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Purpose 

The purpose of precincts is to work in partnership with the City of Fremantle to get things done for the good of the community. 

- Precinct Working Group, September 2010
There are 12 precinct groups in Fremantle as follows:

· Arts Centre area.
· Beaconsfield.
· Fremantle Inner City Residents Association (FICRA). 

· Fremantle Society.
· Gibson Park.
· Hilton.
· North Fremantle.
· O’Connor.
· Samson.
· South City area.
· South Fremantle.
· White Gum Valley. 

The purpose of these guidelines is to:

· guide elected members, staff and the community in the administration of the precinct system.

· enable precincts to operate within flexible guidelines, according to the preferences and priorities of the group.   

· identify communication channels between precincts and the City, including the customer service centre, freospace and quarterly face-to-face meetings.
Precinct Operating Guidelines

Membership

Precincts have open membership and any resident or ratepayer within a precinct is welcome to participate.

Administration

Each precinct group can decide:

· If they require a convenor and/or secretary and when and how they are appointed.

· Who will be the precinct contact person and action correspondence received.

· A meeting schedule.

· Whether the meeting will be recorded, for example, meeting notes or minutes.

· How best to share information with other precinct members, for example, by email or on freospace (see communication channels). 

Attendance

Attendance records must be kept for all precinct meetings.  These are required by the City for insurance purposes to confirm who was present in the event of an injury or incident. Attendance records can be sent to the community engagement team following each meeting.

Venues

It is advisable to hold precinct meetings in a public venue.  Other suitable venues include a community centre, 
school, café or local club.  Some venues may charge a hire fee; the City can assist with costs.

Promotional Support

The City promotes the precincts by advertising meetings in the City’s weekly corporate advertisement. If there is insufficient space, a separate precinct meeting advertisement will be placed.  The City will assist with printing flyers and notices for distribution to promote special meetings or one-off events.  Information to be included in precinct advertisements and notices can be sent to the community engagement team
The City’s website provides general information about precincts and a link to freospace.

Information about the precincts is also included in the information pack provided to new residents.

Operational Expenses                                                                                                                             

The City will allocate $850 per financial year to each precinct to assist with essential precinct operating expenses, including:

· Venue hire.  The community engagement team can provide advice on community venues and facilitate access to city premises free of charge, if available.

· Printing costs and distribution, for meeting flyers to promote a special precinct meeting or community activity. 
· Meeting refreshments (no alcohol). 
· Other precinct events and activities.  If the precinct is organising an activity outside of the regular meeting schedule for which funding is requested, this should be discussed with the community engagement staff prior to making any commitments involving costs.  
Funds are administered by the community engagement team, who will track expenditure to assist precincts manage their budget. This information is available to the precinct at any time on request. 
The city can provide an upfront payment of the precincts annual operational budget if incorporated.  The precinct must submit a tax invoice and provide an audited financial statement at the end of financial year.      
A petty cash reimbursement is offered to cover expenses up to $50.  The city can reimburse payments made by cash or EFTPOS only (not credit card).  To claim small expenses, please forward your receipt/s to the city with your contact details. These may be posted to the Project Officer – Community Engagement, PO Box 807, Fremantle WA 6959 or left at the Service and Information Desk.  Staff will contact the precinct to advise when the reimbursement is ready to be collected, within two working days.

Expenses over $50 are paid directly to the supplier by the city, in accordance with the city’s payment processes.  The precinct must discuss the request with the community engagement team, who will liaise with the supplier and arrange for payment to be made.        
City funds are for precinct purposes only and cannot be used for electioneering. 
Communication Channels

Customer Requests 

The City has a customer service centre to manage all enquiries, and precincts should direct their enquiries to the centre. A precinct member can make an enquiry on behalf of the precinct by visiting, phoning or emailing the City.  The service centre will respond, or refer the enquiry to the appropriate officer.  If the enquiry requires follow-up, the request will be logged and allocated a reference number, which can be used to track the progress of the precinct’s enquiry.  

The City will respond to all requests in line with its customer service charter.   This includes acknowledging the request has been received and providing a timely response.  If a resolution to the request is prolonged the officer will advise of the reasons for the delay or the precinct can ask the service centre for an update.  The City receives a large number of requests relating to various matters and these are dealt with in order of receipt and priority, such as risk to public health and safety.

	City of Fremantle offices
	Town Hall Centre 

8 William Street

Fremantle WA 6160

	Office hours   
	8.30 am – 4.3  0 pm

	Postal address
	PO Box 807

Fremantle WA 6959

	Telephone
	+61 8 9432 9999

	Facsimile
	+61 8 9430 4634

	TTY for the hearing impaired    
	+61 8 9432 9777

	After hours emergency number   
	1300 360 666

	Email
	info@fremantle.wa.gov.au


Freospace

Freospace is an online collaborative environment for precincts, designed to assist groups share information, discuss community issues and make it convenient for people to get involved in their local precinct.   Each group has their own site to present news and opinion on the blog, an events calendar, upload meeting minutes and agendas and ask readers’ views via online surveys and quick-polls.  

Freospace is maintained by volunteers from each precinct, who are trained by the City to use and moderate their site.

Freospace participation and moderation conditions of use cover all aspects of community interaction and moderation on the site.  All users of the site, including moderators and administrators, are asked to comply with the conditions of use to ensure the site is inclusive and appropriate.  

Community Engagement Team

The community engagement team will keep precincts informed of community engagement processes undertaken by the City and matters that relate to the administration of the precincts.   

Precinct Meetings                                                                                                       

The City will facilitate quarterly networking meetings.  The purpose of these face-to-face meetings is to provide an opportunity for sharing of information and networking.  All precinct members are welcome to attend.  
Related City of Fremantle Guidelines and Policy 

Community Engagement Policy (December 2010)

Customer Service Charter (July 2011)

Freospace Participation and Moderation Conditions of Use (May 2011)
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