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Summer 2024-2025 

Seasonal Tenancy Agreement 

 CASEY.VIC.GOV.AU 

 

 

 
 

Introduction 
This Active Recreational Reserve Seasonal Tenancy Agreement has been developed as a first point of 
reference for Clubs that have a tenancy agreement to use Council owned facilities.  
For any further assistance please contact Community and Sport Facilities Team on (03) 9705 5200 and 
leisure@casey.vic.gov.au.  This number can be reached 24 hours a day, seven days a week to contact 
Council on any issues that require immediate action.  

General Conditions 
Each sportsground allocation does not imply exclusive use of any Council-owned sportsgrounds or pavilions.   
Occupancy can be revoked at any time, without notice, if the conditions of this Seasonal Tenancy Agreement 
are not adhered to.  
User Groups must always abide by all State and Federal laws.  

Council reserves the right to change any of the conditions outlined in this document at any time. Any changes 
will be communicated with User Groups prior to implementing changes.  

Fair Access Statement 
The City of Casey recognises that gender equality is the attainment of equal rights, responsibilities, and 
opportunities of women, men, trans and gender diverse people. Equality does not mean that women, 
men, trans and gender diverse people will become the same but that their rights, responsibilities, and 
opportunities will not depend on their gender. 
Any agreement provided to a user group for formal and structured use of an Active Recreation Reserve 
is intended to:  

» Provide inclusive opportunities for the whole community regardless of age, interest, gender, disability, 
culture or experiences. 

» Acknowledge and support the leadership role that sporting clubs play in providing opportunities to 
connect, participate and belong.  

» Support local access to local facilities to increase the health and wellbeing of the Casey community. 

Expectations outlined within this agreement for the use of Active Recreation Reserves is guided by the 
principles according to the Fair Access Policy Roadmap. More information on Fair Access can be found in 
the below Active Recreation Reserve Allocation and Fair access policy. 
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Associated Policies 
This Seasonal Tenancy Agreement is to be read and adhered to in accordance with Council endorsed 
policies including but not limited to;  

» Active Recreation Reserve Allocation and Fair access policy - Active Recreation Reserve Allocation 
and Fair Access Policy | City of Casey 

» Advertising Signage on Council’s Active Recreation Reserves Policy- Advertising and Promotional 
Signage on Council Active Recreation Reserves Policy | City of Casey 

» Child Safe Policy -Child Safe Policy | City of Casey 

» Community Event Signage Policy/Process - Approved-Community-Event-Signage-Policy.pdf 
(casey.vic.gov.au) 

» Debt Management Policy - Debt Management Policy | City of Casey 

» Events Policy - Events Policy | City of Casey 

» Sports Facilities Framework - Sports Facilities Framework | City of Casey 

» Liquor Licensing at Council Active Recreation Reserves Policy - Liquor Licensing at Council Active 
Recreation Reserves Policy | City of Casey 

» Minor Capital Works at Community Facilities Policy - Endorsed - Policy - Capital Works Program 
Policy.pdf (casey.vic.gov.au) 

» Open Space Policy/Process - Open Space Strategy | City of Casey 

» Smoking Policy/Process.  

All Council policies can be found at www.casey.vic.gov.au  
Season Dates 
» Summer Season: 1 October to 31 March.  
» Winter Season: 1 April to 30 September.  

» Soccer Allocation: 1 February to 30 November (where appropriate).  

https://www.casey.vic.gov.au/policies-strategies/active-recreation-reserve-allocation-fair-access-policy
https://www.casey.vic.gov.au/policies-strategies/active-recreation-reserve-allocation-fair-access-policy
https://www.casey.vic.gov.au/policies-strategies/advertising-promotional-signage-council-active-recreation-reserves-policy-0
https://www.casey.vic.gov.au/policies-strategies/advertising-promotional-signage-council-active-recreation-reserves-policy-0
https://www.casey.vic.gov.au/policies-strategies/child-safe-policy
https://www.casey.vic.gov.au/sites/default/files-public/2019-03/Community-Event-Signage-Policy.pdf
https://www.casey.vic.gov.au/sites/default/files-public/2019-03/Community-Event-Signage-Policy.pdf
https://www.casey.vic.gov.au/policies-strategies/debt-management-policy
https://www.casey.vic.gov.au/policies-strategies/events-policy
https://www.casey.vic.gov.au/policies-strategies/sports-facilities-framework
https://www.casey.vic.gov.au/policies-strategies/liquor-licensing-council-recreation-reserves-policy
https://www.casey.vic.gov.au/policies-strategies/liquor-licensing-council-recreation-reserves-policy
https://www.casey.vic.gov.au/sites/default/files-public/2019-07/Endorsed%20-%20Policy%20-%20Capital%20Works%20Program%20Policy.pdf
https://www.casey.vic.gov.au/sites/default/files-public/2019-07/Endorsed%20-%20Policy%20-%20Capital%20Works%20Program%20Policy.pdf
https://www.casey.vic.gov.au/policies-strategies/open-space-strategy
http://www.casey.vic.gov.au/
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Advertising Signage 
User Groups are responsible for all costs associated with the installation and maintenance of all 
advertising signage. Council approval is required before any advertising signage is installed.  
All sportsground signage must be placed on the inside of fencing and orientated to face inwards toward 
playing surface. Signage may be erected on the outside of fencing if facing the pavilion. All advertising 
signage should not be visible from beyond the reserve. 
For further and most up to date information please refer to Advertising Signage on Council’s Active 
Recreation Reserves Policy. 
All Real Estate boards and signage at the entrance to reserves or around the City of Casey must be 
applied for through the Community Event Signage application form.  

After Hours Service 
Councils After Hours Service number is (03) 9705 5200. This number can be reached 24 hours a day, 
7 days a week to contact Council for any issues that require immediate action. 
User Groups should not undertake or arrange for any emergency works. Should a User Group repair 
or arrange for emergency repairs themselves those costs will not be reimbursed to the Club. User 
Groups also face the risk of further charges for Council contractors to make good for any repairs not up 
to Council standards.  

Alterations to Council Facilities 
No work of any kind is to be undertaken on Council facilities without written consent of Council. This 
includes any building modifications, additions, installation of equipment or other items.  
If any unauthorised work takes place, Clubs may be responsible for costs associated with Council 
removing or making safe.  
Applications for any works to take place must be sent through to Community Sport.  

Arbitration 
Any conflicts that arise with regards to the User Groups tenancy of Council facilities and are not outlined 
in this document will be referred to Council Officers for investigation and final decision. Matters will be 
dealt with in accordance with the Active Recreation Reserves Allocation and Fair Access Policy. 

Behavior 
User Groups will be responsible for the behaviour of their members and guests using Council Facilities. 
Any damage or complaints made because of the behaviour of members and guests will be the 
responsibility of the User Group. 

Bonds 
On occasions bonds may be required for the use of sportsgrounds, pavilions or the issuing of keys. The 
requirement and amount are at the discretion of Community Sport and determined by Councils Fees 
and Charges policy.  
Bonds will be returned once inspections have been completed and/or keys returned.  
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Capital Works 

Capital Works Program 
Councils Capital Works Program is put together by Council Officers and confirmed each year as a 
part of the annual budget process. This is not a process that Clubs are required to put in applications 
for. It is decided on an as needed basis in line with the Sports Facilities Framework 

Minor Capital Works Investment Program  
Each year, if funded in Councils budget, User Groups are given the opportunity to apply for minor 
capitals works to be completed on Council facilities. User Groups are eligible to apply for two 
projects up to the total value of $75,000.00 with one project up to the value of $50,000.00.  
Each successful application requires a contribution from User Groups depending on the total value 
of the project; 
» Up to the value of $30,000.00 – 15% contribution.  
» Over the value of $30,000.00 – 20% contribution.  
Applications open each February with successful applicants notified once Councils Budget is 
adopted each July. Projects will be completed in the following financial year.  

Car Parks and Access Roads 
Car parking is only to occur in designated parking areas and all traffic management signage must be 
adhered to.  
Maintenance of car parks and access roads will be the responsibility of Council. User Groups have a 
role to play in identifying where maintenance is required. Significant car park works may require detailed 
design, planning and budgeting to deliver as a capital works project.  

Casual Hire   
Council may hire sportsground and pavilions out to user groups, school and community groups at times 
outside of the user groups allocated times. It is the responsibility of the User Group to ensure all items 
are locked away and left in and clean and tidy manner after every use.  

Change of Seasons 

Goals and Goal Posts 
The installation and removal of goals and goal posts is the responsibility of Council. This will be 
undertaken as required on a case-by-case basis after all cricket finals conclude and prior to the 
commencement of the following season depending on contractor availability, weather and ground 
conditions.  
Where possible, Council will endeavour to support requests by user groups for earlier 
installation/removal but will be reliant upon contractor availability weather and ground conditions.  

Synthetic Cricket Wickets 
The covering and uncovering of synthetic cricket wickets are the responsibility of Council. This will 
be undertaken during the period between the end of one season and the commencement of the 
next depending on contractor availability, weather and ground conditions.  
Where possible, Council will endeavour to support requests by user groups for earlier 
installation/removal but will be reliant upon contractor availability weather and ground conditions. 
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Child Safe Standards 
All children or young people who attend services, programs, and events delivered by, and spaces 
owned or managed by the City of Casey, have the right to feel and be safe. The wellbeing and safety 
of children and young people in our care will always be our priority. 
Council has zero tolerance of child abuse and is committed to creating and maintaining a child safe and 
child friendly organisation where all children are valued and protected from abuse.  
The City of Casey is committed to creating and maintaining a child safe organisation where protecting 
children and young people from abuse is embedded in the everyday thinking and practice of Council, 
its employees, contractors and volunteers.  
All organisations in Victoria that provide services or facilities for children and young people are required 
to comply with Child Safe Standards, to ensure that the safety of children and young people is promoted, 
child abuse is prevented, and allegations of child abuse are properly responded to. 
As a condition of this Seasonal Tenancy Agreement, Clubs must ensure that they comply with the 
requirements as set out in the Child Wellbeing and Safety (Child Safe Standards Compliance and 
Enforcement) Amendment Act 2021 and Reportable Conduct Scheme. The Club must immediately 
notify Council where it becomes aware of a breach of the Victorian Child Safe Standards and ensure 
that all employees and volunteers who are required to apply for a Working with Children Check (WwCC) 
under the Worker Screening Act 2020 (Vic) have done so, before commencing work with children or 
young people at the Club. 
» Please refer to the Worker Screening Act 2020 to determine the WwCC requirements on your 

Club. 
» For more information on the Victorian Child Safe Standards please consider 

https://ccyp.vic.gov.au/child-safe-standards/new-child-safe-standards-now-apply/#TOC-2  
» For more information on the Reportable Conduct Scheme please consider 

https://ccyp.vic.gov.au/reportable-conduct-scheme/   
Council reserves the right during the term of the agreement to conduct an audit to ensure compliance 
with the Child Safe Standards in relation to the operation of the agreement. This audit may be carried 
out by Council or an authorised party. 
The Committee must respond to all reasonable requests in a timely manner to conduct audit. 

Cleaning 
Council sportsgrounds and pavilion must be cleaned immediately after use. All Council facilities should 
be maintained to a suitable level of cleanliness for use by user groups, schools or any community 
groups that is provided use by Council.   
Supply of cleaning equipment and products is the responsibility of the user group.   
User groups who do not adhere to this may result in Council employing a private contractor to clean 
any issues at the user groups cost.  

Club Participation and Member Data 
User Groups will be contacted by Community Sport to complete a survey relating to participant and 
member information throughout their allocated seasons.  

  

http://providers.dhhs.vic.gov.au/reportable-conduct-scheme
https://ccyp.vic.gov.au/child-safe-standards/new-child-safe-standards-now-apply/#TOC-2
https://ccyp.vic.gov.au/reportable-conduct-scheme/
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Council Liaison Officer 
User Groups are required to nominate one liaison officer, usually President or Secretary, who will act 
as the main contact for communication to and from Council. To ensure that information is communicated 
effectively and avoid possible confusion it is important that each User Group has only one principal 
liaison officer. To update the Council Liaison Officer contact, the User Group’s President or Secretary 
must advise Community Sport in writing.  
It is recommended that User Groups provide Council Liaison Officer with a generic email address where 
access can be provided in the event the contact changes.  

Damage to Council Facilities 
Any damage identified by Council to any Council facilities, including sportsground and pavilions, that is 
considered beyond normal wear and tear is to be repaired at the full cost to the User group.  

Debt to Council 

Allocation Application 
User Groups are expected to have a zero balance to Council before they will be provided with an 
allocation for the season.  

Debt Recovery Program 
In the event of User Groups being unable to clear their debt to Council, they will be required to 
follow Councils Debt Recovery Program for User Groups which can be found in Appendix G.  

Payment Plan 
Any payment plan organized as a part of the Debt Recovery Program will be tailored to suit the 
specific User Group based on the following expectations; 
» 50% of outstanding debt by more than 90 days to be paid upfront. 
» $100.00 per month or 5% of total of debt, whichever is greater.  
» Club to meet due dates for current and continued invoices. 

 

Defibrillators 
Defibrillators are not provided by Council at sportsground and pavilions. User Groups are required to 
seek Council permission to install and to determine the best location. User Groups will be responsible 
for all maintenance once installed.   

Electronic Scoreboards 
Electronic scoreboards, where available, are only to be used for match day purposes. Electronic 
scoreboards can be used up to half an hour before and after matches between the hours of 9:00am 
and 9:30pm.  
Any use of electronic scoreboards outside of normal match day purposes, including special events, 
require Council approval and will be assessed on a case-by-case basis.  
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Emergencies 
In the event of any situation which results in the need for emergency services to be called User Groups 
should contact 000 immediately. 
In the event of any situation which may lead to the closure of any Council facilities User Groups should 
contact Council immediately on (03) 9750 5200 in or out of hours. These include a break in, water 
related issues, building not secure, electrical issues etc., 

Temporary Structure or Fixture 
The User Group shall ensure that no temporary structure or fixture is erected without Council approval. 
No pegging can occur on Council land and where approval is given structures and fixtures are to be 
weighed down. 

Entry Fee Charges 
Clubs are permitted to charge entry into their allocated venues for spectators wishing to watch matches. 
An entry fee must not be charged to members of the public not attending the sporting fixtures and only 
accessing the facility to use areas such as the playground, cricket nets or walking paths etc. 
Clubs are only permitted to charge and entry fee 90 minutes prior to the club’s senior men’s or women’s 
fixture and stop charging by halftime of said fixture. 

Events 
Events on Council Land may require an Event Permit. This includes all club events outside of normal 
use such as registration days, end of season presentations, and community festivals etc. Please contact 
Community Sport if you are unsure if you require an event permit. 
To obtain an event permit, please visit Event approval application | City of Casey 

Finals Matches 
Final matches to be played at Council sportsgrounds and pavilion must be applied for directly to Council 
by each respective league or association.  

Floodlights 
Where floodlighting is provided for training or matches they are required to be turned off by 9:30pm, 7 
days a week. These times may need to be reduced at individual sites depending on specific issues or 
nearby residential area. Any use of floodlighting past 9:30pm for training or matches requires Council 
approval.  
If the user group intends to host night matches they are required to contact Council for approval prior 
to the season starting. Approval of night matches is given on a case-by-case basis. No more than one 
night per week will be allowed for night matches at any reserve.  

Food Sale  
Any premises that sells food must be registered with Council under the Food Act 1984. To obtain 
registration User Groups must demonstrate that food is handled and stored in safe manner and the 
premise maintains a satisfactory level of cleanliness.  

Games of Chance 
User Groups shall ensure that no games of chance are played, raffles conducted, tickets sold or any 
other activity at Council facilities without appropriate permits, licences or approval.  

  

https://www.casey.vic.gov.au/event-approval-application
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Graffiti 
User Groups are responsible for reporting all external graffiti and vandalism at Council facilities. This 
can be done via the Council website (https://www.casey.vic.gov.au/remove-graffiti), using the Snap 
Send Solve app (Making it easier for residents to report an issue | City of Casey) or through Community 
Sport.  
It is the responsibility of the User Group to remove all internal graffiti.  

Grants 

City of Casey Grants 
The City of Casey run different grants programs at different stages throughout the year that User 
Groups can apply for. For the most up to date information refer to 
https://www.casey.vic.gov.au/grants-community.  
Council Officers are available to assist with determining eligibility and putting together applications.  

Grants Update Newsletter 
Council provides updates on internal and external grant opportunities to User Groups each month. 
User Groups can sign up at https://www.casey.vic.gov.au/sign-up-grants-update-e-newsletter.  

Capital Works Grants 
Grant programs from organisations like Sport and Recreation Victoria and State Sporting 
Associations are applied for directly by Council Officers. Applications are made to complement 
Councils Capital Works Program.  

Incorporation 
Council will only allocate facilities to User Groups that can provide documentation to show they are 
incorporated under the Associations Incorporations Reform Act 2012. User Groups must comply 
with the requirements of the Act.  

Inspections 
Council will inspect sportsgrounds and pavilions on a regular basis. If it is found that User Groups are 
not meeting their obligations, Council will request immediate rectification.   
If the issues are not rectified and/or User Groups continue to breach their tenancy, Council will rectify 
at the User Groups expense and/or may withdraw the allocation.  

Insurance 

Property Insurance 
Buildings owned by Council are fully insured by Council unless otherwise stated. Only contents that 
Council owns, operates or controls are insured by Council.  

Public Liability Insurance  
Council holds its own Public Liability Insurance to cover its liability. The activities of any User Groups 
that use Council-owned facilities are not covered by this insurance.  
As a condition of the user groups tenancy of Council-owned facilities they must have its own 
$20,000,000.00 Public Liability Insurance Cover.  

  

https://www.casey.vic.gov.au/remove-graffiti
https://www.casey.vic.gov.au/news/making-it-easier-residents-report-issue
https://www.casey.vic.gov.au/grants-community
https://www.casey.vic.gov.au/sign-up-grants-update-e-newsletter
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User Groups Property 
The tenant must insure the tenant’s property for loss and damage from risks including fire, theft and 
water damage for its full replacement. Contents purchased or supplied by occupiers that are not 
considered fixtures of the facility remain the property of the user groups and are not insured by 
Council.  
Cash, consumable goods and sporting equipment kept on premises by user groups are not insured 
by Council.  

Indemnity Clause 
The User Group agrees to indemnify and keep indemnified, the Council, its servants and agents, 
and each of them from and against all actions, costs, claims, charges, expenses, penalties, 
demands and damages whatsoever which may be brought or claimed against them, or any of them, 
in connection with the User Groups performance or purported performance of its obligations under 
this Agreement/Permit and be directly related to the negligent acts, errors or omission of the User 
Group. The User Groups liability to indemnify the Council shall be reduced proportionally to the 
extent that any act or omission of the Council, its servants or agents, contributed to the loss of 
liability. 

Keys and Swipe Cards 

Allocation 
Keys and Swipe Cards will be issued to Clubs once sportsground and pavilion allocation is 
approved. A member of the Committee will be required to sign out from Council. At the end of the 
season all keys and swipe cards must be returned.  
User groups are responsible for maintaining an up to date key and swipe card register that may be 
requested at any time. Requests for additional keys and swipe cards should be made in writing via 
email to Community Sport including the key number and how many required. The cutting of keys 
will attract a charge of approximately $20.00 per key.  

Lost Keys 
Lost or stolen keys or swipe cards need to be reported to Council immediately.  
Lost keys may result in Council rekeying the entire pavilion at the Clubs cost to ensure its security. 
This will be at the discretion of Community Sport based on the level of key lost and number of keys 
in circulation and unaccounted for.  

Line Marking and Run Offs 
User groups are responsible for all line marking of sportsgrounds.  
Field dimensions including run offs must comply with relevant guidelines from Local, State or National 
Sporting Association. For up to date and most relevant guidelines please contact your Local, State or 
National Sporting Association. 
The use of herbicides, weedicides, lime or use of lawn mower to permanently mark lines is prohibited. 
Any damage caused by inappropriate line marking must be reinstated within 14 days otherwise repairs 
will be completed by Council at the Clubs cost.   

Liquor Licensing  
User groups of Council-owned facilities are not permitted to sell or consume liquor without first obtaining 
the appropriate licenses through the Victorian Liquor Commission. 
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Any liquor licensing applications or amendments must first be discussed with Community Sport and will 
need to follow restrictions set out in the Liquor Licensing at Council Active Recreation Reserves 
Policy.  

Membership to League, Competition or Association 
Council will only allocate facilities to User Groups who are members of an approved league, competition 
or association of relevant State or National Sporting body. 

Name of Reserves 
Council is responsible for the legal and gazetted naming of reserves.  
Club may apply for the temporary renaming of reserves and should contact Community Sport for more 
information.  

Noise and Nuisance 
No nuisance or annoyance should be caused to neighbouring properties by any activities of the User 
Group in Council facilities.  
User Groups are responsible for ensuring all members and guests adhere to EPA Noise Control 
Guidelines and Regulations (https://www.epa.vic.gov.au/about-epa/publications/1254-2). This includes 
the use of Public Address systems.  

Normal Use  
Normal use refers to the allocated times for the designated sporting activities of User Groups allocation. 
Any use outside of this must have Council written approval.   
Allocated days and times are confirmed through Allocation Confirmation letters.  

Portable Soccer Goals 
Council will remove and dispose of any that do not meet standards or are deemed unsafe with the costs 
associated to be invoiced to user groups.  
User Groups are responsible for ensuring that portable goals are removed from playing surfaces after 
use to allow mowing.  

Preseason Training and Practice Matches 
User Groups requiring the use of facilities outside of their allocation for preseason training and practice 
matches must have Council approval. Information will be provided to User Groups in the lead up to their 
allocations by Community Sport and will include how to apply and sportsground availability.  
Due to User Group’s final commitments and other factors affecting playing surface conditions, 
preseason training and practice match opportunities may be limited, particularly prior to the beginning 
of the Winter season.  

Public Toilets 
Council maintains and pays the utility costs associated with toilets located on Council reserves that are 
open to the public seven days a week.  
Where toilets are in Council reserves and are only open on match days for members and spectators 
the Club will be responsible for opening, cleaning, closing and utility costs.  

  

https://www.epa.vic.gov.au/about-epa/publications/1254-2
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Risk Management 
Sportsground Suitability Assessments 
Council Officers undertake periodic Sportsground Suitability Assessments to ensure that it is 
suitable for the purpose that it is allocated. This assessment does not decide whether the sports 
facilities are safe for use by User Groups.  

Training and Match Day Checklists 
User Groups are responsible for ensuring that sports facilities are safe for use at the beginning of 
each training session or match. Inspections should be completed prior to training and matches using 
checklists provided by league, State or National sporting associations. The checklist provided in 
Appendix D – Risk Management Checklist can also be used.  
If the playing area is deemed unsafe it must not be used and Community Sport notified of unsafe 
conditions.  

School Use 
All enquiries or bookings for school use of Council facilities should be referred to Community Sport. 
Council will manage any access to Council facilities that is required, and any issues should they arise.  
Should User Groups provide access to school groups they will be held responsible for any issues and 
costs associated that arise from those school groups.  

Seasonal Handover 
All User Groups must ensure that facilities are left in a clean and tidy manner at the end of their 
allocation. If facilities are not left in a clean and tidy manner Council will organise for it to be cleaned at 
the User Groups cost.  
Clubs should organise a changeover meeting with all User Groups at the end of each season, mid to 
late September/March, to review cleanliness and condition before the incoming User Group occupies 
the facilities. On occasion, Council may request to have a representative at that meeting. Appendix D- 
Sports Pavilion Inspection Form can be used a checklist for these meetings.  
In case where there is no incoming User Groups, current User groups are still expected to ensure that 
all items are packed away securely, and facilities left and clean and tidy should the facilities be required.  
Please note that a club’s seasonal allocation finishes following the completion of the club’s last fixtured 
match for the season. Any use outside of seasonally allocated dates requires Council approval including 
any post season functions. Council has the right to book the facility following the conclusion of the club’s 
season 

Sharing of Facilities 

Reserve Sharing 
Across Council there are several reserves that have more than one sportsgrounds and pavilion. 
Where this is the case, User Groups should liaise with each other before fixtures are created by the 
league to ensure that there are no scheduling conflicts.  
In the event of a dispute that cannot be resolved by Users groups the final decision will be Council 
Officers.  
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Pavilion Sharing 
Where there is one pavilion that services two sportsgrounds where one includes a turf wicket table 
the priority of pavilion allocation will go the User Group allocated the sportsground with a turf wicket 
table.  
Where there is a pavilion that supports a Summer and Soccer Allocation the priority of pavilion 
allocation will go to the Summer tenant from 1 October to 30 March or the date of the last fixtured 
match.  
All pavilions should be cleaned, and equipment packed away immediately after use ready for use 
by other User Groups if required.  

Sportsground Sharing 
User Groups who share the use of a sportsground are required to liaise with other User Groups to 
ensure that training and matches don’t conflict.  
In the event of a dispute that cannot be resolved by Users groups the final decision will be Council 
Officers.  

Shipping Container Restrictions 
No new shipping containers will be allowed to be placed in any active recreation reserves. Existing 
shipping containers are intended to be reduced over time.  

Smoking and Vaping 
Smoking and Vaping are prohibited inside and within 10 meters of all Council owned facilities including 
sports pavilions in line with the Amended Tobacco Act 1987 and any local, State or National Sporting 
Association anti-smoking policies.  
It is User Groups responsibility to uphold this policy in the interests of community health. Individuals 
and User Groups who fail to comply may face a fine.  

Sportsground and Building Maintenance 
Any maintenance at Council reserves will fall into the categories of Sportsground or Building 
Maintenance. All maintenance is to be completed by Council contractors with a percentage of costs 
charged to User Groups. User Groups are not to organise any maintenance of Council owned buildings 
without written approval from Council.  
Appendix A – Sportsground Maintenance Guidelines and Appendix B – Building Maintenance 
Guidelines clearly outlines Council and User Groups responsibility.  
All maintenance issues should be reported to Community Sport through Appendix E – Building 
Maintenance Request Form and Appendix F – Sportsground Maintenance Request Form. 

Sportsground and Building Maintenance Charges 
User Group Contribution  
Council provides facilities to User Groups at a significantly subsided rate. Each User Groups 
contribution is calculated specific to use of sportsgrounds and use of pavilions. These costs are 
actual costs to Council so can fluctuate year to year depending on the requirements of each asset 
through that year. 
Sportsground use will be charged at 15% of the total cost to Council to maintain facilities or the 
team fee as outlined in Councils Fees and Charges, whichever is greater.  
Pavilion use will be charged at 15% of the total cost to Council to maintain facilities or minimum 
$200.00 charge, whichever is greater. There will no charge for access to toilet facilities only. 
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Where applicable, the 15% charge will be split between different User Groups based on their 
percentage of the total hours of use. 
100% of cost for maintenance required from damage or misuse will be charged to the User Group.  

Discount Incentives  
User Groups that have no debt to Council as well as demonstrate any two of the following initiatives 
will have this contribution reduced to 10%. Initiatives can include; 

» Commitment to Fair Access: Clubs that demonstrate their commitment to gender equity by 
meeting at least one of the below principles:  

o Run a program or demonstrate commitment to increasing number of women and 
girls’ teams from previous season. 

o Equitable representation or proven growth in leadership and governance roles. 
o Attend a workshop or training session on improving gender equity at your club, 

targeted at allowing women and girls to fully participate at the club including, playing, 
coaching, administrator, official, volunteer. 

» Good Sports Accreditation: A program run by the Australian Drug Foundation that helps 
sporting clubs adopt responsible practices around alcohol sale and consumption.  

» Healthy Sports Clubs Participant: A program run by Monash Health that encourages clubs to 
create healthier environments that promote good health and wellbeing. 

» Inclusive User Group: Provide opportunities for people with disabilities, CALD (Cultural and 
Linguistically Diverse) communities as well as women’s programs.  

» Active Recreation Reserve Sportsground and Pavilion Hire Form: Form and supporting 
documents submitted by due date.  

Sprinkler Systems 
Automatic sprinkler and watering systems are the responsibility of Council. User groups are not to 
interfere with irrigation at any time. 
Where there are turf cricket wickets, manual watering is the responsibility of user groups and must 
follow current watering restrictions for their local area. Failure to follow restrictions may incur fines from 
water retailers.   

Sub-letting of Facilities 
No Users groups shall sublet or provide access to other user groups at any time (this includes charging 
cotenants for use of facilities). All enquires to hire any part of the reserve, including sportsgrounds and 
pavilions, should be forwarded to Community Sport.  
The sub-letting of Council facilities may result in the withdrawal of the User Groups allocation.   

Temporary Closure 
Council reserves the right to close or restrict access to any Council facilities at any time.  
This includes, but not limited to, the right to close any sportsground in poor weather conditions, to 
protect the playing surface, complete capital or maintenance works or to allow for rehabilitation after 
damage. This restriction will be inclusive of sportsground shared with schools through Joint Use 
Agreements. 
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These closures may be implemented at short notice. 
Sporting Reserves and Pavilions may be used as an emergency relief centre in situations where Council 
believe residents are in need. If this is required, Council reserves the right to take over the facility at 
short notice and open the facility to residents in need. 

Theft 
Council will be not held liable for any loss or damage to user groups property as a part of theft or break 
in.  
Cash should not be stored on premises at any time.  
Please see Insurance – User Groups Property in this Seasonal Tenancy Agreement for more 
information.  

Times of Use 
User groups must ensure that all training and matches are completed on sportsgrounds by 9:30pm. 
Pavilions are to be cleaned and vacated by 10:30pm Sunday to Thursday evenings and 12:00 midnight 
Friday and Saturday evenings (unless further restrictions apply).  

Training – Committee and Club 

Council Training Opportunities 
Council is committed to providing between four and six training opportunities to User Groups each 
calendar year. Training opportunities will vary each year based on the needs of User Groups and 
pertinent information at that time.  

Mandatory Attendance  
User Groups will be required to have a representative at a minimum at one training opportunity each 
calendar year.   

Utility Charges 
User Groups are responsible for the utility charges associated with their allocated dates including 
electricity, gas, telephone, internet, water, sewerage and trade waste (grease traps). Where there is 
more than one User Group Council will be responsible for the division of costs.  
Utility Council Responsibility Club Responsibility 
Electricity and Gas No responsibility All costs 
Telephone/Internet No responsibility All costs 
Water and sewerage 90% of costs 10% of costs 
Trade waste and grease traps No responsibility All costs 

Vehicle Access 
No motor vehicles, bicycle, scooter, cart or other vehicle are to be taken onto any playing surface unless 
written permission is provided by Council. This approval may also attract a bond to be held by Council.  
All vehicles are to remain on access roads, sealed roads and carparks.  
Emergency vehicles are exempt. 
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Waste Management 

Litter 
User Groups are responsible for ensuring that all waste generated from the use of the reserve is 
cleaned by the end of the match day or training. Failure to ensure that all areas are cleaned on the 
same day may result in Council organising for the area to be cleaned at the User Groups expense.  

Bin Cages and Compounds 
Where installed User Groups are responsible for ensuring there is clear access to bins for Council 
contractors. Failure to do so will results in bins not being emptied.  
Where a lock is provided Clubs are responsible for ensuring it is always locked. Padlocks are not 
standard items and will only be provided where there are issues with dumped rubbish, bin damage 
or theft.  
Waste and rubbish must not be dumped in bin compounds, this includes any hard rubbish, portable 
goals, or larger items that do not fit in bins. If this is to be found, Council will organise the collection 
of this and charge the club accordingly 

Waste and Recycling Bins 
Waste and recycling bins will be provided to User Groups by Council. User Groups are responsible 
for contacting Council where bins are damaged or stolen.  

Hard Rubbish Collection 
Clubs are eligible for one hard rubbish collection per year per pavilion. Bookings need to be made 
by Wednesday 12:00pm for collection between Monday to Friday of the following week. Bookings 
can be made through Community Sport.  
Items are to be put out for collection on the weekend leading up to booking. User groups are 
encouraged to take a photo once completed to make sure they are not held responsible for 
additional dumped rubbish.  
A maximum of 3 cubic metres will be collected and not to include tires, mattresses, green waste, oil 
drums and other household items. All items should weigh no more than 30kgs and to a maximum 
of 1.5m in length.  

Dumped Rubbish 
User Groups are responsible for reporting dumped rubbish around reserves to Council as soon as 
possible. This can be done through Councils website, Snap Send and Solve app or through 
Community Sport.  
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Appendix A – Sportsground Maintenance Guidelines 
 

Sports Ground Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Aerating of sports ground • As required. • Inform Council of any issues 
which require attention. 

Application of fertiliser • As required. • Financial Responsibility 
(Maintenance) 

   Application of wetting agent • As required. • Financial Responsibility 
(Maintenance) 

   Baseball/softball mounds and 
diamonds 

• Organise and provide 
required material when 
indicated by user groups 
(where budget is available) 

• Maintain pitching mounds and 
diamonds 

• Provide advice/recommendation 
on required material and source 
of supplier where necessary 

Covering and uncovering of 
cricket pitches 

• Covering and uncovering of 
cricket pitches. 

• Risk management checks 
throughout the season. 

• Inform Council of any issues 
which require attention. 

Cricket nets • Carry out condition audits 
and provide ongoing 
maintenance, 
repairs or renewal. 

• Inform Council of any issues 
which require attention. 

• Pay for repairs due to misuse by 
User Groups. 

Fencing and gates • Carry out condition audits 
and provide ongoing 
maintenance, 
repairs or renewal. 

• Inform Council of any issues 
which 
require attention. 

Floodlight maintenance • Provide quote to User Group 
and carry out works as 
required. 

• Full responsibility to pay costs to 
carry out maintenance/repair 
works to floodlights i.e. globe 
replacement. 

Goals and goal posts • Capital cost of installation. 
• Installation at the start of the 

season (where appropriate). 
• Removal at the end of 

season (where appropriate). 

• Carry out condition audits and 
provide 

• ongoing maintenance, repairs or 
renewal 

Goal nets (soccer or 
netball) 

• No responsibility • Full responsibility.  

Grading of unmade car 
parks and entrance 
roadways 

• All maintenance. • Inform Council of any issues 
which require attention. 
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Sports Ground Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Grass cutting of oval surrounds 
and trimming of grass around 
buildings, fences, etc 

• Cut and trim grass in 
accordance with current 
levels 
of service as per 
the maintenance 
contract. 

• Inform Council of any issues 
which require attention. 

• Cut and trim grass in 
accordance with any written  
agreements with Council. 

Irrigation systems • Assess all requests 
submitted by users and, if 
approved by Council officers, 
ensure satisfactory 
completion of work. 

• If Council irrigation system: 
carry out condition audits 
and provide ongoing 
maintenance, repairs or 
renewal. 

• Installation and maintenance of 
irrigation systems approved by 
Council officers. 

• Usage to be in accordance with 
relevant water restrictions. 

• Inform Council of any 
issues which require 
attention. 

Landscaping • Carry out condition audits 
and provide ongoing 
maintenance, 
repairs or renewal. 

• Inform Council of any issues 
which require attention. 

Landscaping – upgrade • Assess all requests submitted 
by users and if approved by 
Council officers, ensure 
satisfactory completion of 
work. 

• Seek Council approval and 
assessment of repairs or 
upgrade of landscaping facilities 
before commencement. 

• After Council approval ongoing 
maintenance of upgraded area 
is user responsibility. 

Line marking of sports grounds • No responsibility. • All line marking of sports 
grounds using appropriate 
material that will not 
permanently damage the sports 
ground surface. 

• Pay for repairs due to damage 
to sports ground surface by User 
Groups. 

Maintenance of turf wickets • No responsibility. • Maintain turf wickets in 
consultation with User 
Reference Group. 

Removal of waste Including 
grease traps 

• Council to organise • Pay costs (if any) for removal of 
waste and sewerage from 
property. 

Repairs to other facilities e.g. 
coach’s boxes, storage sheds 
and cricket roller sheds where 

    
 

• Minor repairs and 
replacement 
(due to age). 

• Minor repairs due to misuse by 
User Groups. 
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Sports Ground Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Rolling of sports grounds • Carry out ongoing 
maintenance as required. 

• Inform Council of any issues 
which require attention. 

Signage – Including advertising 
and 
sponsorship signage 

• Assess all requests submitted 
by users and, if approved by 
Council Officers, ensure 
satisfactory completion of 
work. 

• Obtain Council approval for any 
proposed signage. 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues 
which require attention. 

• Pay for repairs due to 
vandalism. 

Signage – Casey Corporate • Carry out condition audits 
and 
provide ongoing 
maintenance, 
repairs or renewal. 

• Inform Council of any issues 
which require attention as a 
matter of urgency. 

• Pay for repairs due to misuse by 
User Groups. 

Slicing of playing surface • As required. • Financial Responsibility 
(Maintenance charges 15%). 

Spraying of weeds and pests • As required. • Financial Responsibility 
(Maintenance charges 15%). 

Synthetic cricket pitch carpet • Carry out condition audits 
and 
provide ongoing 
maintenance, repairs or 
renewals. 

• Inform Council of any issues 
which require attention. 

• Pay for repairs due to misuse by 
User Groups. 

Topdressing of ovals • Carry out ongoing 
maintenance 
as required. 

• Inform Council of any issues 
which require attention. 

Verti-draining to playing surface • Minimum two times per year. • No responsibility. 

Watering • No responsibility unless 
previously written agreement 
with Council. 

• Full responsibility unless 
previously written agreement 
with Council. 

• Usage to be in accordance with 
relevant water restrictions. 

 

 

Appendix B – Building Maintenance Guidelines 
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 Building Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Bathroom/ toilet fittings • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues that 
require attention as a matter of 
urgency. 

• Carry out day to day cleaning. 
• Pay for repairs due to misuse by 

User Groups. 
• All work must be undertaken by 

Council contractors. 

Building alterations • All requests will be assessed 
upon submission and if 
approved by Council, checks to 
ensure satisfactory completion of 
work will be conducted, even if 
totally funded by User Groups. 

• For determining and 
documenting the specific needs 
of the building relating to any 
requests to Council for building 
alterations. 

Building external • All maintenance. • No responsibility. 
• Inform Council of any issues which 

require attention, especially water 
damage 

• Pay for repairs due to misuse by 
User Groups. 

Ceilings • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Assess all requests submitted by 
users and, if approved by 
Council officers, ensure 
satisfactory completion of work. 

• Inform Council of any issues which 
require attention, especially water 
damage. 

• Pay for repairs due to misuse by 
User Groups. 

Cleaning including 
purchase of cleaning 
materials 

• General cleaning: Council 
responsibility only if previously 
agreed in writing. 

• Clean up: Council responsibility 
as a result of storm damage, 
service failure etc. 

• Keep all areas in a clean and 
hygienic state including purchase 
of all cleaning material unless 
previously agreed in writing. 

Coaches boxes/ players 
shelter 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Assess all requests submitted by 
users and, if approved by 
Council officers, ensure 
satisfactory completion of work. 

• Inform Council of any issues that 
require attention. 

• Pay for repairs due to misuse by 
User Groups. 

Curtains/ blinds -Council 
provided 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal 

• Carry out day to day cleaning. 
• Pay for repairs due to misuse by 

User Groups. 

Curtains/ blinds -User 
provided 

• No responsibility. • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal 
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 Building Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Doors - External • Carry out condition audits and 
• provide ongoing maintenance, 

repairs or renewal. 

• Inform Council of any issues that 
require attention. 

• Carry out day to day cleaning. 
• Pay for repairs to external doors 

due to misuse by User Groups. 

Doors - Internal including 
cupboard doors and door 
fittings 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues that 
require attention. 

• Carry out day to day cleaning. 
• Pay for repairs to internal doors 

including cupboard doors due to 
misuse by User Groups. 

Electrical wiring and 
fittings in/on building 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues that 
require attention. 

• Pay for repairs due to misuse by 
User Groups. 

Exit and emergency 
lighting 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Undertake essential safety 
measure checks and maintain 
records. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

• Pay for repairs due to misuse by 
User Groups. 

External painted 
surfaces 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Assess all requests submitted by 
users and if approved by Council 
Officers, ensure satisfactory 
completion of work. 

• Carry out day to day cleaning of 
painted surfaces. 

• Pay for repairs due to misuse by 
User Groups. 

External walls • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention, especially water 
damage (as a matter of urgency). 

• Pay for repairs due to misuse by 
User Groups. 

Evacuation signage • Carry out regular audits, 
maintenance, repairs and 
replacement. 

• Report if not working, damaged or 
missing as a matter of urgency. 

• Do not interfere with existing 
signage. 

Fire extinguishers and 
fire hose reels 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Undertake essential safety 
measure checks and maintain 
records. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

• Pay for repairs due to misuse by 
User Groups. 

Floor surfaces and 
coverings 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Carry out day to day cleaning. 
• Pay for repairs due to misuse by 

User Groups 
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 Building Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Furniture attached to 
building - Council 
provided i.e. built 
in seating 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewals. 

• Carry out day to day cleaning. 
• Pay for repairs due to misuse by 

User Groups. 

Furniture - Council 
provided i.e. 
tables, chairs 

• Council may supply basic furniture 
(chairs, tables etc.) for new 
facilities. Once established, User 
Groups are responsible for 
purchasing their own furniture. 

• Carry out day to day cleaning. 
• Carry out condition 

audits and provide 
ongoing maintenance, 
repairs. 

Furniture User provided • No responsibility. • Carry out condition audits and 
provide 

• ongoing maintenance, repairs or 
replacement. 

Gas bottles - As provided 
with building, NOT 
ancillary i.e. portal gas 
BBQs 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Replace if stolen. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

• Fill bottles when discharged at 
own cost and pay annual 
rental fees. 

• Pay for repairs due to misuse by 
User Groups. 

Grease traps • No responsibility. • Organise and pay costs for 
removal of waste and sewerage 
from property. 

Hard rubbish • As per annual residential 
collection (curbside collection) or 
green waste collection (bin/s 
provided by Council) – See 
rubbish collection. 

• Remove hard rubbish i.e. working 
bees, clean out. 

• Pay all costs for any hard 
rubbish collection services - 2 
free collections available each 
year at each reserve and can be 
organised by contacting Council. 

Heating fixtures • Servicing, replacing and repairing 
when required. 

• Pay all gas and electricity bills. 

Heating/cooling/ 
extraction fixtures 
provided by Council i.e. 
mechanical exhaust, 
cooling, air conditioning, 
heating 

• Cost of installation. 
• Carry out condition audits and 

provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention. 

• Ensure equipment is used in a 
proper and appropriate manner. 

• Pay for repairs due to misuse by 
User Groups. 

Hot water service • Cost of installation. 
• Carry out condition audits 

and provide ongoing 
maintenance, repairs or 
renewal. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

• Pay for repairs due to misuse by 
User Groups. 
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 Building Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Internal painted surfaces • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Assess all requests submitted by 
users and, if approved by 
Council officers, ensure 
satisfactory completion of work. 

• Carry out day to day cleaning of 
painted surfaces. 

• Ensure paintings, notices etc. are 
displayed appropriately. 

• Ensure adhesive tape etc. is not 
applied to painted surfaces. 

• Pay for repairs due to misuse of 
user. 

Internal walls • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention, especially water 
damage (as a matter of urgency). 

• Ensure adhesive tape etc. is not 
applied to painted walls. 

• Pay for repairs due to misuse by 
User Groups. 

Keys - Internal and 
external doors 

• Purchase, installation and 
maintenance of all locks. 
Maintain a key register. 

• Inform Council of any lost keys as 
a matter of urgency. 

• Responsible for all keys issued 
by Council and obligated to 
return keys if requested by 
Council officers. 

• Pay for repairs due to misuse by 
User Groups. 

• Ensure all areas of building are 
accessible by Council officers at 
all times. 

• Additional keys provided by 
Council must be paid for by 
the User Groups. 

Kitchen equipment – 
Council provided i.e. 
stove, oven, 
dishwasher, boiling 
water urn 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues that 
require attention as a matter of 
urgency. 

• Carry out day to day cleaning.  
• Pay for repairs. 
• All works must be undertaken by 

Council contractors. 

Kitchen equipment - 
User Groups provided 
i.e. 
fridges, freezers or 
deep fryers 

• No responsibility. • Deep fryers, fridges, freezes and 
general kitchen equipment 
including commercial bar 

• fridges or cool rooms are the 
responsibility of the User Groups 
to repair or replace, 

• Arrange for removal of unwanted 
equipment (see hard rubbish). 

Lighting external – 
Shelters contained within 
a recreation reserve 

• Cost of installation. 
• Carry out condition audits and 

provide ongoing maintenance, 
repairs (including those due to 
vandalism) or renewal 

• Inform Council of any issues 
which require attention. 

• Pay for repairs due to misuse by 
User Groups. 
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 Building Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Lighting external - 
Roadway or car park not 
attached to a building 

• Cost of installation. 
• Carry out condition audits and 

provide ongoing maintenance, 
repairs (including those due to 
vandalism) or renewal. 

• Inform Council of any issues which 
require attention. 

• Pay for repairs due to misuse by 
User Groups. 

Light globes and fittings 
external - Attached to 
building asset 
i.e. security 
lighting 

• Repair faulty fittings. 
• Replacement of globes/lamps. 

Maintenance when required. 

• Inform Council of any issues which 
require attention. 

• Pay for repairs due to misuse by 
User Groups. 

Light globes and fittings - 
Internal 

• Repair faulty fittings. • Inform Council of any issues which 
require attention i.e. faulty fittings. 

• Pay for repairs to light fittings due 
to misuse by User Groups. 

• Replacement of light globes/lamps 
at recharge unless subject to 
individual facility agreements. 

Locks and door furniture 
- Internal and external 
doors 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any broken, 
inoperable or damaged locks or 
any issues which require attention 
(as a matter of urgency if security 
is compromised). 

• Carry out day to day cleaning. 
• Pay for repairs due to misuse by 

User Groups. 

Mechanical exhaust, 
cooling, air conditioning, 
heating 

• Responsible for maintenance and 
replacement when required. 

• Pay for repairs due to misuse by 
User Groups. 

Path of travel - Exits • Audit paths of travel and maintain 
records. 

• Ensure that designated paths of 
travel are kept clear and exits free 
of obstructions at all times. 

Pergola/shelter -With or 
without roof and part 
of building structure 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal in consultation 
with Parks and Reserves 
department. 

• Assess all requests submitted by 
users and, if approved by 
Council officers, ensure 
satisfactory completion of work. 

• Inform Council of any issues that 
require attention. 

Pergola/shelter -Stand 
alone with impervious 
roof 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal in consultation 
with Parks and Reserves 
department. 

• Assess all requests submitted by 
users and, if approved by 
Council officers, ensure 
satisfactory completion of work. 

• Inform Council of any issues that 
require attention. 
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 Building Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Pests/rodents -Internal 
or external 

• When required manage termites 
and repair materials suffering 
termite damage. 

• Manage all pests APART FROM 
termites. If the pest is a safety 
concern, please contact Council 
officers. 

• Inform Council of any issues which 
require attention. 

Plumbing fixtures, waste 
pipes and internal drains 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

• Pay for repairs due to misuse by 
User Groups. Pay for any “add 
on” fixtures once approved by 
Council. 

Plumbing -External and 
fixtures 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

• Pay for repairs due to misuse by 
User Groups. Pay for any “add on” 
fixtures such as garden hoses or 
sprinklers. 

Roller shutters • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Carry out day to day cleaning. 
• Pay for repairs due to misuse by 

User Groups. 

Roofs, gutters and down 
pipes 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Regular cleaning of 
spouting/guttering. 

• Monitor gutters for blockages and 
inform Council of any issues which 
require attention, especially water 
damage (as a matter of urgency). 

• Pay for repairs due to misuse by 
User Groups. 

Rubbish bins/ collection • Empty rubbish in accordance with 
Councils current levels of service. 

• Inform Council of any issues which 
require attention. 

• Remove rubbish from around the 
property and ensure that bins 
are in the correct position for 
collection. 

• Ensure rubbish bins are stored in 
a bin cage (where installed). 

Score boxes and 
electronic scoreboards 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Assess all requests submitted by 
users and, if approved by 
Council officers, ensure 
satisfactory completion of work. 

• Determine and document any 
specific works considered 
necessary and make application 
to Council. 
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 Building Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Scoreboard (manual) 
Stand -alone or affixed 
to fencing 

• No responsibility. • Supply and installation of manual 
scoreboard (stand-alone or affixed 
to fencing) at User Groups cost 
once approved by Council. 

Screens/fly wire • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal to screens/fly 
wire approved by Council. 

• Inform Council of any issues that 
require attention as a matter of 
urgency. 

• Pay for repairs due to misuse by 
User Groups. 

Security system (where 
installed) 

• Installation and maintenance 
including battery replacement for 
normal wear and tear. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

• Pay for monitoring (of security 
system). 

• Pay for all call outs and 
adjustment to alarm code (where 
installed). 

• Pay for repairs due to misuse by 
User Groups. 

Security lighting • Cost of installation. • Recurrent maintenance costs. 

Shade sails - 
Freestanding or attached 
to buildings 

• Carry out condition audits and 
• provide ongoing 

maintenance, repairs or 
renewal to shade sails 
approved by Council. 

• Carry out condition audits and 
provide 

• ongoing maintenance, repairs 
or renewal on shade sails 
NOT approved by Council. 

Shipping containers - 
Council provided 

• Cost of delivery and removal. 
• Removal of graffiti. 

• Pay for rental costs associated 
with the hire of the shipping 
container. 

Shipping containers – 
User Groups provided 

• No responsibility. • Cost of delivery and removal. 
• Pay for rental costs associated 

with the hire of the shipping 
container. 

• Removal of graffiti. 

Skylights • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention, especially water 
damage (as a matter of urgency). 

• Pay for repairs due to misuse by 
User Groups. 

Smoke detectors • No responsibility. • Supply and install. 
• Provide ongoing maintenance 

(i.e. test regularly and replace 
batteries as necessary), repairs 
or renewal. 

Smoke extraction • Initial installation of basic smoke 
extraction equipment. 

• Cleaning, maintenance and 
repairs of smoke extraction 
equipment. 
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 Building Maintenance Guidelines 

Item Council Responsibility User Groups Responsibility 

Storage sheds - Council 
approved 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention. 

Storage sheds - Not 
approved by Council 

• No responsibility. • Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

Storm water/roof 
drainage - Building 
to 
legal point of discharge 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

Storm water drainage - 
Downstream of building 
legal point of discharge, 
reserves, open space 
etc. (Note: does not 
include pipes and pits) 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention as a matter of 
urgency. 

Toilets for 
Recreation Reserve 
users only 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Maintain toilets in a clean and 
hygienic state. Payment of repairs 
due to misuse by User Groups. 

Vandalism and graffiti • Payment of repairs due to 
vandalism to Council property. 

• Removal of graffiti from external 
areas as determined by Council. 

• Report issues to Council and 
Police as a matter of urgency if 
security is compromised. 

• Full responsibility for vandalism 
damage to non-Council property. 

• Graffiti Hotline Number 1800 
826 325 

Wages, payment to 
cleaners, caretakers etc 

• No responsibility. • All wages and payments. 

Water tanks - Water use 
for toilets INSIDE A 
BUILDING (e.g. with 
back up to mains pump 
system) 

• Carry out condition audits and 
provide ongoing maintenance, 
repairs or renewal. 

• Inform Council of any issues which 
require attention. 

• Pay for repairs due to misuse by 
User Groups. 

Windows/glazing • Carry out condition audits and 
provide ongoing maintenance, 

• repairs or renewal. 

• Inform Council of any issues that 
require attention as a matter of 
urgency if security is 
compromised. 

• Carry out day to day cleaning. 
• Pay for repairs due to misuse by 

User Groups. 
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Public Safety Checklist 

Risk Management Checklist 

 CASEY.VIC.GOV.AU 

Appendix C – Risk Management Checklist  

For reserves, ovals, sports fields, halls and pavilions for use by User Group members prior to training, 
competition and events. 
 

 

 

The following questions are to help you identify risk and hazard issues that may be present at the 
facilities or grounds that you, your User Group or association, or your members and guests use. 

It may be appropriate to complete this document in its entirety on only a few occasions throughout 
the season or year, however, the hazard issues inspection checklist should be completed each 
time the facility is used, or at least before competitive events. 

Please circle an answer Yes, No, or Not Applicable for each of the following questions. Some 
guidance is provided, where possible, for each of the questions. (If unsure of an answer, make 
notes in the space provided, and follow-up the issue with someone that may know more.) 

Please endeavour to answer these questions accurately. Answering ‘No’ to any or all of the 
following questions does not necessarily mean that you are responsible for injuries or losses 
arising from the identified hazard. You may, however, be breaching your duty of care if you do 
nothing in response to the information that you are gathering (or fail to gather this information). 

Further, please keep the completed checklist as a record that you have carried out the inspection. 
If issues identified by you are part of facilities or assets controlled by another body or group, or the 
responsibility for managing the identified issues lies elsewhere, sending a copy of the completed 
checklist with a letter requesting action could be appropriate. 

If you consider that your activities, or the health and safety of any participants or spectators, would 
be compromised by any of the identified issues, and you cannot immediately rectify them, you 
need to decide whether to proceed with the planned event. If an official from an association or 
peak body, or competing User Group is present, your concerns should be raised with them, and a 
consensus reached as to proceeding or not.  
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Risk Management Checklist 
 

 General organisational arrangements for your group/User Group – (Complete this 
section a minimum of 3 times per season or year) 

 
Yes No N/A 

a) Is a representative of your group in overall charge of the planned event?  
☐ ☐ ☐ 

 
b) 

 
Is a representative of your group a designated contact for the Council, sports association, etc 

☐ ☐ ☐ 

 
c) 

 
Does this person know to report risk and hazard issues to the owners/operators of the facilities? ☐ ☐ ☐ 

 
d) 

 
Have you made emergency arrangements? (eg first aid kits, extinguishers, emergency no’s etc) ☐ ☐ ☐ 

 
e) 

 
Do you provide access to suitable advice and services where participants require treatment? (eg. User 
Group doctor or local medical centre to refer injuries; rehabilitation expertise; counselling, etc) ☐ ☐ ☐ 

 
f) 

 
Does your lease or tenancy agreement require others to maintain facilities, fixtures or grounds? 

☐ ☐ ☐ 

 
g) 

 
If not, have maintenance activities occurred/been arranged preparatory to the seasons 
commencement? ☐ ☐ ☐ 

 
h) 

 
Are activities, equipment, and rules, where necessary, modified for differing abilities and ages? 

☐ ☐ ☐ 



 

 
 

Risk Management Checklist 
 

 

  
 Specific hazard issues for inspection by your group/User Group – Yes No N/A 

a) Are there any inherent dangers to users within the location of the reserve or facility? (eg. proximity of 
rivers, embankments, cliffs) ☐ ☐ ☐ 

 
b) 

 
Have spectators and competitors been warned about the existence of these hazards? 

☐ ☐ ☐ 

 
c) 

 
Are all in-field structures (such as sprinkler heads, valves, spigots) similar recessed and appropriately 
covered, so as not to interfere with participants? ☐ ☐ ☐ 

 
d) 

 
Is the condition of the surface appropriate for the event? (eg - no significant depressions or cracking; 
divots or mounded dirt absent; no excessive standing water; grass cover and length appropriate) ☐ ☐ ☐ 

 
e) 

 
Do boundary markings allow enough space between the field of play and fencing and spectators? 

☐ ☐ ☐ 

 
f) 

 
Are ground dimensions and boundaries compliant with accepted guidelines for the sport 
or event to be conducted? (refer to Sport Dimensions for Playing Areas from the 
Department of Sport & Recreation.) 

☐ ☐ ☐ 

 
g) 

 
Are goals, fences, coaches boxes and other structures at appropriate locations and appropriately secured, 
having regard to the direction of play, participants’ likely movements, and boundary locations? ☐ ☐ ☐ 

 
h) 

 
Is padding or any other means of protection required on structures close to the area of play? (eg - on goal 
posts, coaches boxes, seating, etc) ☐ ☐ ☐ 



 

 
 

 
 Yes No N/A 

 
i) 

 
Are all participants issued with appropriate equipment, checked by officials prior to commencement? 

☐ ☐ ☐ 

 
j) 

 
Are surfaces clear of rubbish, animal waste, syringes and other foreign objects? 

☐ ☐ ☐ 

k) Is the position of spectators, vehicles, private property, or other facilities (eg play 
equipment) at the reserve likely to interfere with the event? ☐ ☐ ☐ 

 
l)  

Are the change rooms provided for participants adequately clean, secure and 
private? 

☐ ☐ ☐ 

 
m)  

Can players and officials access the area of activity without undue interference from 
spectators? 

☐ ☐ ☐ 

 
n)  

Is adequate liquid available to participants? ☐ ☐ ☐ 

 
o)  

Are the lighting conditions suitable for the intended activities? ☐ ☐ ☐ 

 
p) Are spectators controlled in any manner in order to promote appropriate behaviour? 

(eg conditions of entry; parking marshals; policy/procedures for serving alcohol; 
User Group officials warning members, etc) 

☐ ☐ ☐ 

 
q)  

Are the people conducting your activities - coaches, umpires, officials, first-aiders, 
instructors, (incl. volunteers) - adequately qualified, trained, instructed, experienced and/ 
or supervised? 

☐ ☐ ☐ 
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Risk Management Checklist 
 

Given the above, in your judgement, are all the facilities that you intend to use appropriate for the 
purpose for which they will be used? Yes ☐ No ☐ 

 

If you answered “No” to any of these questions, you have risk issues that require management. If you do not manage these issues appropriately, you expose 
your organisation and its members to potential losses and liabilities. 

 

NOTES: (can include actions taken on the day to rectify, notify, or manage identified issues) 
 
 

 

 

 

Name:       

 

Date:          
 

Signature:              
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Risk Management Checklist 
 

Inspection details – 

 

Date of inspection: 

 

 

Time of inspection: 

 

 

Location (address): 

 

 

Facility (eg Oval #2, pavilion, etc): 

 

 

Form completed by (name): 

 

 

Inspected by (names): 

 

 

Position (eg treasurer, coach, etc): 

 

 

Organisation/User Group (eg Casey Football Club, etc): 

 

 

Contact details (phone no., e-mail, etc): 

 

 

Event (eg footy training, cricket match): 

 

 

Association or league, and grade: 
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Public Safety Checklist 

Risk Management Checklist 

Number of participants (competitors):  (estimate if necessary) 

 

 

Number of spectators expected: (estimate if necessary) 

 

 

 

Permits required and obtained (list) (eg liquor licence, sale of food permit) 
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CASEY.VIC.GOV.AU 

Handover Form 

Sports Pavilion Inspection Form 

 
 

 
 
 

 
 
 

Appendix D – Sports Pavilion Inspection Form 
Sports Pavilion/Reserve:  

Inspection Date:  

Outgoing Club/Representative:   

Incoming Club/Representative:   

Change Rooms 
Room Floors vacuumed and 

cleaned  Walls/Doors clean Benches cleaned Rubbish removed & bins empty 

HOME 1 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

HOME 2 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

AWAY 1 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

AWAY 2 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 
Comments / Notes: 

 
 

 
 
 



 

 

Toilets and Showers: 
Room Cubicles and 

urinals cleaned Walls and Floors Mirrors cleaned Hand basins 
cleaned 

Rubbish removed 
& bins empty 

HOME 1 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 
HOME 2 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 
AWAY 1 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 
AWAY 2 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 
Comments / Notes: 

 

 

Social Room: 
Floors vacuumed and cleaned Walls/Doors clean Tables and Chairs cleaned Rubbish removed & bins empty 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Comments / Notes: 
 
 

 
 
 
 
 
 
 
 
 
Public Toilets: 



 

 

Room Cubicles and urinals 
cleaned Walls and Floors Mirrors cleaned Hand basins 

cleaned 
Rubbish removed & 
bins empty 

MALE Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 
FEMALE Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 
ALL 
ABILITIES 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 
Comments / Notes: 

 
  

Kitchen: 
Floors vacuumed 
and cleaned Clean  sinks and 

benches 
Clean cupboards 
and shelving 

Clean and empty 
Bain Marie 

Clean cooking 
equipment and 
extraction fan 

Rubbish 
removed & bins 
empty 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Comments / Notes: 
 
 

Umpires Room: 
Floors vacuumed 
and mopped Walls/Doors 

clean 
Clean shower 
walls, floor of 
soap and mould 

Toilet seat, bowls 
and urinals 
cleaned 

Hand basins 
cleaned 

Rubbish removed & 
bins empty 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Comments / Notes: 

 

 

 
 
 
Office: 



 

 

Floors vacuumed and 
cleaned Walls/Doors clean Items stored appropriately Rubbish removed & bins 

empty 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Comments / Notes: 

 

 

First Aid Room: 
Floors vacuumed and 
cleaned  Walls/Doors clean Items stored appropriately Rubbish removed & bins 

empty 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Comments / Notes: 

 

 

 
Storage:      General: 

Clean throughout Adequate racks or lockable 
areas secured & useable 

 Clean all windows and window 
sills 

Remove Cobwebs & 
Debris 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

 Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Comments / Notes:  Comments / Notes: 

 

 

Pavilion External:  
Pavilion surround clean (rubbish, 
cigarette butts removed) 

Bin cage - All bins in cage and excess 
rubbish removed 

Car park clear of rubbish and all 
gates locked appropriately 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Satisfactory ☐ 

Unsatisfactory ☐ 

NA ☐ 

Comments / Notes: 

 

 

 



 

 

Other Comments: 

 
 
 
 
 
 
 

Please note costs incurred for damage or areas requiring attention will be on charged to outgoing club where 
applicable. Please submit completed form to the Sport and Leisure Department via leisure@casey.vic.gov.au 
within 5 business days of handover. 

 
OFFICE USE ONLY 
Council officer: 
Signature: 
Submission date: 
 
 

mailto:leisure@casey.vic.gov.au
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Request Form 

Recreation Reserves –  
Building Maintenance 

 
 

 

Appendix E – Building Maintenance Request Form 
Building Maintenance Requests  
Council is responsible for major repairs and cyclical maintenance of pavilions and the user group/clubs 
are responsible for minor repairs, cleaning and minor maintenance as defined in the City of Casey 
Active Recreation Reserves Seasonal Tenancy Agreement & Operational Guide.   
 
The guidelines are available by contacting Council on 9705 5200 or visiting the website at 
http://www.casey.vic.gov.au/arts-leisure/sport-leisure  
 
Council does not undertake maintenance for specific purpose facilities such as tennis, lawn bowls, and 
netball. 

Building Maintenance Request Procedure 
Please complete this form and return to Council’s Community Sport Team via email to  
leisure@casey.vic.gov.au 
 
This form is not to be used for requesting building improvements or minor capital works items. 
 
Only the nominated contact person from the allocated sports club at the reserve can make requests to 
Council on behalf of the user group/club. 

Request Contact Details 
 
 
Recreation Reserve:       
 
Nominated Persons Details (All sections must be completed) 
 
Name:        
 
Position and Organisation:       

http://www.casey.vic.gov.au/arts-leisure/sport-leisure
mailto:leisure@casey.vic.gov.au


 

 

 
Postal Address:        
 
Phone Number:                                   Fax Number:         
 
Signature:                                                Date:        
 

Details of Request 
 

Describe fully the work to be undertaken and attach other relevant documents where 
appropriate:       
 
 
 

Why is this work required:       
 
 

Name and contact number of the person who will be on site, when work will be 
undertaken:       
 
 

Preferred dates and times for work to be undertaken:       
 
 

 
Emergencies 
An emergency is any situation where the emergency services have attended the reserve and/or 
situation that may lead to the closure of the reserve or pavilion.  For example, a break-in, water related 
issues, electricity, and security issues. 

 
In the event of an emergency, please contact the City of Casey on 9705 5200. If the emergency occurs 
after hours please contact Council’s Customer Service Centre on 9705 5200 and your call will be 
directed to an officer and addressed as soon as possible. 
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Request Form 

Recreation Reserves –  
Sports Ground Maintenance 

 
 

 

Appendix F – Sportsground Maintenance Request Form 
Sports Ground Maintenance Requests  
 
All maintenance issues where Council has a responsibility should be reported by the user group/club 
for maintenance as defined in the City of Casey Active Recreation Reserves Seasonal Tenancy 
Agreement & Operational Guide.   
 
The guidelines are available by contacting Council on 9705 5200 or visiting the website at 
http://www.casey.vic.gov.au/arts-leisure/sport-leisure  
 
In most cases maintenance will be organised by Council in order to move towards a uniform standard 
of grounds across the municipality. 

Sports Ground Maintenance Request Procedure  
 
Please complete this form and return to Council’s Community Sport Team via email to 
leisure@casey.vic.gov.au  
 
This form is not to be used for requesting ground improvements or minor capital works items.   
 
Only the nominated contact person from the allocated sports club at the reserve can make requests to 
Council on behalf of the user group/club. 

Request Contact Details 
 
 
Recreation Reserve:        
 
Nominated Persons Details (All sections must be completed) 
 
Name:       

http://www.casey.vic.gov.au/arts-leisure/sport-leisure
mailto:leisure@casey.vic.gov.au


 

 

 
Position and Organisation:       
 
Postal Address:        
 
Phone Number:                                                Fax Number:        
 
Signature:        Date:        
 

Details of Request 
 

Describe in full the work to be undertaken and attach other relevant documents 
where appropriate:       
 
 

Why is this work required:       
 
 

Name and contact number of the person who can be contacted to discuss the works 
(if required):       
 
 

Preferred dates and times for work to be undertaken:       
 
 

 

Emergencies 
An emergency is any situation where the emergency services have attended the reserve and/or 
situation that may lead to the closure of the reserve or pavilion.  For example, a break-in, water related 
issues, electricity, and security issues. 
In the event of an emergency, please contact the City of Casey on 9705 5200. If the emergency occurs 
after hours please contact Council’s Customer Service Centre on 9705 5200 and your call will be 
directed to an officer and addressed as soon as possible. 
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