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Building on the success of the first edition released in 2018, this updated
handbook continues to serve as a practical guide and resource hub for East

Gippsland Landcare groups.
It’s designed to support committee members and volunteers in running

effective, well-governed groups. You’re encouraged to adapt the templates
and forms to suit your group’s needs — and to use this handbook as a central

place to store important information such as membership lists, contact
details, activity records, and insurance documents.

Each Landcare group in East Gippsland has received both a printed copy and
an electronic version. The digital format allows you to easily update

templates, complete forms, and enter information directly into spreadsheets.
You’ll also find a customisable tri-fold brochure included, ready to be

personalised with your group’s details and photos.
This handbook will be reviewed and updated periodically, and your input is
valued. A feedback form is included at the end — please take a moment to

share your suggestions for improvement and pass them on to your network
representative or the East Gippsland Catchment Management Authority

(EGCMA).

This handbook has been funded through the
Victorian Landcare Program and developed

by East Gippsland Regional Landcare and
East Gippsland Catchment Management

Authority (EGCMA)

East Gippsland Regional Landcare and East Gippsland
Catchment Management Authority acknowledge the Traditional

Owners of country throughout East Gippsland and we pay our
respects to them, their culture, and their elders past, present

and future.

1



East Gippsland Regional Landcare seeks your
support to improve this handbook

Thank you for taking the time to read and use this handbook.
 It will be reviewed and updated regularly to make sure Landcare
committees have access to accurate, practical, and up-to-date

information.
Your feedback is essential in helping us improve future editions.
 Please share your thoughts — big or small — by responding to the

questions below.

What additional information or topics would you like to see included in future
editions?

 
 
 
 

Is there anything in this handbook that you found unnecessary, unclear, or
confusing?

 
 
 
 

Are you aware of any advice, laws, or references that need to be updated?
 
 
 
 

Did your committee find this handbook useful and easy to use?
 
 
 
 

Do you have any other comments or suggestions for improvement?

Thank you for helping keep this resource relevant and valuable for all East
Gippsland Landcare groups. 2



East Gippsland Regional Landcare
Support Team

Secretary
East Gippsland Landcare Network

0428 453 788 | secretary@egln.org.au

Michele Shugg
East Gippsland Landcare Network Facilitator

0404 092 862 | micheles@egln.org.au

Sarah Pizzey
East Gippsland Landcare Network Facilitator

0448 757 208 | facilitator@egln.org.au

Josh Puglisi
Far East Victoria Landcare Network Facilitator

0419 317 509 | facilitator@fevl.org.au

Emma Orgill
Far East Victoria Landcare Sustainable Agriculture Facilitator

0400 467 921 | emma.orgill@fevl.org.au

Mark Chaplin
Snowy River Interstate Landcare Committee

02 6458 4003 I  srilc@bigpond.com

Caroline Mildenhall
High Country Landcare Facilitator

0418 961 600 | llfhighcountry@gmail.com

Krystel Handley
East Gippsland Catchment Management Authority Regional Landcare

Coordinator
0419 892 268 | khandley@egcma.com.au
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East Gippsland Landcare Network
Bruthen and District Landcare Group

Bengworden Landcare Group
Buchan Landcare Group

Clifton Creek Landcare Group
Dargo Landcare Group

Eagle Point Landcare Group
East Gippsland Verge Garden and Landcare group

Eastwood Landcare Group
Flaggy Creek Landcare Group

Friends of Oneonta
Friends of Picnic Point Reserve Landcare Group

Friends of the Gippsland Lakes
Friends of Upper Nicholson Catchment

Gelantipy Landcare Group
Glenaladale Landcare Group

Lakes Entrance Community Landcare Group
Lake Tyers Coast Action

Nagle College Landcare Group
Newlands Arm Landcare Coastcare

Nicholson River Landcare Group
Nungurner Landcare Group
Paynesville Landcare Group

Raymond Island Landcare Group
Romawi Landcare Group

Swifts Creek/Ensay Landcare Group
Tambo Bluff Landcare Group

Timbarra Landcare Group
Tom’s Creek Landcare Group

Far East Victoria Landcare
Cabbage Tree Creek Landcare Group

Cann Valley Landcare Group
Goongerah Landcare Group
Jarrahmond Landcare Group

Marlo Landcare Group
Snowy West Landcare Group

Wairewa Landcare Group
Snowy River Interstate Landcare Committee

Deddick River Landcare Group

East Gippsland Regional Landcare 
Groups
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Good governance is essential to Landcare groups and networks.
It ensures that obligations are met, fairness and due process are

followed, problems are minimised, and Landcare groups are
enabled to function well.

Good Governance

Good governance means that everything we do in Landcare reflects our culture and
values. It ensures that our actions are fair, transparent, accountable, and inclusive,
and that people outside the network see Landcare as trustworthy and legitimate.

Groups with strong governance are usually more effective at achieving their goals —
in our case, protecting and improving the environment.

What Does “Governance” Mean?
Governance refers to the systems, processes, and practices Landcare groups use to
run their activities. These can be shaped by different sources:
Legislation
Some rules are set by state or federal law, such as:

Requirements under the Incorporations Act for incorporated groups.
Regulations about using chemicals for weed or pest control.

Landcare Victoria Inc. (LVI)
Some practices come from LVI, for example:

Meeting insurance and reporting requirements for groups insured through LVI.
Regional Authorities
Regional organisations, such as the Catchment Management Authority (CMA), may
require:

Regular reports on volunteer hours and project outcomes.
Individual Landcare Groups
Each group can also set its own procedures, such as:

How often meetings or activities are held.
Rules for using equipment or facilities.

What Good Governance Looks Like
A Landcare group is practicing good governance when it:

Keeps clear and accurate records.
Runs meetings fairly and according to agreed principles.
Meets all safety and risk requirements.
Has and follows clear codes of conduct, child safety, and anti-bullying policies.

This manual contains guidelines, forms and attachments to help Landcare
committee members through good governance principles.
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Committee Roles

Committee Roles and Responsibilities
The committee represents the Landcare group and manages its key responsibilities
— including finance, project planning, insurance, publicity, and record keeping.
A typical committee includes office bearers such as the President, Secretary, and
Treasurer, as well as general committee members. Everyone on the committee is
accountable to the wider membership.
It’s also helpful to appoint assistant roles (e.g. Vice President, Assistant Treasurer,
Assistant Secretary). Assistants can support key office bearers and step in when
someone is unavailable or finishes their term.

How Committees Work
Most Landcare groups appoint their office bearers and committee members at their
first meeting, with positions coming up for election each year at the Annual General
Meeting (AGM).
Each role has specific responsibilities, which can be adjusted in your group’s
constitution or bylaws. It’s important to share the workload evenly among committee
members.

The Role of the President
The President provides leadership and direction for the group. Their main
responsibilities include:
Leadership and Coordination

Motivate members and encourage participation.
Delegate tasks and support others in their roles.
Keep projects on track and completed on time.
Ensure the committee operates effectively and aligns with the group’s goals.

Representation
Act as the main contact between the group and external organisations or
partners.
Sign official documents on behalf of the group.
Attend events and functions as the group’s representative.

Chairing Meetings
Welcome members and guests and lead meetings efficiently.
Encourage open discussion while keeping the group focused on the agenda.
Ensure all decisions and actions are clearly recorded in the minutes.
Confirm everyone understands and agrees on the outcomes before the meeting
closes.

If your Landcare group is going to work effectively you need a
good committee to make it happen. Key roles and

responsibilities of committee members are outlined below.

7



Committee Roles continued...
Convening Meetings
The President is responsible for calling meetings and preparing the agenda (with
support from the Secretary).
 They also:

Set meeting priorities and ensure discussions stay focused.
Confirm that the venue, guest speakers, and other logistics are arranged.

The Role of the Secretary
The Secretary handles the administration and communication of the group. Their
main responsibilities include:
Correspondence

Manage incoming and outgoing correspondence.
Keep official records organised and accessible to members.
Use digital tools (such as email, cloud storage, or management software) to help
maintain records efficiently.

Meetings
Help the President prepare agendas and take accurate minutes during meetings.
Distribute minutes, notices, and upcoming agendas to all members.
Ensure any correspondence discussed at meetings is available for review.

Incorporation
If the group is incorporated, the Secretary acts as the official contact for Consumer
Affairs Victoria (CAV). This includes:

Paying the annual fee and lodging the Annual Statement.
Staying up to date with any other CAV requirements.

ACNC Reporting
If the group is registered with the Australian Charities and Not-for-Profits
Commission (ACNC), the Secretary or Treasurer must submit an Annual Information
Statement each year.
Other Duties
The Secretary may also:

Act as the main contact person for the group.
Support members with grant applications or funding enquiries.
Organise and maintain official documents such as letters, leases, insurance
policies, and funding agreements.

The Role of the Treasurer
The Treasurer manages the group’s finances and ensures all money is handled
responsibly and transparently.
 All transactions must be properly documented — including cash receipts — and
payments approved by the committee unless they are part of a pre-approved
budget.

8



Key Responsibilities
Record all financial transactions, including banking, invoices, receipts, and petty
cash.
Keep clear, accurate financial records and correspondence.
Pay bills and issue receipts on behalf of the group.
Prepare and present regular financial reports to the committee, including income
and expenditure summaries.
Maintain a cashbook or accounting system to track the group’s financial position.
Prepare and present a financial report at the Annual General Meeting (AGM).
Maintain a complete file of all financial documents, including those related to
incorporation, tax deductions, permits or licences, and insurance policies.
If the group is registered with the Australian Charities and Not-for-Profits
Commission (ACNC), the Treasurer or Secretary must submit an Annual
Information Statement each year.

The Role of General Committee Members
All committee members share responsibility for helping the group run effectively
and achieve its goals.
 Their main responsibilities include:

Promoting and representing the group within the community.
Supporting the committee and helping implement group decisions.
Contributing to planning, strategy, and project delivery.

General committee members may also take on specific roles, such as:
Vice President – acts in the President’s absence and may prepare to take on the
leadership role in the future.
Assistant Secretary or Treasurer – supports those roles and ensures continuity.
Newsletter Editor or Project Manager – helps manage communications or oversee
particular projects.

Other committee members may simply participate in meetings, contribute ideas,
and assist with decision-making on Landcare activities and other matters.

Committee Roles continued...

9



Legal & Administrative Requirements

Task Who How often Notes / reference

Maintain
Incorporation

Secretary Annual

Submit Annual Statement and
pay fee to Consumer Affairs

Victoria (CAV). Required under
Associations Incorporation

Reform Act 2012 (Vic).

Keep Constitution
Updated

Committee As needed

Ensure your rules
(constitution) reflect how your
group actually operates. Lodge

any changes with CAV.

Hold Annual
General Meeting

(AGM)

President &
Secretary

Annual
Elect office bearers, present
financial and activity reports,

confirm membership.

Maintain a
Register of
Members

Secretary Ongoing

Required for incorporated
associations; must include

name, address, and
membership status.

Maintain Records
& Minutes

Secretary Ongoing
Keep accurate minutes of all

meetings and decisions for at
least 7 years.

Financial & Reporting Requirements

Task Who How often Notes / reference

Prepare Annual
Financial Report

Treasurer Annual
Required for both AGM and
CAV. Must include income,
expenditure, and assets.

Submit ACNC
Annual

Information
Statement

Secretary /
Treasurer

Annual

Required for groups registered
with the Australian Charities

and Not-for-profits
Commission (ACNC). Due
within 6 months of EOFY.

Keep Complete
Financial Records

Treasurer Ongoing
Include receipts, invoices,
bank statements, budgets,
and funding agreements.

Ensure Bank
Accounts Have

Dual Signatories

Treasurer &
Committee

Ongoing
Best practice for transparency

and risk management.

Good Governance and Roles checklist
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Governance & Conduct

Task Who How often Notes / reference

Maintain and
Review Key Policies

Committee Annual

Include: Code of Conduct,
Child Safety, Anti-Bullying,

Conflict of Interest, and
WHS/Safety policy.

Review Committee
Structure & Roles

Committee Annual
Confirm office bearers and

assistants; ensure clear
delegation of duties.

Keep Insurance
Current

Secretary /
Treasurer

Annual

Most Landcare groups are
covered through Landcare
Victoria Inc. (LVI) – confirm

renewal.

Manage Risk &
Safety

Committee Ongoing
Review activity risk

assessments and incident
reporting.

Report Volunteer
Hours to CMA or

LVI
Committee As required

Important for funding, grants,
and recognition.

Project & Environmental Compliance

Task Who How often Notes / reference

Ensure
Environmental

Work Meets Legal
Standards

Project Leads Ongoing
Follow chemical use, fire, and
native vegetation legislation.

Maintain Permits &
Licences (if
applicable)

Secretary /
Treasurer

As required
For example, permits for
spraying, machinery, or

controlled burns.

Submit Grant
Reports

Project Leads
/ Treasurer

As required
Meet deadlines for all project

funding acquittals and
outcomes.

Good Governance and Roles checklist
continued...
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Communication & Engagement

Task Who How often Notes / reference

Keep Members
Informed

Secretary Ongoing
Send minutes, newsletters, or

updates regularly.

Promote Group
Activities

Committee Ongoing
Use social media, newsletters,

or local media to share
achievements.

Maintain
Partnerships

President /
Committee

Ongoing
Engage with CMA, council,

schools, and local landholders.

Annual Governance Review – Quick Summary
Each year your committee should check that:

AGM held and minutes recorded
 Financial report approved and submitted
 CAV Annual Statement lodged
 ACNC statement lodged (if registered charity)
 Insurance renewed (via LVI or broker)
 Policies reviewed and updated
 Member register current
 Volunteer hours and outcomes reported
 All key documents securely stored (digital and/or hard copy)

12
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Becoming a Registered Charity (ACNC)

If your group is registered as a charity with the Australian
Charities and Not-for-profits Commission (ACNC), there are a

few important responsibilities to keep in mind.
The ACNC is the national regulator of charities in Australia.

Registration as a charity can make your group eligible for tax
concessions, grants, and other benefits, but it also comes with

additional governance and reporting obligations.

Key Requirements for Registered Charities
1.Maintain up-to-date records of responsible people

You must keep a register of your executive committee or board members
(called Responsible People by the ACNC).
This register should include each person’s full name, date of birth, and
contact details.
The group must ensure that all responsible people are fit and proper to hold
their roles — meaning they are capable, reliable, and have no disqualifying
offences or conflicts of interest.
It’s a good idea to minute the committee’s confirmation of these checks at
each AGM.

2.Update the ACNC whenever your details change
Any changes to your Responsible People, group address, or governing
documents must be updated in your ACNC account within 60 days.
Keeping this information current helps your charity remain compliant and
transparent.

3.Authorised person for ATO and ACNC matters
You should have a clearly identified Authorised Person who handles
communication with the Australian Taxation Office (ATO) and ACNC.
Their details must be kept up to date in both systems.
It’s best practice to record the name of your Authorised Person in the AGM
minutes each year, so everyone knows who holds the role — and it’s not
forgotten during committee changes.

4.Annual reporting
Each year, your charity must submit an Annual Information Statement (AIS) to
the ACNC, and in some cases, a financial report (depending on your size).
Reports are lodged online through the ACNC Charity Portal.

5.Follow the ACNC Governance Standards
All registered charities must comply with a set of Governance Standards
which cover things like accountability, transparency, and the proper use of
resources.
These standards ensure your charity is well run and acting in the community’s
best interests.

13



Becoming a Deductible Gift Recipient (DGR)

What DGR status means
A DGR is an organisation recognised by the Australian Taxation Office (ATO) as
eligible to receive tax-deductible gifts. To be endorsed, your group usually needs to
be registered as a charity with the Australian Charities and Not-for-profits
Commission (ACNC) and operate for an approved charitable purpose.
Most community-based environmental groups apply under the Register of
Environmental Organisations (REO) category. Your group’s constitution must clearly
show that your main purpose is environmental — for example, protecting, restoring or
enhancing the natural environment — and that you operate on a not-for-profit basis.

Establishing a public fund and applying for endorsement
To qualify for DGR endorsement, your group must set up a public fund. This fund is
used only for receiving donations and paying for activities that advance your
environmental purpose. It needs its own bank account and must be overseen by a
committee of at least three responsible people who are active in the community and
not closely related to each other. The application process can take some time and
may require detailed information about your governance structure, financial
management, and environmental activities.

Maintaining DGR status
Once endorsed, your organisation must; maintain your public fund, keep accurate
records of donations and spending, and ensure your fund management committee
remains eligible.
Most organisations also need to submit an annual report to the REO, in addition to
their regular ACNC reporting. You must notify both the ACNC and ATO of any major
changes to your constitution, structure or purpose.

Tip: Keeping clear, consistent records and reviewing your responsibilities annually
will help ensure your group retains its DGR endorsement without issues.

Being endorsed as a Deductible Gift Recipient (DGR) allows your
group to receive tax-deductible donations — meaning donors can

claim their contributions as deductions on their tax returns.
 This can make it easier to attract larger donations and grants,

but DGR endorsement also comes with extra responsibilities and
reporting obligations.

14



Incorporation for Landcare Groups 

Some Landcare groups decide to become incorporated, while
others operate under the umbrella of another incorporated body.

 Each group is different — your decision should depend on your
size, activities, funding needs, and level of independence.

If your group wants to:
Apply for grants or hold its own bank account,
Own, lease, or rent land or property, or
Enter contracts or employ staff,
 you’ll need to be incorporated as a separate legal entity.

Alternatively, some groups choose to become a financial member or sub-group of
another incorporated organisation (such as a regional Landcare Network). This
provides some of the benefits of incorporation — like insurance and grant eligibility —
but limits your ability to make independent decisions or hold assets in your group’s
name.
Both options have advantages and disadvantages, and your committee should
decide which best fits your circumstances.

What Incorporation Means
Incorporation gives your group legal status, separate from its individual members.
 This means:

The association itself, not the members, is responsible for debts and legal
obligations.
Members and committee members are generally protected from personal
liability, unless they act negligently, fraudulently, or outside their authority.
The group can sign contracts, own property, and apply for funding in its own
name.

Incorporation also gives confidence to funders, suppliers, and partners, and is often
a requirement for grant eligibility.

Legislation and Oversight
In Victoria, incorporated associations are regulated under the
Associations Incorporation Reform Act 2012 (Vic), administered by Consumer Affairs
Victoria (CAV).
CAV maintains the public register of incorporated associations and ensures groups
meet their annual reporting and governance obligations.

15



Incorporation for Landcare Groups
continued...

How to Become Incorporated
If you decide to incorporate, your group must meet certain conditions and follow the
registration process through myCAV, the CAV online portal.
Eligibility Requirements
To become an incorporated association, your group must:

Have at least five members,
Operate as a not-for-profit organisation,
Choose a unique name (ending with ‘Incorporated’ or ‘Inc.’),
Prepare a Statement of Purposes (your objectives), and
Adopt a set of Rules (Constitution) that comply with the Act — either:

the Model Rules provided by CAV, or
your own rules that meet the Act’s requirements (for example, the Simplified
Rules developed by Justice Connect’s Not-for-Profit Law).

Steps to Incorporation
1.Hold a meeting of members to approve:

The decision to incorporate,
The proposed name, statement of purposes, and rules, and
Appointment of a Secretary to lodge the application.

2.Submit an Application for Incorporation via the myCAV website.
3.Pay the prescribed application fee.
4.Receive your Certificate of Incorporation from CAV — your group now exists as a

legal entity.
Ongoing Responsibilities of an Incorporated Association
Once incorporated, your group must:

Hold an Annual General Meeting (AGM) each year.
Lodge an Annual Statement with CAV via myCAV, and pay the annual fee.
Keep accurate financial and membership records.
Use your full incorporated name (including “Inc.”) on all official documents and
communications.
Avoid trading while insolvent.
Manage conflicts of interest in accordance with your rules and the Act.

The Role of the Secretary
Your Secretary acts as the official contact person for CAV and must:

Be at least 18 years old and live in Victoria,
Lodge the group’s annual statement and other required documents,
Notify CAV of any changes to the committee, address, or rules, and
Maintain custody of key documents on behalf of the group.
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Operating Under Another Incorporated Body
Some smaller or newer groups choose not to incorporate in their own right.
 Instead, they become a sub-group or financial member of an existing incorporated
association, such as a regional Landcare Network.
This arrangement:

Gives access to insurance, funding, and support under the umbrella
organisation’s incorporation,
Reduces reporting and administrative obligations, but
Limits autonomy — your group must follow the umbrella organisation’s
constitution, policies, and financial controls.

This can be a good option if your group is small, informal, or just getting started.

Incorporation for Landcare Groups
continued...
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Record-keeping for Secretaries

Record Keeping
While most information can be stored electronically, some documents should always
be kept in physical (paper) form — such as:

Signed letters or agreements
Membership application forms
Records of official activities or events
Original copies of funding agreements or insurance policies

All electronic records should be securely stored and backed up regularly, either to an
external drive or a trusted cloud-based system. The backup should be kept separate
from the main files to prevent data loss.
 There are several reliable free and commercial tools available for managing group
records effectively.

Minutes
Meeting minutes are the official record of decisions made by the group.
 Good minutes are:

Clear, concise, and factual
Include the date, time, and place of the meeting
List attendees and apologies
Record key discussion points and resolutions

After each meeting, the Secretary should finalise and tidy up the notes while details
are still fresh.
 Minutes should be:

Approved by the President or Chair (if your group’s practice requires it), and
Distributed promptly to committee members.

A suggested template for meeting minutes can be found on page 42. For tech-savvy
folk, a minute-taking app can also be helpful (such as Minute taker or Notion).

The Secretary plays a key role in maintaining accurate,
accessible, and compliant records for the group. This includes
meeting minutes, correspondence, membership details, and

ensuring members are kept informed about key activities and
decisions.
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Correspondence
The Secretary manages both incoming and outgoing correspondence, including
mail and emails.
Responsibilities include:

Recording all correspondence received or sent on behalf of the group
Presenting correspondence at committee meetings for noting or discussion
Filing copies of important communications for future reference

Routine enquiries (such as membership questions or event details) can be
responded to directly.
 More complex or sensitive matters should be referred to the committee for approval
before replying, to ensure responses reflect the group’s agreed position rather than
individual opinions.
Paper letters should be stored securely, and key emails may be printed or saved as
PDFs for long-term storage if needed.

Storage and Access
The Secretary is also responsible for maintaining:

Membership lists and registers
Insurance, grant, and financial documents
Minutes and reports from all meetings

All official records should be stored in an organised system and made available to
committee members when required.
 It’s often helpful to bring a folder or digital copy of recent meeting minutes to each
committee meeting for quick reference.

Tip:
 If your group is an incorporated association, these record-keeping duties also help
you comply with the Associations Incorporation Reform Act 2012 (Vic), which
requires proper management of member registers, minutes, and financial records.

Record-keeping for Secretaries continued...
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Secretary’s Record Keeping Checklist

Core Responsibilities
  

Annual and Compliance Tasks

Data Management

 Maintain an up-to-date copy of the organisation’s Rules/Constitution
 Maintain the organisation’s Register of Members (names, contact details,
join/exit dates)
 Keep a current list of committee members and office bearers with contact
details and terms
 File minutes of all committee and general meetings, signed by the Chair and
Secretary
 Maintain the meeting agenda templates and record of motions/resolutions
Store official correspondence (letters, emails, notices) — in date order or digital
folders
 Retain copies of legal documents, including incorporation certificate, ABN,
insurance policies, leases, and service agreements
 Keep a record of policies, procedures, and amendments approved by the
committee

Record and file Annual General Meeting (AGM) notices, agenda, minutes, and
attendance list
Lodge annual statements and any required updates with Consumer Affairs
Victoria (CAV) via myCAV
Ensure copies of all annual reports, audited financial statements, and committee
reports are filed and stored
Update the register of members and officers after each AGM

Maintain both digital and hard copy archives of key records
Backup electronic files (e.g. minutes, correspondence, membership lists) at least
quarterly
Store backups offsite or in secure cloud storage
Use consistent file naming (e.g. “Minutes_2025-03-15”) for easy retrieval
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Record-keeping for Treasurers

Financial Record Keeping
Your records can be kept on paper or electronically, depending on what works best
for your group.
 If using digital systems, choose a reliable, secure option and back up files regularly —
either to an external drive or a secure cloud service. Backups should be kept offsite
to protect against data loss, fire, or theft.
Some free or low-cost accounting tools suitable for small not-for-profits include
Wave Accounting (free, cloud-based), Zoho Books (free for small organisations),
Rounded or QuickBooks Simple Start (paid, but affordable for small groups).

Tip: A computer system complements but does not replace physical records. Always
keep hard copies of receipts, invoices, and signed documents to maintain a full audit
trail.

Organising Your Records
For small groups, “shoebox accounting” (storing paper records in folders or
envelopes) is fine as long as documents are well organised. Consider separate
folders for:

Bank statements
Outstanding and paid bills
Receipts
Asset and equipment files (warranties, manuals, guarantees)
Lease or rental agreements
Insurance policies
The cash book or spreadsheet of transactions
The group’s annual budget

Larger or busier groups should maintain a ledger (paper or spreadsheet) tracking:
Date of transaction
Receipt number (if applicable)
Who paid or was paid
Purpose or category (e.g. project, event, admin)
Account name or code
Amount

Separate ledgers should be kept for major projects or grants to ensure funding is
properly accounted for. Some funding bodies may require certified reports or
independent reviews.

The Treasurer is responsible for managing the group’s finances
and keeping accurate, transparent records of all financial

transactions.
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Managing Cash
If your group handles cash (for example, at events or fundraisers):

Provide receipts whenever possible (receipt books are available at stationery
suppliers).
Count and bank cash promptly — never pay wages or expenses directly from
collected cash.
Use a petty cash system for small expenses (stamps, parking, minor supplies):

Set a reasonable limit per item and per month.
Record all petty cash transactions in a voucher book or spreadsheet.
Keep receipts wherever possible.

Bank Accounts and Reconciliation
Bank statements are essential records and should align with your own cash records.
 To keep accounts accurate:

Ask your bank to issue monthly statements ending on the same date each month.
Complete a bank reconciliation regularly — this explains any differences between
your statement and your ledger (for example, timing delays or unpresented
cheques).

Recording Assets, Liabilities, Equity, and Revenue
Assets – What the group owns

Current assets: cash, bank balances, accounts receivable, or stock to be used or
distributed within 12 months.
Non-current (fixed) assets: equipment, vehicles, buildings, or technology used
over several years. These depreciate in value and should be recorded accordingly.

Liabilities – What the group owes
Current liabilities: payments due soon, such as bills, staff entitlements, PAYG,
superannuation, or short-term loans.
Non-current liabilities: long-term loans or lease commitments beyond 12 months.

Equity – The group’s net worth
 Represents accumulated funds, retained surpluses, or reserves set aside for future
needs.
Revenue – What the group earns
 Includes membership fees, grants, donations, product or service sales, event
income, sponsorships, and consulting or project fees.

Compliance Reminder
If your group is incorporated in Victoria, you must:

Keep accurate financial records that explain transactions and the group’s
financial position.
Present a financial report at the Annual General Meeting (AGM).
Lodge an annual statement with Consumer Affairs Victoria through myCAV,
including the correct financial tier declaration.

Good financial management builds trust, accountability, and transparency —
essential for maintaining funding, partnerships, and member confidence.

Record-keeping for Treasurers continued...
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Treasurer’s Record Keeping Checklist

Core Responsibilities
  

Assets, Liabilities, and Revenue

Annual and Compliance Tasks

Data Management
Backup digital accounting files and spreadsheets monthly
Store backups offsite or in secure cloud storage
Keep paper audit trails (receipts, invoices, statements, contracts) for at least 7
years
Review and update financial procedures annually with the committee

Maintain accurate and current financial records for all transactions
Issue receipts for all incoming funds and bank cash promptly
Record all transactions in a cash book or accounting software (date, source,
purpose, amount)
Keep a petty cash book and receipts for small expenses
Reconcile bank statements monthly to match your own records
File all invoices, receipts, and statements in date order or by category
Maintain a budget approved by the committee and track actual vs. budget
spending
Ensure all payments are authorised in line with the organisation’s financial policy

Keep a register of assets (purchase date, cost, serial number, condition, location)
Record any depreciation or write-off of assets annually
Track liabilities (bills, loans, grants received but unspent)
Maintain clear records of grants and project-specific accounts (income and
expenditure separately)
Record revenue sources — memberships, donations, grants, fundraising,
sponsorships

Prepare and present financial reports at each committee meeting
Prepare annual financial statements for the AGM
Assist with or arrange an audit or financial review, if required
Submit the organisation’s annual financial statement to Consumer Affairs
Victoria via myCAV
Ensure BAS, PAYG, superannuation, and ATO requirements (if applicable) are met
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Purpose of a Budget
Your budget helps the committee to plan and manage the group’s finances, check
that expected income will cover expenses, allocate funds fairly across activities and
projects, avoid running at a loss and keep finances transparent for members,
funders, accountants, and auditors. Even small community groups benefit from
having a simple, clear budget.

Who Prepares the Budget
The treasurer usually manages the budget and day-to-day finances.
The whole committee should help plan and approve the budget so it reflects the
group’s goals and commitments.
Once approved, the treasurer monitors it and reports regularly to the committee.

What to Include in a Budget
Your budget should show anticipated income and expenses, such as:
Income

Membership fees
Fundraising proceeds
Grants and sponsorships
Donations or sales

Expenses
Room or equipment hire
Insurance and permits
Printing, postage, and office supplies
Catering or event costs
Travel or training expenses

You can use last year’s figures to help estimate the year ahead.

Group Budget

A budget is your group’s financial roadmap for the year. It
shows how much money you expect to receive and spend,
helping you plan activities confidently and avoid financial

stress.
Budgets are usually prepared for a 12-month period — either the
financial year (1 July to 30 June) or the calendar year (1 January

to 31 December).

24



Reviewing the Budget
The committee must formally approve the budget before the new year starts. Review
your budget regularly (e.g. quarterly) to check if spending matches your plan. If your
income or expenses change, update the budget and note the reason in your minutes.

Project Budgets
If your group receives grants or funding for a specific project, create a separate
project budget.
 This helps you:

Track income and spending for that project
Meet funder reporting requirements
Keep the main group budget simple and accurate
Project budgets can be separate documents or added as a section in your main
budget.

Group Budget continued...
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Grants are funds provided by governments, philanthropic organisations, or
corporations to support community projects that create measurable impact.
They help your group to undertake new or larger-scale projects, purchase tools,
materials, or infrastructure and build partnerships and credibility. Your Landcare
network facilitator is a great source of up-to-date grant opportunities and can guide
you through the process.

What Funders Are Looking For
Every grant program is different, but all funders generally look for:

A project that creates real, positive impact
A group that can deliver on its plan
A clear, well-written application that shows exactly what will happen and how the
community and environment will benefit
A project that fits their funding priorities and eligibility criteria

Before You Apply
Start by reading the grant guidelines carefully. Then:

1.Contact the funding body early — ask whether your project fits their priorities and
what they expect in a strong application.

2.Check key dates and plan your timeline for drafting, gathering quotes, and
collecting letters of support.

3.Assemble your materials — photos, maps, project plans, budgets, and supporting
letters all take time to organise.

4.Involve your committee — discuss how the project fits your group’s goals,
capacity, and budget.

Writing a Strong Application
Successful applications usually have a few things in common:

The guidelines are followed exactly.
The proposal is clear, specific, and measurable — it describes what will be done,
why it matters, who benefits, and how success will be evaluated.
The writing is straightforward and easy to follow. Use dot points and short
paragraphs where helpful.
The budget is realistic and matches the project description.

Applying for Grants

Grants are an excellent way for your group to fund projects or
buy equipment that might otherwise be out of reach. While the

application process takes time and effort, a successful grant
can deliver long-lasting benefits for your community and

environment.
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Tip: Avoid treating it as “just filling out a form” — strong applications tell a compelling
story supported by facts, quotes, and evidence.

After You Apply
If your application is successful:

Acknowledge the funding organisation publicly — through your newsletter, social
media, events, or signage.
Use their logo where appropriate (they’ll usually provide one).
Keep good financial and project records to make reporting easier.
Meet all reporting and acquittal deadlines — this builds trust for future funding.

If you’re not successful, ask for feedback and keep your project on a “wish list” for
future grant rounds.

Applying for Grants continued...
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Getting Insurance
Most local Landcare groups access insurance through Landcare Victoria Inc (LVI),
which offers a comprehensive package suited to community environmental
organisations. You can also choose to arrange insurance through another provider if
you prefer — just make sure the cover is appropriate for your group’s activities. Before
purchasing a policy, speak with your network facilitator or LVI representative, and an
insurance adviser familiar with community or environmental groups. 

Maintaining Cover Through LVI
If your group holds insurance through LVI, you must meet the following conditions to
stay covered:

Maintain current financial membership with LVI with an up-to-date membership
and volunteer list (names and contact details).
Make health and safety a top priority and ensure all activities are conducted
safely and follow the LVI Rules and comply with relevant legislation (e.g.
workplace health and safety, volunteer standards, and land access laws).
Ensure independent contractors have their own insurance — LVI’s insurance does
not cover paid contractors and obtain written landholder permission before
carrying out any activities on private property.
Contact LVI in advance if planning any unusual or high-risk activities (e.g. aerial
work, machinery use, large public events) and record all participants at every
activity or event.

After an Incident
If an incident or accident occurs, do not admit liability under any circumstances.
Notify your insurer immediately about any event that might lead to a claim and keep
clear records of what happened, including dates, names, and witness statements if
applicable. Check any contracts your group signs to ensure they do not include “hold
harmless” or “indemnity” clauses that could transfer risk to your group.

Accessing Policy Information
The LVI Insurance Program Summary provides an overview of the insurance cover
available through Landcare Victoria.
Full policy documents can be requested directly from Landcare Victoria Inc. If your
group has insurance through another provider, keep a copy of all policy documents
and contact details on file and review regularly.

Note: If your group is being auspiced for a grant, insurance is not part of the
auspicing arrangement. You will still need your own insurance.

Insurance
Every Landcare group needs their own insurance.

 Even with careful planning and safe practices, accidents and
unexpected events can still occur. Insurance protects your

members, volunteers, and committee from financial or legal
consequences if something goes wrong.
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Reporting to Landcare Victoria Inc (LVI)
All Landcare groups that are members of Landcare Victoria Inc must complete annual
reporting as required under the LVI Rules and to maintain insurance coverage.
Reports should include:

Group activities and achievements
Financial statements
Membership and volunteer numbers
Health and safety compliance

LVI uses this information to:
Confirm insurance coverage and ensure appropriate risk management
Support advocacy for increased Landcare funding
Demonstrate accountability to members and funders

Check with LVI each year for current reporting templates and submission timelines.

Reporting to the State Government
Each year, the East Gippsland Catchment Management Authority (CMA) collects
information for the Victorian Landcare Program. Usually, your network facilitator will
provide an online form to complete.
The report generally asks for:

Funding and grants received
Activities undertaken
Membership and volunteer hours
Communication and engagement methods

Maintaining a record of volunteer hours and activities throughout the year will make
this process easier.

Reporting on Grant-Funded Projects
If your group has received a grant, you must submit a grant acquittal to the funding
body. Requirements vary but generally include:

What activities were carried out
How the funds were spent (with receipts if required)
Any unspent funds and how they were managed
Lessons learned and recommendations for future projects

Transparency is important — even if a project didn’t go exactly as planned, funders
value honesty and reflection.

Annual Reporting

Accurate and consistent reporting is vital to demonstrate the
impact of Landcare activities and to secure ongoing funding at

local, regional, state, and national levels. Clear records help
showcase the value of volunteers, attract new members, and

strengthen advocacy for increased support.
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Before the Annual General Meeting
Prepare financial statements

1.Prepare your financial statements for the last financial year using accurate
records of income, expenses, assets, and liabilities. The format depends on your
association’s tier level (Tier 1, 2, or 3).

2.Committee review and certification — the committee must review the financial
statements and two committee members must sign a certification stating the
statements give a “true and fair view” of the association’s financial position.

At the Annual General Meeting
Present financial statements to members
   3.Present the financial statements and signed certificate to members at the AGM,
which must be held within five months of the end of your financial year. If your
association is required to have its accounts reviewed or audited, include the review
or audit report. Ensure your AGM minutes include a copy of these documents.
   4.After the meeting, a committee member must certify that the financial
statements were presented to members at the AGM.

After the Annual General Meeting
Lodge your annual statement with CAV
   5.Lodge your annual statement online through your association’s myCAV account
within one month of the AGM.

Lodgement can be completed by the secretary or another authorised delegate.
Late lodgements may attract penalties, so it’s best to complete this step
promptly.

Incorporated Landcare groups must lodge an annual statement
with Consumer Affairs Victoria (CAV) each year. This is a legal
requirement under the Associations Incorporation Reform Act
2012 (Vic). The process involves three stages — before, during,

and after your Annual General Meeting (AGM).

Reporting to Consumer Affairs Victoria
(for incorporated groups only)
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Ways to Share Your Story
Media
Local journalists are often keen for community-based stories, so providing clear,
ready-to-use content increases your chances of coverage.
 Consider offering:

Newspaper articles – short stories, photos, editorials, or letters to the editor
Radio interviews – local stations often welcome community guests or
announcements
Television coverage – especially for hands-on events or major launches

When sending a media release, include strong quotes, clear key messages, and
good-quality photos.
Social Media
Social media is one of the most effective tools for sharing your group’s work and
engaging new supporters.
 Tips for success:

Encourage members to follow and share posts from Landcare Victoria Inc and
your local group
Tag other local organisations, councils, and funding bodies when relevant
Use positive, engaging language and good photos
Be ready to monitor and moderate comments to maintain a respectful tone

Newsletters
A newsletter—by email or in print—is a great way to stay connected with your
members and community.
 Distribute copies to:

Local councils and MPs
Community groups, schools, and service clubs
Local utilities such as water authorities

Keep content short, visual, and relevant to your audience.
Website
If your group manages a website, make sure it’s updated regularly and includes:

Contact details and joining information
Recent news, events, or achievements
Links to social media or the Landcare Victoria Gateway

Events
Events create great visibility and connections.
 Consider:

Inviting local media, councillors, MPs, or partner groups to attend

Making Your Local Landcare Voice Heard
Raising public awareness of Landcare’s achievements helps

demonstrate the importance of community-led environmental
action and its impact on Australia’s future. The more people

who understand what Landcare contributes, the easier it
becomes to attract funding, volunteers, and local partnerships

— and to strengthen Landcare’s voice at every level.
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Having a display table or demonstration at community festivals or markets
Offering a guest speaker from your group at local gatherings or environmental
events

Brochures and Flyers
Brochures and flyers are easy to produce and distribute locally.
 You can:

Create a simple design with your network facilitator’s help (templates may be
available)
Ask your local MP, council, or neighbourhood house for assistance with printing
Distribute via post offices, local shops, libraries, or visitor centres

Displays
Community spaces often welcome displays that highlight local achievements.
 Ask your:

Local council about using empty shop windows
Library about display opportunities for community organisations

Press Releases
A media release is one of the most effective ways to announce your activities.
 Keep it:

Short and clear – include a strong headline, lead paragraph, and one or two
quotes
Visual – attach a photo where possible
Targeted – call the journalist first, then email your release

Share your release more widely by posting it on social media and forwarding it to
relevant groups, such as local councils, MPs, and farming organisations.

Logo Use
When using any Landcare logo, refer to:

Guide to Use of Victorian Landcare Program Logos, and
Landcare Australia Logo Style Guide

If using another organisation’s or funder’s logo, always check their usage guidelines
first. Your network facilitator can assist.

Networking
Strong relationships with key people and organisations help build long-term support
for your group.
Suggestions:

Stay in touch with your state and federal MPs, local councillors, and mayors –
update them on your group’s achievements once or twice a year
Invite representatives to speak at your AGM or attend tree plantings and
community events
Add them to your newsletter mailing list so they stay informed about your work
Attend local networking events or service club meetings to share your Landcare
story

Making Your Local Landcare Voice Heard
continued...
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Recruiting New Members
Be easy to find - Make sure your group is listed on your local council’s website and
on the Landcare Gateway register of local groups. Many potential members are
already looking for community or environmental projects to join.
Stay visible - Keep your profile high through newsletters, social media, community
noticeboards, and local publications.
Ask directly -A friendly invitation can be surprisingly powerful — encourage
current members to invite friends, neighbours, and colleagues to get involved.

Welcoming and Skilling Up New Members
Provide every new member with key information such as your code of conduct,
child safety policy, and an overview of how the group operates.
Pair each new member with an experienced volunteer or committee member to
answer questions and help them feel included.
Recognise that some people will arrive with strong practical skills, while others
may be learning — offer encouragement and opportunities for skill development.

Monitoring and Supporting New Volunteers
Have a committee member check in with new participants during their first few
months to make sure they feel comfortable and supported.
Be proactive in guiding behaviour — ensure all members act in accordance with
the group’s code of conduct and child safety policies.
Keep communication open and friendly — feedback should be constructive and
supportive.

Keeping Members Engaged
A thriving Landcare group depends on enthusiasm and connection. Building a sense
of belonging keeps volunteers returning.
During activities:

Designate a committee member to chat with participants and welcome
newcomers. Small gestures of personal connection make a big difference.

Attracting New Volunteers and Keeping
Members Engaged

Keeping volunteers happy, engaged, and connected is
essential for the long-term health of your Landcare group.

Attracting new members is only the first step — retaining and
supporting them ensures the group continues to thrive.
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Celebrate milestones:
Host social gatherings like barbecues or morning teas.
Celebrate anniversaries (e.g. five years since the group’s founding or your
twentieth working bee).
Hold openings for completed projects and invite local media, councillors, and
neighbouring groups.

Find fresh ideas:
Look for inspiration on the Landcare Victoria website or other state Landcare
pages — many feature examples of fun, low-cost community activities that work
well.

Planning Events
Publicity
 Decide whether the event is for existing members only or open to the public. Tailor
your promotion accordingly — community noticeboards, newsletters, and social
media posts are all effective.
Catering
 Food brings people together.

Check if a food handling certificate or council notification is required.
Cater for allergies and dietary needs.
Ensure the organiser is comfortable in the role and reimbursed for costs.

Ice-breakers
 Fun, low-pressure activities help people feel relaxed and connected. Examples
include:

“Tell us one thing we wouldn’t guess about you.”
A quick creative task (e.g. making a native bee nest tube or simple craft).
Line up in order of distance from your birthplace or years in the district.

Keep it light, inclusive, and optional — not everyone enjoys being put on the spot.
Wet Weather Plan
 Always prepare for bad weather.

Have a backup location or postpone if needed.
Ensure organisers can contact participants and move equipment if required.

Photos and Permissions
 If photos will be taken or shared publicly, make sure participants provide consent or
are not photographed if they prefer. Use your group’s Event Recording Form to
document permissions.

Insurance
 Confirm your event is covered by your group’s insurance. If unsure, contact
Landcare Victoria Inc before the event.

Attracting New Volunteers and Keeping
Members Engaged continued...
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Succession planning can be challenging, especially in small groups where it may feel
like the success of the organisation depends on one or two key people. In reality, it is
usually the collective effort of the group that drives success — and even the most
dedicated individuals will eventually need to move on.
Every group is different, so planning for leadership and committee transitions will
look different for each one. However, the aim is always the same: to make leadership
changes smooth, respectful, and sustainable.
Succession planning involves two sides:

Encouraging new people to step forward into committee or leadership roles.
Supporting existing leaders to step back, allowing new members to take
ownership and shape the role in their own way.

This transition can be difficult, particularly for long-standing members who have a
strong sense of ownership or preferred ways of doing things. However, it’s important
to give new committee members space to grow and find their own approach.

Steps to Effective Succession Planning
1. Identify and recruit new committee members
 The most effective way to find new leaders is often the simplest — ask directly. A
personal invitation can be far more powerful than a general callout.
 You can also promote opportunities through local newsletters, social media,
community noticeboards, or by reaching out to residents who are new to the area.
2. Conduct a skills and interests audit
 This doesn’t need to be a formal process. Simply getting to know the strengths,
interests, and availability of potential members can help assign people to roles that
suit them.
 Remember, not everyone wants to take on a leadership position — some may prefer
to be involved casually, while others are ready for a bigger commitment. Matching
roles to capacity is key.

Succession Planning

To ensure the long-term sustainability of your Landcare group,
it’s essential to plan for what will happen when current

committee members step down. 
Succession planning isn’t just about replacing people — it’s

about building resilience and continuity. By planning ahead,
sharing knowledge, and supporting smooth transitions, your

Landcare group can remain strong, vibrant, and well-prepared
for the future.
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3. Support and train new committee members
 Some new office bearers may be confident stepping straight into their roles, while
others will benefit from mentoring or a structured handover.
 Consider:

A one-on-one handover session between outgoing and incoming members.
A written summary of responsibilities and key contacts.
A short shadowing period to build confidence and familiarity.

4. Step back and let new members lead
 After a reasonable transition period, it’s important for outgoing members to step
back and allow the new committee to take ownership. This helps prevent confusion
and fosters confidence and independence in new leaders.

Common Transition Challenges
Even with good planning, leadership transitions can be bumpy. Common issues
include:

New committee members finding the workload greater than expected.
Differences in approach or communication styles causing friction.
Outgoing members stepping away too quickly, leaving new members without
enough guidance.

These challenges are normal and usually temporary. With patience, encouragement,
and open communication, most new committee members quickly settle in and
thrive.

Succession Planning continued...
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Conflict is a normal part of group life. In many cases, issues can be resolved
informally through everyday discussion and good communication. However,
sometimes a more structured conflict resolution process is required. The right
approach will depend on the nature of the issue and the people involved.
When resolving conflicts, it’s essential that everyone involved is treated with respect
and that matters are addressed as soon as possible. The aim should always be to
achieve a fair, transparent, and timely resolution.
Your group’s Code of Conduct, Child Safety Policy, and (if applicable) Landcare
Victoria Inc. Rules should always guide your approach.

Principles for Resolving Conflict
While every situation is unique, the following principles have helped other groups
navigate conflict successfully:

Address issues promptly. Unresolved conflicts can grow over time and become
harder to manage.
Choose the right setting. Depending on the situation, resolution may occur
through:

A private discussion between the people involved with a neutral facilitator
A meeting of the executive (president, vice-president, secretary, treasurer)
A full committee meeting
A meeting with Landcare support staff
Mediation through an independent service such as the Dispute Settlement
Centre of Victoria

Keep records. Any formal meetings or resolutions should be clearly documented.
Create a calm environment. Sit down to discuss issues — being seated helps
reduce tension and minimise power dynamics.
Be respectful and empathetic. Conflict can trigger strong emotions or past
experiences. Stay calm, use sensitive language, and model respectful behaviour
at all times.
Offer support. Ensure all participants are aware they may bring a support person
to any discussions.

Resolving Issues

Issues and conflicts can arise in any group where people work
together. Addressing them promptly and respectfully ensures

that your Landcare group continues to function effectively and
remain focused on achieving positive outcomes for the

environment.
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Key Considerations
When dealing with conflict, keep the following in mind:

Treat conflict as a normal part of group dynamics — not a crisis. This helps keep
the issue in perspective.
Make sure everyone has access to your group’s rules and expectations.
Recognise that many conflicts stem from differences in opinion or approach,
rather than right or wrong behaviour. Constructive disagreement can lead to
positive change.
If allegations of bullying or sexual harassment arise, treat these as legal and
safety matters — they must be addressed under relevant legislation and
procedures.
Keep the best interests of the group and Landcare as a whole at the centre of all
decisions.
Don’t assume you understand the issue — always check that you’ve accurately
understood each person’s concerns.

After the Conflict Resolution Process
Once a decision has been reached:

Remind members that all are bound by the committee’s decision, even if they
disagree.
Encourage respectful communication about the process and those involved,
particularly when speaking with people outside the group.
Follow up after a few weeks to check that everyone feels comfortable with the
outcome and their place within the group.

Preventing Future Conflicts
While some conflict is inevitable, good governance can help reduce the likelihood of
problems arising. Consider:

Keeping policies and procedures up to date
Ensuring information is shared clearly and consistently
Following proper processes for meetings and decision-making
Documenting key discussions and actions

Your network facilitator and Landcare Victoria Inc. are valuable sources of advice and
support if issues arise. Don’t hesitate to reach out early for guidance.

Resolving Issues continued...
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Before making any decisions, speak with your network facilitator. They can help you
understand your options and guide you through the process of managing a period of
inactivity, recess, or closure.

Taking a “Quiet Year”
If your group simply wants a lighter year of activity — for example, running only a few
events or focusing on planning rather than on-ground work — this can be agreed
upon at your Annual General Meeting (AGM). Your group can set a minimum level of
activity for the year while remaining compliant with Landcare Victoria membership
and reporting requirements.

Planning for Recess
If your group expects to be inactive for more than a year, it’s wise to have a simple
plan in place for both going into and coming out of recess.

1.Check your group’s rules or constitution. Some groups already have a process for
going into recess written into their rules. If not, you can establish one through a
member resolution.

2.Set a review process. Nominate one or two members to act as contact persons
who will reconvene a meeting in one to two years to decide whether to restart or
close the group.

3. Include a sunset clause. Decide on a time frame — usually two to five years — after
which, if the group has not reactivated, it will formally close.

4.Agree on what happens to funds and assets. This decision must be made at a
Special General Meeting (SGM), with at least 75% of members voting in favour of
the resolution. The meeting should specify how remaining funds and assets will
be used — typically transferred to another local Landcare or environmental group
with similar objectives.

5.Maintain basic financial arrangements. Speak with your bank about how to keep
your group’s account open and ensure signatories remain current. Some banks
may close inactive accounts, so depositing a small amount each year (even $1)
can help keep the account active.

Going into Recess or Becoming Inactive

Many Landcare groups experience periods of reduced activity
or go into recess from time to time. Some reactivate after a
break, while others decide to formally close. Whatever your

group’s situation, it’s important to approach the process
thoughtfully and in line with your group’s rules and legal

obligations.
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Notifying Landcare Victoria Inc.
Landcare Victoria Inc. (LVI) contacts member groups annually to check whether they
have reactivated or closed down. After your SGM, make sure LVI has up-to-date
contact details for whoever is responsible for the group during recess.

For Incorporated Groups
If your group is incorporated under the Associations Incorporation Reform Act 2012
(Vic), there are additional legal responsibilities. Even while inactive, the group must:

Hold an Annual General Meeting (AGM) each year, within five months of the end of
the financial year.
Prepare and present financial statements to members at the AGM.
Lodge an annual statement with Consumer Affairs Victoria (CAV) through the
group’s myCAV account.

Failure to complete these requirements can result in penalties or cancellation of the
association’s incorporation.
If the group decides to close completely, you must follow the formal winding-up
process under the Act, which may include distributing assets in accordance with
your association’s rules and notifying CAV.

Before Making a Final Decision
Always discuss your options with:

Your network facilitator
Landcare Victoria Inc. (for guidance on membership and insurance implications)
Consumer Affairs Victoria (for incorporated groups)

These organisations can help ensure your group remains compliant and that any
transition — whether a temporary recess or formal closure — is handled smoothly and
responsibly.

Going into Recess or Becoming Inactive
continued...
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FormsForms



Membership Application Form

Membership Register List

Budget Template for Projects 

Ordinary Meeting Minutes Template

Annual General Meeting (AGM) Minutes Template

Activity Planning Form

Participant Registration Form

Forms

Please note the following forms work best as a digital copy. For
the entire folder, click this link (or follow the QR code).

Otherwise, individual forms are found below.
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Other Forms you may need:
For planting native vegetation; weed control; general revegetation; habitat
restoration on council-managed land (e.g. verge, park, road reserve): must get
Council permission — via the “Public Land Manager Consent Request” form. Works
within a road reserve may also require a separate “Works Within Road Reserve”
permit. You also need a “Permit to Plant or Interfere with Vegetation” from East
Gippsland Shire Council. 

Works affecting waterways, banks or watercourses (e.g. riparian planting, bank
stabilisation, removing fallen timber, installing culverts/bridges/boardwalks) need
a “Works on Waterways” permit from EGCMA.

https://egcma365-my.sharepoint.com/personal/khandley_egcma_com_au/Documents/Regional%20Landcare%20Handbook%20revised/Regional%20Landcare%20Handbook%202026/Digital%20Landcare%20Documents?csf=1&web=1&e=eMpyYZ
https://www.eastgippsland.vic.gov.au/forms/public-land-manager-consent-request
https://ablis.business.gov.au/service/vic/approval%20for%20works%20within%20road%20reserves/27292
https://ablis.business.gov.au/service/vic/permit-to-plant-or-interfere-with-vegetation/41146
https://egcma.com.au/resources/works-on-waterways/


 

 

Membership Form       (Logo if available) 

(GROUP NAME) LANDCARE GROUP 
Welcome! Membership for our group means you can: participate in 
decision making and activities, have voting rights, a regular newsletter, 
access to group equipment and assistance with land management 
(change to suit your group).  

For further information call (name) on (phone number).  

Membership is $(amount) per household (if your group has 
individual memberships, amend details here).  

Full name: ________________________________________________ 

Names of all family members (for family membership): 
_________________________________________________________ 

Postal address:   

Residential address:   

Telephone number(s):   

Email:   

Would you like to receive Landcare notices and information by email? 
 YES   /   NO  

If paying by direct deposit, please use your name as the payment description and deposit 
$(amount) for (group account name), BSB: (number), account: (number). Please also fill out 
and attach this form to an email and send to (email address). 
If paying by cheque, please make the cheque for $(amount) payable to: (group name) and 
post with this membership form and payment to: (mailing address).    
Completed forms and cash or cheques can also be given directly to the treasurer at a Landcare 
event. Please ensure that you enclose the form and cash or cheque in an envelope and write 
your name on the outside.  
 

Thank You! 
 



 OFFICIAL#

Membership List: Add logo here

INSTRUCTIONS
Enter your organisation name above and list all members of your organisation below, along with their membership/contact details.
Refer to your governing document to determine if additional information must be recorded for each member.
Add columns as needed (e.g. join date, expiry date, membership fees paid, category of membership) and update this list regularly to add, remove or update member details as soon as possible after changes occur.
Use a new sheet each year (calendar or financial) for a historical record
First Name Last Name Residential Address Town/Suburb Postcode Postal Address (e.g. PO Box) Mobile Email Position (e.g. President)

[Organisation Name]

# OFFICIAL



 OFFICIAL#

Budget for [Group name] in [financial year]

Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual

Income

Income 1

Income 2

Income 3

Income 4

Income 5

Income 6

Income 7

Income 8

Income 9

Income 10

Income 11

Total income $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0

Expenses

Expense 1

Expense 2

Expense 3

Expense 4

Expense 5

Expense 6

Expense 7

Expense 8

Expense 9

Expense 10

Expense 11

Expense 12

Expense 13

Expense 14

Total expenses $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0

Net income $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0 $0

Summary Budget Actual Differences

July $0 $0 $0

August $0 $0 $0

September $0 $0 $0

October $0 $0 $0

November $0 $0 $0

December $0 $0 $0

January $0 $0 $0

February $0 $0 $0

March $0 $0 $0

April $0 $0 $0

May $0 $0 $0

June $0 $0 $0

JuneJuly August September October November December January February March April May

$0

$0

$0

$0

$0

$1

$1

$1

$1

$1

$1

Budget Actual

# OFFICIAL



 

 

Ordinary Meeting Minutes 

Meeting of the ___________________ Landcare group committee 
Date:   Time:   Location: 
 
Welcome to the meeting by Chairperson 
This may include acknowledging the traditional owners of the land 

Present:  
Names of people at the meeting 
 
 

Apologies:  
Names of people who gave notice that they couldn’t attend 
 
 

Conflicts of Interest:  
Any member present who may benefit from activities of the Landcare group 
 
 

Minutes (from previous meeting) 
Moved:  
Name of a person who has read the previous minutes and is happy to place on record that they 
believe the minutes are true and correct 
 
Seconded:  
Name of a person who agrees with the mover and is happy to place on record that they believe 
the minutes are true and correct 
 
CARRIED      NOT CARRIED   
(A show of hands that all agree, or a formal vote if it seems evenly split) 

Item/Discussion Action Who 

Business Arising (from previous minutes):  
Items needing discussion following on from the last 
meeting 
 
 
 
 
 
 
 

  

Correspondence in/out:    



 

 

 
 

A list of correspondence received by either letter or 
email and any actions which need to be taken 
 
 
 

Treasurers Report:  
A written report of the income and expenditure since 
the last meeting, as well as current bank balance (and 
cash, if applicable) and any liabilities currently owing 
 
 

  

General Business:  
Any other items which need to be discussed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Next Meeting: Date:                         Time:                         Location: 
 

The meeting closed at: Time 



 

 

Annual General Meeting (AGM) 
Minutes 

 
If your group is incorporated, you are legally required to hold an Annual General Meeting (AGM) 
each year, within five months of the end of your financial year. If your group is not incorporated, 
an AGM is not mandatory, but it is still good practice to hold one annually. The AGM provides an 

opportunity to; share updates on the group’s activities and direction, present financial and 
committee reports and elect or confirm committee members and office bearers. The timing of 

committee elections depends on your group’s rules — some elect officers each year, while others 
do so every two or three years. 

 
Before the AGM: 
Notify members early - Ensure all members are notified of the AGM in accordance with your 
group’s rules (usually at least 14 days in advance). Optional: Promote the meeting publicly to 
raise your group’s profile and encourage new members. 
Confirm the venue or platform - Book the meeting venue (or online platform) and check 
accessibility, parking, and audio/visual needs. 
Plan the agenda and speakers - Invite guest speakers if desired — these can make the 
meeting more engaging. If you have a speaker, arrange who will introduce and thank them. 
Prepare reports - Ensure the President’s and Treasurer’s written reports are completed and 
copies are available for attendees (printed or digital). 
Complete the Group Health Check – Use the Landcare Group Health Checklist before the 
meeting. 
Prepare nominations and election materials - Have nomination forms or voting slips ready (if 
your group uses them). Confirm who will facilitate the election process. 
Bring key documents - Bring your constitution or rules, previous AGM minutes, membership 
list, and financial reports to reference during the meeting. 
Organise catering (optional) - Light refreshments or a shared meal can make the meeting 
more welcoming and encourage attendance. 
 
After the AGM: 
Finalise and distribute minutes promptly - Type up the minutes as soon as possible and 
distribute them to all members (or at least to the committee). 
Follow up on action items - Ensure any agreed actions or decisions are followed up and 
assigned to the appropriate people. 
Handover committee roles - Organise a smooth handover for any outgoing committee 
members. Provide orientation or mentoring for new office bearers. Provide new office 
bearers’ contact information to the rest of the group. 
Update administrative details - If required, update bank signatories, contact lists, and online 
logins. 
Lodge statutory documents - If your group is incorporated, the Public Officer (or Secretary) 
must lodge the Annual Statement and pay the fee to Consumer Affairs Victoria within five 
months of the end of the financial year. 
File and store records - Keep AGM minutes, reports, and attendance records securely 
(digital or printed copies), as part of your ongoing governance recordkeeping. 
 

Annual General Meeting of the ______________________ Landcare Group 
 
Date:   Time:   Location: 



 

 

 
Welcome to the AGM by Chairperson 
This may include acknowledging the traditional owners of the land 

Present:  
Names of people at the AGM: 
 
 
 

Apologies:  
People who gave notice that they couldn’t attend 
 
 

Is there a quorum? Yes     No  
An AGM is only valid with at least 50% of members +1 present 

Conflicts of Interest:  
Any group member present who may benefit from activities of the Landcare group 
 

Minutes (from previous AGM) 
Moved:  
Name of a person who has read the previous minutes and is happy to place on record that they 
believe the minutes are true and correct 
 
Seconded:  
Name of a person who agrees with the mover and is happy to place on record that they believe the 
minutes are true and correct 
 
CARRIED      NOT CARRIED   
(A show of hands that all agree, or a formal vote if it seems evenly split) 

Item/Discussion Actions needed Who will perform this task? 

Business Arising (from minutes):  
Items requiring discussion following the 
last AGM 
 
 
 
 
 
 
 
 

  

Chairperson’s report 
The chairperson will usually provide a 
written report, and will read it out or 
summarise it for the meeting 

Mover: 
 
Seconder: 

Chairperson’s report 
accepted?  
Yes/No 

Treasurer’s report Mover: 
 
Seconder: 

Treasurer’s report accepted?  
Yes/No 



 

 

The treasurer needs to provide a written 
financial statement, and summarise it for 
the meeting 
 

Business Arising (from minutes):  
Items needing discussion following the 
last AGM 
 
 
 
 
 

Actions needed Who will perform this task? 

Election of Office Bearers:  
If the position of Chairperson is going to 
be elected, another person who is not 
standing for that position needs to 
conduct the election 
 
Chairperson 
(name) 
 
Secretary 
(name) 
 
Treasurer 
(name) 
 
Public Officer  
(for incorporated groups – this can be 
one of the above positions) 
(name) 
 
Optional other roles as determined by 
the group: 
Vice-chairperson 
Assistant Secretary 
Assistant Treasurer 
Publicity Officer 
 

Nominated by: 
(names) 

Result of Election 

Annual membership fees for next year 
 

  

Network representative(s) 
 
 

  

Review of bank signatories 
 

  

General Business:  
Any other items which need to be 
discussed 
 

  



 

 

 
 

 
 
 
 
 
 
 
 
 
 

Next AGM: Date:                         Time:                         Location: 

The AGM closed at: Time 



 

 

Activity Planning Form 
This form can be used to plan any activity - including social events, working bees and 

major publicity activities. 

 
Part 1 – Event details 

 

 
 

Group Name: 

Date of Event: 

Project / Activity Name: 

Project Manager / Coordinator: 

Contact Phone / Email: 

Event Overview 

Describe the activity (or give it a brief name for promotions): 

 

Purpose / outcomes: 

Event location: 

Event date & time: 

Expected number of participants: 

Partner organisations (if any) and contact details: 

 

Preparation & Logistics 

What equipment is required?  Where will this equipment come from (owned / borrowed / 
hired) and when to return it? 

 

Who is responsible for transport, setup and pack-up? 

Has the event been advertised? How? 
Do volunteers need to bring equipment, PPE, or sun protection? Do you have spare 
equipment if someone is not prepared? 



 

 

 

Do you have an inclement weather plan? 

How will you communicate last-minute changes to volunteers? 

 

Have you obtained written permission from any Landholders or Land Managers? 

DEECA - for any works or events on DEECA managed land Yes / No / N/A 

Parks Victoria - for any works or events on Parks Victoria managed land Yes / No / N/A 

East Gippsland Shire Council - for any works or events on Council managed 
land Yes / No / N/A 

GLaWAC – for works that may affect cultural heritage values Yes / No / N/A 

EGCMA – for works that affect waterways, banks or watercourses Yes / No / N/A 

Other – if applying for a grant, support and consent is always needed Yes / No / N/A 

Will food or refreshments be provided? If yes, who will handle catering and food safety? 

 

Safety & Risk Management 

The risk assessment in part 2 has been completed                        Yes / No 

Are all participants covered by the group’s insurance? 

Have you sighted insurance certificates of currency for any contractors? 

Is there mobile coverage at the site?                                               Yes / No 

If no, what’s your backup plan for emergency contact? 

 

Will a first aid kit be available on site? When was it last checked? 

 

Name of trained First Aider(s): 

Location of nearest public toilet: 

Nearest crossroad / reference point (for emergency services): 

 

Nearest vehicle access point: 

Do you need wheelchair / pram access to the event?               Yes / No 

Do you have a plan for waste management and site clean-up? 

 



 

 

 

 

 
 
 

 

Communications & Media 

Have you advised local media or promoted through newsletters / social media? 

Will the event be photographed for future publicity?               Yes / No 

Who will take photos? 

Do you have consent from participants for photos?                 Yes / No 

Who will prepare a press release or social post? 

Have you tagged or notified relevant partners or sponsors? 

Accessibility & Inclusion 

Is the site accessible to people with mobility needs? 

Are there accessible toilets nearby? 

Are event materials (maps, instructions, signage) clear and inclusive? 

Will people from diverse backgrounds feel included? How will you ensure this? 

 

Post-Event Review 

Were your goals achieved? 

Were there any incidents or near misses? 

 

How many volunteers attended? 

Were all sign-in sheets completed? 

What went well? 

 

What can be improved next time? 

 

During the Event: Key Reminders 



 

 

 
 
 

Before Activities Begin 

Arrive early to check site safety (hazards, weather, access, toilets, parking). 

Display clear signage and directions to the meeting point. 

Ensure sign-in sheet is completed by all volunteers (for insurance purposes). 

Welcome everyone and introduce the organisers / committee representatives. 

Acknowledge Traditional Owners and the Country where the event is taking place. 
Run a short safety briefing, covering:  

• site hazards and how to avoid them, 
• PPE requirements (gloves, hats, sunscreen, etc.), 
• location of first aid kit and who the First Aider is, 
• what to do in case of emergency or evacuation. 

Confirm that all tools and equipment are in safe working order. 

Remind everyone to work at their own pace and take breaks as needed. 

During the Activity 
Keep an eye on weather conditions — have your wet weather or heat plan ready. 

Check that volunteers are using correct tools and safe work methods. 

Watch for fatigue, dehydration, or overheating — provide rest, shade, and water. 

Encourage teamwork, inclusion, and positive communication. 

Take a few good-quality photos (with permission). 

Record any incidents, near misses, or hazards noticed during the day. 

Ensure everyone signs out if they leave early. 

After the Activity 

Thank participants and acknowledge their contribution. 

Collect tools, equipment, and rubbish; leave the site tidy. 

Confirm that all sign-in and photo consent forms are complete. 

Hold a quick debrief — what went well, any improvements for next time? 

Remind participants how they’ll hear about future events or follow-up results. 

Store completed forms (sign-in, risk assessment, incident reports) securely. 

Submit any required updates or photos to your Landcare Network or LVI Gateway. 

 



 

 

Part 2 – Risk and Safety 
 

Risk score determination 
The following risk matrix and definitions were used when calculating the risk ratings for this 
activity. 

Risk Matrix 

Likelihood 

Consequence 

Insignificant Minor Moderate Major Catastrophi
c 

Almost certain 3 High 3 High 4 Extreme 4 Extreme 4 Extreme 

Likely 2 Medium 3 High 3 High 4 Extreme 4 Extreme 

Possible 1 Low 2 Medium 3 High 3 High 4 Extreme 

Unlikely 1 Low 1 Low 2 Medium 3 High 3 High 

Rare 1 Low 1 Low 2 Medium 2 Medium 2 Medium 
 

Likelihood of an incident 
Almost certain – Very high possibility of occurrence / Almost always expect this type of 
incident 
Likely – High possibility of occurrence / Incidents happen often (i.e. regularly, or more often 
than not) 
Possible – Possible / Incidents like this happen sometimes 
Unlikely – Low possibility of occurrence / This type of incident does not occur often 
Rare – Extremely low possibility of occurrence – These incidents are extremely unlikely to 
occur (almost never) 
 

Consequence of an incident 
Catastrophic – Extremely serious consequences - May include death or permanent 
disability of individuals, and/or extreme loss of property, and/or the demise of the 
organisation 
Major – Serious consequences – May involve substantial and/or lasting harm to the 
organisation, and/or serious harm to individuals (e.g. extensive injuries requiring ongoing 
hospitalisation), and/or substantial property damage 
Moderate – Moderate consequences – May involve serious harm to individuals (e.g. 
requiring brief hospitalisation for observation), and/or temporary interference with the 
organisation’s operations, and/or serious property damage 

Risk Assessment 

Activity Name:  

Activity Date(s):  

Organisation Name(s):  

Location:  

Activity Coordinator:  Assessment 
Date: 

 



 

 

Minor – Low level consequences – May involve minor harm to individuals requiring medical 
advice/treatment (not hospitalisation), and/or significant disruption to the activity, and/or 
minor damage to low value property 
Insignificant – Negligible consequences – May involve very minor harm to individuals (e.g. 
small cuts requiring basic first aid on site), and/or minor disruption to the activity 
Risk ratings and actions 
1 Low – Acceptable risk, activity may proceed with no further action required as long as risk 
is being managed 
2 Medium – Tolerable risk, activity may proceed with further action desirable to minimise 
and manage risk 
3 High – Potentially unacceptable risk, action must be taken to minimise risk, activity should 
be reconsidered if risk cannot be reduced 
4 Extreme – Unacceptable risk, immediate action must be taken to minimise risk, activity 
cannot proceed if risk cannot be reduced 
 

Risk Identification and Assessment 

Tasks/hazards 
Risk 
level 

(prior to 
mitigation) 

Mitigation strategies 
Risk 
level 
(after 

mitigation) 

Proceed? 
(Yes / No) 

  
•  

 
 

  

  
•  

 
 

  

  
•  

 
 

  

  
•  

 
 

  

  
•  

 
 

  

 

 

 

 

 

 

Are there arrangements 
for? 

Yes / 
No 

Outline arrangements 



 

 

 

Have any hazardous 
substances been identified? 

 If yes, 
specify 

 
 
 

Safe handling procedures in 
place? 

 
 

 

Emergency contacts 

Activity coordinator 
contact(s): 

 
 

First aid officer:  

Nearest accessible reliable 
phone:  

Nearest hospital:  

Ambulance / police / fire:  

 

Assessment Completed By 

Name Signature 

  

  
 

 

 
 
 

Emergency evacuation  
 
 

Emergency 
communication  

 
 

First aid  
 
 



 

 

Participant Registration Form                               Add Logo Here  
 

All volunteers participating at this site must be registered. Please fill in your details below. 
Children under the age of 18 must have a parent/guardian sign on their behalf. Participants may be photographed while  

taking part in this activity, with photos published electronically or in print. Please indicate your consent to be photographed below.  
 
 

 

Landcare Victoria Inc. Member Group 

Name:  

Date:  Site:  Activity/Event:  

 
   

Site Coordinator’s Name:  Contact Number:  Contact Email:  

   

 

First  

Name  

Last  

Name  

Phone  

Number  

Under  

18?  

Consent To 

Photos?  Time  

Arrived  

Time  

Departed  

Signature  

(Include Full Name If 

Parent or  Guardian)  

        

        

        

        

        

        



 

 

First  

Name  

Last  

Name  

Phone  

Number  

Under  

18?  

Consent To 

Photos?  Time  

Arrived  

Time  

Departed  

Signature  

 

(Include Full Name If 

Parent or Guardian)  

        

        

        

        

        

        

        

        

        

        

        

Total Volunteers Present:  Total Volunteer Hours:  

 



other
resources
other

resources



Corporate Governance

Meetings

Financial Management

Insurance

Work Health and Safety

Landcare Group Health Checklist

The group has a folder of key documents including:
 ▪ Certificate of Incorporation (if applicable)
 ▪ Contact details of members
 ▪ List of current committee members
 ▪ Details of insurance held
 ▪ Assets owned by the group
 ▪ Bank account details and signatories
 ▪ Constitution and policy documents
Records are securely stored and retained for at least 7 years.
A Hire Agreement is used for any group-owned assets loaned or hired.
The committee regularly reviews and understands the constitution and any
policies.

The group meets regularly (e.g., every 2–3 months).
All members receive meeting notifications at least 2 weeks prior.
Minutes are recorded and distributed promptly:
 ▪ General meetings → all members
 ▪ Committee meetings → committee only
Minutes of the previous meeting are confirmed at each meeting.
A financial statement is presented at every meeting.

All funds are used in line with the constitution.
Committee members understand and review the financial position.
All payments are authorised by at least two committee members.
Bank accounts require two signatories.
Annual financial reports are prepared and presented to members.

The group holds adequate insurance covering volunteers, events, and public
liability.
Insurance coverage is reviewed annually.
Group-owned equipment is insured.

Risk assessments are completed for all activities.
All incidents or near-misses are recorded and stored.
Safe Work Method Statements (SWMS) are maintained for tools, machinery, and
hazardous tasks.
Volunteers receive safety inductions and understand emergency procedures.
The group is familiar with the In Safe Hands Toolkit and/or equivalent WHS
guidance.
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Regulatory Compliance

Independent Contractors

Communications

Volunteer and Membership Health

Leadership and Succession Planning

Continuity and Long-term Planning

Landcare Group Health Checklist continued...

Annual statement and fee are lodged with Consumer Affairs Victoria (CAV).
If registered for GST, BAS statements are up to date.
Public officer details are current with CAV.
The group is registered on:
 ▪ National Landcare Directory
 ▪ Victorian Landcare Gateway
 ▪ Local Council community register

Contractor agreements are developed and retained on file.
Certificates of public liability insurance are sighted.
Workers compensation insurance is verified.
Relevant licences (e.g. Chemical User Accreditation) are sighted and current.

The group has an up-to-date membership list.
Volunteers are welcomed, supported, and acknowledged.
Induction materials (e.g. safety, conduct, child safety) are provided.
The group reviews Child Safe Standards (Victoria 2023).
Volunteer roles and expectations are clearly defined.

Committee roles and responsibilities are clear.
New leaders are mentored or trained before taking on roles.
Handover notes or guides are maintained for key positions.
The group actively identifies and encourages emerging leaders.
The group maintains contact with regional networks for support.

The group has a current Strategic or Action Plan.
The committee reviews progress annually.
Succession, crisis, or recess plans are documented.
The group periodically reviews whether its activities meet community needs.

The group communicates regularly (e.g. newsletter, email, social media).
Consent is obtained before publishing images or personal information.
Committee endorses anyone managing group social media.
At least two people hold social media logins.
The group is aware of its local Regional Catchment Strategy.
The group collaborates with neighbouring Landcare groups and networks.
The group promotes activities in local media and online.
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Useful Links
 All links are current and verified as of October 2025.

Resource Description QR Code

 Landcare Victoria Inc.
Peak body for Landcare in Victoria,
offering governance, training and

advocacy support.

Victorian Landcare
Gateway

Central portal with toolkits, case
studies and practical resources for

Landcare groups.

Victorian Government —
Victorian Landcare

Program

Official government page about
Landcare support, grants,
facilitators and programs.

Victorian Landcare
Grants

Details of grant schemes available
to Landcare and environmental

volunteer groups.

In Safe Hands Toolkit (by
Conservation Volunteers

Australia)

A free safety-management resource
designed for

conservation/volunteer groups;
includes templates.

Our Community —
Support for Not-for-

Profits

Offers advice, training, tools and
resources for community
organisations (including

volunteers). 

Volunteer Recruitment
Directory —

Invasives.org.au

National directory of volunteer
groups including

Landcare/Bushcare organisations.

Not‑for‑profit Law
Legal service specialising in
governance/compliance for

community organisations.
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https://landcarevictoria.org.au/
https://landcarevictoria.org.au/
https://www.landcarevic.org.au/
https://www.landcarevic.org.au/
https://www.landcarevic.org.au/
https://www.environment.vic.gov.au/landcare
https://www.environment.vic.gov.au/landcare
https://www.environment.vic.gov.au/landcare
https://www.vic.gov.au/victorian-landcare-grants
https://www.vic.gov.au/victorian-landcare-grants
https://conservationvolunteers.com.au/safety-management-toolkit
https://conservationvolunteers.com.au/safety-management-toolkit
https://conservationvolunteers.com.au/safety-management-toolkit
https://www.ourcommunity.com.au/
https://www.ourcommunity.com.au/
https://www.ourcommunity.com.au/
https://invasives.org.au/how-to-help/get-involved/volunteer
https://invasives.org.au/how-to-help/get-involved/volunteer
https://invasives.org.au/how-to-help/get-involved/volunteer
https://www.nfplaw.org.au/
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1 Introduction 
1.1  Overview and purpose of the Code 

Central to the success of the landcare movement are good people who demonstrate a high 

standard of professional conduct in their interactions with other people and organisations. 
Landcare Victoria, as the peak body for Victorian landcare, aims to foster a mutually-supportive 

and safe environment where members, volunteers and staff are respected, valued and enjoy 

working together towards our shared objects. 

The Code of Conduct sets out the expectations of behaviour of all individuals in connection with 
their roles with Landcare Victoria. The Code has been produced in accordance with clause 17.4 of 

the Constitution of Landcare Victoria Inc, which gives the Board power to make policies for: 

(i) the general conduct and management of the Association; and  

(ii) the activities and operations of members in their capacity as members as it sees fit 

The Code is intended to: 

• Ensure Landcare Victoria and all individuals working with our Association meet any 

statutory requirements, standards and obligations in regard to matters of conduct, health 

and safety 

• Set overarching principles and standards of behaviour to guide people on how to perform 

their duties in a professional and ethical way 

• Ensure the values and integrity of the Association are actively being upheld 

• Provide assurance to individuals and organisations working with Landcare Victoria, 

including external stakeholders, by enabling high standards of practice 

All organisational documents referenced in this Code may be accessed on Landcare Victoria’s 

website. 

1.2  Updating the Code 

The Board of Landcare Victoria Inc is responsible for the accuracy and currency of organisational 

policies. The Code of Conduct is managed by the Chief Executive Officer of Landcare Victoria. 

This Code will be reviewed and updated at least once every three years or when capstone 

requirements change, including legislative amendments. The Chief Executive Officer with support 

from staff will prepare recommendations for changes, subject to approval by the Board. 

In the case of a discrepancy between the Code of Conduct and the Constitution of Landcare 

Victoria Inc, the Constitution takes precedence as the organisation’s governing document.  
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1.3  Definitions 

In this Code: 

a) Association means Landcare Victoria Incorporated A0011936S. 

b) Board means the board having management of the Association for the time being. 

c) Code means this document, the Landcare Victoria Inc Code of Conduct. 

d) Constitution means the governing document of the Association as amended from time to 

time. 

e) Landcare Victoria means Landcare Victoria Incorporated A0011936S. 

f) Member means a member of the Association as defined in the Constitution. 

g) Member Policy means a policy that meets the description in clause 17.4(a)(ii) of the 

Constitution. 

h) Objects mean the purposes for which the Association is established, as set out in clause 

4.1 of the Constitution. 

i) Prejudicial conduct means conduct meeting the description in clause 12.1(b) of the 

Constitution. 

j) Strategic Plan means the current strategic plan of the Association. 
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2 Code of Conduct 
2.1  Scope 

The Code of Conduct applies to all Landcare Victoria employees, volunteers, members, 

contractors and other parties in connection with their roles with Landcare Victoria.  

As Landcare Victoria members may be organisations (full members) or people (associate 

members), individuals are bound by the Code when acting on behalf of or in connection with the 

Association, including when representing a Landcare Victoria member organisation.  

2.2  Capstone requirements 

All individuals and organisations in Victoria are bound by the Equal Opportunity Act 2010 (Vic), 

which provides protections from discrimination in public life in Victoria. Under this legislation, it is 
unlawful to discriminate against a person because of a protected personal characteristic, to 

sexually harass someone, or to victimise them for speaking up about their rights, making a 

complaint, helping someone else make a complaint or refusing to do something that would be 

contrary to the Equal Opportunity Act.  

The Equal Opportunity Act includes a positive duty to eliminate discrimination, sexual harassment 

and victimisation as far as possible. This means that, instead of simply reacting to complaints of 
discrimination or sexual harassment, organisations must be proactive about discrimination and 

take steps to prevent it from occurring. 

With respect to appropriate and safe behaviour, other state and Commonwealth legislation and 

regulatory standards may also apply, including: 

• Crimes Amendment (Bullying) Act 2011 (Vic) (also known as Brodie’s Law) 

• Work Health & Safety Act 2011 

• Fair Work Amendment Act 2013 (Cth) 

• Victorian Child Safe Standards 

In accordance with clause 12 of the Constitution, Landcare Victoria may take disciplinary action 
against a member if it determines that an individual member, or one or more individuals within a 

member organisation, have engaged in prejudicial conduct. Conduct prejudicial to the 

Association, includes but is not limited to, a failure to comply with a code of conduct or policy of 

Landcare Victoria. 

Individuals working with Landcare Victoria are also expected to consider the objects of the 

Association as defined in the Constitution, along with the organisational values defined in the 

current Strategic Plan. 
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2.3  Organisational values 

Our values, as defined in the Landcare Victoria Inc Strategic Plan 2025-2028, reflect the values of 

the Victorian landcare community. Actions taken by individuals acting on behalf of or in 

connection with the Association should always be aligned with these values: 

• Grounded in the community and knowledge of local landscapes 

• Empowering individuals and communities to make a positive difference to their local 

landscapes 

• Respectful of the knowledge of diverse groups of people with a connection to the land, 

including First Nations people 

• Collaborative in our approach to achieving outcomes 

2.4  General code of behaviour 

When acting on behalf of or in connection with Landcare Victoria or one of its member 

organisations, those bound by this Code of Conduct will: 

1) Understand and act in accordance with Landcare Victoria’s documented objects, values, 

Member Policies and procedures  

2) Comply with all relevant legislation and regulatory standards 

3) Respect the rights, dignity and worth of others, and value their ideas and opinions 

4) Be fair, considerate, honest, ethical and professional in all dealings with others 

5) Strive to make decisions that are fair and equitable  

6) Always act in an inclusive and non-discriminatory manner towards all persons and 

challenge inappropriate, exclusionary, or discriminatory behaviour 

7) Value, respect and leverage the benefits of diverse lived experiences 

8) Protect the welfare and human rights of others, and particularly those who may be at risk 

of abuse, neglect or exploitation 

9) Report any unlawful, threatening or violent behaviour to the appropriate authorities 

10) Accept responsibility and accountability for their own actions 

11) Not engage in unlawful, threatening, violent or discriminatory behaviour 

12) Not shame, humiliate, oppress, belittle, degrade or harass any person 

13) Not use their involvement with Landcare Victoria to promote their own beliefs, behaviours 

and practices where these are inconsistent with those of the Association 

14) Not take any action or behave in a manner that may bring Landcare Victoria or the broader 

landcare movement into disrepute 
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2.5  Breaches of the Code 

Any breach of the Code of Conduct may lead to disciplinary action in accordance with the 

Constitution. Depending on the severity of the breach, such disciplinary action may include 
reprimand, formal warning, suspension of membership/employment or termination of 

membership/employment. 

Similar disciplinary action may be taken against any leader, supervisor or manager who directly 
approves or condones a breach of Our Code and does not take immediate action to remediate 

such breach. 

Breaches of applicable laws or statutory regulations may also result in prosecution by the 

appropriate authorities. 

In keeping with the requirement for organisations to be proactive in preventing discrimination, 

sexual harassment and victimisation as per the Equal Opportunity Act, any behaviour 

contradictory to this Code that may constitute a breach should be reported to Landcare Victoria 

as soon as is practicable. 
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Child Safety Policy 
Introduction 
This Child Safety Policy is prepared to ensure children are safe at all landcare events and 

activities and to provide guidance to Member Groups about the standards and procedures that 

they must follow. 

The policy conforms to the requirements of the Victorian Child Safe Standards issued by the 

Commission for Children and Young People that came into force on 1 July 2022. It is based on 

a template prepared by the Department of Health and Human Services. 

Among the organisations explicitly required to adhere to the Child Safe Standards are charities 

and not-for-profit organisations. Landcare Victoria and its members fall into this category. 

Scope and application 
Landcare Victoria rules require that: 

17.15 Each Member Group is required to have a documented code of conduct which 

covers child safety, bullying, sexual harassment and respect. 

This policy and the related Code of Conduct are mandatory for Landcare Victoria Inc. Member 

Groups unless the Member Group has itself reviewed its policy and procedures since the 

introduction of the 2022 Victorian Child Safe Standards and the Member Group policy meets or 

exceeds the requirements of this policy and the related Code of Conduct. 

Under the Act, a Child is a person who is under the age of 18 years. 

Our commitment to child safety  
Landcare Victoria Inc. is committed to child safety. 

We want children to be safe, happy and empowered. 

We support and respect all children, as well as our staff and volunteers.  

We are committed to the safety, participation and empowerment of all children. 

We have zero tolerance of child abuse, and all allegations and safety concerns will be treated 
very seriously and consistently with our robust policies and procedures. 

We have legal and moral obligations to contact authorities when we are worried about a child’s 
safety, which we follow rigorously. 
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Landcare Victoria Inc. is committed to preventing child abuse and identifying risks early and 
removing and reducing these risks. 

Landcare Victoria Inc. and its Member Groups have practices to reduce the risk of child abuse 
by new and existing board members, staff and volunteers. 

Landcare Victoria Inc. is committed to regularly training and educating our board members, 
staff and volunteers on child abuse risks. 

We are committed to the cultural safety of Aboriginal children, the cultural safety of children 
from culturally and/or linguistically diverse backgrounds, and to providing a safe environment 
for children with a disability. 

We have specific policies and procedures in place that support our board members, staff and 
volunteers to achieve these commitments. 

If you believe a child is at immediate risk, phone 000. 

Our children 
This policy is intended to empower children, who are vital and active participants at Landcare 
Victoria. We involve them when making decisions, especially about matters that directly affect 
them. We listen to their views and respect what they have to say. 

We promote diversity and acceptance at Landcare Victoria, and people from all walks of life 
and cultural backgrounds are welcome. In particular, we: 

• promote the cultural safety, participation and empowerment of Aboriginal children 

• promote the cultural safety, participation and empowerment of children from culturally 
and/or linguistically diverse backgrounds 

• ensure that children with a disability are safe and can participate equally 

Our staff and volunteers 
This policy guides our staff and volunteers on how to behave with children at Landcare Victoria. 

All staff and volunteers must agree to abide by our Code of Conduct which specifies the 
standards of conduct required when working with children. All staff and volunteers, as well as 
children and their families, are given the opportunity to contribute to the continuing 
development and update of the Code of Conduct. 

Training and supervision 
Training and education are important to ensure that everyone at Landcare Victoria Inc. 
understands that child safety is everyone’s responsibility. 

Our organisational culture aims for all board members, staff, volunteers, families and children 
to feel confident and comfortable in discussing any allegations of child abuse or child safety 
concerns. We train our board members, staff and volunteers to identify, assess, and minimise 
risks of child abuse and to detect potential signs of child abuse. 

We also support our board members, staff and volunteers through ongoing supervision to 
develop their skills to protect children from abuse and promote the cultural safety of Aboriginal 
children, the cultural safety of children from linguistically and/or diverse backgrounds, and the 
safety of children with a disability. 
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New board members, staff and volunteers will be supervised regularly to ensure they 
understand Landcare Victoria Inc.’s commitment to child safety and that everyone has a role 
to play in protecting children from abuse. This will include checking that their behaviour 
towards children is safe and appropriate (please refer to the Landcare Victoria Inc. Code of 
Conduct for information about appropriate behaviour). Any inappropriate behaviour will be 
reported through appropriate channels, including Victoria Police, depending on the severity 
and urgency of the matter. 

Recruitment 
We take all reasonable steps to employ skilled people to work with children. We develop 
selection criteria and advertisements which clearly demonstrate our commitment to child 
safety and an awareness of our social and legal responsibilities. Landcare Victoria Inc. 
understands that when recruiting board members, staff and volunteers, we have ethical as well 
as legislative obligations. 

We carry out reference checks and police record checks to ensure that we are recruiting the 
right people. If during the recruitment process a person’s records indicate a criminal history 
then the person will be given the opportunity to provide further information and context. 

Fair procedures for staff and volunteers 
The safety and wellbeing of children is our primary concern. We are also fair and reasonable to 
all staff and volunteers. The decisions we make when recruiting, assessing incidents, and 
undertaking disciplinary action will always be thorough, transparent, and based on evidence.  

We record all allegations of abuse and safety concerns using our incident reporting form. All 
records are securely stored. If an allegation of abuse or a safety concern is raised, we provide 
updates to children and families on progress and actions we as an organisation take.  

Privacy 
All personal information considered or recorded will respect the privacy of the individuals 
involved, whether they be staff, volunteers, families or children, unless there is a risk to 
someone’s safety. Everyone is entitled to know how this information is recorded, what will be 
done with it and who will have access to it. This is intended to protect reporters and to ensure 
that all members of Landcare Victoria Inc. are comfortable to disclose any allegations or 
concerns in relation to child safety without repercussions.  

Legislative responsibilities 
Landcare Victoria Inc. takes its legal responsibilities seriously, including: 

• Failure to disclose: All adults in Victoria who have a reasonable belief that an adult has 
committed a sexual offence against a child under 16 have an obligation to report that 
information to Victoria Police 

• Mandatory reporting: Any board/committee members, staff or volunteers who are 
mandatory reporters (doctors, nurses, midwives, teacher, principals and police 
officers) must comply with their duties 

• Failure to protect: People of authority in our organisation will commit an offence if they 
know of a substantial risk of child sexual abuse and have the power or responsibility to 
reduce or remove the risk, but negligently fail to do so 
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• Reportable conduct: In addition to the chairperson of the relevant member group, the 
CEO of Landcare Victoria Inc. must be made aware of any allegations of physical and 
sexual abuse, sexual misconduct, significant emotional or psychological harm or 
significant neglect by an employee or volunteer towards a child. We are also legally 
required to notify the Commission for Children and Young People of the allegation 

• Duty of care: If a child is abused by an individual associated with our organisation, our 
organisation is presumed to have breached its duty of care unless it can prove that it 
took ‘reasonable precautions’ to prevent the abuse in question 

Risk management 
In Victoria, organisations are required to protect children when a risk is identified. In addition to 
general occupational health and safety risks, we proactively manage risks of abuse to our 
children. 

We have risk management strategies in place to identify, assess, and take steps to minimise 
child abuse risks which include risks posed by physical environments and online 
environments. 

Allegations, concerns and complaints 
Landcare Victoria Inc. takes all allegations seriously and has practices in place to investigate 
thoroughly and quickly. Our board members, staff and volunteers are trained to deal with 
allegations appropriately.  

We work to ensure all children, families, board members, staff and volunteers know what to do 
and who to tell if they observe abuse or are a victim, and if they notice inappropriate behaviour.  

We all have a responsibility to report an allegation of abuse if we have a reasonable belief that 
an incident took place. If an adult has a reasonable belief that an incident has occurred, then 
they must report the incident. Factors contributing to reasonable belief may include: 

• a child states they or someone they know has been abused (noting that sometimes the child 
may in fact be referring to themselves) 

• behaviour consistent with that of an abuse victim is observed  

• someone else has raised a suspicion of abuse but is unwilling to report it  

• observing suspicious behaviour 

Regular review 
This policy will be reviewed every two years and following significant incidents if they occur. We 

will ensure that families and children have the opportunity to contribute. Where possible we 

will do our best to work with local Aboriginal communities, culturally and/or linguistically 

diverse communities and people with a disability. 

Code of Conduct 
Under Rule 17.15 of Landcare Victoria Inc. each Member Group is required to have a 

documented code of conduct which covers child safety, bullying, sexual harassment and 

respect. 

The Code of Conduct provided at Attachment 2 meets the requirements of Rule 17.15 in 

respect of child safety and is mandatory for all Member Groups unless they have adopted their 
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own Code of Conduct that aligns with the 2022 Child Safe Standards and at least meets the 

standard of the Code of Conduct at Attachment 2.  

Further information  
Further information about the Child Safe Standards can be found on the Child Safety page on 
the Commission for Children and Young People’s website. 

 

 

Approved by the Board, Landcare Victoria Inc.  

12 August 2022 

 

https://ccyp.vic.gov.au/child-safety/
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Attachment 1 

The Child Safe Standards 
Child Safe Standard 1 - Relevant entities establish a culturally safe environment in which the 

diverse and unique identities and experiences of Aboriginal children and young people are 

respected and valued. 

Child Safe Standard 2 - Child safety and wellbeing is embedded in organisational leadership, 

governance and culture. 

Child Safe Standard 3 - Children and young people are empowered about their rights, 

participate in decisions affecting them and are taken seriously. 

Child Safe Standard 4 - Families and communities are informed, and involved in promoting 

child safety and wellbeing. 

Child Safe Standard 5 - Equity is upheld and diverse needs respected in policy and practice. 

Child Safe Standard 6 - People working with children and young people are suitable and 

supported to reflect child safety and wellbeing values in practice. 

Child Safe Standard 7 - Processes for complaints and concerns are child focused. 

Child Safe Standard 8 - Staff and volunteers are equipped with the knowledge, skills and 

awareness to keep children and young people safe through ongoing education and training. 

Child Safe Standard 9 - Physical and online environments promote safety and wellbeing while 

minimising the opportunity for children and young people to be harmed. 

Child Safe Standard 10 - Implementation of the Child Safe Standards is regularly reviewed 

and improved. 

Child Safe Standard 11 - Policies and procedures document how the relevant entity is safe for 

children and young people.  
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Attachment 2 

Child Safety Code of Conduct 
 

All staff, contractors, volunteers and board and committee members of Landcare Victoria Inc. and 
Member Groups are required to observe child safe principles and expectations for appropriate 
behaviour towards and in the company of children, as noted below. 

This Code of Conduct applies to all Member Groups of Landcare Victoria Inc. under Rule 17.15. 
Incorporated Member Groups may adopt this Code or develop their own which must at least meet the 
standards of conduct defined in this Code.  

A copy of the Code of Conduct must be provided to all Member Group committee members, 
employed staff and any other members that may be involved in organising events and activities. The 
Code must be made freely available to all members of the Member Group. 

All personnel of Landcare Victoria Inc. and Member Groups are responsible for supporting the 
safety, participation, wellbeing and empowerment of children by: 

• adhering to the Landcare Victoria Inc. Child Safety Policy at all times / upholding Landcare Victoria 
Inc. statement of commitment to child safety at all times 

• taking all reasonable steps to protect children from abuse 

• treating everyone with respect 

• listening and responding to the views and concerns of children, particularly if they are telling you 
that they or another child has been abused and/or are worried about their safety or the safety of 
another 

• promoting the cultural safety, participation and empowerment of Aboriginal children (for example, 
by never questioning an Aboriginal child’s self-identification) 

• promoting the cultural safety, participation and empowerment of children with culturally and/or 
linguistically diverse backgrounds (for example, by having a zero tolerance of discrimination) 

• promoting the safety, participation and empowerment of children with a disability (for example, 
during personal care activities) 

• ensuring as far as practicable that adults are not left alone with a child 

• reporting any allegations of child abuse to the Chairperson of the Member Group (or another 
committee member if the Chairperson is the focus of the allegation) and to the CEO of Landcare 
Victoria Inc, and ensure any allegation is reported to the police or child protection 

• reporting any child safety concerns to the Chairperson of the Member Group or the CEO or 
Landcare Victoria 

• if an allegation of child abuse is made, ensure as quickly as possible that the child(ren) is/are safe  

• encouraging children to ‘have a say’ and participate in all relevant organisational activities where 
possible, especially on issues that are important to them 
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Staff and volunteers must not: 

• develop any ‘special’ relationships with children that could be seen as favouritism (for example, 
the offering of gifts or special treatment for specific children) 

• exhibit behaviours with children which may be construed as unnecessarily physical (for example 
inappropriate sitting on laps. Sitting on laps could be appropriate sometimes, for example while 
reading a storybook to a small child in an open plan area) 

• put children at risk of abuse (for example, by locking doors) 

• do things of a personal nature that a child can do for themselves, such as toileting or changing 
clothes 

• engage in open discussions of a mature or adult nature in the presence of children (for example, 
personal social activities) 

• use inappropriate language in the presence of children 

• express personal views on cultures, race or sexuality in the presence of children 

• discriminate against any child, including because of culture, race, ethnicity or disability 

• have any online contact with a child or their family (unless necessary, for example providing 
families with e-newsletters)  

• ignore or disregard any suspected or disclosed child abuse 

By observing these standards you acknowledge your responsibility to immediately report any breach 
of this Code to the chair of the Member Group and to the CEO of Landcare Victoria Inc.  

Any allegation of a breach of this Code of Conduct will investigated under the Landcare Victoria Inc. 
Complaints Policy.  

If you believe a child is at immediate risk of abuse, report the matter to the Police (Phone 000). 

 

Prepared July 2022 

Acknowledgment of Code of Conduct 

Committee Members, employees and event/activity organisers should sign this document as a record 

of their acknowledgement that they are familiar with the Code of Conduct. The Code of Conduct 

applies to all committees, members and staff whether or not it is specifically acknowledged. 

 

I …………………………………………………………………………… acknowledge that I have read the Landcare 

Victoria Inc. Child Safety Code of Conduct. 

I understand that if I breach the Code of Conduct, I will face disciplinary action that could lead to 

termination of employment, being asked to leave the Committee, step down as a Group 

Representative or any consequences under State or Commonwealth law. 

I agree to abide by the Code of Conduct. 

Landcare Group  

Role  

Signature  

Date  
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