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1. OUTCOMES: 

This policy establishes an equitable, transparent and accountable management framework to 
ensure that volunteering at Queanbeyan-Palerang Regional Council (QPRC) is a mutually 
beneficial and safe activity for both prospective volunteers and for the organisation. 

2. POLICY: 

QPRC welcomes, encourages and supports the participation and involvement of the community 
through volunteering. It is committed to ensuring appropriate policies and procedures are in place 
to ensure best practice in the recruitment, orientation, training, safety and well-being, 
supervision/management, support, acknowledgement and retention of volunteer roles. 

Council aims to provide accessible volunteering opportunities that are meaningful and rewarding 
for our diverse communities. 

Volunteers contribute to the political, economic, environmental and cultural well-being of the 
community by: 

 Strengthening community cohesion, intergenerational exchange, social wellbeing and trust; 

 Expanding the capacity to respond to the needs of citizens through a range of services and 
activities 

 Engaging the community in protecting local resources, improving the physical environment 
and support for environmental issues 

 Encouraging understanding of, and acceptance of, culture diversity and difference 

 Providing people with the opportunity to contribute  

3. SCOPE OF THE POLICY: 

The Volunteer Policy applies to: 

 Committees of Council 

 All individuals applying to volunteer with Council 

 All individuals volunteering with Council 

 All individuals and organisations undertaking volunteer work on Council property, but not 
under the direction of Council i.e. Service clubs, Clean Up campaigns, Environmental 
Groups etc. 

 Staff engaging and/or managing volunteers 

Volunteers complement, but do not replace, the services and programs provided by paid staff. 
Therefore, volunteers will not be used to undertake the following types of work: 

 Physical labouring roles that require a level of fitness, physical capability and certificates to 
undertake; 
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 Supervision or management roles that have a level of accountability and delegated authority 
to act; 

 Funded project work that requires paid staff to develop, deliver and evaluate; and 

 Work experience not supported or approved by a school or an academic institution. 

In addition, volunteering support from Council staff members can be requested for particular events 
(e.g. Christmas in July). As with individuals external to Council an assessment is undertaken of 
that staff member’s ability to undertake the role for that event and the impact of their volunteering 
on their normal work with Council.  

It is not expected that employees who are required to organise and coordinate events for Council 
as part of their roles to volunteer their time during their event. All Award provisions and entitlements 
will apply. 

4. DEFINITIONS: 

Volunteers are people who wish to remain linked to community services and have the capacity to 
generously offer their time and expertise. 

Volunteering is defined as an activity that is: 

 Of benefit to the community and the volunteer 

 Undertaken at the volunteer’s own free will and without coercion 

 Not compulsorily undertaken, such as community service, or to receive pensions or 
government allowances 

 For no monetary reward 

 A recognised activity that is supported by induction and supervision 

Volunteering is not work experience or a substitute for paid work. 

5. LEGISLATIVE OBLIGATIONS AND/OR RELEVANT STANDARDS: 

Once engaged, volunteers will be subject to a range of regulatory standards similar to those for 
paid workers. These include: 

 Work Health and Safety Act 2011 

 Work Health and Safety Regulations 2011 

 Local Government Act 1993 

 Anti Discrimination Act 1977  

 QPRC Code of Conduct 

 Local Government (State) Award 

Good practice guidance and benchmarks are also provided in:  
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 The National Standards for Volunteer Involvement 2015 

6. PROCESS: 

The following process is consistent with Council’s commitment to maintain best practice standards 
in volunteering. 

6.1  Development of Role Statement 

Prior to the engagement of a volunteer, the supervisor will develop a role statement 
(description) to outline the specific volunteer role and the expectations of Council. This 
statement will provide clarity in outlining the specific tasks required in the role. 

6.2   Application Process 

Potential volunteers must complete an application form including name, address and 
emergency contact details. Where relevant, this form may also include areas of interest, 
applicable skills or background and times and days of availability.  

Prospective volunteers will be required to meet with the supervisor and, depending on the 
duration and complexity of the role, may be required to attend a formal interview and/or 
provide referees. 

6.3   Selection and Appointment 

Applications will be assessed by the supervisor and a formal acknowledgement of result 
will be sent to all applicants. Successful applicants will receive a formal offer detailing the 
terms of agreement. Formal acceptance will be acknowledged by the signing of this offer. 
The Supervisor will then liaise with the successful applicant regarding start dates and hours. 

6.4   Security Checks/ References 

A Working with Young Person Check and/or Police check may be required for some roles. 
If the Police Check confirms a criminal record, the Supervisor will assess the suitability of 
the applicant against the role. If a clearance to work in a child-related position is not 
received, the applicant will be unable to work in this type of role. References may be 
contacted to confirm an applicant’s identity and check suitability for the work. 

6.5   Work Health and Safety 

Supervisors are responsible for providing volunteers with Council’s Work Health and Safety 
Policy and procedures, and any other relevant safe work procedures that are applicable. 
Volunteers will follow all safe work procedures and seek instruction when required. It is a 
standard condition of consent that all work is carried out in accordance with the Work Health 
and Safety Act 2011. 

6.6   Incidents 

Volunteers must report incidents to their supervisor as soon as possible. Details of all 
incidents and emergencies involving volunteers will be recorded by the Supervisor and 
reported to the Risk Management area. 

6.7   Insurance 

Council’s Public Liability/Professional Indemnity and Personal Accident insurance extends 
to volunteers undertaking tasks for Council. Volunteers are not entitled to workers 
compensation under the Workers Compensation ACT 1987 or the Workplace Injury 
Management and Workers Compensation Act 1998, but have limited benefits under 
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Council’s personal accident insurance. On request, Council will provide detailed information 
on insurance coverage for volunteers. 

6.8  Induction and Training 

Volunteers will be assigned a supervisor who will be responsible for providing access to 
necessary training. Volunteers will begin with an identified trial period after which they will 
be assessed on whether they are suitable for the role. 

6.9  Reimbursement of Expenses 
If out-of-pocket expenses are incurred as part of their role, volunteers may be reimbursed. 
All expenses must be authorised in writing by the supervisor before they are incurred. 
Expenses such as travel (to and from Council), meals and child care are not reimbursable 
costs. 

6.10 Media Protocols 
Only authorised Council personnel will provide comments to the media. All media enquiries 
must be directed to the Service Manager, Communication and Customer Service. 
Volunteers should not offer to answer any questions or comment in any way. 

6.11 Confidentiality 
Volunteers working with Council must keep all privileged information in relation to Council, 
staff and customers confidential. Information affecting the health and safety of customers, 
staff or others including members of the public should be reported to council. 

6.12 Driving 

If requested to drive a Council vehicle, the volunteer must have a valid current Drivers 
Licence and provide a copy of this licence to their supervisor. 

6.13 Absences 

Volunteers must report their absence from volunteer work as soon as possible to their 
supervisor to ensure that alternative arrangement can be made. 

6.14 Ceasing of Volunteer Arrangement 

Cessation can occur by either party. Council requests one week’s notice and will attempt 
to give the same notice period in normal circumstances. All volunteers are required to return 
any property, files (electronic or otherwise) etc. belonging to Council prior to leaving. 

7.  RESPONSIBILITIES 

Manager/Supervisor/Coordinator’s responsibilities include: 

 Ensuring all documentation is finalised prior to using volunteers; 

 Ensuring all volunteers are aware of their roles and responsibilities; 

 Providing training, direction and supervision of volunteers; 

 Providing a safe, harassment free workplace for all volunteers; 

 Conducting appropriate recruitment and selection exercises for volunteers; 
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 Ensuring that all staff behave in a safe manner; 

 Consulting with volunteers on issues that affect their health and safety in the workplace; 

 Dealing with volunteer grievances and complaints in an efficient and effective manner; 

 Promptly reporting all incidents, accidents, illnesses and risks to health and safety; 

Volunteer Responsibilities include: 

 Diligently, reliably and efficiently undertaking the role as outlined in the Position Description; 

 Disclosing conflicts of interest or pecuniary interests as they arise; 

 Respecting the confidentiality of information provided to them in the course of their 
volunteering; 

 Actively and constructively contributing to the team and work place; 

 Not being under the influence of illegal drugs and alcohol while performing their duties; 

 Understand and adhere to Council’s Code of Conduct; 

 Working in a safe manner and not putting other volunteers or staff members at risk; 

 Providing appropriate notice for non attendance for duty; 

 Advise manager/supervisor/coordinator at the earliest opportunity of any medical condition 
relevant to the efficient performance of duties; 

 Follow directions and instructions provided by their manager/supervisor/coordinator or 
other Council staff member. 
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1. OUTCOMES 

1.1 Social media offers the opportunity for people to gather in online communities of shared 
interest and to create, share and consume content. It is an important communication channel 
that Queanbeyan-Palerang Regional Council (QPRC) uses to engage directly and effectively 
with our community  

1.2 This policy provides guidance and a consistent framework for the use of social media when 
conveying communications relating to Council’s business. Its objective is to protect the 
integrity, security and reputation of QPRC and its staff, while maintaining a high level of 
service to the community. 
 

2. SCOPE OF THE POLICY 

2.1 This policy applies to all Council officials, including councillors, Council staff, members of 
Council’s committees and s355 committees, contractors and delegates, and in particular, any 
person who has delegated authority to make comment on Council’s social media sites.  

 
2.2 The policy does not apply to the personal use of social media platforms where the user makes 

no reference to Council or any of Council’s employees, contractors, other Council officials, 
related entities or any other person or organisation providing services to or on behalf of 
Council. 

 
3. DEFINITIONS 

Authorised person — a staff member who has administration rights to any Council-operated 
social media accounts and is able to post and manage content. Administration access 
may be in the form of knowledge of user names and passwords, or direct administration 
access.  

Content – Any material that is published on social media, including, but not limited to, text, 
images, graphics, videos, GIFs. 

Council officials — councillors, members of staff of Council and other approved delegates, 
including volunteers and chairs of Council committees. 

Moderator — refers to the management of moderated mailing lists and/or information on any 
of Council’s social media accounts by authorised staff known as moderators. Moderators 
are responsible for supervising and recording comments and messages, and can reply to 
these comments. 

Inappropriate content includes: 

(a) offensive language or content 

(b) discrimination on the basis of race, creed, colour, age, religion, gender, marital status, 
status with regard to public assistance, national origin, physical or mental disability 
and sexual orientation 

(c) sexual or links to sexual content 

(d) solicitation of commerce 

(e) illegal activity 

(f) the compromise of safety and security of the public or public systems 
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(g) violation of a legal ownership interest of any other party 

(h) political campaign materials or comments. 

Online communities — the online audience that subscribes and/or contributes to Council’s 
social media accounts. 

Personal information — information or an opinion about an identified individual, or an 
individual who is reasonably identifiable whether: 

(a) the information or opinion is true or not; and 

(b) the information or opinion is recorded in a material form or not. 

Personal use — using social media in a personal capacity and acting independently from a 
QPRC representative. 

Public information — any information that is: 
 available on Council’s website; 
 a decision or document adopted by Council; 
 of public interest that does not disclose personal information; 
 included in Council’s Information Guide, published in accordance with the GIPA Act. 
 
Information not regarded as public information includes:  
 personal details of staff or ratepayers;  
 discussion of Council business in closed session;  
 information contained in correspondence (emails, phone, letters) between staff and 

customers (internal and external).  

Social media — the term commonly given to internet-based tools and platforms that act as 
channels for sharing and communicating information, opinions, knowledge and interests 
online.  

Social networking — involves the building of online communities or networks to encourage 
participation and engagement 

Staff member — any person employed, contracted or providing volunteer services by, for, or 
on behalf of QPRC. 

 
4. LEGISLATIVE OBLIGATIONS AND/OR RELEVANT STANDARDS 

 

4.1 This policy is to be read in conjunction with the following Australian and NSW legislation: 
 NSW Local Government Act 1993, 
 NSW Privacy and Personal Information Protection Act 1998, 
 NSW Health Records and Information Privacy Act 2002 
 NSW Government Information (Public Access) Act 2009 (GIPA Act) 
 NSW State Records Act 1998 
 Copyright Act 1968 
 Copyright Amendment Act 2006 
 Defamation Act 2005 
 Crimes Act 1958 
 Age Discrimination Act 2004 
 Racial Discrimination Act 1975 
 Sex Discrimination Act 1984 
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4.2 This policy is to be read in conjunction with the following documents: 
 QPRC Code of Conduct 
 QPRC Privacy Policy and Management Plan 
 QPRC Records Management Policies and Procedures 
 QPRC Media Policy 
 Local Government Records Disposal Authority (GDA10) 

 

4.3 This policy rescinds the following documents: 
 The former Palerang Council Social Media Policy 2014 
 The former Queanbeyan City Council Social Media Policy 2015 
 The former Queanbeyan City Council Social Media Directive 2012 

 

5. POLICY 

5.1 Council is committed to making the best use of all available media to improve communication 
and engagement with the public.  

5.2 Council will provide relevant and up-to-date information through use of social media in a 
timely and appropriate manner. 

5.3 Confidential information will not be released by Council via any form of social media. 

5.4 Comments on QPRC social media platforms are official Council communications and 
therefore represent Council’s views. 

5.5 Council will ensure that the privacy and confidentiality of personal information acquired via 
social media tools is protected at all times and treated in accordance with the Privacy and 
Personal Information Protection Act 1998 and related acts. 

5.6 Council seeks to engage positively with members of our community through the use of social 
media sites and encourages comments, feedback and input. Council will however 
immediately remove content which is deemed inappropriate (see definitions) 

5.7 Councillors and staff are encouraged to share information posted by QPRC-operated social 
media accounts 

5.8 Councillors and staff should be wary of sharing content that is negative towards a Council 
decision, service or project and is likely to lead to negative comments about Council where 
Council is unable to provide clarification. 

5.9 Council accepts no legal responsibility for any staff member or councillor who, during the 
process of engaging in social media activities, causes any civil or criminal liability to be 
brought against QPRC. 
 

5.10 For specific guidelines about the use of social media by QPRC staff members, see Schedule 
1. 
 
 

6 INTERACTION BETWEEN COUNCIL SOCIAL MEDIA ACCOUNTS AND OTHER ACCOUNTS 

6.1 Council-operated social media accounts may interact with the social media accounts of 
QPRC elected representatives where the content is published on a public page and is non-
political, relates to the adopted business of the organisation, engages the community and 
adheres to Council’s Code of Conduct.  
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6.2 While Council is in caretaker mode prior to a local government election, Council-operated 

accounts should not engage with the accounts of QPRC elected representatives, candidates 
or potential candidates, regardless of the content, except in extraordinary circumstances, 
such as natural disasters and extreme weather events.  

 
6.3 Councillors should not use their personal social media accounts to personally criticise 

Council staff or denigrate fellow councillors and community members. Criticism of Council 
staff in a public forum is a breach of Council’s Code of Conduct Section 6.7 

6.4 In line with the Councillor and Staff Interaction Policy, Council staff and councillors should not 
have direct communications on Council business via social media. All staff contact is to be 
coordinated through the General Manager/CEO and/or Portfolio General Managers.  

 
7. COMPLIANCE WITH POLICY 

7.1       Any breach of this policy may result in disciplinary action which may include termination of 
employment or termination/non-renewal of contractual arrangements. 

7.2 Other disciplinary action that may be taken includes, but is not limited to: 

(a) issuing a warning 

(b) suspension 

(c) temporary or permanent disconnection of access to all or part of Council’s computer 
network. 

 
8. PERFORMANCE INDICATOR 

 
Ongoing increase in engagement on QPRC-operated social media channels 
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Schedule 1 

S1.1 Guidelines for use of QPRC social media sites by authorised staff members 
1.1.1 Before using social media as a representative of QPRC, authorised persons must 

read and understand Council’s Code of Conduct and the Social Media Policy. 
1.1.2 Authorised persons of Council’s social media platforms are responsible for 

fulfilling the role of moderator for the accounts they have access to. 
1.1.3 Authorised persons are entitled to decline to engage in an ongoing commentary 

on social media. Requests for official social media accounts must be authorised 
by the General Manager/CEO and must have a representative of the 
Communications and Engagement Team as co-moderator. 

S1.2 Social media guidelines for QPRC staff 

1.2.1 This Policy does not aim to restrict the ability of staff to use social media. It does aim to 
provide guidance in relation to content relating to QPRC. 

1.2.2 Staff may post content on their personal accounts or to Council’s social media accounts 
about Council activities, events and initiatives, providing the content is based on fact and 
not opinion. 

1.2.3 Council staff shall not use their social media accounts to criticise Councillors, fellow 
Council staff members and officials or the organisation. Criticism of Council staff or 
Councillors in a public forum is a breach of Council’s Code of Conduct. 

 
1.2.4 When staff are using social media in a private capacity, it is important that the readers of 

posts do not misconstrue personal comments as representing an official QPRC position. 
 
1.2.5 Unless staff are authorised to release information on behalf of QPRC, individuals are 

personally responsible for the content of their online posts. In this context, staff have a 
responsibility to ensure that: 

 
(a) they are not the first to make QPRC announcements 
(b) they do not imply in any way that they are authorised to speak on QPRC’s behalf 
(c) they do not use the identity of another QPRC staff member, business or supplier 

partner 
(d) they do not damage QPRC’s reputation, commercial interests, and/or bring QPRC 

into disrepute 
(e) they only disclose publicly available information 

they do not comment on or disclose confidential QPRC information, such as financial information, 
future business, business plans, staff issues and the like 

1.2.6 Although staff may read or see comments posted on various social media platforms that 
may be inaccurate, misleading or false, it is best practice to: 
(a) avoid becoming involved or offering advice 
(b) avoid identifying yourself as a Council staff member 
(c) report the matter to your Service Manager or the Communications and 
Engagement team. 

 
1.2.7 If you must engage in the online discussion, staff should ensure that if they are able to 

be identified as a QPRC staff member, they state that the post or comment is entirely 
their own opinion and not that of Council. 

 

S1.3 General use of QPRC social media by authorised persons 
 



12.19 Draft QPRC Social Media Policy 
Attachment 1 - Draft QPRC Social Media Policy - February 2018 (Continued) 

 

Page 62 of the Ordinary Meeting of the QUEANBEYAN-PALERANG REGIONAL COUNCIL held 28 February 2018. 
Cr Tim Overall – Mayor, Chairperson 

1.3.1 Authorised persons may:  
 publish content that is of interest to the public 
 promote the activities, events and projects approved by Queanbeyan-Palerang 

Regional Council 
 promote information affecting the general Queanbeyan-Palerang community and 

promote events and initiatives of interest to the community 
 communicate the announcement of funding from other levels of government in 

relation to QPRC projects when that funding is not reliant on the outcome of an 
election 

 respond to questions/comments posted by the public where factual answers are 
available (the authorised person may direct the conversation ‘offline’) 

 create supporters and influencers for QPRC within the community through creative 
visuals and genuine engagement 

 remove inappropriate content (see definitions) and block users who are not abiding 
by these standards.  

 
1.3.2 Authorised persons may not:  

publish confidential or personal information about staff or the public 
promote offers from individual businesses or groups of businesses 
 promote the political interests of any elected representative or candidate for an 

upcoming election 
promote political messages, including from Local, State and Federal Government  
 publish inappropriate content (see definitions) 

 
1.3.3 Members of the QPRC Communications and Engagement team reserve the right to 

remove any content posted by an authorised user of a Council-operated page if it is 
deemed inappropriate.  

1.3.4 Any comments that are removed, and any users who are banned, from Council-operated 
social media accounts are to be logged in the “Social Media Log” in Council's electronic 
records management system.   
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POLICY:-  
Policy No:  
Policy Title: QPRC Social Media Policy 
Date Policy was adopted by Council:  
Resolution Number:  
Previous Policy Review Date:  
Next Policy Review Date: By September 2021 
   
PROCEDURES/GUIDELINES:-  
Date Procedure/Guideline (if any) was 
developed: 

 

  
RECORDS:-  
Container Reference in TRIM: Policy  
Container Reference in TRIM: Procedure  
Other locations of Policy: Intranet (linked to TRIM Container) 
Other locations of Procedures/Guidelines: Intranet (linked to TRIM Container) 
  
DELEGATION (if any):-  
  
  
RESPONSIBILITY:-  
Draft Policy developed by: Debby Ferguson 
Committees (if any) consulted in the 
development of the Draft Policy: 

 

Responsibility for Implementation: Ricky Tozer 
Responsibility for Review of Policy: Debby Ferguson 

 
INTEGRATED PLANNING FRAMEWORK:  
Community Strategic Plan: Theme No. 
Delivery Program Title:  
Operational Plan:  

 
Senior Authorising Officer Position 

CEO/General Manager 
Signature/Date 
(Signed and dated) 
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Offices:   Council headquarters – 256 Crawford St 
Bungendore Office – 10 Majara St 

 Braidwood Office – 144 Wallace St 
  
Contact:   Queanbeyan:  
 Ph: 02 6285 6000 
 Fax: 02 6285 6666 
 Bungendore/Braidwood: 
 Ph: 02 6238 8111 
 Fax: 02 6238 1290 
 E: council@qprc.nsw.gov.au 
 W: www.qprc.nsw.gov.au 
 P:  PO Box 90 

     Queanbeyan NSW 2620 

mailto:council@qprc.nsw.gov.au
http://www.qprc.nsw.gov.au/
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Special Heritage Fund Scheme 
Background 
 
The former Queanbeyan City Council at its meeting of 24 June 2015 determined to establish 
a $100,000 Special Heritage Fund.  This was extended to the whole of the local government 
area at the Queanbeyan-Palerang Regional Council meeting of 26 October 2016.   
 
The purpose of the funding is to assist owners of churches, and buildings owned or managed 
by community based Not for Profit organisations listed on the heritage schedule of 
Queanbeyan Local Environmental Plan 2012, or Palerang Local Environmental Plan 2014 to 
conserve, restore and reuse their properties. 
 
Priority will be for public buildings, churches and buildings owned or managed by community 
based not for profit organisations as well as those buildings where there is a clear community 
or public benefit rather than a private one. 
 
A compliance certification form will be required to be completed by the applicable Council’s 
Heritage Advisor at the completion of the project and prior to any payment being made. 
 
The grant funding in this instance is a competitive process and prospective applicants need to 
submit an application which addresses the criteria in these guidelines. 
 

Funding 
 

 Prospective applicants need to demonstrate that they are prepared to contribute a 
reasonable proportion of the cost of the project. 

 Prospective applicants must comply with the attached Standard Conditions.   

 The project must have a minimum value of $15,000 or resolved by Council. 

 Council will consider allowing a small percentage of any grant to be used for 
undertaking professional studies associated with an individual project such as the 
preparation of a statement of heritage significance (if required and with Council’s 
agreement).  These are to be undertaken and prepared by a suitably qualified and 
experienced person. 

 All projects are funded over the current financial year.  

 Funding will be limited to one grant of assistance per site per financial year. 

 Applicants must complete and claim 100% of their funding by 30 June 2018. 

 
Closing date:  Applications close on 10 January 2018. 
 

Projects Eligible for Funding 
 
These include: 

 Public buildings which include Council owned buildings. 

 Buildings owned or managed by community based ‘Not For Profit’ organisations 
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 Churches.  

 Other buildings or works supported by the Heritage Advisor and Heritage Advisory 
Committee. 

 
 
 
 
Projects should be for: 

 Physical conservation works including restoration, reconstruction, repair, 
reinstatement, preservation and maintenance as defined in the Australian ICOMOS 
Burra Charter,  

 Fire, safety, access, compliance and upgrading works to meet requirements under 
the Building code of Australia, the Disability Discrimination Act and Work Health and 
Safety Act for ongoing use and adaptive reuse, and/or 

 Interpretation works that are based on recommendations contained in a Statement of 
Heritage Significance or an Interpretation Plan or Conservation Plan. 

Priorities for Funding 
 
These include: 

 Buildings which are used predominantly by the community. 

 Places at risk - urgency to avert severe deterioration.  

 Heritage and sustainability conservation works. 

 Sympathetic adaptive reuse works. 

 Interpretation to facilitate heritage tourism. 

 

Projects Ineligible for Funding 
 
These include: 

 State and Federal Government buildings. 

 New buildings. 

 Commercial buildings.  

 Purchase of heritage buildings. 

 Relocation of buildings or work to relocate buildings. 

 New commemorative monuments, works or headstones. 

 Purchase of equipment. 

 Routine maintenance. 

 Projects where alternative funding is available. 
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Common Selection Criteria for all Projects 
 
Funding is targeted to projects that clearly demonstrate: 

 A community benefit associated with the works to be funded. 

 Sustainable long-term heritage benefits. 

 Capacity and commitment to undertake and complete the project within the allocated 
time frame. 

 

Submitting Your Application 
 

 Prospective applicants must discuss their project with the relevant Council Heritage 
Advisor prior to submitting your application.  Appointments can be made by 
contacting Council’s Land-Use Planning Team on 6285 6276.   

 Council’s Heritage Advisor will also provide initial advice as to whether the works 
proposed may require a development application.  Where a development application 
for the works is necessary, prospective applicants need to contact Council’s 
Development Team staff to discuss planning requirements. 

 Prospective applicants are required to demonstrate why the work proposed is 
appropriate from a heritage point of view. 

 Obtain 2 quotes and place the costs against the job scope of works clearly 
demonstrating the costs for each item. 

 Provide plans and sketches of the project. 

 Provide “before” photographs of the item, including close-ups.  Photographs of the 
finished product will also be required at the completion of the project. (Council uses 
photographs of heritage properties to promote heritage in the local area.  Please 
indicate on the application form if you agree for this to occur.) 

 Complete the application form and keep a copy for your records. 

 

It should be noted that success in obtaining funding for projects will not negate the 
need to submit and obtain development consent where required. 
 

You can either email your completed application, including digital images, to: 
landuseadmin@qprc.nsw.gov.au 
Or 
Post to:  QPRC Special Heritage Fund  
 Land-Use Planning Team 
 PO Box 90  
 Queanbeyan NSW 2620  
 
 

Assessing Your Application 
 

mailto:landuseadmin@qprc.nsw.gov.au
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Applicants must complete the attached project application form and answer all the questions.   
The quality and clarity of the information provided will be taken into account when assessing 
the applications.  Total available funds for grants are limited each year and are awarded on a 
competitive basis and projects must meet eligibility criteria, program priorities and common 
selection criteria. 
 
Applications will be considered by members of Council’s Heritage Advisory Committees, 
Council staff and Council’s Heritage Advisor(s).  Recommendations will be forwarded to 
Council for adoption.   
 
If your application is successful, a funding offer and contract will be sent to you.  On your 
acceptance of this offer, work can commence from that time. 
 
Successful applicants will also be required to comply with a set of standard conditions.  These 
will be supplied and are also available upon request or on Council’s web page at: 
www.qprc.nsw.gov.au 
 

Project Timing and Claiming Your Funds 
 
Applicants must complete and claim 100% of their funding by 30 June 2018. 
  

http://www.qprc.nsw.gov.au/
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Application Form 
 

 

 
 
 
 
 
 
 
 
 
 
  

Special Heritage Fund Application Form  
Applicant Details 

Contact Name:………..…………………………………………………………………………………… 
 
Company Name:  (if applicable) …..………………………………………………………….………… 
 
Postal Address:……………………………………………………………………………………….…… 
 
Phone:  ……………………………………………… (H/W) Mobile: …………………….……….… 
 
Email:………………………………………………………….…………………………………….……… 
 
ABN registered name:  (if applicable) ..………………………………………….…………………..…. 
 
ABN:  (if applicable)  ……………………………………………………………………………………… 
 
GST registered?   Yes   No 
 
I agree to Council using the photographs of my property to promote Heritage in the local area  
Yes   No 
 
 
Project Address 

No:  ……………………  Street: ……………………………………………………………………...… 
 
Suburb: …………………………………………………………………………………………………… 
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Project Proposal (Briefly describe the proposed project) 

Project scope of works (Separate submission can be attached): 

……………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………… 

Estimated cost of project:  
 $………………………………………………………………………………………………… 
 
Funding equity and cost effectiveness: 
 

 Have you applied for or are you receiving funding or support from other sources? If yes 
please name source. 
        Yes   No 

 
……………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………… 
 
 
Photographs and Quotes 

Photographs of your project:  
Attach current photos of the property and the area of the proposed work, photos will also be 
required at the completion of the work 
 
Quotes:   
Attach 2 quotes for the proposed work 

        Yes   No 
 
Building History 

History of your building: 
Attach any historical information you have regarding your building or provide a hyperlink 

        Yes   No 
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Eligibility 

To be eligible for funding you must answer YES to ONE of the following 
Is the item in a conservation area?      Yes   No 
Is the item a local heritage item?     Yes   No 
Is the item supported by Council’s Heritage Advisor?  Yes   No 
Is the item listed on the State Heritage Register?   Yes   No 
 

 To be eligible for funding you must answer YES to the following 
I will complete and claim my project funding by 30 June 2018  Yes   No 
I acknowledge that I may be required to obtain Council development approval for these works 
(separate to funding offer)        Yes   No 

 
Funding Priorities 

Queanbeyan-Palerang Regional Council’s funding priorities are for projects that: 
 Buildings which are used predominantly by the community 
 Places at risk - urgency to avert sever deterioration  
 Heritage and sustainability conservation works 
 Sympathetic adaptive reuse works 
 Interpretation to facilitate heritage tourism 

Describe how your project will achieve one or more of these funding priorities 
a) Continued facilitation of use of the site by the community 

 
 
 
 
 

b) Urgent maintenance works to avert risks e.g. compliance with safety codes 
 
 
 
 
 

c) Heritage and sustainability conservation works 
 
 
 
 
 

d) Interpretative works to facilitate heritage tourism 
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Common Selection Criteria For All Projects  (Please answer ALL the criteria – attach 
additional pages if required)  

I have previously received Council funding support for this item. 
         Yes   No 

A community benefit associated with the works to be funded. 
 Describe how the funding of your project will have a community benefit  

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

Sustainable long term heritage benefits. 
 Describe how your project contributes to the sustainable management of the heritage 

item.  (Attach a copy of your management/maintenance/sustainability plan)  

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………… 

Capacity and commitment to undertake the project. 
 Do you have the time and project and management skills to successfully undertake this 

project?       Yes   No 

 Will your project be completed within the funding time frame and be fully claimed by  

30 June 2018.       Yes   No 
 I have discussed my project with the Heritage Advisor prior to lodging this application. 

        Yes   No 
 Does your project require a DA and will it be obtained prior to the commencement of 

work?        Yes   No 
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Heritage Advisor’s Assessment/Recommendation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Submitting Your Application 

Application forms and accompanying information should be forwarded to:   
Email: landuseadmin@qprc.nsw.gov.au 
Or  
Post: QPRC Special Heritage Fund  
 Land-Use Planning Team 
 PO Box 90  
 Queanbeyan NSW 2620  
 
(Please ensure you sign the declaration on page 12 prior to submitting your application) 
Council Contact 

If you require any further information please contact Beate Jansen on 6285 6276   

 
Application Closing Date   

Applications must be received by close of business:  10 January 2018 

 

  

mailto:landuseadmin@qprc.nsw.gov.au
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Property Ownership  (Only complete if applicant is NOT the owner of the heritage item) 

Owner’s name:  ………..…………………………………………………………………………………….. 
 
Contact details:  ………………………………………………………………………………………………. 
 
Signature:  …………………………………………………………………………………………………….. 
 
Date: …………………………………………….. 
 
 
Declaration 

I/We the undersigned, being the applicant/s nominated in this application, apply for a Special 
Heritage Fund grant to carry out works described above on the land specified earlier in this 
application.  
I confirm that all the information provided in this project application is true and correct to the best of 
my knowledge   Yes   No 
 
I have completed ALL questions on this project application    Yes   No 
 
I have attached ALL requested documentation   Yes   No 
 
Signature: ……………………………………………………………………………………………………… 
 
Date: …………………………………………….. 
 

 

                                


