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1. PURPOSE 

The purpose of this policy document is to ensure that applications for acknowledgment 
of community contribution are determined and managed on a consistent basis. 
 

2. INTRODUCTION  
From time to time Council receives requests from individuals or organisations for the 
installation of memorial plaques, the donation of park furniture or planting of a tree, 
the naming of a structure or the naming of a hall or reserve in acknowledgment of the 
contribution to a community by a living or deceased person. 

This policy provides guidelines and a procedure for Council to deal with such requests 
on a consistent basis. 

 
3. SCOPE 

This Policy applies to all buildings and public open space under the ownership or care 
and control of Council. For the purposes of this Policy, public open space is defined 
as: 

 
“Land that is available to the public for recreation or sport or has a conservation or 
aesthetic purpose. Open space includes reserves, parks, trails, sports playing fields, 
civic areas, play spaces and streetscapes.” 

 
4. PROCEDURE OBJECTIVES 

The main objectives of this policy are to: 
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• provide Council with a uniform approach to dealing with requests for memorial 
plaques, the donation of park furniture or the planting of tree or the naming of a 
structure, hall or reserve; 

• establish criterion to assess and respond to requests for the use of public open 
space by individuals and community groups for the recognition of valued 
community members; and 

• define conditions under which Council will accept requests for memorial 
plaques, the donation of park furniture or the planting of tree or the naming of 
structures or a hall or reserve. 
 

5. PROCEDURE 
The following procedure, being an administrative process, may be altered as 
necessary by the Director of Infrastructure and Environment. 
5.1 Consideration of Applications 
A request will be considered where a person is living or deceased and: 
(a) is widely known and respected within the local community; OR 
(b)  is generally acknowledged as having made a significant contribution to the social, 

economic, sporting and/or cultural development of the community; and 
(c) is of good repute and not likely to be the subject of controversy. 
Under special circumstances, consideration may be given to a living person where the 
naming is deemed to be in accordance with (a) or (b) and (c) and the recognition is 
considered appropriate by Council. 
All applications will be referred to Council for consideration. 
 
5.2 Applications for Memorial Plaques 
• Applications for Memorial Plaques must be made in writing. 
• Applications must include a supporting statement for the nominee detailing how 

the nominee meets the conditions as stated in this policy. 
• Memorial plaques will be limited to a maximum A5 in size (148mm high x 210mm 

wide). 
• The applicant shall bear the cost of supplying the plaque. 
• The wording will be able to recognise the nominee and their qualities / attributes 

or an appropriate phrase as outlined in the application, and must be approved 
by the Director of Infrastructure and Environment. 

• Council will maintain the plaque once installed. 
 
5.3 Applications for Donation of Park Furniture and Trees 
• Applications for the Donation of Park Furniture and Trees must be made in 

writing. 
• Council will permit the donation of park furniture and trees (inclusive of memorial 

plaques) subject to Council’s direction with respect to appropriateness, location, 
standards of park furniture type and style, or tree species choice. 

• The donated park furniture or tree(s) may be placed as near as possible to the 
position requested by the applicant.  
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• Consideration will need to be given to relevant plans of management, master 

plans, capital works programs, maintaining safe passage for pedestrians and 
other park users, avoidance of any damage to the natural environment, and 
ensuring the donation meets with general community expectations for the area. 

• Consistent with the requirements outlined in Section 5.2, memorial plaques will 
be limited to A5 in size (148mm high x 210mm wide). 

• Council will maintain the donated park furniture, tree and plaque once installed. 
• Council will determine an appropriate new site should the need to relocate the 

park furniture or tree arise. 
 
5.4 Applications for the naming of a structure within a recreation reserve or park  

 
• Applications for the naming of a structure within a recreation reserve or park 

must be made in writing. 
• Applications must be endorsed by the relevant committee of management. 
• Applications must include a supporting statement for the nominee detailing how 

the nominee meets the conditions as stated in this policy. 
• Applications from committees operating on Crown Land will be considered by 

Council before being forwarded to the Department of Environment and Primary 
Industries (DEPI) for their consideration. 

• Committees of Management will be expected to fund, erect and maintain any 
infrastructure that acknowledges the naming of a place (or part thereof). 

  
5.5 Applications for the naming of a recreation reserve, park or hall 
• Applications for the naming of a recreation reserve, park or hall must be made 

in writing. 
• Applications must be endorsed by the relevant committee of management. 
• Applications must include a supporting statement for the nominee detailing how 

the nominee meets the conditions as stated in this policy. 
• Applications from committees operating on Crown Land will be considered by 

Council before being forwarded to the Department of Environment and Primary 
Industries (DEPI) for their consideration. 

• Committees of Management will be expected to fund, erect and maintain any 
infrastructure that acknowledges the naming of a place (or part thereof). 

• If approved by Council (and DEPI where appropriate) proposals to name a place 
(e.g. Public Hall) will be forwarded to the Office of Geographic names for 
consideration.  
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