Group

WORKS & ENGINEERING SERVICES

Business Unit

Critical Function

Works & Engineering
Executive Support

Cemetery Services

Max Acceptable
Outage

Max Acceptable
Outage

Max Acceptable
Outage
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Community Wastewater
Management Services

CWMS

Depot Operations

Reactive Maintenance where a public safety impact
is identified

Scope
The object of the BCP is to ensure that appropriate structures and protocols are in place that enables
effective response to a business interruption event that has the potential to impact on council’s objectives.
The BCP documents the processes and resources required by Council in the delivery of its critical business
objectives.
In identifying business continuity risks, the focus is on the building of resilience and response capabilities within
business functions that have been identified as critical by the organisation. Treatment options for non-critical
functions are also identified and documented within the framework; this ensures that Council has a whole
of organisation view when responding to interruption events, as the nature of these events can change
rapidly.
The BCP does not cover requirements associated with a workplace emergency (safety) situation. A separate
workplace emergency and evacuation plan that is the responsibility of the Chief Warden/ Emergency
Services is to be implemented. In all cases of activation of the workplace emergency and evacuation plan
the Chief Warden will brief the Director of the Continuity Management Team of any implications for business
continuity as a result of the emergency plan activation.

Risk Management Framework
Business Continuity Plan

Workplace
Emergency &
Evacuation
Plan

Critical Function Sub Plans
Council
Emergency
Management
Plan

IT Disaster
Recovery
Plan

Business Unit
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Business Unit

Business Unit

Methodology
Business continuity encompasses the identification and risk management of Council’s business processes. It
involves a stepping process that seeks to identify, assess control and monitor Council’s business functions.
The plan has been developed with consideration given to AS/NZS 5050:2010 Business continuity - Managing
disruption-related risk, AS/NZS/ISO 31000:2009 Risk Management- Principles and guidelines and the ANAO
Business Continuity Management guidelines – “Keep the wheels in motion”, and Societal Security –
Guidelines for incident preparedness and operational continuity management (ISO N022: 2007).
Broadly, the steps in developing the Business Continuity Plan include:

1. Identify and Assess Business Processes and Functions
Identify business processes and functions within each individual business unit/section/division. Once the
functions are identified an analysis at a whole of organisational level is conducted to determine which
functions are critical and require further planning to ensure the ability to respond in the face of a
continuity interruption event.

2. Conduct the Business Impact Analysis (BIA)
The BIA Is conducted on those functions identified as critical within the business process assessment. The
BIA is intended to identify the impacts of the function loss on the business including penalties for nondelivery, functional interdependencies, organisational ownership, it also looks at the resources currently
required to support the functions and assesses the minimum level of resources required to continue the
availability. Importantly the BIA is the tool that is used to determine the Maximum Acceptable Outage
(MAO).

3. Critical Function Sub Plan (CFSP)
The CFSP identifies the agreed actions that a business process owner will undertake to manage the loss
of the function through the emergency, continuity and recovery phases. The sub plan identifies
ownership, failure scenarios, criteria for invoking the plan, agreed courses of actions for emergency,
continuity and recovery. The CFSP also allows for targeted messages to be developed for specific
function loss.

4. Overarching Business Continuity Plan (BCP)
The BCP identifies the responsibilities of key Managers, with particular emphasis on direction setting and
effective and timely communication to stakeholders at an organisational level. It is important to
recognise that this document provides a flexible framework in which the organisation can plan for
disruption of its critical functions. It does not attempt to identify and plan for every contingency or
outage that could occur, it provides a flexible framework for the process owners to identify, plan and
develop redundancy for business processes.

5. Test and maintain the BCP
The BCP will be reviewed annually by the Executive, these actions are essential to ensure that it reflects
the current practices of the organisation.
Testing of the Critical Function Sub plans and overarching plans will provide management assurance
that the plan(s) are effective. The testing regime is based on the following:


Desktop/ paper audit to ensure that the appropriate documents are available and understood; for
sub plans and overarching plan



Structured “walk through” where a business interruption scenario is played out through a mock
recovery; and a divisional or whole of organisation level, and



Frequency and actions to be undertaken are identified within the monitoring and review section of
this document.
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Business Continuity Management Team
Roles and Responsibilities BCMT
The CMT is established to provide a management mechanism that can ensure reporting lines and
responsibilities are clear when the BCP is activated. The focus of the CMT is to manage the business
interruption event from a corporate perspective while providing guidance and support to the Managers on
site. This process is facilitated by the development of pre-determined courses of actions (Sub plans) thus
allowing the BCMT to focus on the strategic or whole of business response to the business interruption event.
Resilience within the BCMT is the responsibility of the BCMT. Each position is to have an alternate member
identified and trained in the role.

BCMT – Structure
Business Continuity Management Team (BCMT) Structure

Mayor (external)

BCMT Director

BCMT Coordinator

BCMT Member

BCMT Support

BCMT Member

BCMT Member

BCMT Position

Staff Position

Alternative Staff Position

BCMT Director

CEO

Acting CEO

BCMT Coordinator

Manager Executive Services

Executive & Project Support Officer

BCMT Support

Administration & Technical Support
Officer, Executive Services

Administration & Technical Support
Officer – alternate directorate

BCMT Liaison Officer

Executive & Project Support Officer

People and Culture Advisor

BCMT Member

Director Works & Engineering

Acting Director Works & Engineering

BCMT Member

Director Corporate & Community
Services

Acting Director Corporate & Community
Services

BCMT Member

Director Development &
Environment Services

Acting Director Development &
Environment Services
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Business Continuity Management Support Group
The existing business unit management structures may be called upon during activation of specific plans
within their area of responsibilities to provide advice to the CMT as required. The positions as identified below
when activated are collectively known as the Continuity Management Team Support Group.
Business Continuity Management Team (BCMT) Support Group

BCMT Member

BCMT Member

Existing business unit management
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BCMT Member

Notification – Declaration Process
Notification
On first becoming aware of a possible business continuity event, the relevant function manager is required
to assess the situation and if the event is likely to exceed the agreed “MAO timeframe”, then the BCMT
Director should be notified immediately by phone and where possible, with a follow-up email or personal
briefing detailing the key issues including:


Nature of the incident – time informed etc



Describe business elements impacted (Critical Functions)



Facility/ equipment impacted



Staff



Any response actions implemented (Critical Function Sub Plan)



Any media involvement/ interest



Any immediate support requirements.

Elements of the BCP (Sub Plans) can be implemented at the local level, where appropriate to address an
immediate response requirement even if the event is expected to be resolved within an acceptable period.

Assessment
On receipt of a notification that will impact business continuity the BCMT Director will:


Formally note details



Notify other members of the Business Continuity Management Team (consider conference call)



Confirm the details of the incident and appropriate media strategies



Conduct preliminary impact assessment (facility and technology infrastructure)



Determine if a control centre needs to be opened.



Ensure that the Insurer has been formally notified (if appropriate)

Declaration
The BCMT Director is to review the preliminary information and if considered necessary declare a Business
Interruption Event.
The BCMT Director is to facilitate the draft communications, both internal and external, for discussion at the
initial CMT meeting.

Control Centre
On the declaration of a Business Interruption Event by the BCMT Director and if deemed appropriate a
control centre will be opened. The resourcing and opening of this centre is the responsibility of the BCMT
coordinator. Given the variable nature of Business Continuity Events, the following sites have been identified
and prioritised.
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If the incident does not impact on the Nuriootpa Administration Centre:
1. Nuriootpa Administration Centre, 43-51 Tanunda Road Nuriootpa
If the Nuriootpa Administration Centre is uninhabitable then:
1. Tanunda Depot, 20-22 Walden Street, Tanunda.

Dedicated Media Briefing Centre
The CEO has determined that all media briefings are to be held at the Barossa Council Administration Centre,
43-51 Tanunda Road Nuriootpa.
The BCMT coordinator in conjunction with the BCMT team is to ensure that this facility is able to be used
when required.

Business Impact Analysis (BIA)
Central to ensuring the ongoing viability of the business in an interruption event is the identification of critical
business functions, the processes and assets (people and property) that support the delivery of these critical
functions and the impact of the loss of the functions on the business are analysed within a Business Impact
Analysis. BIA’s have been completed for each of the identified critical functions and are contained within
the Critical Function Sub Plans.

Responsibility Statements
Responsibility Statement for each position in the BCMT and supporting positions have been developed to
ensure there are clear and unambiguous directions available for each of the members of the BCMT. All
responsibility statements are to be approved by the BCMT and this action is to be recorded on the statement.
On activation of the BCP these statements come into effect.

Business Continuity Instructions (BCI)
Upon declaration of an interruption event the following instructions have been developed to provide
assistance. However, any restoration plan developed by the BCMT will take precedence over the respective
instruction.
Instruction Title


BCI 1

Emergency Contacts - Internal




To be used by BCMT Director/BCMT Coordinator upon activation of Business Continuity Planning.

Business Continuity Management Team
BCMT Position

Staff Position

Contact
Details

Alternate Staff
Position
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Contact
Details

BCMT Director

CEO

0418 787 886

Acting CEO

See Relevant
Director Details

BCMT
Coordinator

Manager Executive
Services

0418 483 722

Executive and
Project Support
Officer,
Executive
Services

0419817753

BCMT Support

Administration &
Technical Support
Officer

08 8563 8394

Another Officer
from Executive
Services or
Administration
Officer from
another
Directorate

TBA

BCMT Liaison
Officer

Executive and
Project Support
Officer, Executive
Services

0419817753

People and
Culture Advisor

TBA

BCMT Member

Director Works&
Engineering

0412 836 732

Acting Director

TBA

BCMT Member

Director Corporate
& Community
Services

0400 772 166

Acting Director

TBA

BCMT Member

Director
Development &
Environmental
Services

0418 221 470

Acting Director

TBA

Business Continuity Support Group
Organisational Managers Group

Functional Leads

Staff Position

Contact
Details

Alternate Staff
Position

Contact Details

Manager Operations

0477 005 392

Coordinator Customer
Support

TBA

Manager Knowledge &
Technology Services

0417 085 625

Coordinator Community
Wastewater
Management Systems

0400 994 342

Manager Regulatory
Services

0417 878 007

Coordinator Community
Transport and Home
Assist

0439 644 414

Manager Tourism
Services

0400 996 575

Coordinator
Volunteering Services

0417 503 243

Manager Community
and Culture

0409 355 835

Coordinator Depot
Operations

0429 699 901
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Manager Development
Services

0417 089 342

ICT System Administrator

0439 701 777

Manager Financial
Services

0417 843 579

Communications &
Engagement Officer 1

0408 837 776

Manager Health Services

0408 806 220

Communications &
Engagement Officer 2

0402 665 110

Manager Engineering
Services

0408 811 837

Manager Customer,
Library and Heritage
Services

0407688 995

Manager Community
Projects

0409 355 835





To be used by BCMT Director/BCMT Coordinator upon activation of Business Continuity Sub-Plans.

Business Continuity Sub Plan 1 – Pandemic Key External Contacts
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SERVICE

COMPANY

CONTACT DETAILS

Local Government
Functional Support Group

Local Government
Association

0429 451 891

LGRS Member Centre

Local Government Risk
Services

https://www.lgrs.com.au/home/landing

South Australian Health
Advice

SA Health

https://www.sahealth.sa.gov.au/

Commonwealth Health
Alerts, Status and Media
Releases

Australian Government
Department of Health

https://www.health.gov.au/news/healthalerts

Advice for Employers
During Pandemic

Safe Work Australia

https://www.safeworkaustralia.gov.au/

Notifiable Incident
Reporting

Safe Work SA

1300 365 255

Pandemic Guidance &
World Status Updates

World Health
Organisation

https://www.who.int/

Law and Order

SA Police

131 444

scott.loechel@lga.sa.gov.au

https://www.safework.sa.gov.au/

https://www.police.sa.gov.au/
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Initial BCMT Meeting
The BCMT Director is to call the initial BCMT meeting to obtain more detailed information from the
relevant business areas impacted, including:

Staff

Any associated Emergency Services issues

Building facilities

Public relations/ media

Damage/ security, and

Salvage of building and/ or IT equipment.
During the meeting information will have been gathered by the various BCMT members to produce
an evaluation of the incident. A formal record of the meeting to be collated by BCMT Support person
with particular emphasis on items to be actioned. This record needs to be regularly reviewed and
updated as additional information comes to hand.
Other Issues for consideration include

Scheduling of site visit

Identification of affected departments

Public notification

Schedule of staff meetings

Development of initial plan for operations (short term)

Allocation of temporary work locations
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Business Continuity Management Team
Meeting Agenda & Minutes
Time & Date:
Location:
1. Attendees/Apologies
Attendees

Apologies

2. Agenda Items

Item
1.

Description
-

2.

-

3.

-

4.

-

5.

-

Officer

3. Action Items

Item
1.

Description
-

2.

-

3.

-

4.

-

5.

-

Officer
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BUSINESS CONTINUITY – MEDIA ENQUIRY RECORD FORM
Taken by:

Issue:

Date:

Time of Call:

Journalist Name:

Contact Number:

Media Outlet:

Deadline:

Publication date:

Question:

Taken by:

Issue:

Response by:

Position in The
Barossa Council:
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BUSINESS CONTINUITY – MEDIA ENQUIRY RECORD FORM

Response:

Date:

Time:
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On (insert day and date) at approximately (insert time) Council experienced a business
interruption event (describe event) as a result of this event the following services are
currently impaired:





Rates
Water & Sewer
Roads
Community Services

Services that are not impacted by the business interruption include:





Libraries
Swimming pools
Meals on wheels
etc

Workarounds are currently being put in place in line with Council’s Business Continuity
Strategy.
Council will advise the community via the media once service delivery strategies have been
confirmed.
Councils contact number remains (insert number) and will be manned from (insert times)
until further notice.

Issued by

Chief Executive Officer
Council Name
(Time)
(Date)
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Indications from Telstra are that clients will need to provide the following information to
effect a redirection on phone numbers.
 Company name
 ABN
 Billing Address
 Redirection numbers.
Only Authorised council account holders will be able to authorise effect and will need to
be pre authorised.
Emergency Redirections can be obtained with the above information by calling 13 22 55
Telstra Corporate Faults.
The following may be used to confirm your requirements with Telstra:

(Date)
(Council)
(Address)
(Town State Post Code)
The Manager
Telephone Redirections
Dear Sir/ Madam
The Council Name is in the process of activating its Business Continuity Plan in response to a
business interruption event.
This fax is to request in writing Telstra immediately redirect the current Council Name (insert
council number) to (insert alternate site name and number).
Council will inform Telstra again in writing when a change to this arrangement is required.
If you need clarification or to speak to a Council Representative please call (insert Mobile
Number of CMT member).
Issued by

Chief Executive Officer
Council Name
(Time)
(Date)
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Business Continuity Coordination Centre
Element

Issues to be addressed

Actions Required

Location of BCCC

The location of The Barossa Council Coordination
Centre is the Nuriootpa Administration Building,
43 – 51 Tanunda Road, Nuriootpa providing that
the building is not subject to the interruption
event

Alternate Location of
BCCC

Tanunda Depot, 20 – 22 Walden Street, Tanunda

Diagram of BCCC
Provisions of
telecommunications
facilities
Provision of internet
facilities
Emergency power
requirements
See Responsibility Statements for nominated
positions
Management and
staffing



BCMT Director



BCMT Member



BCMT Coordinator



BCMT Support

Security
Media
Initial level of
activation
Stages of Operation
Activation
Information Board required in BCCC
Current Operations Display Board, showing all
tasks currently being carried out

Information Displays

Contacts Display Board Used to display
important contact telephone and fax numbers in
regular use
Resources Allocation Board Showing resources
location, resources committed and resources
available
Staff Rosters for longer or protracted use of the
BCCC
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Element

Issues to be addressed

Actions Required

Timing Details recording of Briefing, meetings
Situation Report etc
Media Releases Copies of publicly released
materials
Plans and Documents

Hard and soft copies of BCP, including Critical
Function Sub Plans

Administration

Stationary Equipment list to be developed by the
CMT coordinator

Extended Operations

Staff Roster to be developed if protracted use of
the BCCC is expected
Suitable briefing timing sessions to be identified
by the BCMT

Briefing Sessions



Staff



Media



Community



Elected Members

Stand down of the BCCC will be at the discretion
of the BCMT Director
Stages of Operation
stand down

Forms

A stand down of the coordination centre may be
a gradual phasing down over a period of time or
it may be immediate cessation of the operation
BCMT Coordinator to identify suitable forms to be
used to collect and record information within the
BCCC

Date approved by
BCMT
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To be used by BCMT Chief/BCMT Executive Support upon activation of Business Continuity
Planning.
COMPLETED
/
COMMENTS

TASK

1

Time that Business Continuity Planning was officially activated:

2

Name of staff Member who made the notification of the incident:

3

Allocate a staff member to fill out the Damage Assessment Checklist and
to keep filling it out periodically for regular updates.

4

Notify the BCMT Coordinator to organise a suitable location for the
Business Continuity Control Centre (BCCC) and notify BCMT Members of
location of BCCC.

5

BCMT Executive Support to ensure all records/notes are taken, dated and
timed.

6

At first meeting of the BCMT, analyse extent of damage and determine
appropriate response strategies. Do police or 000 need to be notified?

7

BCMT Coordinator to keep visual record of key decisions, strategies and
scheduled updates on flipchart. Remind BCMT and keep them on track.

8

Determine level of security required to be established at affected
location/s.

9

Advise Communications Manager of the frequency of updates between
Sub Plan Owners, the BCMT, and other key stakeholders. BCMT Chief and
Communications Manager to periodically review briefing frequency.

10

Ensure Communications Manager has updated the Mayor and
Councillors and has scheduled periodic briefings to key
staff/media/stakeholders. (BCMT Coordinator to keep a record of briefing
frequency and remind the BCMT as briefings are approaching).

11

Cancel/postpone any scheduled meetings as required.

12

Maintain clear and constant communication with staff. May use SMS alert,
email, public address systems, walk around, Visual Display Boards etc.
depending on the situation.
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COMPLETED
/
COMMENTS

TASK

13

Coordinator Risk & Safety/BCMT Coordinator to keep a record of staff
locations, rosters etc as appropriate to ensure staff safety and welfare are
being monitored and maintained.

14

If necessary notify the Manager Information and Technology to action the
alternate site.

15

Fill in the Damage Assessment Checklist as often as required to keep a
record of the recovery operations.

16

Monitor those departments not originally designated as ‘critical’ to ensure
the situation has not changed.

17

Review day 1 activities and plan for next day. Notify necessary staff.

18

Manage staff breaks, food and water, and relief staff/rosters if the BCE is
for an extended period.

19

BCMT Executive support to organise catering, accommodation etc for
BCMT and other key staff for the foreseeable future as required.

20

Regularly review and monitor implementation of response strategies and
seek periodic feedback from key personnel. (BCMT Coordinator to keep a
visual record of progress around the control centre on flipcharts).

21

Ensure Director Corporate Services is tracking expenses associated with
management of the BCE and recovery operations.

22

Formally announce termination of the BCE and beginning of recovery
phase to staff and key stakeholders via HR and Communication
Managers.

23

Strategically assess impact and resumption activities.

24

Conduct post-event debrief sessions with all relevant staff and
stakeholders.
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This form is to be used with the Event Details Checklist in the initial stages of a Business Continuity Event.
It can be filled out numerous times through the event to monitor the damage/recovery.
Completed by (Name
and Position):

Date and
Time:

1

Update on event cause and impact

2

ESTIMATED DURATION OF IMPACT

Hours:

Days:

Weeks:

3

DESCRIPTION OF IMPACT TO FACILITIES

4

TIMEFRAMES TO RECOVER FACILITIES WITHOUT USING ALTERNATE SITE(S)

Hours:

Days:

Weeks:

5

WHAT SYSTEMS ARE WORKING AND STABLE

6

WHAT SYSTEMS ARE OFFLINE OR AT RISK OF FAILING
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7
Hours:

TIMEFRAME TO RECOVER
Days:

Weeks:

8

RECOMMENDATIONS TO ACTIVATE FAIL-OVER SOLUTION

9

INVENTORY OF SALVAGEABLE HARDWARE
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To be completed by the BCMT Chief/BCMT Executive Support/Nominated staff member to
help determine the level of response (Incident, Emergency or Business Continuity Event). This
form can be used with the Damage Assessment Checklist.
Completed by
(Name and
Position):

INFORMATION TO
OBTAIN

1

Describe event,
location and cause if
known

2

Estimated impact to
people, structure /
operations / other

3

Identify injured or
missing workers /
people

4

Estimated time of
event

5

Estimated duration of
impact (hours, days,
weeks)

6

Who or what
generated the alert?

7

Identify who can
confirm the
information

8

Description of impact
to facilities
(accessibility, power,
physical damage,
etc)

Date and
Time:

DETAILS
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INFORMATION TO
OBTAIN

9

Timeframes to recover
facilities without using
alternate sites

10

What systems are
working and stable?

11

Which systems are
offline or at risk of
failing?

12

Timeframes for
recovering offline /
failed systems

13

Does down time
exceed Maximum
Allowable Outage
(MAO)?

DETAILS

☐

YES

☐ NO

If YES, notify Director/CEO to consider activation of
BCMT
IF NO, follow relevant procedure to manage event

COMMENTS




Error! Reference source not found.



Error! Reference source not found.



Error! Reference source not found.



Error! Reference source not found.
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BCI 11

Pandemic Response Information Guide

Emergency Contacts
A list of Emergency Contacts has been prepared including all nominated members of the BCMT, their
designated deputies as well as key external services.
A copy of this listing should be held off premises by respective BCMT and members and identified alternates
to enable the listing to be referenced in the event that access is denied to the premises.

Initial BCMT Meeting
The BCMT Director is to call the initial BCMT meeting to obtain more detailed information from the relevant
business areas impacted, including:


Staff



Any associated Emergency Services issues



Building facilities



Public relations/ media



Damage/ security, and



Salvage of building and/or IT equipment.



Review and conformation of delegation of authorities for staff.

Ensure all team members understand their responsibilities and their assigned tasks.
During the meeting information will have been gathered by the various BCMT members to produce an
evaluation of the incident. A formal record of the meeting to be collated by CMT Support person with
particular emphasis on items to be actioned. This record needs to be regularly reviewed and updated as
additional information comes to hand.
The BCMT Director to manage the restoration of business activities in line with the responsibilities defined in
the BCP.

Media Protocols
Due to the nature of the media, the timeliness of reporting in these circumstances is critical. Prompt reporting
to, and liaison with the Business Continuity Management Team is in the best interests in terms of allowing for
the preparation of an appropriate response.

Authority
It is The Barossa Council’s policy that no person other than the Mayor or Chief Executive Officer divulges any
information to the media. This extends to contractors and other service providers and agencies and should
be communicated in any site contractor agreements.
The CEO will determine where practicable in consultation with other senior management and the Mayor
the appropriate communication strategy in the circumstances.
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General Statement to Media in the event of a business interruption event
In the event of a major incident, particularly after-hours, there may be a period of time elapsed before the
designated media spokesperson is in a position to respond to media enquiries. Should any staff member be
approached by media representatives for a comment they are only authorised to make the following
statement :
"I am sorry, but I am not authorised to make any statement at this time. The appropriate
personnel are currently being briefed on the situation and a spokesperson will be available to
talk to you shortly”
There is no such thing as an “off the record” comment.
If you cannot immediately refer the journalist to the CEO, please complete the Media Enquiry Record Form.
Let the journalist know that someone will return their call promptly.
Provide the BCMT Director with the journalist’s details as soon as possible. Also provide any background and
relevant information that you have about the event, including how the journalist came to contact you.
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Responsibility Statements
BCMT Director
Position

BCMT Director

During absence this role will be assumed by
Position
Statement

Staff Position

CEO

Acting CEO

The BCMT Director is responsible for declaring a business continuity event and invoking the BCP.
The BCMT Director is required to oversee and manage all resumption activities.
During a workplace emergency the Chief Warden has authority until the workplace emergency
is resolved and control is returned to the CEO or BCMT Director if the BCP is to be activated.

Knowledge
Requirements

1. High level of organisation activities and service delivery priorities

Responsibilities

The BCMT Director must make decisions as to the best strategy for business resumption based on
information received by other CMT members. This strategy is then translated into an action plan
by the supporting teams.

2. Community, Business and Regulatory contacts

Responsibilities include:


Maintain working knowledge of BCP & relevant Critical Function Sub Plans



Participate in monitor and review activities



Participate in and ensure appropriate levels of training is undertaken

On Activation:


Activate the BCP



Notifying and liaising with stakeholders



Provide the focal point in communication to the staff, media and public



Establishing and chairing all CMT meetings (may delegate)



Authorisation of any detailed restoration plan



Delegate tasks and overseeing resumption activities



Monitor the gathering of business interruption event information



Ensure CEO is briefed as required



Promote the wellbeing and safety of all staff



Liaise with elected body via the Mayor

Date approved
by BCMT
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BCMT Coordinator
Position

BCMT Coordinator

During absence this role will be assumed by

Staff Position

Manager Executive Services

Executive and Project Support Officer, Executive
Services

Position Statement

The BCMT Co-ordinator is required to assist the BCMT Director in the
management of the business resumption activities. The BCMT Co-ordinator
must be familiar with the business continuity plan, Critical function Sub Plans
and team responsibilities.

Knowledge Requirements

1. High level knowledge of overarching BCP
2. Understanding of organisation activities and service delivery priorities
3. High level of internal key contacts and accountabilities

Responsibilities

The BCMT Co-ordinator is required to report to the BCMT on the currency of
individual, and business level continuity plans and activities.
Responsibilities include:


Pre event co-ordination of BCP and Sub plans with relevant owners



Co-ordination of training for BCMT & BCMT SG members



Co-ordination of testing for the Business Continuity Plan



Resourcing of Control Centre

On Activation:


Open Control Centre on direction of BCMT Director



Assisting BCMT Director as required



Notify Insurer and manage the insurance requirements

Media Functions:


Support the Mayor/ CEO to ensure the dedicated media briefing centre is
fit for purpose

Date approved by BCMT
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BCMT Support
Position

BCMT Support

During absence this role will be assumed by

Staff Position

Administration and Technical
Support Officer, Executive Services

Another Officer from Executive Services or Administration
Officer from another Directorate

Position Statement

The BCMT Support is responsible for the smooth functioning of the Control Centre
(if established) and the administrative needs of the BCMT.

Knowledge Requirements

1.

High level of internal key contacts and resource knowledge

2.

High level of administrative functions and arrangements

Responsibilities

Responsibilities include:


Maintain working knowledge of BCP & relevant Critical Function Sub Plans



Maintain high level of administration skills

On Activation:


If required, assist with the set-up of the Control Centre and arranging
stationery, equipment etc



Arrange resources to assist BCMT members (if required)



Making arrangements for all BCMT meetings



Provide general administrative support (including log of all events and
actions, resumption status, BCMT members’ movements etc)



Create and maintain a chronological log of meetings and decisions made

Date approved by BCMT
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BCMT Liaison Officer
Position

BCMT Liaison Officer

During absence this role will be assumed by

Staff Position

Executive and Project Support
Officer, Executive Services

People and Culture Advisor

Position Statement

The BCMT Liaison Officer is required to assist the Mayor, BCMT Director, BCMT
Coordinator in the management of the business resumption activities
including connectivity with media liaison, management team and assist with
governance requirements. The BCMT Liaison Officer must be familiar with the
business continuity plan, Critical function Sub Plans and team responsibilities.

Knowledge Requirements

1. High level knowledge of overarching BCP
2. Understanding of organisation activities and service delivery priorities
3. High level of internal key contacts and accountabilities

Responsibilities

The BCMT Co-ordinator is required to report to the BCMT on the currency of
individual, and business level continuity plans and activities.
Responsibilities include:


Co-ordination of high level administrative support, supporting the drafting
and management of actions arising from the BCMT



Resourcing of Control Centre

On Activation:


Assist in opening the Control Centre on direction of BCMT Director



Assisting BCMT Director as required

Media Functions:


Support the Mayor/ CEO to ensure the dedicated media briefing centre is
fit for purpose

Date approved by BCMT
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BCMT Members
Position

BCMT Members

Staff Positions

Corporate and
Community Services

Director, Works and Engineering
Service

Works and
Engineering Service

Director, Development and
Environmental Services

Development and
Environmental
Services
During absence this role will be assumed by

Director, Corporate and
Community Services

Acting Directors

Position Statement

A successful Business Continuity Management Team (BCMT) relies on expertise
from within the organisation as they are the people that understand the
business processes and related risks. Accordingly, the Executive Team
members are the designated members of the BCMT and charged with
implementing the whole of organisation response. However they still maintain
responsibility for the continuity and recovery actions of their individual business
units. The business unit activities are undertaken by the function managers in
accordance with agreed sub plans.

Knowledge Requirements

1. High level of group activities and service delivery priorities
2. High level knowledge of group critical function sub plans
3. High level knowledge of overarching BCP.

Responsibilities

Responsibilities include:


Maintain working knowledge of BCP & relevant Critical Function Sub Plans



Participate in monitor and review activities



Participate in and ensure appropriate levels of training are undertaken with
Critical Function Sub Plan Managers

On Activation:


Operate as a member of the BCMT



Ascertain the impact on business unit activities and report to BCMT



Co-ordination of business unit Critical Function Sub Plan implementation as
required



Monitoring implementation against the Business Continuity Plan



Maintaining information and report on costs to BCMT



Maintain communications with staff

Date approved by BCMT
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Business Continuity Instructions (BCI)
Instruction Title


BCI 1

Emergency Contacts - Internal




To be used by BCMT Director/BCMT Coordinator upon activation of Business Continuity Planning.

Business Continuity Management Team
BCMT Position

Staff Position

Contact
Details

Alternate Staff
Position

Contact
Details

BCMT Director

CEO

0418 787 886

Acting CEO

See Relevant
Director Details

BCMT
Coordinator

Manager Executive
Services

0418 483 722

Executive and
Project Support
Officer,
Executive
Services

0419817753

BCMT Support

Administration &
Technical Support
Officer

08 8563 8394

Another Officer
from Executive
Services or
Administration
Officer from
another
Directorate

TBA

BCMT Liaison
Officer

Executive and
Project Support
Officer, Executive
Services

0419817753

People and
Culture Advisor

TBA

BCMT Member

Director Works&
Engineering

0412 836 732

Acting Director

TBA

BCMT Member

Director Corporate
& Community
Services

0400 772 166

Acting Director

TBA

BCMT Member

Director
Development &
Environmental
Services

0418 221 470

Acting Director

TBA
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Business Continuity Support Group
Organisational Managers Group

Functional Leads

Staff Position

Contact
Details

Alternate Staff
Position

Contact Details

Manager Operations

0477 005 392

Coordinator Customer
Support

TBA

Manager Knowledge &
Technology Services

0417 085 625

Coordinator Community
Wastewater
Management Systems

0400 994 342

Manager Regulatory
Services

0417 878 007

Coordinator Community
Transport and Home
Assist

0439 644 414

Manager Tourism
Services

0400 996 575

Coordinator
Volunteering Services

0417 503 243

Manager Community
and Culture

0409 355 835

Coordinator Depot
Operations

0429 699 901

Manager Development
Services

0417 089 342

ICT System Administrator

0439 701 777

Manager Financial
Services

0417 843 579

Communications &
Engagement Officer 1

0408 837 776

Manager Health Services

0408 806 220

Communications &
Engagement Officer 2

0402 665 110

Manager Engineering
Services

0408 811 837

Manager Customer,
Library and Heritage
Services

0407688 995

Manager Community
Projects

0409 355 835
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To be used by BCMT Director/BCMT Coordinator upon activation of Business Continuity Sub-Plans.

Business Continuity Sub Plan 1 – Pandemic Key External Contacts

SERVICE

COMPANY

CONTACT DETAILS

Local Government
Functional Support Group

Local Government
Association

0429 451 891

LGRS Member Centre

Local Government Risk
Services

https://www.lgrs.com.au/home/landing

South Australian Health
Advice

SA Health

https://www.sahealth.sa.gov.au/

Commonwealth Health
Alerts, Status and Media
Releases

Australian Government
Department of Health

https://www.health.gov.au/news/healthalerts

Advice for Employers
During Pandemic

Safe Work Australia

https://www.safeworkaustralia.gov.au/

Notifiable Incident
Reporting

Safe Work SA

1300 365 255

Pandemic Guidance &
World Status Updates

World Health
Organisation

https://www.who.int/

Law and Order

SA Police

131 444

scott.loechel@lga.sa.gov.au

https://www.safework.sa.gov.au/

https://www.police.sa.gov.au/
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Initial BCMT Meeting
The BCMT Director is to call the initial BCMT meeting to obtain more detailed information from the
relevant business areas impacted, including:

Staff

Any associated Emergency Services issues

Building facilities

Public relations/ media

Damage/ security, and

Salvage of building and/ or IT equipment.
During the meeting information will have been gathered by the various BCMT members to produce
an evaluation of the incident. A formal record of the meeting to be collated by BCMT Support person
with particular emphasis on items to be actioned. This record needs to be regularly reviewed and
updated as additional information comes to hand.
Other Issues for consideration include

Scheduling of site visit

Identification of affected departments

Public notification

Schedule of staff meetings

Development of initial plan for operations (short term)

Allocation of temporary work locations
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Business Continuity Management Team
Meeting Agenda & Minutes
Time & Date:
Location:
4. Attendees/Apologies
Attendees

Apologies

5. Agenda Items

Item
6.

Description
-

7.

-

8.

-

9.

-

10.

-

Officer

6. Action Items

Item
6.

Description
-

7.

-

8.

-

9.

-

10.

-

Officer
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BUSINESS CONTINUITY – MEDIA ENQUIRY RECORD FORM
Taken by:

Issue:

Date:

Time of Call:

Journalist Name:

Contact Number:

Media Outlet:

Deadline:

Publication date:

Question:

Taken by:

Issue:

Response by:

Position in The
Barossa Council:
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BUSINESS CONTINUITY – MEDIA ENQUIRY RECORD FORM

Response:

Date:

Time:

80

On (insert day and date) at approximately (insert time) Council experienced a business
interruption event (describe event) as a result of this event the following services are
currently impaired:





Rates
Water & Sewer
Roads
Community Services

Services that are not impacted by the business interruption include:





Libraries
Swimming pools
Meals on wheels
etc

Workarounds are currently being put in place in line with Council’s Business Continuity
Strategy.
Council will advise the community via the media once service delivery strategies have been
confirmed.
Councils contact number remains (insert number) and will be manned from (insert times)
until further notice.

Issued by

Chief Executive Officer
Council Name
(Time)
(Date)
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Indications from Telstra are that clients will need to provide the following information to
effect a redirection on phone numbers.
 Company name
 ABN
 Billing Address
 Redirection numbers.
Only Authorised council account holders will be able to authorise effect and will need to
be pre authorised.
Emergency Redirections can be obtained with the above information by calling 13 22 55
Telstra Corporate Faults.
The following may be used to confirm your requirements with Telstra:

(Date)
(Council)
(Address)
(Town State Post Code)
The Manager
Telephone Redirections
Dear Sir/ Madam
The Council Name is in the process of activating its Business Continuity Plan in response to a
business interruption event.
This fax is to request in writing Telstra immediately redirect the current Council Name (insert
council number) to (insert alternate site name and number).
Council will inform Telstra again in writing when a change to this arrangement is required.
If you need clarification or to speak to a Council Representative please call (insert Mobile
Number of CMT member).
Issued by

Chief Executive Officer
Council Name
(Time)
(Date)
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Business Continuity Coordination Centre
Element

Issues to be addressed

Actions Required

Location of BCCC

The location of The Barossa Council Coordination
Centre is the Nuriootpa Administration Building,
43 – 51 Tanunda Road, Nuriootpa providing that
the building is not subject to the interruption
event

Alternate Location of
BCCC

Tanunda Depot, 20 – 22 Walden Street, Tanunda

Diagram of BCCC
Provisions of
telecommunications
facilities
Provision of internet
facilities
Emergency power
requirements
See Responsibility Statements for nominated
positions
Management and
staffing



BCMT Director



BCMT Member



BCMT Coordinator



BCMT Support

Security
Media
Initial level of
activation
Stages of Operation
Activation
Information Board required in BCCC
Current Operations Display Board, showing all
tasks currently being carried out

Information Displays

Contacts Display Board Used to display
important contact telephone and fax numbers in
regular use
Resources Allocation Board Showing resources
location, resources committed and resources
available
Staff Rosters for longer or protracted use of the
BCCC
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Element

Issues to be addressed

Actions Required

Timing Details recording of Briefing, meetings
Situation Report etc
Media Releases Copies of publicly released
materials
Plans and Documents

Hard and soft copies of BCP, including Critical
Function Sub Plans

Administration

Stationary Equipment list to be developed by the
CMT coordinator

Extended Operations

Staff Roster to be developed if protracted use of
the BCCC is expected
Suitable briefing timing sessions to be identified
by the BCMT

Briefing Sessions



Staff



Media



Community



Elected Members

Stand down of the BCCC will be at the discretion
of the BCMT Director
Stages of Operation
stand down

Forms

A stand down of the coordination centre may be
a gradual phasing down over a period of time or
it may be immediate cessation of the operation
BCMT Coordinator to identify suitable forms to be
used to collect and record information within the
BCCC

Date approved by
BCMT
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To be used by BCMT Chief/BCMT Executive Support upon activation of Business Continuity
Planning.
COMPLETED
/
COMMENTS

TASK

1

Time that Business Continuity Planning was officially activated:

2

Name of staff Member who made the notification of the incident:

3

Allocate a staff member to fill out the Damage Assessment Checklist and
to keep filling it out periodically for regular updates.

4

Notify the BCMT Coordinator to organise a suitable location for the
Business Continuity Control Centre (BCCC) and notify BCMT Members of
location of BCCC.

5

BCMT Executive Support to ensure all records/notes are taken, dated and
timed.

6

At first meeting of the BCMT, analyse extent of damage and determine
appropriate response strategies. Do police or 000 need to be notified?

7

BCMT Coordinator to keep visual record of key decisions, strategies and
scheduled updates on flipchart. Remind BCMT and keep them on track.

8

Determine level of security required to be established at affected
location/s.

9

Advise Communications Manager of the frequency of updates between
Sub Plan Owners, the BCMT, and other key stakeholders. BCMT Chief and
Communications Manager to periodically review briefing frequency.

10

Ensure Communications Manager has updated the Mayor and
Councillors and has scheduled periodic briefings to key
staff/media/stakeholders. (BCMT Coordinator to keep a record of briefing
frequency and remind the BCMT as briefings are approaching).

11

Cancel/postpone any scheduled meetings as required.

12

Maintain clear and constant communication with staff. May use SMS alert,
email, public address systems, walk around, Visual Display Boards etc.
depending on the situation.
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COMPLETED
/
COMMENTS

TASK

13

Coordinator Risk & Safety/BCMT Coordinator to keep a record of staff
locations, rosters etc as appropriate to ensure staff safety and welfare are
being monitored and maintained.

14

If necessary notify the Manager Information and Technology to action the
alternate site.

15

Fill in the Damage Assessment Checklist as often as required to keep a
record of the recovery operations.

16

Monitor those departments not originally designated as ‘critical’ to ensure
the situation has not changed.

17

Review day 1 activities and plan for next day. Notify necessary staff.

18

Manage staff breaks, food and water, and relief staff/rosters if the BCE is
for an extended period.

19

BCMT Executive support to organise catering, accommodation etc for
BCMT and other key staff for the foreseeable future as required.

20

Regularly review and monitor implementation of response strategies and
seek periodic feedback from key personnel. (BCMT Coordinator to keep a
visual record of progress around the control centre on flipcharts).

21

Ensure Director Corporate Services is tracking expenses associated with
management of the BCE and recovery operations.

22

Formally announce termination of the BCE and beginning of recovery
phase to staff and key stakeholders via HR and Communication
Managers.

23

Strategically assess impact and resumption activities.

24

Conduct post-event debrief sessions with all relevant staff and
stakeholders.
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This form is to be used with the Event Details Checklist in the initial stages of a Business Continuity Event.
It can be filled out numerous times through the event to monitor the damage/recovery.
Completed by (Name
and Position):

Date and
Time:

1

Update on event cause and impact

2

ESTIMATED DURATION OF IMPACT

Hours:

Days:

Weeks:

3

DESCRIPTION OF IMPACT TO FACILITIES

4

TIMEFRAMES TO RECOVER FACILITIES WITHOUT USING ALTERNATE SITE(S)

Hours:

Days:

Weeks:

5

WHAT SYSTEMS ARE WORKING AND STABLE

6

WHAT SYSTEMS ARE OFFLINE OR AT RISK OF FAILING
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7
Hours:

TIMEFRAME TO RECOVER
Days:

Weeks:

8

RECOMMENDATIONS TO ACTIVATE FAIL-OVER SOLUTION

9

INVENTORY OF SALVAGEABLE HARDWARE
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89

To be completed by the BCMT Chief/BCMT Executive Support/Nominated staff member to help
determine the level of response (Incident, Emergency or Business Continuity Event). This form can
be used with the Damage Assessment Checklist.
Completed by
(Name and
Position):

INFORMATION TO
OBTAIN

1

Describe event,
location and cause if
known

2

Estimated impact to
people, structure /
operations / other

3

Identify injured or
missing workers /
people

4

Estimated time of
event

5

Estimated duration of
impact (hours, days,
weeks)

6

Who or what
generated the alert?

7

Identify who can
confirm the
information

8

Description of impact
to facilities
(accessibility, power,
physical damage,
etc)

9

Timeframes to recover
facilities without using
alternate sites

Date and
Time:

DETAILS
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INFORMATION TO
OBTAIN

10

What systems are
working and stable?

11

Which systems are
offline or at risk of
failing?

12

Timeframes for
recovering offline /
failed systems

13

Does down time
exceed Maximum
Allowable Outage
(MAO)?

DETAILS

☐

YES

☐ NO

If YES, notify Director/CEO to consider activation of
BCMT
IF NO, follow relevant procedure to manage event

COMMENTS




Error! Reference source not found.



Error! Reference source not found.



Error! Reference source not found.



Error! Reference source not found.



BCI 11

Pandemic Response Information Guide
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To be used by BCMT Director/BCMT Coordinator upon activation of Business Continuity
Planning.

Business Continuity Management Team
BCMT Position

Staff Position

Contact
Details

Alternate Staff
Position

Contact
Details

BCMT Director

CEO

0418 787 886

Acting CEO

See Relevant
Director Details

BCMT
Coordinator

Manager Executive
Services

0418 483 722

Executive and
Project Support
Officer,
Executive
Services

0419817753

BCMT Support

Administration &
Technical Support
Officer

08 8563 8394

Another Officer
from Executive
Services or
Administration
Officer from
another
Directorate

TBA

BCMT Liaison
Officer

Executive and
Project Support
Officer, Executive
Services

0419817753

People and
Culture Advisor

TBA

BCMT Member

Director Works&
Engineering

0412 836 732

Acting Director

TBA

BCMT Member

Director Corporate
& Community
Services

0400 772 166

Acting Director

TBA

BCMT Member

Director
Development &
Environmental
Services

0418 221 470

Acting Director

TBA
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Business Continuity Support Group
Organisational Managers Group

Functional Leads

Staff Position

Contact
Details

Alternate Staff
Position

Contact Details

Manager Operations

0477 005 392

Coordinator Customer
Support

TBA

Manager Knowledge &
Technology Services

0417 085 625

Coordinator Community
Wastewater
Management Systems

0400 994 342

Manager Regulatory
Services

0417 878 007

Coordinator Community
Transport and Home
Assist

0439 644 414

Manager Tourism
Services

0400 996 575

Coordinator
Volunteering Services

0417 503 243

Manager Community
and Culture

0409 355 835

Coordinator Depot
Operations

0429 699 901

Manager Development
Services

0417 089 342

ICT System Administrator

0439 701 777

Manager Financial
Services

0417 843 579

Communications &
Engagement Officer 1

0408 837 776

Manager Health Services

0408 806 220

Communications &
Engagement Officer 2

0402 665 110

Manager Engineering
Services

0408 811 837

Manager Customer,
Library and Heritage
Services

0407688 995

Manager Community
Projects

0409 355 835
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To be used by BCMT Director/BCMT Coordinator upon activation of Business Continuity SubPlans.

Business Continuity Sub Plan 1 – Pandemic Key External Contacts

SERVICE

COMPANY

CONTACT DETAILS

Local Government
Functional Support Group

Local Government
Association

0429 451 891

LGRS Member Centre

Local Government Risk
Services

https://www.lgrs.com.au/home/landing

South Australian Health
Advice

SA Health

https://www.sahealth.sa.gov.au/

Commonwealth Health
Alerts, Status and Media
Releases

Australian Government
Department of Health

https://www.health.gov.au/news/healthalerts

Advice for Employers
During Pandemic

Safe Work Australia

https://www.safeworkaustralia.gov.au/

Notifiable Incident
Reporting

Safe Work SA

1300 365 255

Pandemic Guidance &
World Status Updates

World Health
Organisation

https://www.who.int/

Law and Order

SA Police

131 444

scott.loechel@lga.sa.gov.au

https://www.safework.sa.gov.au/

https://www.police.sa.gov.au/
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Initial BCMT Meeting
The BCMT Director is to call the initial BCMT meeting to obtain more detailed information from the
relevant business areas impacted, including:

Staff

Any associated Emergency Services issues

Building facilities

Public relations/ media

Damage/ security, and

Salvage of building and/ or IT equipment.
During the meeting information will have been gathered by the various BCMT members to produce
an evaluation of the incident. A formal record of the meeting to be collated by BCMT Support person
with particular emphasis on items to be actioned. This record needs to be regularly reviewed and
updated as additional information comes to hand.
Other Issues for consideration include

Scheduling of site visit

Identification of affected departments

Public notification

Schedule of staff meetings

Development of initial plan for operations (short term)

Allocation of temporary work locations
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Business Continuity Management Team
Meeting Agenda & Minutes
Time & Date:
Location:
7. Attendees/Apologies
Attendees

Apologies

8. Agenda Items

Item
11.

Description
-

12.

-

13.

-

14.

-

15.

-

Officer

9. Action Items

Item
11.

Description
-

12.

-

13.

-

14.

-

15.

-

Officer
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BUSINESS CONTINUITY – MEDIA ENQUIRY RECORD FORM
Taken by:

Issue:

Date:

Time of Call:

Journalist Name:

Contact Number:

Media Outlet:

Deadline:

Publication date:

Question:

Taken by:

Issue:

Response by:

Position in The
Barossa Council:
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BUSINESS CONTINUITY – MEDIA ENQUIRY RECORD FORM

Response:

Date:

Time:

98

On (insert day and date) at approximately (insert time) Council experienced a business
interruption event (describe event) as a result of this event the following services are
currently impaired:





Rates
Water & Sewer
Roads
Community Services

Services that are not impacted by the business interruption include:





Libraries
Swimming pools
Meals on wheels
etc

Workarounds are currently being put in place in line with Council’s Business Continuity
Strategy.
Council will advise the community via the media once service delivery strategies have been
confirmed.
Councils contact number remains (insert number) and will be manned from (insert times)
until further notice.

Issued by

Chief Executive Officer
Council Name
(Time)
(Date)
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Indications from Telstra are that clients will need to provide the following information to
effect a redirection on phone numbers.
 Company name
 ABN
 Billing Address
 Redirection numbers.
Only Authorised council account holders will be able to authorise effect and will need to
be pre authorised.
Emergency Redirections can be obtained with the above information by calling 13 22 55
Telstra Corporate Faults.
The following may be used to confirm your requirements with Telstra:

(Date)
(Council)
(Address)
(Town State Post Code)
The Manager
Telephone Redirections
Dear Sir/ Madam
The Council Name is in the process of activating its Business Continuity Plan in response to a
business interruption event.
This fax is to request in writing Telstra immediately redirect the current Council Name (insert
council number) to (insert alternate site name and number).
Council will inform Telstra again in writing when a change to this arrangement is required.
If you need clarification or to speak to a Council Representative please call (insert Mobile
Number of CMT member).
Issued by

Chief Executive Officer
Council Name
(Time)
(Date)
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Business Continuity Coordination Centre
Element

Issues to be addressed

Actions Required

Location of BCCC

The location of The Barossa Council Coordination
Centre is the Nuriootpa Administration Building,
43 – 51 Tanunda Road, Nuriootpa providing that
the building is not subject to the interruption
event

Alternate Location of
BCCC

Tanunda Depot, 20 – 22 Walden Street, Tanunda

Diagram of BCCC
Provisions of
telecommunications
facilities
Provision of internet
facilities
Emergency power
requirements
See Responsibility Statements for nominated
positions
Management and
staffing



BCMT Director



BCMT Member



BCMT Coordinator



BCMT Support

Security
Media
Initial level of
activation
Stages of Operation
Activation
Information Board required in BCCC
Current Operations Display Board, showing all
tasks currently being carried out

Information Displays

Contacts Display Board Used to display
important contact telephone and fax numbers in
regular use
Resources Allocation Board Showing resources
location, resources committed and resources
available
Staff Rosters for longer or protracted use of the
BCCC
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Element

Issues to be addressed

Actions Required

Timing Details recording of Briefing, meetings
Situation Report etc
Media Releases Copies of publicly released
materials
Plans and Documents

Hard and soft copies of BCP, including Critical
Function Sub Plans

Administration

Stationary Equipment list to be developed by the
CMT coordinator

Extended Operations

Staff Roster to be developed if protracted use of
the BCCC is expected
Suitable briefing timing sessions to be identified
by the BCMT

Briefing Sessions



Staff



Media



Community



Elected Members

Stand down of the BCCC will be at the discretion
of the BCMT Director
Stages of Operation
stand down

Forms

A stand down of the coordination centre may be
a gradual phasing down over a period of time or
it may be immediate cessation of the operation
BCMT Coordinator to identify suitable forms to be
used to collect and record information within the
BCCC

Date approved by
BCMT
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To be used by BCMT Chief/BCMT Executive Support upon activation of Business Continuity
Planning.
COMPLETED
/
COMMENTS

TASK

1

Time that Business Continuity Planning was officially activated:

2

Name of staff Member who made the notification of the incident:

3

Allocate a staff member to fill out the Damage Assessment Checklist and
to keep filling it out periodically for regular updates.

4

Notify the BCMT Coordinator to organise a suitable location for the
Business Continuity Control Centre (BCCC) and notify BCMT Members of
location of BCCC.

5

BCMT Executive Support to ensure all records/notes are taken, dated and
timed.

6

At first meeting of the BCMT, analyse extent of damage and determine
appropriate response strategies. Do police or 000 need to be notified?

7

BCMT Coordinator to keep visual record of key decisions, strategies and
scheduled updates on flipchart. Remind BCMT and keep them on track.

8

Determine level of security required to be established at affected
location/s.

9

Advise Communications Manager of the frequency of updates between
Sub Plan Owners, the BCMT, and other key stakeholders. BCMT Chief and
Communications Manager to periodically review briefing frequency.

10

Ensure Communications Manager has updated the Mayor and
Councillors and has scheduled periodic briefings to key
staff/media/stakeholders. (BCMT Coordinator to keep a record of briefing
frequency and remind the BCMT as briefings are approaching).

11

Cancel/postpone any scheduled meetings as required.

12

Maintain clear and constant communication with staff. May use SMS alert,
email, public address systems, walk around, Visual Display Boards etc.
depending on the situation.
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COMPLETED
/
COMMENTS

TASK

13

Coordinator Risk & Safety/BCMT Coordinator to keep a record of staff
locations, rosters etc as appropriate to ensure staff safety and welfare are
being monitored and maintained.

14

If necessary notify the Manager Information and Technology to action the
alternate site.

15

Fill in the Damage Assessment Checklist as often as required to keep a
record of the recovery operations.

16

Monitor those departments not originally designated as ‘critical’ to ensure
the situation has not changed.

17

Review day 1 activities and plan for next day. Notify necessary staff.

18

Manage staff breaks, food and water, and relief staff/rosters if the BCE is
for an extended period.

19

BCMT Executive support to organise catering, accommodation etc for
BCMT and other key staff for the foreseeable future as required.

20

Regularly review and monitor implementation of response strategies and
seek periodic feedback from key personnel. (BCMT Coordinator to keep a
visual record of progress around the control centre on flipcharts).

21

Ensure Director Corporate Services is tracking expenses associated with
management of the BCE and recovery operations.

22

Formally announce termination of the BCE and beginning of recovery
phase to staff and key stakeholders via HR and Communication
Managers.

23

Strategically assess impact and resumption activities.

24

Conduct post-event debrief sessions with all relevant staff and
stakeholders.
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This form is to be used with the Event Details Checklist in the initial stages of a Business Continuity Event.
It can be filled out numerous times through the event to monitor the damage/recovery.
Completed by (Name
and Position):

Date and
Time:

1

Update on event cause and impact

2

ESTIMATED DURATION OF IMPACT

Hours:

Days:

Weeks:

3

DESCRIPTION OF IMPACT TO FACILITIES

4

TIMEFRAMES TO RECOVER FACILITIES WITHOUT USING ALTERNATE SITE(S)

Hours:

Days:

Weeks:

5

WHAT SYSTEMS ARE WORKING AND STABLE

6

WHAT SYSTEMS ARE OFFLINE OR AT RISK OF FAILING
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7
Hours:

TIMEFRAME TO RECOVER
Days:

Weeks:

8

RECOMMENDATIONS TO ACTIVATE FAIL-OVER SOLUTION

9

INVENTORY OF SALVAGEABLE HARDWARE
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To be completed by the BCMT Chief/BCMT Executive Support/Nominated staff member to
help determine the level of response (Incident, Emergency or Business Continuity Event). This
form can be used with the Damage Assessment Checklist.
Completed by
(Name and
Position):

INFORMATION TO
OBTAIN

1

Describe event,
location and cause if
known

2

Estimated impact to
people, structure /
operations / other

3

Identify injured or
missing workers /
people

4

Estimated time of
event

5

Estimated duration of
impact (hours, days,
weeks)

6

Who or what
generated the alert?

7

Identify who can
confirm the
information

8

Description of impact
to facilities
(accessibility, power,
physical damage,
etc)

Date and
Time:

DETAILS
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INFORMATION TO
OBTAIN

9

Timeframes to recover
facilities without using
alternate sites

10

What systems are
working and stable?

11

Which systems are
offline or at risk of
failing?

12

Timeframes for
recovering offline /
failed systems

13

Does down time
exceed Maximum
Allowable Outage
(MAO)?

DETAILS

☐

YES

☐ NO

If YES, notify Director/CEO to consider activation of
BCMT
IF NO, follow relevant procedure to manage event

COMMENTS
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BCI 11 Pandemic Response Information
Guide
If a pandemic of any description was to eventuate within any local government area, it is
probable that state level disaster plans would be activated, these plans are separate to Business
Continuity Plans and have a community response focus.
Currently it is a requirement of the National Action Plan for Human Influenza Pandemic for all local
government authorities to have in place a Business Continuity Plan.
The Barossa Council BCP model places the importance on identifying what functions are critical
to the business in delivering it objectives, identifying likely failure scenarios (Pandemic, loss of IT
etc) for those critical business functions and then developing plans to ensure the continuity of
those critical functions.
A pandemic event occurring may result in the failure scenario occurring “loss of critical staff”. It is
the impact of that loss scenario that the business continuity plan is design to respond to.

National, State & Local Pandemic Planning Matrix
National Action Plan
for Human Influenza Pandemic

Commonwealth
Government
Action Plan for
Influenza
Pandemic

Australian Health
Management Plan for
Pandemic Influenza

Commonwealth
Disaster Response
Plan

Other
Commonwealth
Plans



Australian
Veterinary
Emergency Plan



National Response Plan
for
Mass
Casualty
Incidents
Involving
Australians Overseas



State and Territory
influenza pandemic
plans
(including health
plans)

State and Territory
emergency
management plans

Other State and
Territory plans

National Food Chain
Continuity
Plan
–
Pandemic

KEY



Other national plans

Commonwealth
District & Local
emergency
management
plans

State/ Territory
National
Local Government
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Council
Business
Continuity
Plan

Council
Business IT
Disaster
Recovery Plan

Phases of Human Influenza Pandemic

PREVENTION AND PREPAREDNESS

Global
phase

1

Description of phase

AHMPPI 2008

AUS 0

No circulating animal influenza subtypes in
Australia that have caused human disease

Australian phases

Overseas
1

Animal infection overseas: the risk of human
infection or disease is considered low

Australian
phase

AUS 1

2

Overseas
2
AUS 2
Overseas
3

3

RESPONSE

RECOVERY
RECOVER

Animal infection overseas: substantial risk of human
disease
Animal infection in Australia: substantial risk of
human disease
Human infection overseas with new subtype/s but
no human to human spread or at most rare
instances of spread to a close contact

AUS 3

Human infection in Australia with new subtype/s
but no human to human spread or at most rare
instances of spread to a close contact

Overseas
4

Human infection overseas: small cluster/s
consistent with limited human to human
transmission, spread highly localised, suggesting
the virus is not well adapted to humans

AUS 4

Human infection in Australia: small cluster/s
consistent with limited human to human
transmission, spread highly localised, suggesting
the virus is not well adapted to humans

Overseas
5

Human infection overseas: larger cluster/s but
human to human transmission still localised,
suggesting the virus is becoming increasingly
better adapted to humans, but may not yet be
fully adapted (substantial pandemic risk)

AUS 5

Human infection in Australia: larger cluster/s but
human to human transmission still localised,
suggesting the virus is becoming increasingly
better adapted to humans, but may not yet be
fully adapted (substantial pandemic risk)

4

5

6

Animal infection in Australia: the risk of human
infection or disease is considered low

ALERT

DELAY

DELAY

Overseas
6

Pandemic overseas: increased and sustained
transmission in general population

DELAY

AUS 6a

Pandemic in Australia: localised (one area of
country)

CONTAIN

AUS 6b

Pandemic in Australia: widespread

AUS 6c

Pandemic in Australia: subsiding

CONTROL

AUS 6d

Pandemic in Australia: next wave

RECOVER

RECOVERY
Source: National Action Plan April 2009
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SUSTAIN

Recommended Actions for Australian Businesses
Aus
Phase

Description of phase

Recommended Actions for Australian Businesses

Aus 4

Human infection in
Australia: Smaller cluster(s)
consistent with limited
human to human
transmission, spread highly
localised, suggesting the
virus is not well adapted to
humans







Consider implementing remote work arrangements
Consider suspending all overseas/interstate travel
Purchase health and safety consumables such as
disinfectant, gloves and face masks
Distribute hard copies of staff contact and supplier contact
list
Educate staff that if they get sick and recover, they should
return to work as they will be immune to the disease. If they
believe they are unwell, they should not go to work.
Prepare rosters that have no overlaps and include sufficient
time for disinfecting the area before the new shift arrives
Encourage staff to eat at their desks and stagger breaks to
prevent groups meeting in the break rooms
Provide staff with details of the location of fever clinics,
designated influenza hospitals, infection control guidelines,
the hotline for influenza and other relevant information
Exercise the Business Continuity Plan examine how continuity
will be affected in an environment of high absenteeism
including up to 50% absenteeism, when regions are
quarantined, preventing staff and goods from leaving or
arriving, and when schools are closed and other social
distancing is introduced.
Plan to allow staff to work from home
Plan for ways to increase social distancing in the workplace,
eg video conferencing
Identify the conditions where all but the critical functions
would be suspended
Update company succession plans in case the key staff
succumb
Review insurance policies for pandemic coverage



Activate remote work arrangements



Implement social distancing at work






Cancel all non-essential work
Activate rosters that have no overlaps and include sufficient
time for disinfecting the area before the new shift arrives
Maximise building ventilation
Require staff to wear surgical masks, introduce cough
etiquette and other hygiene measures
Undertake daily temperature checks of staff



Clean phones and all touched surfaces between shifts















Aus 5

Human infection in
Australia: larger cluster(s)
but human to human
transmission still localised,
suggesting the virus is
becoming increasingly
better adapted to humans,
but may not yet be fully
adapted




Aus 6a

Pandemic in Australia:
localised (one area of
country)



Maintain a register of staff who get sick but recover, as they
are immune to the disease.

Aus 6b

Pandemic in Australia:
Widespread




Encourage immune staff to return to work
Maintain contact with all employees and provide situational
updates

Aus 6c

Pandemic in Australia:
Subsided



When vaccine becomes available, organise for all nonimmune staff to be vaccinated as early as practical
Implement plan for the restoration of operations



Adapted from: National Security Briefing Notes May 2009
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SPECIAL COUNCIL MEETING
CORPORATE AND COMMUNITY SERVICES
DIRECTOR’S REPORT
26 MARCH 2020
2.2

DEBATE AGENDA – DIRECTOR CORPORATE AND COMMUNITY SERVICES

2.2.1
BUSINESS CONTINUITY PLANNING – EVENTS ON COMMUNITY AND COUNCIL LAND /
PREMISES
B10833
PURPOSE
To seek Council approval for the cancellation and discontinuation of all events /
bookings of community facilities during the current Coronavirus Pandemic with the
exception of those deemed essential services by the Federal Government.
RECOMMENDATION
That Council:
(1)

Note the current Federal Government requirements and restrictions on nonessential social gatherings and the expected adherence by the whole
Australian community to social distancing requirements to contain and control
the spread of the Coronavirus Pandemic.

(2)

Cancels all existing, non-essential facility bookings on Community and Council
land with immediate effect and instructs Officers to contact those impacted
and refund all associated deposits and payments.

(3)

Notes that fees associated with licence and lease arrangements are the
subject of a separate Agenda Report for this Special Council Meeting.

(4)

Notes the interim strategy of the Corporate Management Team to put a hold
on taking any future non-essential facility bookings on Community and Council
land and approves that approach to suspend all future booking applications
until the Federal Government changes the non-essential social gathering
restrictions.

(5)

Requires Officers to reflect the anticipated revenue impacts in the 2019/20
Quarter 3 Budget Review and 2020/21 draft Budget preparation.

(6)

Notes that the Mount Pleasant Farmers’ Market and the health screening
services booked on Council land are essential services under the current
Federal Government social gathering definitions.
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REPORT
Background
The Federal Government has introduced a series of restrictions on social gatherings
and a range of social distancing measures to contain and reduce the person to
person transmission of Coronavirus and the potential knock on impacts on health
services.
The current restrictions and considerations at the time of compiling this agenda report
are:
• No outdoor events exceeding 500 people with social distancing principles to
be followed (ie 1.5m separation between people).
• Restrictions on all non-essential indoor gatherings of more than 100 people
(including staff).
• An indoor gathering is considered to be any that takes place within a single,
enclosed area, for example, a room or premises substantially enclosed by a
roof and walls. It does not matter if any part of the room is opened or closed,
temporarily or permanently.
• Restrictions of a minimum 4m2 space per person – so for example, in an area
of 100m2 a maximum of 25 people (including any staff) are permitted.
• “Non-essential” is any activity that is not vital.
• Essential activities include those vital to the functioning and wellbeing of the
Country including: public transport, medical and healthcare, pharmacies,
emergency service functions, prisons, courts, parliaments, supermarkets (this
includes outside markets such as farmers’ markets), grocery stores and
shopping centres.
• Office buildings, factories, construction sites, airports and mines are exempt.
• Event organisers are advised by Federal Government that they should
undertake a risk assessment of their event.
• The failure of the broader community to adhere to requirements and take
social distancing measures seriously has been well documented over the last
week leading to a further tightening of restrictions.
• The Federal Government has indicated that the restrictions will apply for at least
6 months.
Advice received via recent SA Health briefings through the Local Government
Association is that the Federal and State Governments will look to Local Government
to monitor compliance with social distancing requirements at social gatherings via,
for example, Environmental Health Officers and to refer non compliances to SAPOL.
Heavy penalties apply for noncompliance. There is the potential that this support will
relate to events on public and private land.
Discussion
Council has bookings for one off, non-essential events on council land including inside
activities in the coming weeks and months and since the progressive implementation
of social distancing requirements, Customer Support and administrative officers have
been in contact with event organisers to get input on which events are proposed to
continue, notwithstanding the advice from government to limit all non-essential
activities.
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Many event organisers have decided to cancel events given the current
circumstances, or the activities automatically breach the thresholds and are not able
to continue.
Other organisers of non-essential events have expressed their intent to continue. There
are instances where the required information to determine whether an event is within
the requirements (including the recommended risk assessment process) is not
forthcoming. There are other instances where events appear to involve attendees
deemed to be at high risk of contraction of the virus (ie 80 birthday celebrations).
Operators of many private event venues and facilities have already moved to cancel
non-essential events such as weddings, funerals and milestone celebrations.
In addition, there are groups that are regular / repeat licensees or lessees of facilities
and some of the bookings for venues such as Lyndoch Town Hall, The Old Union
Chapel, Stockwell Hall continue to be managed by committee volunteers. Not all of
those users have been contacted at this stage. Some of them would be, for example,
dance groups as well as people operating small businesses.
Lessees may also have as part of their Lease agreements, the right to hire out Council
premises without the consent of Council. However, Council’s standard lease
arrangements require that:
The Lessee, at its own cost, must comply with all Statutory Requirements
(including any obligations under the Work Health and Safety Act 2012 (SA)) and
reasonable directives of the Council relating to:
the Lessee's use and occupation of the Premises

and
The Lessee must not do anything which may:
prejudice any insurance of the Premises or the Building
Continuing with events that are outside of the guidance is likely to invalidate insurance
cover.
Officer resources to administer and monitor non-essential events in all these
circumstances are limited and as the potential challenges to maintaining business
continuity for critical activities increase in the coming weeks and months, that
capacity is likely to further diminish. The Corporate Management Team has put a hold
on any new bookings being accepted pending Council determination and the Chief
Executive Officer has responsibility for the continued Work Health and Safety of
employees.
There are currently:
•
•

36 total continuing bookings for the period up to the end of September 2020
that are being administered centrally from the Nuriootpa Office.
6 of these are outdoor events and below the 500 person threshold
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•
•
•
•
•

Circa 18 of these are indoor events estimated to be below the 100 people
threshold and could proceed.
Circa 10 of these are indoor events estimated to be above the 100 threshold
and cannot proceed.
2 bookings are for health related activities on Council land (breast screening
and bone density screening) and are essential services.
Of these bookings 11 are commercial / business or club revenue raising events,
5 of which cannot proceed due to the indoor 100 threshold.
The level of bookings managed via community committee booking
arrangements is not known. Some of these will fall under lease arrangements.

Council is traditionally highly supportive of community organised and focused events
and bookings in community facilities and devotes considerable officer time to assist
their safe and effective set up to promote the social, health and wellbeing benefits
they provide. In times of public health risks such as the current pandemic, Officers are
seeking a determination from Council as to whether the continuation of such events
is safe and appropriate and are recommending that they should cease with
immediate effect.
The other potential issue is that the Federal Government can continue to change the
social gathering thresholds and officers are then having to rework the downstream
impacts on bookings and causes confusion in the community.
In relation to essential events; at this time the only identified activities that fall within
this criteria on Council owned land, are the Mount Pleasant Farmers Market and 2
healthcare screening bookings in the car park of the Tanunda Regional Gallery.
Officers remain in regular contact with the organisers of the Farmers’ Market to keep
updated on the social distancing and hygiene provisions they are implementing. The
operation of the sit down café/catering area has been changed, with all seating
removed and a servery / takeaway approach now in place.
Summary and Conclusion
• The Federal Government has put in place restrictions on social gatherings and
implemented social distancing requirements to contain and control the spread of
the Coronavirus pandemic and the subsequent potential impacts on the public
health system.
• Officers are recommending that all non-essential event and function bookings
and those associated with lease and licence activities at community facilities are
cancelled with immediate effect and no new bookings are taken until the Federal
Government restrictions are reviewed or a further determination is made by
Council.
• The Mount Pleasant Farmers’ Market and health screening services are noted as
essential service activities.
• If the recommendations are supported, Officers will move to contact everyone
that has made bookings as a matter of urgency. Deposits or payments will be
refunded.
ATTACHMENTS OR OTHER SUPPORTING REFERENCES
Nil
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COMMUNITY PLAN / CORPORATE PLAN / LEGISLATIVE REQUIREMENTS
Community Plan
Community and Culture
2.11 Contribute to a safer community
Health and Wellbeing
4.3 Work with emergency services to prepare for disaster management
and recovery.
4.7 Ensure food safety, hygiene and appropriate waste management
standards are maintained.
4.8 Promote a healthy community through a planned approach to public
health.
Business and Employment
5.8 Ensure advice and support for small business is available.

Corporate Plan
2.10 Collaborate with key emergency management stakeholders and provide support for
community safety initiatives.
3.9 Ensure Council facilities and assets are accessible, safe and maintained to an agreed
level of service.
4.1 Deliver and promote health and wellbeing initiatives in line with the Public Health Plan.
4.8 Maintain effective public health standards for the management of communicable
diseases.
4.15 Plan for and where appropriate support response to extreme weather events or disasters
in the region.
6.1 Ensure that the community has access to information regarding the discussions held and
decisions made by Elected Members.
6.5 Implement compliant and contemporary risk management initiatives.
6.16 Provide contemporary internal administrative and business support services in
accordance with mandated legislative standards and good practice principles.

Legislative Requirements
Local Government Act 1999
FINANCIAL, RESOURCE AND RISK MANAGEMENT CONSIDERATIONS
Financial Management
Council budgets for predicted facility hire revenues. The current budgeted revenue
for the 2019/20 financial year is $67,469 with year to date revenue at $25,673 as at
24 March 2020, which includes a small component of deposits and payments for
bookings that have not yet taken place.
The recommended strategy will have an impact of circa $41,800 in lost revenue for
the 2019/20 financial year assuming budgeted revenues were to be achieved.
Whether or not the recommendation is supported, the demand for new bookings is
significantly reduced and a third quarter adjustment to revenue will be required.
The majority of activities will take place outside of core working hours and in most
instances this will require the allocation of time off in lieu or unbudgeted overtime
payments if officers are required to monitor compliance.
Officers are continuing to assess as far as is possible at the present time the overall
impact of the pandemic on Council’s financial position.
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The 2020/21 draft budget will need to take into account reduced booking revenues
given the current situation and whether or not the recommendations are approved.
The Federal Government has indicated that social gathering restrictions will apply for
at least 6 months.
Resource Management
Customer Support Officers and Manager Community Projects administer facility
bookings. The expectation of government is that Environmental Health Officers will
monitor the compliance with social gathering and distancing requirements and
advise SAPOL of non-compliances. The majority of activities will take place outside of
core working hours and in most instances this will require the allocation of time off in
lieu or overtime payments if officers are required to monitor compliance.
As the anticipated business continuity demands increase, this monitoring activity is not
viewed as a critical service as the events are defined as “non-essential”.
Risk Management Considerations
• There is a risk that event organisers will not comply with social distancing practices
in the management of their events or recommendations to carry out risk
assessments and this could impact the local containment of the pandemic. If
events proceed against government emergency and statutory requirements
insurances are unlikely to apply.
• There are potential Work Health and Safety risks arising from the expectation that
Officers will monitor and report non compliances.
• The capacity for Council Officers to monitor and report non compliances is limited.
• There is the potential that people will choose to turn up in a completely
unrestricted informal manner to gather on Community land.
• There are financial risks from lost revenue and increased staff costs.
• The thresholds for social gatherings could be changed again at any time.
COMMUNITY CONSULTATION
There has been no opportunity for consultation given the speed at which restrictions
have been implemented on an incremental basis and the restrictions are
implemented by Federal Government emergency measures authority and outweigh
any other legislative consultation requirements. Officers have contacted all event
and booking organisers to determine their position following the announcement of
restrictions.
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COUNCIL
CORPORATE AND COMMUNITY SERVICES
DIRECTOR’S REPORT
26 MARCH 2020
2.2

DEBATE AGENDA – DIRECTOR CORPORATE AND COMMUNITY SERVICES

2.2.2
LEASE AND LICENCE FEE RELIEF FOR COMMUNITY CLUBS, GROUPS, ORGANISATIONS
USING COMMUNITY FACILITIES
B10833
PURPOSE
The Coronavirus response is impacting our community in many, varied and significant
ways. The purpose of this report is for Council to consider how it can support our
community clubs, groups and organisations with relief from lease and licence fees.
RECOMMENDATION
That Council:
(1)

support community clubs, groups and organisations that have an executed
lease or licence agreement for use of a Council owned community facility (due
to their inability to continue normal operations as a result of the Coronavirus
Pandemic) by waiving lease or licence fees due for the current annual
payment period as detailed in their agreement;

(2)

review the application of lease and licence fees during the development of
the draft budget for 2020/21 taking into account the continuing impact of the
Pandemic.

REPORT
Introduction
Many community clubs, groups and organisations (Users) have arrangements to hire
Council facilities for their operations. There are various structures to define this usage,
through the Event Management Policy and approval process and also through the
Lease and Licence Policy for those Users that have regular, more formal usage
requirements.
A separate report is tabled in this agenda at 2.2.1 for the consideration of one off
events on Council land in Council facilities.
Discussion
As the restriction measures for the response to the Coronavirus has increased, Officers
have communicated those increasing restrictions to Users of community facilities. It is
noted that some Users, such as football, netball and cricket clubs, implemented their
own restrictions at the recommendation of their peak associations and have now
resulted in suspension of their seasons.
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Some of the Users have responded to notifications with the request for Council to
consider reducing and / or waiving their lease or licence fees, stating that the impact
of not operating and receiving normal income levels is significant and of concern to
their financial viability.
Budget and actual (year to date) fees from lease and licence agreements are shown
in the following table. It is important to note that these figures are not complete as
Officers are continuing to improve the Lease and Licence processes which will result
in modest additional revenue to still be budgeted and proactively managed as more
Users transition to formal agreements. The following facilities are still managed by
volunteer booking officers and we are progressively working with them to improve
processes and centrally manage user agreements.
• Lyndoch Hall
• Williamstown Hall
• Old Union Chapel
Actual Fees Year to Date

Facility

Budget Full Year

006 - Facilities with Agreement

$227

$227

038 - Outdoor Sporting facilities - Misc

$423

$540

040 - Gowers Reserve

$396

$455

185 - Hall - Angaston

$4,036

$2,500

187 - Hall - Moculta

$1,311

$840

189 - Hall - Nuriootpa

$2,318

$2,000

190 - Hall - Rowland Flat

$264

$0

191 - Hall - Stockwell

$200

$0

192 - Hall - Williamstown

$736

$0

194 - Hall - Mt Pleasant

$3,309

$0

205 - Rec Park - Angas Rec Park

$3,355

$2,700

206 - Rec Park - Curdnatta (Sandy Creek)

$2,500

$1,185

$265

$300

208 - Rec Park - Stockwell

$4,718

$1,870

210 - Rec Park - Talunga (Mt Pleasant)

$5,945

$8,000

211 - Rec Park - Tanunda

207 - Rec Park - Moculta

$1,000

$3,000

212 - Rec Park - Murray Res (Eden Valley)

$400

$0

213 - Rec Park - Williamstown

$400

$2,800

$0

$505

594 - Hall - CWA Tanunda

$9,164

$10,000

639 - Rec Park - Lyndoch

$1,777

$1,000

$42,746

$37,922

420 - Outdoor Hockey Facility - Stockwell

On average, community football club fees are approximately $2,500, the next highest
fees are community markets and then commercial businesses such as pilates and
fitness instructors. Netball and cricket club fees are on average $850 and hockey
clubs, around $500.
Without the ability for the Users to generate income through player registration, bar
and canteen sales, or participation in group fitness businesses, our community clubs,
groups and organisations have a limited ability to survive the impact of the
Coronavirus and continue providing their valuable services and participation
outcomes to the community into the future.
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Some Users will have prepaid their annual fees in advance, and some paid in arrears.
To provide a consistent level of support for all Users, it is recommended to waive or
refund a full annual fee allocation for each club, group or organisation that is unable
to continue its normal operations due to the Coronavirus.
There are a total of 39 Users (12 Leases, 24 Licences and 3 Land Only Leases) with
agreements that are currently in negotiation, in various stages. Officers continue to
correspond with those groups; however it is noted that there are a significant number
of agreements that Officers continue to have difficulty in engaging response. It is
therefore recommend that to be eligible for the waiving or refunding of fees, those
negotiations should be finalised and agreements executed.
In addition to lease or licence fees some groups have to fund other operational costs
associated with the facility ie utility costs although these may be reduced due to
limited use of facilities. It is proposed that Council should support associations and
groups in conjunction with the Local Government Association and other peak bodies
to lobby for reductions or rebates in charging the sector for these costs but it is not
proposed to include a waiver for allocation of costs for these items.
Summary and Conclusion
Restrictions due to the Coronavirus have a significant impact on our community clubs,
groups and organisations. To support them, Council is requested to consider the
waiving or refunding of their full annual fee for 2020 for Users with current lease or
licence agreements.
ATTACHMENTS OR OTHER SUPPORTING REFERENCES
None
COMMUNITY PLAN / CORPORATE PLAN / LEGISLATIVE REQUIREMENTS
Community Plan
Community and Culture
2.12 Contribute to a safer community
2.4 Encourage and support volunteering in the community.
2.6 Support a vibrant and growing arts, cultural, heritage and event sector.
Health and Wellbeing
4.3 Work with emergency services to prepare for disaster management
and recovery.
4.4 Support sporting, recreational and community clubs and organisations
to grow and be sustainable.
4.7 Ensure food safety, hygiene and appropriate waste management
standards are maintained.
4.8 Promote a healthy community through a planned approach to public
health.
Business and Employment
5.8 Ensure advice and support for small business is available.

Corporate Plan
2.10 Collaborate with key emergency management stakeholders and provide support for
community safety initiatives.
3.9 Ensure Council facilities and assets are accessible, safe and maintained to an agreed
level of service.
4.1 Deliver and promote health and wellbeing initiatives in line with the Public Health Plan.
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4.8 Maintain effective public health standards for the management of communicable
diseases.
4.15 Plan for and where appropriate support response to extreme weather events or disasters
in the region.
6.1 Ensure that the community has access to information regarding the discussions held and
decisions made by Elected Members.
6.5 Implement compliant and contemporary risk management initiatives.
6.16 Provide contemporary internal administrative and business support services in
accordance with mandated legislative standards and good practice principles.

Legislative Requirements
Local Government Act 1999
FINANCIAL, RESOURCE AND RISK MANAGEMENT CONSIDERATIONS
Financial Management
Council budget and actual figures are covered in the report. Community clubs,
groups and organisations are at various stages of User Agreement status and
therefore are on different schedules for fee invoicing and payment.
The recommended strategy will have an impact of circa $45,000 lost revenue.
Officers are continuing to assess as far as is possible at the present time, the overall
impact of the pandemic on Council’s financial position.
The 2020/21 draft budget will need to take into account reduced User fees should the
recommendation be supported. The Federal Government has indicated that social
gathering restrictions will apply for at least 6 months.
Resource Management
Manager Community Projects and Corporate and Community Services
Administration Officer administer User Agreements and will notify all Users of Council’s
position.
Risk Management Considerations
• Should Council not support Users with relief from lease and/or licence fees, there is
an increased risk that those Users may struggle to survive through impacts of the
pandemic. Relief from fees will assist with the support for our Users to survive the
next 6 months and focus their efforts on the recovery process and provide their
services back to our community.
• There are financial risks from lost revenue.
COMMUNITY CONSULTATION
There has been no opportunity for consultation given the speed at which restrictions
have been implemented on an incremental basis and the restrictions are
implemented by Federal Government emergency measures authority and outweigh
any other legislative consultation requirements. Officers have contacted Users and
Booking Officers to notify them of the restrictions. Some have responded with the
request for Council to consider support with fees.
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