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Integrated Moniforing Systems

Reserves Manager
for Club Representatives

About this program

From time to time, council’s need to check the reserves under their control for any
maintenance issues to buildings or grounds.

Some issues found may be the council’s responsibility - some may be the responsibility a
club using that facility.

The IMS Reserves Manager program allows the council to easily check and capture
anything that requires attention, delegate responsibility to either a club representative or
council, and set a deadline to ensure the work is done in a timely manner.

The program is also used to manage sportsground bookings, collating all the required
paperwork and data to allow council to manage clashes and approve bookings.
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Reserve inspections

Club contacts receive
emails advising them of
any urgent issues they are
required to attend to
Immediately plus an
inspection letter collating
all urgent and minor
issues that need fixing at
the end of the inspection,

Councill officer or
representative inspects
reserve pavilions, club
houses and grounds.

Club contacts login 10 IMS

to mark issues as rectified,

adding any relevant notes
against the item.

Council receives email to
advise issue is marked as
complete by club.

Notifications

During a routine inspection, if an issue is found that requires the attention of your club, you
will be notified in one of two ways:

1. For urgent issues: An email will be sent immediately, outlining the location, issue,
actions required and deadline.

2. For non-urgent issues: At the end of the inspection, a letter will be emailed to the
Club Representative highlighting any issues, urgent or not urgent, that require
attention.

Logging onto IMS
You will be provided login details in any email notification received, including the url of the
program, your unique username and password.

To access the program, simply cut and paste or type the url into any internet browser ie
Internet Explorer, Chrome, Safari etc.

Tip: Save www.imscomply.com.au in your email system as “not junk” to ensure you receive
these notifications.

@ hitp://www.imscomply.com.au/democlub/index.php

Example:

Then type in your username and password and click on login:

in __
s /ivs
Integrated Monitoring Systems

Reserves Manager

Reserves Manager Login

Auseraccountis required to acoess the IMS Casual Booking System
reate Accour

)

Password: | |

Forgotyour password?

Once logged in, you will see the following page, with up to 4 tabs:

Report letters | Outstanding issues J Applications [licence forms | Update contact details
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http://www.imscomply.com.au/

Inside IMS

Tab

Report letters

Any letters you are
emailed following an
inspection will be
available to download
here.

Click on the PDF to download the letter or click on the issues outstanding
hyperlink for a quick look at the issue.

Total is s ues found Llssues outstanding

1 &

LI Report letters

Date of inspection POF download

01-Oct-2014 z

Outstanding issues

This tab displays any
issues found during
an inspection.

Issues outstanding
that are both the
responsibility of the
club and council are
listed here. You only
need to review and
complete the club
issues.

Click on the bI\Je header to open and view the issues.

l Report letters 1 Outstanding issues I Applicationslicence forms ] Update contact details
v Issue/s requiring attention by Cooroy Football Club (1)

v Issue/s requiring attention by Council (1)

To review the issues and action, click on the reference number hyperlink.

| Report letters l Outstanding issues I Applicationslicence forms I Update contact details _

= Issue/s requiring attention by Cooroy Football Club (1)

Reserve | GQuestion De-adline lssue

Cricket Kitchen/Cafe/Canteen
kb the kitchen and storage area fres from
evidence of pests?

150ct 2014 Codkroaches in cupboards . No 10047

Qutstanding izssue
Section

Kitchen/Cafe/Cantesn Ref no:

Guestion k5 the kitchen and s torage area free fom evidence of pes & 7

Report date 01 Oct2014 Urgent Na

Issue ‘Codroaches in cupboards. Please amange for annual pest

inspection.

Alan Mornans
Cooroy Football Club

Completeby | 150ct2014

Coom pletion
notes

Matalie Firth

To mark an item as completed

Once this issue has been attended to, write some notes in the completion
notes text box and tick mark as completed to notify Council and remove
from your outstanding items list. Council issues will also disappear once
council have attended to them.
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Tab

Update contact
details

You can keep your
details up to date in
this area including:

— Name of club
representative

— Club contact
details

— Change your
password

Always ensure there is a valid email address entered, so email alerts can be
received and attended to. If you change your email address, your username
will change for logging into the program to reflect this.

I Report letters l Outstanding issues l Applications/licence forms I Update contact details _

. e | Landline number 07 5450 2680 |
First name [Allan | Mobile number 0412 563 265 |
Last name [Murnane | Email |cl2@imscompty.com.au ]
The emall add Lk usamame
Postal address 90 Sippy Downs Drive | Business phone | |
Suburb [Sippy Dawns | Incorporation number |56 365 698 |
Ee AEN [56 365 965 |
Postcode 4558 | Password [arxnzv |
Save Changes

Click on save changes if any edits are made. Council will be notified.
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Seasonal Sportsground Applications

Previously you may have completed a lot of paperwork to apply for use of grounds,

pavilions, club houses etc at reserves in the sporting seasons.

The program now allows you to apply online, capturing your information for next season,

saving you significant time.

When a season is “open” you will receive an email asking you to log onto IMS and complete
your application where you will be required to supply any details and documentation required
by council to process your application and approve your booking.

Applications open for summerniwinter
season.

Club contacts receive emails advising
them applications are open

(Two follow up emails are sent)

Club contacts login to IMS to complete
application and upload any required
compliance documentation.

Council assesses all applications,
manages any clashes and issues
approval documentation,
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Council manages all outstanding
issues through the reports dashboard,
including any issues that are council

responsibility.

Club contact receives email
confirmation of final approval outlining
bookings and any times grounds are
not available for use.




Completing the application

You will be notified by email once a season is open and you are able to complete your

application.

Start application

From the Applications/license forms tab, you begin your seasonal
applications to book sportsgrounds and pavilions.

Click on start application to begin.

l Report letters l Outstanding issues l lAppIicalions{Iicence forms Update contact details
Sportsground allocation forms
m
Start application

|
Tip: You can complete your application gradually. If you save and exit,

return to here and click on Continue application to open your partially
completed form.

Lease type Seasondates Allocations open Allocations close

Winter Sesson 02 Apr 2015-30 Sep 2015 01 .Jan 2015 01 Mar 2015

Once your application is submitted, you will not be able to access it again
unless council resets it for you to make a change.

Club details

This section of will
automatically
populate your contact
details from the
Update Contact
Details tab.

However you can
make changes by
overtyping the text
showing.

Any fields with an
asterisks are
compulsory to
complete before you
can submit the
application.

Cooroy Football Club

' Back Annual / seasonal sportsground and pavilion tenancy application

Hotes:

# The form has been prepopulated for yvou. Please DO NOT resubmit the form until vou have checked and made any necessary changes.
= Changes to this form are saved automatically.

* You can save and exitthe form as many times as you need to.

« Once submitted the form is no longer accessible unless recpened by council.

‘ Winter season: 2 April 2015 to 30 September 2015

Club details
Fields marked with a* are mandatory
Meme of club ‘Cooroy Footbal | C lub
Postal address * .!]]Sippy Downs Drive Suburb * .S\ppy Downes Postcode * 4558
Incorporation number .56365693 WWhat is the date of your next AGM? j
L |5 365 965 ST E [Football v
Club council liaison
{All details must be entered)
Title (MriMrs/Miss) Mr Frst name Allan Last name Murrane
Phone (home) 07 5450 2680 i d2@imscomply com au
Phone (business) Phone (mobile)* 412563265 Fax

To enter the date of your AGM, click on the calendar symbol and select the
date. Use the arrows to move through the months.

\hat is the date of your next AGM?

What is the date of your next AGM? @
Sport played 0 February 2015 ]
Su Mo Tu We Th Fr Sa

Club council liaison
(All details must be entered)

Allan 15 16 17
o cl2@imscomply.cc 22|| 23| 24

13 14|

18 19 20 21 |
25 26 27 28

First name
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Tab

Office bearers

This where you enter
your office bearers.

Select Yes under club
council liaison if they
also hold one of these
positions to auto
populate their details
from above.

This section must be completed.

Office bearers

{Office bearers marked with a * are mandatory except email field)

Role Club council
liaison

(if same as
abowe)

First name

Last name Phone

Fresident* | No |

Treasurer*®

[No |

Secretary * | No |

Key register

At least one key
holder and their
details must be

entered here.

Click on Add another key if more entries are needed.

Key register

Phone number

Key code (inscribed on
key)

Facility (e.g. Master, Change rooms
etc)

Position at club

L I

Add another key

Registered teams

Enter all your teams
here and the
associations they
belong to.

Click on Add another team to add more.

(Data for all

Registered teams (please list)
and iati must b

Team - age group and gender

A ssociation and league (2.9 FFV Fremier Lesgus)

—_—

Add another team
~———

Club membership

Information on all
teams entered above
must be completed in
this section.

Club membership information
{Data for all teams must be entered)

Male

Female

Sub-junior [US - L)

Juniors (L2 - L18)

Seniors 13+ years)

Masters (35+years)

Players with a dis ability
(Mot Incleded In totis 35 should be Included
within an age group catgory)

Indigenous players
(Mot Incleded In totis 35 should be Included
within an age group catgory)

Totals
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Tab

Book your reserve

This is where you

choose the grounds
you wish to use and
the days and times.

Select the reserve and type of ground or pavilon you require from the
dropdown box.

You will see all grounds available to you. If your usual ground is not
displaying, contact council.

Ground and pavilion usage information
{ At least one reserve must be selected)

Name of reserve 1 [ selectreserve v J
Shared usage | Usage times required Team(e.g. Snrs, Jnrs, Auskick)
(At least one start and end time must be selected)

Monday fom|select ¥ @ seled v
Tuesday fom|select v | p|seled v
We dne sday fom|select v | p|seled v
Thurs day fom|select v | p|seled v
Friday | fom|select v o/seled v
Saturday ] fom select v io/seled v
Sunday ] fom|select v bjseled v

MNote: Finishing times for "pavilion use’ must not exceed liquor licence hours if a iquor icence is applicable for the facility

Add Reserve

Complete the timeframes the booking is required for next to the relevant day
and enter the team that will be using this ground/pavilion at this time.

(Select only the times you plan to be there and whether am or pm).
For shared bookings on weekends, tick the shared usage column.

You can add further bookings by clicking on Add Reserve as many times as
required.

Compliance
documentation

You will be asked
about documentation
here and where you
have it, you will be
required to upload it
or explain why it is
not available.

Compliance docume ntation

Please submit current copies of the following with your application. Please note that Allocation requests will not be processed if documents are not current to the
season being applied for.
Docum ent

Have document Upload document or enter

reas on document cannot be uploade d

Certificate of Public Liabiity Ins urance Owe O
(a minimum cover of $40 million is esi o Ne S
re quire dj

Registration of Incorporation Ce rtificate Vs - :‘:‘: No: .:‘_:. seled + |k your club incorporated?
Liquor Licence ves: O e O [select v | A= you required o have a Liquer Licene=?

Ligueor licence Mo,
Esxpirydate: | r_;j

Food Registration Certificate O
Registration Cert ves: (O e O

| selegd v |ﬂ(eycu required to have 8 Food Registration Certifimte?

If you select yes in the have document column, you will be given the ability
to attach this document to the booking.

Click on browse to find the document on your desktop. Clitk on upload.

Have document Upload docum ent or enter
reason document cannot be uploaded

Document

Certificate of Public Liability Ins urance
(aminimum cover of $10 million is
re quired)

Browse_ | Nofile seleded. [ load
Only pdfor jpg files are sccepted

ves: @ g )

If you do not have documentation that you do need to supply, you may be
asked to agree to forward this on by ticking a checkbox.

V|Is your club incor porated? 1

Yes: L Mo @
l:‘ The club sgrees to forward its Registration of Incorporation Certificate s soonas it
becomes available

Regis tration of Incorporation Ce rtificate . - [l Yes
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Submitting your
application

Finally, you will be
asked to read the
privacy statement,
declaration and
license agreement
and agree to terms
and conditions by
ticking the
checkboxes. When all
required data is
entered and these are
ticked, you will be
able to submit the
application to council.

Privacy statement:

The pers onal information requested on this form s being collected by Council for reference and identification purpos es . To ens ure confidentiality of information
reques ted we will onby us & pers onal infor mation provided by you for the purpos e of providing &8 range of aocess to faciliies and equipment. In accordance with
our Privacy Policy, we will not dis clos e your perscnal information without consent to a third party, ins titution or authority except where required by law or other
regulstion.

Declaration

The Club agrees that by signing this annusl "Fadlity Allocation Form” thatthey unders tand and will comphly with all terms mntained in Coundls standard
“Seass onal Licence Agresmentf’

On behalf of the Club:

lWe s tate that l\We are authoris ed to meke application to Council for us e of community facilities and open space and confirm that |We have read and
unders food the clubs obligations as out lined in the "Seas onalLicence Agresment’. [We agree that bys igning we bind the club centractually and upan
approval & Councils acoceptance of this application the club accept and agrees fo use the facilities named on this form abiding byall ferms and conditions
contained in Councils standard "Seas onal Licence Agreementf’.

[+ I onbehalfof the club, agree o all terms and conditions s etoutin the seasconal licence agreement

===, Winters ess onal licence
sgreement

[¥] Tick this boswhen you are sure the form & completed

Save and complete later

[ Submit only if fully completed ]

Once your application is submitted

When your application is approved, you will receive a letter by email, outlining your booking
details and advising of any periods you will not be able to use the grounds due to community

events.

Some of the data captured in your application will populate next year, saving you preparation

time.
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Casual bookings

Completing an application

Outside of your seasonal sportsground bookings, you may wish to make a one-off casual
booking for a sportsground or book a community event.

Start application

Start your application
from the
Applications/License
form tab.

~

-
Applications/licence forms ] Update contact details _

[ Report letters l Outstanding issues II

Sportsground allocation forms
Lease type Season dates A llocations open Allocations close Form
Winter Seas on 02 Apr 2015 - 30 Sep 2015 01 Jan 2015 01 Mar2015 Continue application
Casual Sportsground bookings
Form Cescription
Community event For bodking community events Start Application Check Availability
‘Casuals portsground application For s usl bodkings of s portsgrounds Start Application Check Availability

First click on check availability to see if the grounds you are after are
booked for the date and time you need them.

Date: 11-Feb-2015 4

Check availability

Legend Bxternal bodking | i Frovs ional booking

|| Seasonal booking |

Mote 1: provisional bookings are allocated on & fist come firsts erve basis .
Mote 2 C indimtes the ground & closed

< >
||SDDan S30am | 1000am 140:30am | HD0am ||:3dkn||2ﬂ]|:m | 12:30pm |:0Q:In||ﬂﬂ|:m |2:mpm |2:W|:ln |3Mpm o]

Sportsground
Adelaide Reserve - Football Oval

Adelaide Reserve - Temnis Courts.

‘Cooroy Reserve - Bow B Green

Once you have confirmed the grounds are free, click on the back key to
return to start your application.

Section A — Contact
details

Check your contact details are correct.

< Back Shire of Paradise

APPLICATION TO HOLD A COMMUNITY EVENT ON A RESERVE/SPORTSGROUND

Complete this form to request a Council reserve/sportsground to hold a community event.

Section A - Contact Details

Name of Organisation / Group: |Coumy Football Club ‘

First name: Phone (home}):
Last name: Pronefousy: ||
Address: |9{)Sippy Downs Drive | Phone (mob):
Suburt: Faxc (.
Postcode:

Login Details

cl2@imscomply.com.au

Username / email:

Password:
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Tab

Section B — Booking
information

Select the reserve
you wish to book and
give the council some
details about your
event. Council will
assess your
requirements and
advise which grounds
you are allocated.

Section B - Booking Information

Reserve | Sportsground required: | selectreserve/sportsground hd
Number attending: |:|

Datels of proposed event: Fram | H To | |

Times required: From | Selecttime w | To: | Selecttime v ‘

Community event name: |

Short description / aims of community event:

Will any equipmentfitems be taken onto the sportsground? O Yes O HNo

Ifyes, please attach a site pian showing location and details of ali equipment, marquees,stages, portable toilets, rides and all items located on the
sportsground and details of measures to be taken at the organisers expense to lessen the impact of these items being located on the playing surface.

Will any vehicles be driven on the sportsground? O Yes O No

Ifyes, please attach a vehicle register listing all the types, weights and purpose of all vehicles driving onto the sportsgroundireserve and a list of measures
to be taken at the organisers expense to lessen the impact of these vehilces driving on the sportsground surface.

Do you need access to public toilets? OYes" O No
*subject to reserve amenities.

If you are taking equipment or vehicles onto the sportsfields, you will be
required to upload documentation. This is best in a PDF format.

Will any equipmentiitems be taken onto the sportsground? @ Yes O No

ifyes, please attach a site plan showing location and details of all equipment, marquees,stages, portable toilets, rides and all iterns located on the
sportsground and details of measures to be taken at the organisers expense to lessen the impact of these items being located on the playing surface.

Upload site plan

No file selected.

Will any vehicles be driven on the sportsground? ® ves () o

Ifyes, please attach a vehicle register listing all the types, weights and purpose of all vehicles driving onto the sportsgroundfreserve and a list of measures
to be taken at the organisers expense to lessen the impact of these vehilces driving on the sportsground surface.

Upload vehicle register

No file selected.

Section C — Public
Liability Certificate

You will be required
to upload this
document.

Section C - Public Liability Certificate

Please attach a current Public Liability Insurance Policy Certificate to the value of at least $10 million that covers the activities that will be undertaken during the
proposed booking.

Upload Certificate

Nofile selected.

Sections D and E

These sections
outline the fees for
the booking and the
Terms.

Click on the T&C PDF to read. You might do this before you can submit the
application.

Section D - Bond & Fees
Invoice sent on approval of booking

Bond Community Event on Sportsground - no vehicle access to sportsground required 0

Bond Community Event on Sportsground - vehicle access to sportsground required §1500
Bond Community Event on Sportsground $2000
Total amount payable: $3500

Section E - Terms and Conditions

Please read the Terms and Conditions before ticking the checkbox to accept these Terms and Conditions.

Terms and Conditions PDFi i
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Submit application

Once you have read the Terms and Conditions, you will be able to tick the
checkbox to agree to them. This will allow you to submit your application.

Section E - Terms and Conditions

Please read the Terms and Conditions before ticking the checkbox to accept these Terms and Conditions
Terms and Conditions F'DFi il

Community Events require an Event Permit in addition to this request for use of a sportsground. Failure to obtain an Event Permit will render any prior approval
to use a sportsground invalid. Further information on Event Permits can be found in the attached Terms and Conditions, on Councils website or please contact
Council on 5450 2600.

Privacy statement

The personal information requested on this form is being collected by Council for reference and identification purposes. To ensure confidentiality of information
requested we will only use personal information provided by you for the purpose of providing a range of access to facilities and equipment. In accord with our
Privacy Palicy, we will not disclose your personal information without consent to a third party, institution or authority except where required by law or other
regulation

. on behalf of the organisation / group, agree to all terms and conditions
(Checkbox becomes enabled once the Terms and Conditions PDF is downloaded)

Save Incomplete Application

Please note: changes cannot be made after submitting this form
Submit Application

Casual
sportsground
application

This booking follows
the same guidelines
as above, with a
couple of different

guestions to answer.

Casual Sportsground bookings

Form Description
Community event For boaking community events e AT e Check Availability
Casual sportsground application For casual bookings of sportsgrounds Continue Application Check Availability

Once your application is submitted

Council will receive your application and either allocate you a booking, reset your application
to make changes, or reject your booking. You will be notified by email and can view the
status of your application in the License/Applications tab.
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