INTERNAL USE ONLY


Guidelines
Assessment, planning and delivery of Plaques, Memorials and Interpretive Signs


These guidelines are to assist staff to review, plan and deliver all proposed plaques, memorials and interpretive signs to be installed within the City of Greater Dandenong, on Council owned or managed land, whether in or on buildings or facilities, on the pavement, in parks, gardens, streets or any other public space.
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Interpretive Sign: A freestanding or wall mounted sign that uses text and/or images to provide an interpretation of a culturally or historically significant site, person, object or story. The interpretation or message aims to enhance understanding and enjoyment of a place or explain why a story is important to a place. It is erected to be visible to all viewers and can be constructed of different materials, according to agreed design approaches and styles.

Plaque: A flat tablet of metal, stone of other material which includes text and/or images which commemorates an event or a person and/or provides historical or other information relevant to its location.  Such a tablet is fixed to a wall or other surface.

Memorial: An object, monument, garden or civic area named or established in memory of a person, association, anniversary or event. 
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Step 1 

The applicant completes an online application form. An automatic email is sent to the applicant quoting a reference number. A copy of the application form is sent to a member of the Public Art Projects Lead.

Step 2 (0- 7 days from application)

The Public Arts Project Lead will review the content of the request and nominate a working group of a minimum three internal council officers relevant to the themes of the request (Heritage, Parks, Community Development for example). Any requests received for locations within Activity Centres will also be circulated to nominated officers in Placemaking & Revitalisation. 

Step 3 (7-21 days from application)

These officers will independently review the application for accuracy and according to the eligibility criteria, based on their subject matter expertise (see Appendix 1 for assessment form).

Where appropriate, external consultation may also be sought from appropriate parties such as historical societies.

Step 4 (21-28 days from application)

Officers will provide their completed review to the Public Art Projects Lead who will collate responses and escalate a recommendation through to the Manager, Community Arts, Culture and Libraries. The Manager Community Arts, Culture & Libraries will then seek approval from the Director Community Services. The Public Art Project Lead will draft a response to the applicant, based on the recommendation of the working group for the Director, Community Services to approve and sign.

Step 5

The Public Art Projects Lead will keep all relevant officers updated of the outcome.  
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Eligible requests will be progressed by the Public Art Projects Lead to assess and plan the delivery of the request. This includes:
Placement – in consultation with Placemaking & Revitalisation team for any locations within Activity Centres, and/ or Building Maintenance and Open Spaces for all Council related infrastructure
Cultural consideration – in consultation with the Community Development Officer assigned to the Reconciliation Action Plan. 
Design, formatting and wording – in consultation with Media and Communications
Fabrication, installation and maintenance – in consultation with Open Spaces, Building Maintenance and/ or Cleansing teams as appropriate
Cost consideration (both for initial delivery and ongoing maintenance) – to be discussed with the Assets team as applicable
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Eligible requests will be progressed by the Public Art Projects Lead to assess and plan the installation of the request. This includes:

1. If the plaque relates to ownership of land, custodianship, cultural identity, First Nations’ culture or connections or any similar theme related to Australia’s colonial history, advice should be sought from traditional owner representatives. Other external consultation may also occur dependent upon the nature of the request.
2. Design, fabrication and installation is to be in accordance with council procurement policy. 
3. Media and communications will assist to engage a designer and/or fabricator.
4. Quotes are to be approved by Coordinator Arts & Cultural Development
5. The completed plaque, memorial or interpretive sign is to be installed by council contractors in collaboration with the Open Spaces team.
6. The final placement of a plaque must be displayed in a publicly accessible location and, where practicable, inside the building or facility to avoid the risk of weather deterioration or potential vandalism. 
7. A photograph and GPS location is to be sent to the maintenance team to include in the asset register. A deaccessioning date will be assigned to the asset:
a. Plaques = 70 years
b. Memorial = dependent on memorial materials, no earlier than 10 years
c. Interpretive sign = 20 years
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In time, plaques, memorials and interpretive signs will require removal and replacement for multiple reasons including but not limited to the following: 
a. The item no longer meets the current eligibility criteria.
b. It is in poor condition and is considered of insufficient merit for allocation of conservation resources.
c. The item is damaged beyond repair or destroyed.
d. The retention of the item may put people and/or other items at risk.
e. The item is lost, stolen or mislaid with no likelihood of return.
f. A public request is received for removal in consideration of new cultural interpretations or historical revisionism. 

Before arranging for removal or replacement, the Public Art Projects Lead must coordinate the following process:
1. Proposals for Deaccessions will be prepared by relevant officers and experts (where necessary) with a report provided to the Civic Collection Acquisition and Deaccession Working Group for review.  
2. Items reviewed and recommended by the working group for deaccession will be submitted to Director Community Services for approval.
3. The disposal procedure for an item identified for deaccession will adhere to the following order of options, in accordance with the ICOM Code of Professional Ethics (2013), Section 4.3: Deaccessioning Policies and Procedures. The options for disposal in order of priority are that the item may be: 
· relocation.
· storage.
· destroyed where no other options are appropriate.

Council’s Public Art Projects Lead must maintain records of items deaccessioned including their method of disposal.

Plaques, memorials and interpretive signs that have been placed in any location without authorisation, or which do not meet the general requirements of this policy may be removed.  Attempts will be made to consult with the person(s) responsible for initially installing the plaque or memorial prior to its removal.
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Plaques for major projects with a cost to Council in excess of $5m or of regional significance should include the following information:
1. Identification of Council facility / asset
2. Date (day, month, year) of opening/event
3. Who opened it
4. City of Greater Dandenong logo
5. Funding recognition / funding bodies logo (if applicable)
6. Mayors name
7. Councillors names (listed in alphabetic order by last name)
8. Members of Parliament (where Government has significantly funded the project) and/or where this is a funding requirement
9. CEO’s name
10. Executive team names and other Council officers in certain circumstances

Plaques for minor projects with a cost to Council less than $5m will normally include the following information:
1. Identification of Council facility or event
2. Date (day, month, year) of opening/event
3. Who opened it
4. City of Greater Dandenong logo
5. Funding recognition /funding bodies logo (if applicable)
6. Mayors and Councillors names (listed in alphabetical order by last name)
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The final format and wording is to be consistent with the Corporate Style Guide and where applicable with the Design Framework for Interpretive Signs in Activity Centres. Current guidelines applied by Council’s Urban Design team will also be considered in determining outcome.

Designs relating to major and/or minor infrastructure projects must also be additionally approved by the Director, Community Services and any additional appropriate Executive Management Team Directors based on the project in question.
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Plaques, Memorials and interpretive signs that are approved are to be paid for according to the following: 

1. For infrastructure projects, the cost is to be funded as part of the relevant department or project budget.
2. Where external organisations make requests, the cost of the item and installation is to be borne by the external organisation unless Council agrees otherwise.
3. For Mayoral, Councilor or internal executive requests, the Manager, Community Arts, Culture and Libraries will determine the appropriate cost code/account.
4. Council will maintain the item as part of its Asset Management program for the life of the memorial (asset), any costs relating to this will be at Council’s expense
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The responsibilities that arise under these guidelines are:

	Director of Community Services
	is responsible for the final approval of all plaques, memorials and interpretive signs.

	Directors, relevant area
	are responsible for the preliminary approval of plaques, memorials and interpretive signs pertaining to their areas of responsibility, for infrastructure projects.

	Manager, Community Arts, Culture and Library Services
	is responsible for the approval of all artwork relating to plaques, memorials and interpretive signs prior to final sign off by the Director.


	Managers
	are responsible for monitoring staff under their supervision to ensure that they understand and comply with this policy and the requirements within it.

	Public Art Projects Lead
	is responsible for assessing community-initiated applications, providing recommendations to the Manager, managing delivery, unveiling, asset registration and removal in consultation with appropriate internal and external stakeholders.

	Civic Collection Acquisition and Deaccession Working Group
	Nominated representatives comprised of external independent professional members with a variety of relevant cultural heritage and collection management related professional skills and backgrounds, Presidents of the Dandenong and Springvale Historical Societies, Spirit of Enterprise Group representative and Council Officers. 
It will review proposed items based on acquisition and deaccession criteria outlined in this Policy and provide recommendations for consideration




[bookmark: _Toc74657423]Related Documents

· Plaques, Memorials and Interpretive Signage Policy
· Application Form for a Plaque, Memorial or Interpretive Signage within the City of Greater Dandenong
· Interpretive Signs in Activity Centres Design Manual 
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	Criteria
	Delegation
	Checklist
(Y/N)

	The item support Council’s corporate strategies, aims and objectives.
	Relevant officers
	

	The item is considered in the context of the number of existing memorials, interpretive signs, public artwork and other objects in the area.
	
	

	The item reflects local geographical relevance.
	Community Development and/or Heritage Officer
	

	The item can demonstrate to be of lasting value to the community for social, cultural, historical, educational or aesthetic reasons and add to the existing community amenity of the proposed location, within the context of the current use of the area.
	
	

	The item commemorates a person or group that has made a significant contribution to the community and who has not already been memorialized.
	
	

	The item adheres to Council’s Risk Management Framework and to relevant Occupational Health & Safety and Environmental Management Policies and Procedures.
	Arts and Cultural Development.
	

	The item meets with any relevant legislative measures.
	
	









	Officer Review 1

	Decision on cultural heritage value
by Cultural Heritage Program Lead 
(Processing time: max. 14 days)
	Name
Date

	Demonstrates appropriate value
	Explanation why

	Does not demonstrate appropriate value 
	Explanation why not



	Officer Review 2

	Decision on community value
by Community Development Officer 
(Processing time: max. 14 days)
	Name
Date

	Demonstrates appropriate value
	Explanation why

	Does not demonstrate appropriate value 
	Explanation why not



	Officer Review 3

	Decision on corporate strategies, aims and objectives 
By relevant officer
(Processing time: max. 14 days)
	Name
Date

	Eligible 
	Explanation why

	Ineligible 
	Explanation why not



	Authorised by:
	Date

	Manager, Community Arts, Culture & Libraries 
	

	Director, Community Services
	


	




Should STAGE 1 approval be provided. The application will proceed to STAGE 2 at which stage an internal Working Group will be consulted subject to the below listed operational review. The Working Group will comprise: 

· Public Art Projects Lead, Arts and Cultural Development
· Cultural Heritage Program Lead
· Place Manager Activity Centre’s Revitalisation (as appropriate dependent upon location)
· Building Maintenance Coordinator (may delegate to Officers as appropriate)
· Co-ordinator Strategic, Design & Sustainability Planning (may delegate to Officers as appropriate)
· Planning Officer
· Coordinator Asset Management (may delegate to Officers as appropriate)
· Service Unit Leader – Parks (may delegate to Officers as appropriate)
· Engagement Officer – Aboriginal and Torres Strait Islander Communities
· Team Leader Digital and Marketing (may delegate to Officers as appropriate)
· Service Unit Leader – Parks and Waste

