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OFFICIAL 

 
 
 

 
  

 
 
Dear  
 
Freedom of Information Request - Reference 20-098 
 
I refer to your application for access to government information received by 
Transport Canberra and City Services (TCCS) on 27 December 2020 under the 
Freedom of Information Act 2016 (FOI Act). It is my understanding you are seeking to 
access the following government information: 
 

“Copies of all relevant current regulations, policy documents, standard 
operating procedures documents, instructions and any other records that 
pertain to the granting, exercising and revoking of sole rights to grave sites in 
the ACT.”  

 
I am an Information Officer appointed by the Director-General under section 18 of 
the Act to deal with access applications made under Part 5 of the FOI Act. 
 
A decision on access to government information is due to you on 27 January 2021.  
 
Decision on access 
A search of records held by TCCS has been completed and four records have been 
identified as relevant to your request. 
 
One of these documents is currently available to the public and a link to the 
document has been provided to you in the schedule enclosed with this notice. I have 
refused access to this document under the FOI Act, as the information is currently 
available to you on the Canberra Cemeteries website. 
 
In accordance with section 17 of the Act, I have considered the public interest in 
relation to information within the other three documents. I have not identified any 
factors favouring non-disclosure, and therefore have decided to release the 
information to you in full. My decision is detailed further in the following statement 
of reasons. 
 
Statement of Reasons 
In making my decision on disclosing government information, I must identify all 
relevant factors in schedule 2 of the FOI Act and determine, on balance, where the 
public interest lies. In reaching my access decision, I have taken the following into 
account: 
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Factors favouring disclosure in the public interest (Schedule 2.1) 

• Schedule 2.1(a)(iii) - inform  the  community  of  the  government’s  
operations, including  the  policies,  guidelines  and  codes  of  conduct 
followed by the government in its dealings with members of the 
community; and 

• Schedule 2.1(a)(viii) - reveal the reason for a government decision and any 
background or contextual information that informed the decision. 
 

Factors favouring non-disclosure (Schedule 2.2)  
• No factors favouring non-disclosure were identified as relevant to this 

application.  
 
I have considered the public interest in relation to information about the ACT 
Government’s operations pertaining to the granting, exercising and revoking of sole 
rights to grave sites in the ACT and find that the disclosure of the information 
enclosed with this notice is in the public interest to disclose in full.  
 
Charges 
No fee is applicable to your application as the number of pages being provided are 
within the fee free threshold.  
 
Disclosure Log 
In accordance with section 28 of the Act, TCCS maintains an online record of access 
applications called a disclosure log, which is accessible at 
https://www.cityservices.act.gov.au/about-us/freedom of information/disclosure-
log. 
 
Your access application, this notice of decision and records released to you will be  
published on the disclosure log within 3 – 10 business days. Your personal 
information will be removed from these documents prior to publication.  
 
Ombudsman review 
My decision on your access application is a reviewable decision as identified in 
Schedule 3 of the Act. You have the right to seek an Ombudsman review my decision 
under section 73 of the Act within 20 working days from the day that my decision is 
made or a longer period if allowed by the Ombudsman. 
 
If you wish to request a review of my decision, you may write to the Ombudsman at: 

The ACT Ombudsman 
GPO Box 442 
CANBERRA  ACT  2601 
Via email: actfoi@ombudsman.gov.au 

 
ACT Civil and Administrative Tribunal (ACAT) review 
Under section 84 of the Act, if a decision is made under section 82(1) on an 
Ombudsman review, you may apply to the ACAT for review of the Ombudsman 
decision. 
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Burial Process Administration 
 

1. GENERAL 
1.1. PURPOSE 
The purpose of this procedure is to manage the oversight and organisation of the 
burial(interment) process. 

1.2. SCOPE 
This procedure applies to administration and grounds staff from first contact with 
customer until the completion of the burial process. Note that grave digging 
procedures are covered separately by specific Grave Digging Procedures. 

1.3. RESPONSIBILITY 
Senior Staff Oversight the process and provide 

guidance to front of house staff and field 
staff as required 

Customer Service Officer Organise all details of the burial process 
and ensure that customer requirements 
are met 

Grounds Staff Prepare the allotment for interment 
ensuring that all requirements are met 
and fully documented 

1.4. DEFINITIONS 
ACTGS ACT Government Service 

CEO Chief Executive Officer Cemeteries 

CSO Customer Service Officer – first point of 
contact for funeral directors and the 
public (can be any staff member but is 
usually a member of the  
“front-of-house” team) 

























 



 

TRANSFER OF ALLOTMENT 
 
I, _____________________________________________________________ 

(full name ) 
 

of, ____________________________________________________________ 
(address) 

 
     ____________________________________________________________ 

(email) 
 
do sincerely declare that the original Certificate of Exclusive Right has been lost for: 
 

Allotment ________________________________at ________________ Cemetery 

 
I hereby transfer all my right, title and interest in the above allotment to: 
 
     ____________________________________________________________ 

(full name of transferee) 
 

of, ____________________________________________________________ 
(address) 

 
     ____________________________________________________________ 

(email) 
 

Signature _______________________________________________________ 
 
 
Signature of Transferee ____________________________________________ 
 
 
Witness Name ____________________________________________________ 
 
 
Witness Signature__________________________________________________ 
 
 
Date ___________________________ 
 
Please note: a transfer fee is applicable – Transfer is not complete until fee is paid and this completed form is 
provided to Canberra Cemeteries to ensure that records are updated and complete. 
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