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RECORDS MANAGEMENT POLICY
PURPOSE
This policy has been prepared on the basis of adherence to the statutory requirements under the
State Records Act 1998 and aims to preserve the Cootamundra-Gundagai Regional Council’s
(Council) corporate memory through sound recordkeeping practices and accurate capture of
information to meet:




Operational business needs,
Legal, evidential and accountability requirements and,
Community expectations.

This policy recognises that effective management and preservation of Council information is
intrinsic to both the decision making process and productivity within Council.
As a public agency Council is bound by the requirements and regulations of the State Records Act
1998. These regulations set out specific practices which Council must comply with and be audited
against.

SCOPE
This policy applies to all Council business, including electronic business. This policy applies to all
levels of Council and to all Council employees. All records management systems and procedures
are to be consistent with this policy, the Records Management Procedures, and the infoXpert
Business Rules.

DEFINITIONS
A record is ‘any information captured in a reproducible form which is capable of transmitting
meaning from one user to another’.
Records are evidence of business activities and have meaning primarily in the context of those
activities.
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LEGISLATIVE FRAMEWORK
State Records Act 1998 – this Act requires public offices to ensure compliance with the Act and
to:





Make and keep full and accurate records,
Institute a records management program in accordance with standards and codes of
best practice for records management,
Ensure the safe custody and proper preservation of records and,
Maintain accessibility to electronic records.

Privacy and Personal Information Protection Act 1998 – this Act deals with how all NSW public
sector agencies manage personal information. The Act includes information protection principles,
established methods for enforcement of privacy, and establishes a mechanism for complaints if
personal information has been mishandled. Personal information refers to any information that
relates to an identifiable person.
Government Information (Public Access) Act 2009 – the purpose of freedom of information
legislation is to allow citizens to access information in possession of government.
In NSW, this Act gives citizens the right to:




Obtain access to information held as records by public bodies,
Request amendments to records of a personal nature that are inaccurate and,
Appeal against a decision not to grant access to information or to amend personal
records.

REVIEW PERIOD
This document is to be reviewed every four years to ensure it remains relevant and meets
legislative requirements.

POLICY STATEMENT
Council will address the matter of records management in a systematic manner by:







Implementing records practices that capture information from electronic sources and
documents,
Maintaining records that provide appropriate and adequate evidence of the conduct of
Council’s business and affairs,
Ensuring records are maintained, complete, accurate and authentic so that they can
have integrity and are accessible and useable,
Maintaining permanent records in accordance with the State Records Act of 1998,
Managing records in accordance with organisational needs and accountability
requirements and,
Enabling staff to effectively and efficiently maintain records through the implementation
of appropriate records management systems.

Draft Records Management Policy
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9) CLARKE OVAL – AFL HALL
Introduction
Council has received two items of correspondence from the Cootamundra Australian
Football Club Inc. requesting Council assistance in regards to the cost involved in the
demolition and re-building of the AFL Hall structure. TABLED DOCUMENT 15 DECEMBER
2016 (Pages 54-56).
Discussion
The correspondence was received in late October 2016 and was held pending the
outcome of the AFL Stronger Communities Grant Submission. The reason for holding was
that the grant submission was for the hall demolition and replacement, and the grant
terms clearly stated that all costs associated with the project would be accounted for in
the application. In this case, if the Club’s application was approved they would not be
entitled to any Council assistance as requested.
The AFL Club have been informed that they were unsuccessful with their grant
submission and as such have asked that their approach to Council for assistance now be
considered.
The first correspondence dated 25/10/2016 would like Council to consider waving waste
disposal fees at the local tip for the demolition of the hall section of the building.
The second correspondence dated 31/10/2016 would like Council reimburse the cost of
the DA and CC fees for the approval to construct the new building. The club has paid the
full DA and CC fee of $2,901.00.
Considering that the club did not get the grant and that the building is a Council asset on
Council controlled land, assistance to the club should be considered. Council has not
included any allocation in its current budget for the replacement or demolition of the
building and as such, if the building is to be demolished and replaced, in the short term
it will be done by the club members.
While the DA fees for $2,901.00 are known the tip fees for the demolished material are
an unknown amount but are expected to be above $2,000.00. It would be a sign of good
will to the club to allow a donation from Council to pay a portion of the cost being half
of the total of the DA fees and waste fees, limited to a maximum of $2,500.00.

These are the Minutes of the Ordinary meeting of Cootamundra-Gundagai Regional Council
held on 12 December 2016
Page 29
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RECOMMENDATION
That Council donate an amount equivalent to half the cost of the DA fees and waste
fees up to a maximum of $2,500.00 to the Cootamundra Australian Football Club Inc.
10/12/16 RESOLVED – Moved: Ferguson

Seconded: Ferguson

Item to be deferred for recommendation in January 2017.

These are the Minutes of the Ordinary meeting of Cootamundra-Gundagai Regional Council
held on 12 December 2016
Page 30
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A unique
Writers’ Festival celebrating
reading, writing and really good fun in the picturesque
village of Jugiong

Jugiong Writers’ Festival
Linden
Jugiong NSW 2726

6th, 7th and 8th March, 2015

The Administrator and General Manger
Cootamundra Gundagai Regional Council
Via email
9 January 2017

Dear Christine and Ken
Jugiong will be hosting its second biennial JUGIONG WRITERS FESTIVAL in 2017 to
promote and encourage writing and reading in the country and in addition to
showcase our village and surrounding district, and is held every two years similar to
the successful Jugiong Art Exhibition.
Schedule of this exciting event includes
Friday 10th March Small Schools Day
Saturday 18th March Authors Talks
Sunday 19th March In the Park - Poetry reading, Aboriginal story telling & dancing,
mime and drama, artesian stalls and music
The people who will attend this exciting and innovative weekend will be not only
from our local area and neighbouring towns, but also from our regional centres,
Canberra, Wagga and Young. Also people from Sydney have expressed an interest in
attending to hear our guest speaker Stan Grant.
The 2015 Festival was a resounding success, with hundreds of visitors attending a
fun filled weekend. The theme for the 2017 Festival is ‘Writing Country’, bringing
together readers and writers who write about the country and/or reside in a rural
setting, highlighting the beautiful surrounds of the Festival site.
We are delighted that wonderful writers will be in attendance, with Di Morrissey,
Stan Grant and Bill Gammage together with rural journalist Pip Courtney, sure to
be popular highlights.
The committee is made up of local authors and others with a passion to promote
village and region, and encourage the development of writing and reading within this
area, all of whom donate their time and talents voluntarily. As such we invite to
partner with the JUGIONG WRITERS FESTIVAL in its efforts to showcase our
attractive, active and creative village and local area.
Sponsorship is an important part of the Festival, and we can offer a range of
opportunities to promote the Shire Council, such as offering stalls at the markets,
flyers, programme and poster promotion, together with free tickets to events and
being associated with an ever growing and popular Festival in the region. For our
highest tier of sponsorship ($1,000 and above), your logo with also be professionally
printed on all JWF information and advertising. Please see attached form.
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As accommodation is at a premium
the8th
village,
we 2015
anticipate visitors will seek
6th, 7th in
and
March,
accommodation in Gundagai and Cootamundra as in 2015, and it was mentioned by
a past attendee that a bus running between the towns would be beneficial. If the
Shire in addition could also see its way clear to helping on that front, it would be
greatly appreciated.
Please feel free to contact us for any further information, and will be in touch shortly
to confirm your involvement in this year’s exciting Festival.
Yours sincerely

Joy Coggan and Freda Nicholls
Joint Chairpersons
Jugiong Writers Festival
P: 02 69454272
M: 0427 578 790
E: jugiongwritersfestival@gmail.com
Committee Members:
• Freda Marnie Nicholls
• Gillian Ingall
• Vivien Thomson AFSM
• Jenny Glazebrook
• Jackie Honner

•
•
•
•
•
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Sally Keatinge
Cathie Bragg
Pip Fitzpatrick
Maureen Morse
Marianne Wallis

A unique
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6th, 7th and 8th March, 2015
TAX INVOICE (on completion of this form)
Jugiong Writers Festival



Please print clearly as information provided will be located on promotional
material
Please email jugiongwritersfestival@gmail.com or post this form to
Jugiong Writers Festival, Linden, Jugiong NSW 2726

Organisation Name

Display Name if different from
above
Contact Name
Telephone/s
Email
Postal Address

Please indicate which package you would like to be part of
$200 – 2 tickets to events

YES/NO

$500 – 4 tickets to events and promotional stall

YES/NO

$1,000 – 6 tickets, stall and logo on advertising and programme

YES/NO
YES/NO
$________

OTHER $___________
NOTE: Final payment 10th February in order to benefit from all publicity

12 of 14

A unique
Writers’ Festival celebrating
reading, writing and really good fun in the picturesque
village of Jugiong

Cheque Payable to:
Deposit
6th, 7th and 8thDirect
March,
2015
Jugiong Advancement Group
Account Name: Jugiong Advancement
Group
$____________ including GST
BSB: 062526 Account: No. 10090016
Reference JWF and your business name
Note: Please post cheque and tax
invoice to
$______________ including GST
BJ Coggan, Jugiong Advancement Group,
Linden, Jugiong NSW 2726
Important Email remittance/bank receipt
and tax invoice to
jugiongwritersfestival@gmail.com
A sincere thank you from the Jugiong Writers Festival team for supporting our
event
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