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OBJECTIVE 
The objective of this policy is to: 
1. outline the Town's position for the enforcement of the Town of Cambridge Local 

Law and other statutes enforced by the Town; 
2. provide a fair, effective, objective, transparent and accountable process for the 

handling and determination of any requests for a review of an infringement notice; 
3. provide a process whereby an Affected Person, who has been issued with an 

infringement notice can seek to have the matter reviewed/appealed. 
 
SCOPE 
This policy applies to all requests for an appeal/review of an Infringement Notice issued by 
an Authorised Person of the Town of Cambridge and all parking stations and parking areas 
in the Town of Cambridge. 
 
POLICY STATEMENT 
 
1. Enforcement 
 
1.1 The Town aims to provide a high quality service to the public to ensure public 

safety, equity of access, amenity of residents or business proprietors and for 
regulating and enforcing Town of Cambridge Local Laws and other statutes in the 
Town. 

 

1.2 The Town will enforce Town of Cambridge Local Laws and other in a fair and 
objective manner, whilst at the same time, promoting positive public relations and 
providing a friendly and helpful service. 

 
2. Infringement Notices 
 
2.1 Issuing of Infringement Notices 

Infringement notices will be issued, where there are clear and precise breaches of 
the Local Law. 

 
2 .2 Cancellation of an Infringement Notice 

(a) If an Affected person contests an infringement notice, the Authorised Person 
issuing the infringement notice is to advise the person that the issuing 
Authorised Person cannot legally withdraw an infringement notice, as this 
would be contrary to the Local Government Act 1995.  The person is to be 
advised that any appeal must be in writing and submitted within 28 days of the 
date of the alleged offence. 

(b) The Local Government Act 1995 requires that an Authorised Person must be 
legally authorised to issue infringements, withdraw infringements or to receive 
and process payments of infringements.  This is to ensure that there is no 
conflict of interest. The Town complies with these requirements and has 
appointed the Manager Health and Compliance Services to perform this role, 
including any person acting in the role. 

(c) Where an error has been made or where valid and/or ' special/extenuating' 
circumstances have been identified (as detailed in this Policy), the Town is 
prepared to consider whether it is in the best interest of all concerned for the 
infringement notice to be reviewed and/or withdrawn. 
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3. Review/Appeals of Infringement Notices 
All requests for an appeal of an infringement notice will be dealt with in accordance 
with this Policy and Guidelines. Prior to a review being carried out, an Affected Person 
seeking a review shall provide the requested supporting documentation to justify and 
substantiate their review/appeal. 

 
4. Definitions 
 

‘Affected Person’ means an alleged offender who has been issued with an 
infringement Notice. 

 
'Authorised Person' means a person appointed by the local government under 
section 9.10 of the Local Government Act 1995 or other Act of Parliament to 
perform any of the functions of an Authorised Person under a local law or regulation; 

 
'infringement notice' means a ticket issued 'on- the spot' by an Authorised Person, 
or sent by post, for offences under a local law or regulation (such as parking illegally 
unregistered dog or cat, dog wandering at large etc). The infringement notice contains 
information about the alleged offence, date and fine amount. 

 
The Definitions prescribed in the Town of Cambridge Local Laws apply to this Policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
ORIGIN/AUTHORITY 
Council Meeting – 24 November 2015 

DATE AMENDED 
All policies are reviewed every two 
years in April. This policy was 
amended at the following meetings:- 
Council Meeting – 22 May 2018 
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POLICY NO:4.4.8  GUIDELINES FOR A REVIEW/APPEAL OF AN INFRINGEMENT 

NOTICE 
 
1. ENFORCEMENT 
 
1.1 The Town's Rangers/Authorised Persons will enforce the Council's Local Laws in a 

fair and objective manner, whist at the same time, promoting positive public relations 
and providing a friendly and helpful service, at all times. 

 
1.2 Persons contravening local laws will receive an infringement notice with which they 

will be expected to comply and which will be enforced. 
 
1.3 Infringement notices will be issued where, in the opinion of a Ranger or Authorised 

Person, there are clear and precise breaches of the legislation 
 
1.4 Authorised Persons are expected to use their reasonable judgement and discretion 

whilst enforcing the Council's Local Laws and other statutes. At the discretion of the 
Ranger or Authorised Person, infringement notices will not be issued for trivial 
matters, or where a Caution /Warning is considered more appropriate. 

 
1.5 Once an infringement notice has been issued by an Authorised Person, its review or 

appeal shall only be considered in accordance with this Policy and Guidelines. 
 
2. REVIEW/APPEAL OF AN INFRINGEMENT NOTICE: 
 
2.1 Persons who believe that they have unjustly received an infringement notice have the 

right of review. The appeal request must be submitted in writing (preferably on the 
Appeal Form – refer Attachment 1 - Parking Infringement and Attachment 2- 
Infringement (non-parking), together with the requested supporting documentation to 
justify and substantiate their appeal. This is to be sent to: 

 
Attention: Health and Compliance 
Town of Cambridge 
PO Box 15 
FLOREAT  WA  6014 

 
2.2 Requests for review/appeal, or any subsequent communication from an Affected 

Person, will be accepted in writing or electronically (e.g. email, letter or on-line 
Appeal Form). Requests for communication from an Affected Person will not be 
accepted verbally or by telephone. 

 
2.3 Persons who attend at the Town's Customer Service Centre, will be provided with an 

Appeal Form. This is to be completed by the Affected Person, detailing the basis for 
the review/appeal and the form should then be passed to the Records Section and 
then to Ranger Services. 

 
2.4 The following infringement notice details are to be provided in the appeal 

documentation: 
 

(a) Infringement notice number; 
(b) Date of issue of the infringement notice; 
(c) Vehicle registration number (where applicable); 
(d) Name and address and date of birth; 
(e) Return address, email and preferred contact phone number; 
(f) Photocopies of all relevant supporting documentation and any photographs; 
(g) Reasons why the infringement notice should be reviewed. 

 
  



Page 4 of 10 
 

2.5 All requests for review/appeals of an infringement notice should be made as soon as 
possible after it is received, preferably within ten (10) working days. 

 
2.6 For parking infringement notices, if the owner of the vehicle was not the driver at the 

time of the offence, it is important that the actual driver is nominated in a signed and 
witnessed Statutory Declaration Form within twenty-eight (28) days of the 
infringement notice being issued. After this twenty-eight (28) day period, the owner is 
deemed to be the offender and therefore responsible for the offence. Any notification 
received after the twenty - eight days will be considered on its merit. 

 
2.7 When a request for review/appeal is lodged, the Affected Person must clearly state 

the reasons for their appeal (on an Appeal Form) and also provide the requested 
supporting documentation to justify and/or substantiate their appeal. 

 
3. GROUNDS FOR APPEAL/REVIEW OF A PARKING INFRINGEMENT NOTICE 
 

An infringement notice MAY be withdrawn in the following circumstances, however 
where applicable, supporting documentation MUST be provided by the appellant: 

 
3.1 Infringement Notice was issued 'contrary to law' (ie, the Affected Person believes 

they did not commit the offence). The Affected Person is required to provide 
details/reasons as to why the infringement notice was issued contrary to law. 

 
3.2 The vehicle owner was not the driver at the time.  A properly completed, signed 

and correctly witnessed Statutory Declaration Form must be provided. 
 
3.3 A disabled parking permit was not displayed or was obscured. A valid ACROD 

permit must be provided. 
 
3.4 Faulty ticket machine. This must be substantiated by an Authorised Person or 

Town's contracted Equipment Maintenance Technician. In addition, the driver must 
have reported to the Town the fault/difficulty at the time of the alleged ticket machine 
malfunction. 

 
3.5 A valid parking ticket was purchased, but not displayed or was obscured. The valid 

parking ticket must be provided. 
 
3.6 Parking on private property. Consideration will only be given where the written 

consent of the property owner or their authorised representative is provided, stating 
the driver was permitted to park on the property. Written consent of property owner or 
authorised representative must be provided, together with payment of the Town's 
administration fee (currently as at 2018 it is $40.00). 

 
3.7 Signage was missing, obscured, or inadequate. The information must be 

substantiated by providing a photograph of the sign in question or verified by a Town 
Authorised Person confirming the assertion, prior to the infringement notice being 
withdrawn. 

 
3.8 Valid residential, tradesperson or commercial parking permit was not displayed or 

was obscured.  Consideration will only be given where written evidence is provided by 
the resident or permit holder to support the drivers' claim that a permit has, or should 
have been displayed. 

 
3.9 Parking on a verge without the consent of the adjacent property owners.  

Consideration will only be given where the written consent of the property owner or 
their authorised representative is provided. 
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3.10 Valid parking payment was made via a parking APP, however the infringement 

notice was issued as the Authorised Person was unaware of the payment. Valid proof 
of the parking app transaction must be provided. 

 
3.11 Vehicle breakdown or vehicle accident (eg, flat tyre, flat battery, vehicle 

immobiliser will not de-activate etc). Written evidence must be provided from the 
RAC, reputable mechanical firm, attending tow truck driver, or person who rectified 
the fault, confirming that the vehicle could not be moved. 

 
3.12 Compliance with a lawful instruction from a Police Officer, Ranger or other 

Town Authorised Person. In cases due to an emergency or as a result of action by 
the Police to remove/apprehend the driver, consideration will only be given where a 
statement from Police or other Authorised Person is provided. 

 
3.13 Vehicle stolen or used without the prior authority of the owner. In this situation, 

the relevant Police Report Number is to be provided. 
 
3.14 Life threatening or serious medical emergency or medical treatment/procedure 

which was extended by a medical practitioner, thereby causing an unavoidable 
delay, which has prevented the person to move their vehicle or remedy the non-
compliance (eg pay for additional time).  Documentary evidence must be provided 
from a responsible person at a medical centre/ practitioner's surgery or the hospital to 
substantiate the incident or treatment. 

 
3.15 Death in immediate family.  Documentary evidence must be provided.  ('immediate 

family'  means  spouse, defacto partner, parents and grandparents, children and 
grand-children, brothers and sisters, mother in law and father in law, brothers in law 
and sisters in law, daughters in law and sons in law, adopted, half, and step 
members of family). 

 
3.16 Administrative Error and/or incorrect information included in the infringement notice 

and/or issued letter. 
 
3.17 'Special and/or Extenuating Circumstances', which includes but is not limited to 

the following; 
(a) 'Emotional state or mental condition', where a driver's emotional state, 

mental or intellectual disability, disorder or illness is a factor for non-
compliance. Written documentation must be provided from general practitioner, 
psychologist, psychiatrist, psychiatric nurse, or accredited drug treatment 
agency or counsellor to demonstrate the condition prevailing at the time 
resulted in driver being unable to either understand or control their conduct that 
led to the infringement notice being issued; or 

(b) Other reasonable circumstances, a driver must provide details of the 
circumstances to be considered. If none of the above reasons are applicable or 
appropriate, other reasonable circumstances MAY be objectively assessed in 
order to substantiate and justify the validity and merit of an appeal. 

 
4. UNACCEPTABLE GROUNDS FOR WITHDRAWAL OF PARKING INFRINGEMENT 

NOTICE: 
Appeals will generally NOT be considered including if an Affected Person received a 
parking Infringement notice because: 
(a) The driver did not realise the time, or lost track of the time. 
(b) The driver's hairdresser's appointment or job interview ran over time. 
(c) The driver's exam/lecture went over time. 
(d) The restaurant/café service was slow. 
(e) The driver went to get change from a local shop for the ticket machine. 
(f) The driver considered the sign was confusing or did not understand the sign. 
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(g) The driver was not familiar with the parking requirements. 
(h) The driver did not know that parking restrictions applied. 
(i) The driver was visiting someone in hospital. 
(j) The driver was only there for a few minutes or only departed the vehicle for a 

short time. 
(k) The vehicle ran out of fuel. 
(l) The driver experienced difficulties when using the ticket machine, however did 

not report the fault to the Town, as stated on the ticket machine. 
(m) The driver saw other vehicles parked there, so thought it was ok. 

 
5. GROUNDS FOR APPEAL /REVIEW OF AN INFRINGEMENT NOTICE (NON- 

PARKING) 
 

An infringement notice MAY be withdrawn in the following circumstances, however 
where applicable, supporting documentation MUST be provided by the Affected 
Person: 

 
5.1 The infringement notice was issued 'contrary to law' (ie, the Affected Person 

believes they did not commit the offence). The Affected Person is required to provide 
details/reasons as to why the infringement notice was issued contrary to law. 

 
5.2 An Affected Person is incorrectly named as the alleged offender; 
 
5.3 The Affected Person can demonstrate that the elements of the offence were not 

met (eg, circumstances may include; incorrect information, mistaken fact); 
 
5.4 The Affected Person was unable to comply with the relevant provisions of the law 

due to circumstances outside their control. 
 
5.5 Administrative Error and/or incorrect information included in the infringement notice 

and/or issued letter. 
 
5.6 Life threatening, serious medical emergency which has prevented the Affected 

Person being able to comply or remedy the non-compliance. Documentary 
evidence must be provided from a doctor or responsible person at a medical centre/ 
practitioner's surgery or the relevant hospital to substantiate the incident or treatment; 

 
5.7 Death in immediate family.  Documentary evidence must be provided.  ('immediate 

family'  means  spouse, defacto partner, parents and grandparents, children and 
grand-children, brothers and sisters, mother in law and father in law, brothers in law 
and sisters in law, daughters in law and sons in law, adopted, half, and step 
members of family). 

 
5.8 'Special and/or Extenuating Circumstances', are those matters which an Affected 

Person considers to be critical and/or relevant to the matter in question. Examples 
include: 
(a) Emotional state or mental condition', where a person's emotional state, 

mental or intellectual disability, disorder or illness is a factor for non-
compliance. Written documentation must be provided from general practitioner, 
psychologist, psychiatrist, psychiatric nurse, or accredited drug treatment 
agency or counsellor to demonstrate the condition prevailing at the time 
resulted in driver being unable to either understand or control their conduct that 
led to the infringement notice being issued; 

(b) Other reasonable circumstances – The Affected Person must provide details 
of the circumstances to be considered. If none of the above reasons are 
applicable or appropriate, other reasonable circumstances MAY be objectively 
assessed in order to substantiate and justify the validity and merit of a 
review/appeal.   



Page 7 of 10 
 

 
6. UNACCEPTABLE GROUNDS FOR WITHDRAWAL OF INFRINGEMENT NOTICE 

(NON- PARKING): 
 
The following reasons will generally NOT be considered sufficient to withdraw an 
Infringement Notice:- 
 
(a) The Affected Person has since complied or remedied the matter. 
(b) The Affected Person did not understand or was familiar with the requirements. 
(c) The Affected Person did not know it was an offence. 
(d) The Affected Person can nominate other persons or properties where the non-

compliance has occurred. 
(e) The Affected Person is experiencing financial hardship. 
(f) The offence was only momentary. 

 
7. FINANCIAL HARDSHIP 
 
7.1 Whilst financial hardship is not a ground for review, the Town may consider such 

applications in special/exceptional circumstances. 
 
7.2 Where an Affected Person is experiencing financial hardship and is unable to pay their 

outstanding fines, the Town may assist the Affected Person, where appropriate, to 
enter into a payment plan. 

 
8. DOCUMENTARY EVIDENCE REQUIRED TO SUPPORT SPECIAL/EXCEPTIONAL 

CIRCUMSTANCES 
 
8.1 Applications for internal review on the grounds of special/exceptional circumstances 

must be accompanied with supporting evidence.  
 
8.2 Evidence that is acceptable includes (but is not limited to) reports, letters, statements, 

submissions, statutory declarations, police reports, letter from Doctor/hospital/medical 
statements. 

 
9. THE REVIEW / APPEAL PROCESS 
 
9.1 An infringement notice may only be withdrawn by the following Authorised Persons: 

(a) Manager Health and Compliance; 
(b) Director Planning and Development; 
(c) Chief Executive Officer. 

 
9.2 In the first instance, all requests for review/appeal are lodged and processed through 

an administration appeal system, whereby the Health and Compliance Services 
Administration staff will consider the representations made, in accordance with this 
Policy and Guidelines, to determine the most appropriate course of action. A letter of 
response advising the outcome of the review/appeal will be posted to the Affected 
Person; 

 
9.3 If the Affected Person is not satisfied with the outcome of the initial review/appeal and, 

the Town is again notified in writing, the decision will then be reviewed by the Manager 
Health and Compliance, together with the relevant Coordinator Ranger Services or 
Coordinator Health and Compliance (as applicable). 

 
9.4 The Manager Health and Compliance will consider all special, extenuating and/or 

mitigating circumstances and will make a final determination on the matter. 
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(a) The Manager Health and Compliance will consider all the evidence, information 

and/or recommendations and where appropriate, including written 
comments/report from the Authorised Person who issued the infringement 
notice and will take one of the following actions: 

 
(i) Dismiss the appeal and confirm the original penalty; or 
(ii) Allow an extension of time to pay; or 
(iii) Request additional information to support the review/appeal; or 
(iv) Uphold the review/appeal and withdraw the infringement notice; or 
(v) Uphold the review/appeal and withdraw the infringement notice; and 

where appropriate, a ‘First and Final Warning’ may be issued in 
conjunction with the withdrawal of the infringement notice. 

 
(b) All requests for review/appeal will be considered on their merits and will take 

into account any special or extenuating and/or mitigating circumstances. The 
decision of a request for review/appeal shall be clearly documented, together 
with the reasons for the decision. 

 
(c) The Affected Person shall be notified in writing of the outcome of the 

review/appeal process. Where an Infringement Notice has been withdrawn, a 
Notice of Withdrawal Form shall also be issued to the Appellant, as prescribed 
by the Local Government (Functions and General) Regulations 1996.  
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ATTACHMENT 1. - APPEAL FORM- Parking Infringement Notice 
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ATTACHMENT 2. - APPEAL FORM- Infringement Notice (Non- parking) 
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