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Development Approval - CHECKLIST
Tourist and Visitor Accommodation 

This checklist applies to a development approval application for Tourist and Visitor Accommodation.  Refer 
to the Short Term Rental Information Sheet for further information.  

Assessment No.: 
Property address: 

Date: 

Information in the checklist is required at the time of lodgement. A complete application enables the 
City to process it as quickly as possible.  

APPLICATION REQUIREMENTS 
Requirements  When is it required? Included Office 

Application form 

 Complete Application for Development Approval Form (signed by all owners)
see additional info below.

Always 

Checklist 

 Copy of checklist confirming application completeness. Always 

Covering letter / justification  

 Describe the development.

 Explain the current and intended use of the site.

 Justification how to meet the Holiday Accommdation Policy

Always 

 Include any buildings to be constructed / modified. As applicable 

Management Plan – see additional info below. Always 

Planning codes (R-Codes) compliance checklist: 
Provide compliance checklist. 

When your property 
is zoned residential 
and it is a new build. 

Bushfire requirements 

 Bushfire Attack Level (BAL) report, Bushfire Management Plan and
Emergency Evacuation Plan (EEP). These must be in colour.
Further information on bushfire prone areas and bushfire requirements are
available on:
City’s website - Development in Bushfire Prone Areas or
WAPC – Planning for Bushfire Guidelines

May be required 
when property is 

designated ‘bushfire 
prone’. 

SITE PLAN 
Requirements  When is it required? Included Office 

Site information 

 Show existing buildings.

 Number of parking on site (with dimensions of bays).

 Manoeuvring/reversing bays.

 Large vehicle parking where relevant (ie boats).

 Location of crossover(s).

Always 

 Show any proposed internal and external changes and modifications to the
existing development and structures.

As applicable 



Pg 2      Disclaimer: This checklist serves as a general guide. For detailed references, it's advisable to verify with Local Laws, Acts, Local Planning 
Schemes, and other relevant documents/legislation. The City of Albany is not liable for any errors or omissions. 

FLOOR PLAN AND ELEVATION DRAWINGS 
Requirements  When is it required? Included Office 

Floor plan and elevation information 

 Room layout, annotated
 Show location of smoke alarms – see additional info below

Always 

 Show any proposed internal and external changes and modifications to the
existing development and structures.

As applicable 

ADDITIONAL INFORMATION 
Requirements  

Development Application Form 

Management Plan 

Smoke Alarm Information 

City of Albany Holiday - Accommodation Policy 
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Application for Development Approval – FORM 

This form is required for all development (planning) approvals. 

Owner Details 
Name: 

ABN (if applicable): 

Address: 

Home telephone: Work telephone: 

Mobile: Fax: 

Email address: 

Contact person for correspondence: 

*Signatures of all land owner(s) or authorised signatory for a Company is to be as per the City’s rates records

Signature: Date: 

Signature: Date: 

The signature of the owner(s) is required on all applications. This application will not proceed without that signature(s). For the 
purposes of signing this application, an ‘owner’ includes the persons referred to in the Planning and Development (Local Planning 
Schemes) Regulations 2015 Schedule 2 clause 62(2).  

Applicant Details *if different from the owner

Name: 

ABN (if applicable): 

Address: 

Home telephone: Work telephone: 

Mobile: 

Email address: 

Contact person for correspondence: 

The information and plans provided with this application may be made available by the 
local government for public viewing in connection with the application (Please note that 
the ‘Yes’ box is required to be selected for the application to proceed). 

 YES  NO

Signature: Date: 
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Property Details 
Lot No: House/Street No: Location No: 

Diagram or Plan 
No: 

Certificate of Title 
Vol. No: 

Folio: 

Title encumbrances (e.g. easements, restrictive covenants): 

Street name: Suburb: 

Nearest street intersection: 

Proposed Development 
Nature of development:  Works  Use  Works and Use

Is an exemption from development claimed for part of the 
development?  Yes*  No

* If yes, is the exemption for:  Works  Use

Description of proposed works and/or land use: 

Description of exemption claimed (if relevant): 

Nature of any existing buildings and/or land use: 

Approximate cost* of proposed development: (*market value) $ 

Estimated time of completion: 

Office use only 
Assessment No.: Zone: 

Other applicable 
information: 

Development type:   A   /   D   /   P   /   I Description: 

Acceptance Officer’s initials: Date received: 

Cashier Reception receival stamp 
Application No: 

Receipt No: 

Amount: 

Signature: 

Date: 
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Development Approval - MANAGEMENT PLAN 
Tourist and Visitor Accommodation 
 
This Tourist and Visitor Accommodation Management Plan has been developed to ensure that the main 
issues essential for the management of rental accommodation has been considered and implemented. 
 
For further information on planning requirements, contact Planning Services on 08 6820 3040 or by email 
planning@albany.wa.gov.au. 
 

1. Property details  

Address:  

Applicant name:  Phone:  

Email:  

Plan prepared by:  

 

2. Location 

Describe the location of the property in relation to Albany’s key tourist attractions e.g. beach, shopping, town centre, 
ANZAC Centre etc. Also, describe the amenities of the property in relation to its location e.g. quiet street, footpaths 
for walking and cycling, within walking distance too… etc  

 

 

 

 

 

 

 

 

3. Property management 

Managers Name:  

Phone*:  Secondary Phone:  

* must be contactable by nearby residents & guests 24 hours a day 

Email:  

The manager will, at all times, maintain a register of all people who utilise the short-term rental 
accommodation during the year and ensure that the maximum stay for any one person within the 
accommodation is 3 months within any 12-month period.  

Management will meet guests at the property to ensure that guests are settled in. When late arrival is 
expected (after 6pm), the keys to the property will be left in a lock box at the front door and the code to the 
lock box will be sent to the preferred contact number provided at the time of booking.  
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4. Terms and conditions of occupancy 

4.1. Definitions 

Booking - means the period for which a guest has paid to stay at the property. 
Property - means (address) and all its fixtures, fittings and equipment. 
Management - means the owners and managers of the property. 
Guests - means all the persons who stay overnight in the property during the booking. 
Visitor - means a person a guest permits to visit the property during the booking. 
Infant - means baby under 12 months of age. 

4.2. Acceptance 

a) Payment of the deposit constitutes acceptance of the terms and conditions. 

b) Check-in time is not before 2pm on the arrival date and check out time is not later than 10am on 
departure date. 

c) Late departure is subject to prior arrangement and availability and extra charges may apply.  

d) Guests must notify management of expected arrival time and a mobile contact number at least 10 
days before arrival. 

e) Check-in/check-out and key collection/return procedure will be notified.  

4.3. Payment 

a) A non-refundable deposit will be taken from the guests’ credit card at the time of making the booking. 

b)  Payment in full must be received no later than 30 days prior to arrival (non-refundable). 

4.4. Cancellation or variation 

In the event of a change or cancellation of a booking, management should be contacted immediately.  

a) A variation of the booking which reduces the number of nights stay will be treated as a cancellation 
of the booking in respect of those nights. 

b) A variation of the booking which reduces the number of guests will be treated as a cancellation of the 
booking in respect of those guests. 

c) An administration charge will be charged for any variation or cancellation. 

 
Deposit and final payments are non-refundable in the event of a cancellation. Refunds (if applicable) will be 
made through the chosen payment method at the time of booking. If management is able to re-let the 
property for the period cancelled a further refund may be made less administration charges, commissions 
and expenses.  

4.5. Minimum nights stay policy 

We have a minimum nights stay policy of: 

 

No refund will be made for a variation to the extent that it breaches our minimum nights stay policy.  

4.6. Security bond 

A bond payment is required one week prior to your arrival, this will be debited from your credit card. It will 
be refunded once the property has been inspected and deemed left in a similar state to your arrival. We 
agree to ensure this occurs within 7 working days of your departure.  

 
Any damage, loss or expense incurred by management as a result of your breach of these Terms & 
Conditions will be charged against the bond.   
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4.7. Unavailability 

If the property becomes unavailable for your occupancy due to unforeseen circumstances (eg. Fire, storm, 
damage etc) management will inform you immediately and any moneys paid will be refunded in full.  

4.8. Linen, Towels & Servicing 

Linen, pillows, blankets and towels are supplied. Upon departure linen must be left where supplied in the 
bedrooms or bathroom. Additional linen may be hired by contracting Management. Beach towels are not 
included.  

4.9. General Conditions 

a) Guests must comply with all applicable House Rules and all instructions from management 
concerning occupancy, property, health, safety and quiet enjoyment of the Property and out 
neighbours. 

b) Guests are responsible for damage, breakages, theft and loss of the Property and any part of it during 
their stay. You must notify us of this immediately. Management may recover from you repair or 
replacement cost.  

c) Only the guests nominated and agreed in the Booking may stay in the Property over-night. If any 
other guests stay extra charges may apply or the agreement may be terminated without refund. 

d) Primary booker / guest must be 25+ years of age. 

e) Disturbance to our neighbours, including excessive noise is prohibited and may result in termination 
and eviction without refund and extra charges may be made for security and other expenses.  

f) Before departure, all food must be removed from fridges, all rubbish put in the appropriate council 
rubbish bins provided, and crockery and cutlery washed and packed away. The Property must be left 
in a clean and tidy condition.  

g) Extra cleaning charges may be incurred for the cleaning of dirty dishes, washing machine, 
dishwasher, emptying the fridge, removal of excessive rubbish etc. Should the cleaning fee be more 
than the usual cost for cleaning the property, the additional costs which will be deducted from the 
security bond.  

h) All furniture and furnishings must be left in the position they were in when you arrived.  

i) The property should be vacated on time and secured. All windows and doors are to be locked. All 
keys must be returned to Management or as otherwise directed. 

j) You are responsible for the safekeeping and replacement of accommodation keys. Duplicated keys 
will be provided at an additional charge. 

k) Smoking is not permitted indoors. 

l) All vehicle parking must be contained on-site. 

 

5. Code of conduct for guests and visitors 

5.1. General Requirements 

a) Guest and visitors must comply with all house rules, by-laws and instructions from management 
during their stay; and 

b) Guests must notify the manager of any disputes or complaints from neighbours as soon as is 
practicable.  

5.2. Number of Guests 

Maximum of people that may occupy the property at any time: 

 

5.3. Noise and Residential amenity 

a) Guests and visitors must not create noise which is offensive to occupiers of neighbouring properties, 
especially between 10pm-8am, 
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b) Offensive noise is prohibited and may result in termination of permission to occupy the property. 
Eviction, loss of rental paid and extra charges for security and other expenses which may be deducted 
from the bond under the Terms & Conditions; and 

c) Guests and visitors must not engage in anti-social behaviour and must minimize their impact upon 
the residential amenity of neighbours and local community.  

5.4. Visitors 

a) Guests are responsible for ensuring the limits set on visitor numbers are complied with at all times; 
and 

b) Guests are responsible for ensuring that visitors comply with the Code of Conduct. 

5.5. Gatherings or functions 

a) The property is not a “party house” and any such activities, including parties and functions are strictly 
prohibited. 

b) Any use of the property must not conflict with residential amenity. 

5.6. Parking 

Guests and Visitors are to comply with parking regulations and other requirements set out below and show 
consideration to neighbours and other vehicles.  

a) No verge area should be used for vehicle parking. 

b) Parking shall be contained within the site in the designated areas. 

c) Large vehicle parking (ie boats, caravans) shall be contained on-site. Where large vehicles are 
permitted as part of the booking, a parking plan showing designated areas (on-site) must be provided. 

5.7. Garbage and recycling 

Guests and visitors are to dispose of garbage and recycling in accordance with the usual practice the 
property (as set out below) in the allocated bind, and excess rubbish not be left in public or common areas. 
Garbage and recycling arrangements at the property are as follows; 

a) Please follow the City of Albany guidelines regarding recycling and waste (see attached info sheet). 

b) Management will ensure that the correct bins are put out for collection on the correct days. 

5.8. Security 

Whenever guests are absent from the property, all windows must be closed, and doors locked to maintain 
security and prevent rain and water damage. 

5.9. Smoking 

Smoking/vaping is not permitted indoors. 

5.10. Pets 

Pets are not permitted on the property. 

5.11. Damages and breakages 

Damages and breakages must immediately be reported to the Manager. 

5.12. On departure arrangements 

Arrangements for keys, security, dishwashing, rubbish etc are: 
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5.13. Compliance 

a) Breach of these House Rules is a breach of the Terms and Conditions of occupancy.  

b) Management reserves the right to terminate permission to occupy and to evict from the property, 
guests or visitors who refuse to follow these house rules or who cause a nuisance.  

Procedure for termination: 

 

5.14. Complaints handling 

Guests have an obligation to report any problems or incidents promptly as follows; 

a) Guests with formal complaints should in the first instance approach management.  

b) If the complaint cannot be resolved amicably and immediately, the complaint will be recorded in 
writing. This record will indicate: 

 Date and time received, 

 Name and designation (eg guest, neighbour, council, police), 

 Contact details of complainant, 

 Nature of complaint, 

 Action taken and by whom and when; and  

 Outcome and/or further action required. 

 

6. Site Specific Constraints 

Site Specific Constraints (i.e no large vehicles permitted, steep driveway etc): 
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7. Emergency response plan 

7.1. Property Emergency Contact  

In the event of an emergency relating to the property, please call : 

Property address:  

Manager name:  

Phone number:  

 

7.2. Medical Emergency 

In case of a medical emergency;  

Dial 000 and request an Ambulance 

Provide the following information: 

 Address  
 Number and location of victim(s) 
 Nature of injury or illness 
 Hazards involved 
 Nearest entrance 

 

7.3. Fire Emergency 

In case of a medical emergency;  

 Dial 000 and request the Fire Department 

Provide the following information: 

 Address  
 Evacuate the building and move to a safe area 
 Wait for assistance.  

 

 

 

 

Signature: Date: 
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Policy objectives 

1. To encourage good quality, well managed holiday accommodation for use by short-term 
visitors generally in locations that will enhance the tourism experience while minimising 
potential impacts on adjoining residents. 

Scope 

2. This Policy applies to applications for Holiday Accommodation. 

Policy statement 

3. Local government is to have due regard to the provisions of this Policy and the objectives which 
the Policy is designed to achieve before making its determination. 

Policy provisions 

Assessment of Proposal 

4. Where a neighbour objects to a proposal for Holiday Accommodation, the application is to be 
considered in view of the following: 

 The proximity of the holiday accommodation to key tourism attractions such as the beach or 
town centre/activity centre (typically a 5 minute walk  400m); and/or 

 Location within a street(s) which facilitates safe, efficient and pleasant walking, cycling and 
driving; and/or 

 Location compatible with Figure A (refer to attachment - the areas illustrated are within close 
proximity to the town centre and popular swimming beaches); and 

 A management plan designed to facilitate community concerns. 

Management Plan 

5. On application for Holiday Accommodation, a Management Plan shall be submitted to address 
matters including: 

a) Effective on-going management; 

 The responsibility for appropriate on-going management rests with the proponent to 
ensure that visitors are responsible and do not create inappropriate impacts (including 
noise) to adjoining/nearby properties. Suitable on-going management can be more 
difficult if owners live a considerable distance from the application site. Accordingly, as 
part of the development application, the local government will require the proponent to 
outline how the site will be managed, especially if the owners do not live nearby. 

b) The amenity of adjoining/nearby land uses; 

 managing noise impacts of visitors; 

 the submission of a code of conduct for guests which shall, amongst others, list what is 
considered acceptable and unacceptable behavior; 

 outlining how the premises will be managed on a day-to-day basis (including how keys 
are easily available for late entry, providing onsite assistance and confirming 
arrangements for cleaning/waste management); 

 relevant site specific matters including fire management/emergency response plans for 
visitors and managing risks for visitors; and 

 the handling of complaints (it is expected that the tenant be contacted by phone 
immediately and the proponent or their representative visit the property, preferably 
within 12 hours). 
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Note: Where more than 12 guests are proposed, the premise is classified under the Health 
Act 1911 as a   and will require further approval (from Environmental 

 Scheme. 

Note: A new proprietor wishing to continue the use of the site for holiday accommodation will 
need to provide an updated management plan. 

Except as otherwise provided in the Scheme, a 
development approval of the Local Government. 

does not require the approval of the Local Government. 

 
 

Amount of Persons Residing 

6. The amount of guests residing within holiday accommodation is to comply with the following 
standards: 

a) 4 square metres per person in each bedroom utilising beds; 

b) 2.5 square metres per person in each bedroom utilising bunks; and 

c)  time. 
 

Period of Stay 

7. The maximum stay for any one person within a building approved for holiday accommodation 
is 3 months within any 12 month period. 

Register 

8. Operators must provide and maintain a register of all people who utilise the holiday 
 

Car Parking 

9. At a minimum, 2 on-site car parking bays are to be provided per 6 guests (4 car-parks/12 
guests). 

10. Tandem parking may be permitted for a maximum of one vehicle behind another vehicle. 

11. All car parking is to be contained on-site and no verge area should be used for car parking. 

12. It is common for holiday makers to have a boat, trailer, caravan etc. and there should be 
additional space allocated for such. All vehicle access (including crossovers) and car parking 
areas are to be sealed and drained to the approval of the local government. 
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Note: The provisions contained within this Local Planning Policy do not supersede or overrule any 
State Planning Policy made under Part 3 of the Planning and Development Act 2005. 

Please contact the City of Albany Planning Team to discuss which State Planning Policies 
may be applicable to your proposal. 

Figure A  Preferred Areas for Holiday Accommodation 
 

 
 
 

 
Review 

13. This policy was adopted on 23 July 2024. This policy should be reviewed every two years or 
earlier if required. 

 
Legislative and Strategic Context 
14. The policy operates within the following framework of legislation. 

 Planning and Development Act 2005 
 Planning and Development (Local Planning Schemes) Regulations 2015 
 City of Albany Local Planning Scheme No.2. 
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Note:   

Bed and breakfast/farmstay means a dwelling, used by a resident of the dwelling, toprovide 
accommodation for no more than six guests away from their normal place of residence on a 
short-term commercial basis within the dwelling and may include the provision of meals. 

 
Associated Documents 

15. Related strategies, procedures, references, guidelines or other documents that have a bearing 
on this policy and that may be useful reference material for users of this policy, follow: 

 State Planning Policy 7.3 - Residential Design Codes (R Codes) 

 The Western Australia Planning Commission (WAPC) Planning Bulletin 99 (Holiday 
Home Guideline) 

Definitions 

16. Holiday Accommodation: means any land and/or building providing accommodation 
and recreation facilities for guests/tourists on a short-term commercial basis and may 
include a shop or dining area incidental to the function providing limited services to 
patrons. 

 
17. Short Stay: means that no person is to stay more than three months in any 12 month 

period. 
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