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1 Introduction 

1.1 Purpose 
This environmental assessment procedure for project review of environmental factors has been 
developed to assist Roads and Maritime Services (Roads and Maritime) to meet its responsibilities 
under the Environmental Planning and Assessment Act 1979 (NSW) (EP&A Act). 
 
The purpose of this procedure is to provide a framework for scoping, preparing and making a 
decision for a project review of environmental factors (REF) and to provide a consistent approach 
to environmental impact assessment for road and maritime activities.  
 
Project REFs are prepared as part of the environmental impact assessment conducted under Part 
5 of the EP&A Act. The REF is a report that documents this environmental impact assessment 
process. 
 
An REF helps in satisfying Roads and Maritime’s duties under s.111 of the EP&A Act to “examine 
and take into account to the fullest extent possible all matters affecting or likely to affect the 
environment by reason of that activity” and s.112 in making decisions on the likely significance of 
any environmental impacts. In addition, the REF provides the mechanism for Roads and Maritime 
to demonstrate consideration of potential impacts on matters of national environmental significance 
under the Environment Protection and Biodiversity Conservation Act 1999 (Commonwealth) 
(EPBC Act). 

1.2 Application of the procedure 
The procedure applies to all road and maritime activities requiring project REFs and carried out by 
Roads and Maritime or its contractors. The procedure is to be followed by all Roads and Maritime 
staff and contractors.  For a small number of project REFs some or all of the procedure may not 
represent the best approach. In these cases consult with the appropriate Environment Manager 
and the Manager Environmental Policy, Planning and Assessment before commencing the 
relevant REF to agree on a revised approach. 
 
The procedure does not apply to: 
• ‘Emergency Works’ as described in clauses 5 and 97(1)(e) of State Environmental Planning 

Policy (Infrastructure) 2007. 
• Any works that fall within the Environmental assessment procedure for routine and minor works 

(EIA-P05-1). 
• Any activity or part of an activity to which assessment under Part 4, Division 4.1 or Part 5.1 of 

the EP&A Act applies – refer to the Environmental assessment procedure for State significant 
infrastructure (EIA-P03) for Part 5.1 activities. 

 
The procedure may be used for private developer works under developer deeds, works 
authorisation deeds or similar where Roads and Maritime is a determining authority for the works. 
Assessment requirements for private developer works should be identified in consultation with 
environment or maritime planning staff. 
 
Section 1 provides an introduction to the procedure and outlines the roles and responsibilities 
under the procedure. Section 2 provides a flowchart setting out the steps in the procedure, 
identifies the tasks and guidance for carrying out the steps and identifies resources such as 
templates and checklists to help implement the procedure. 
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Special note for road activities – assessing impacts to nationally listed threatened species, 
endangered ecological communities and migratory species. 
 
Roads and Maritime road activities under Part 5 of the EP&A Act are subject to a “strategic 
assessment” approval under the Federal EPBC Act. 
 
In accordance with that approval, Roads and Maritime is committed to applying the “avoid, 
minimise, mitigate and offset” hierarchy in undertaking road infrastructure activities that may impact 
nationally listed threatened species, ecological communities and migratory species. 
 
In preparing a Project REF for any road activities, application of this approach must be clearly 
documented. 
 
Further information is provided in the EPBC Act - Strategic assessment practice note EIA-N07. 
 

1.3 Project team roles and responsibilities 

Abbreviation Designated 
by 

Accountability in REF 
process 

Responsibility in REF process 

Project 
manager (PM) 

Delegated 
manager 

Delivers the development 
phase of the project 
including community 
consultation and the 
determined REF. 

• Project manages the REF 
process 

• Provides REF contractor with 
required information on the 
proposal to adequately prepare 
the REF 

• Establishes the wider project 
team and confirms roles and 
responsibilities 

• Engages and manages the 
REF contractor 

• Monitors progress against 
milestones 

• Is a conduit for relevant 
information from the broader 
project team, eg design, traffic, 
safety, construction project 
management 

• Reviews the REF and 
safeguards to ensure that they 
are acceptable. 

Project REF procedure 
Printed copies of this document are uncontrolled 

6 

http://home.rta.nsw.gov.au/org/structure/stratengage/env/managing/envassess/enviro_protection_biodiversity_conservation_act_1999_strategic_assessment_eia_n07.pdf


Abbreviation Designated 
by 

Accountability in REF 
process 

Responsibility in REF process 

Lead 
environment 
adviser (LEA) 

Nominated 
by 
discussion 
between 
MEPPA and 
the regional 
/ program 
EM 

Supports the project 
manager throughout the 
REF process to deliver a 
quality environmental 
assessment. May be from a 
regional/program 
environment team, 
Environmental Policy, 
Planning and Assessment 
(EPPA) team or a planner 
(maritime). 

• Provides the lead environment 
advice in managing the REF 
through all steps of the REF 
process 

• Reviews the REF and all 
relevant related documents 

• Conduit for relevant information 
to the wider review team 

• Coordinates the comments of 
other environment and 
specialist staff, consolidates 
comments and assists the 
project manager to resolve 
differences of opinion 

• Reviews and certifies the REF 
consistency review. 

Review team 
(RT) 

Relevant 
manager(s) 
of review 
team 
members 

Supports the PM and LEA 
with expertise from their 
specialist area or regional 
experience. 

• Reviews documents to ensure 
that the REF and supporting 
documents are of adequate 
quality and meet all 
environmental legislation and 
stakeholder requirements. 

• Provide input into the design 
and project development, as 
required 

• Includes (as a minimum) the 
relevant Environment Branch 
specialists, ACHO, 
communications staff and 
urban design staff. May also 
include regional/program 
environment manager, 
constructability staff, maritime 
staff, transport planners, 
hydrology specialists and 
others as required. 

REF preparer 
(REF-P) 

Principal 
(REF 
contractor) 

Prepares the REF and other 
supporting documents as 
reflected in the contract. 
 

• Prepares the REF, submissions 
report and addendum REF if 
required. 

REF certifier 
(REF-C) 

Principal 
(REF 
contractor) 

Certifies that all 
documentation, including 
the REF, submissions 
reports, addendum REFs 
and specialist studies are of 
sufficient quality. This 
person will be a senior 
experienced environmental 
impact assessment 
professional. 

• Reviews all documents prior to 
submission to Roads and 
Maritime to ensure quality. 
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Abbreviation Designated 
by 

Accountability in REF 
process 

Responsibility in REF process 

REF 
consistency 
review preparer 
(REFC –P) 

Roads and 
Maritime 
Project 
manager or 
Principal 
(contractor) 

Prepares the REF 
consistency review and 
other supporting 
documents. 
 

• Prepares the REF consistency 
review. 

REF 
consistency 
review certifier 
(REFC-C) 

Principal 
(contractor) 

Where the REFC-P is a 
contractor, certifies that all 
documentation for the REF 
consistency review is of 
sufficient quality.  

• Where the REFC-P is a 
contractor, reviews all 
documents prior to submission 
to Roads and Maritime to 
ensure quality. 

Delegated 
manager (DM) 

Project 
sponsor 

Roads and Maritime 
manager delegated to 
determine Part 5 activities 
under the EP&A Act – refer 
to Roads and Maritime 
delegations manual. 

• Approves the REF for public 
display 

• Approves the submissions 
report (if required) 

• Determines the REF and any 
addendum REFs under Part 5 
of the EP&A Act. 

GM 
Environment 
(GME) 

N/A Endorses that the REF and 
the submissions report is 
suitable for public display. 

• Endorses the display of the 
REF and submissions report. 

Manager 
Environmental 
Policy, Planning 
and 
Assessment 
(MEPPA) 
 
May be 
delegated to 
Senior 
Environment 
Specialist 
(Planning and 
Assessment) 
(SES(P&A)) 

N/A Provides support and 
advice to the LEA and 
project team as required. 

• Provides advice on planning 
pathway and assessment and 
statutory requirements 

• Monitors progress with REF 
and responses to submissions 
and consults with EM and GME 
to identify and resolve issues 
as required. 

Environment 
manager (EM) 

N/A Support and advise the LEA 
and project team. 

• May be a member of the review 
team 

• Recommends the 
determination of the REF under 
Part 5 of the EP&A Act to the 
Delegated Manager 

• Endorses the REF consistency 
review 

• Consults with MEPPA to 
identify and resolve issues as 
required. 

Project REF procedure 
Printed copies of this document are uncontrolled 

8 



Abbreviation Designated 
by 

Accountability in REF 
process 

Responsibility in REF process 

Communication 
staff (CS) 

GMCSE Develops the 
communication plan and 
provides seamless interface 
between communications 
and REF processes. 

• Member of the review team for 
review of the REF executive 
summary. 

• Involved in the REF team 
throughout preparation of the 
REF. 

• Develops the communications 
plan including display of the 
REF (may delegate to REF 
contractor) 

• Arranges publishing and 
printing of documents (may be 
partially delegated) 

• Arranges publishing of 
notifications as required. 

General 
Manager 
Communication 
and 
Stakeholder 
Engagement 
(GMCSE) 

N/A Approval to publish. • Approves publishing of the REF 
/ submissions report following 
communications procedures. 

Aboriginal 
Cultural 
Heritage Officer 
(ACHO) 

Relevant 
manager 

Supports LEA and project 
manager on Aboriginal 
cultural heritage matters. 

• Member of the review team 
• Other support during the REF 

process as required in respect 
of Aboriginal heritage matters. 

 
Others may be involved as part of the project development process and form part of the REF 
project team from time to time, for example representatives from Transport for NSW, the Minister’s 
Office or the project sponsor. The need or otherwise for involvement of other roles in the Project 
REF process will be identified by the delegated manager, GME and GMCSE as appropriate. 
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2 The procedure  

STEP 2
SCOPE AND PREPARE REF

STEP 3
REVIEW AND FINALISE REF

STEP 4
SEEK PUBLIC COMMENT AND RESPOND TO SUBMISSIONS

STEP 5
DECISION

IF PROJECT DETERMINED TO PROCEED
WORKS CAN COMMENCE IN ACCORDANCE WITH THE DETERMINED REF

Is REF being displayed for public comment?

Yes

No

STEP 1
PREPARING FOR THE REF

Is Part 5 the appropriate planning pathway?

Yes

Confirm with MEPPA appropriate 
planning assessment pathway.
Refer to other EIA guidelines.

No

STEP 6
POST-DETERMINATION MODIFICATIONS

(IF REQUIRED)
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The procedure contains the following resources: 
No Resource Description 

Resource 1 REF program framework Provides the main steps involved in preparing an 
REF as a starting point to help project teams 
develop the REF program. It is intended as a 
basic/starter framework to be adapted for project 
specific requirements and steps. It is used by the 
PM in consultation with the LEA and other project 
team members. 

Resource 2 Decision not to display 
memo template 

All project REFs will go on public display for 
comment unless prior agreement is obtained using 
this memo template. The memo is completed by the 
PM in consultation with the LEA. It is endorsed by 
the CS, EM and the relevant DM. 

Resource 3 REF brief template A template brief covering both the REF and 
submissions report (as required). Used by the PM in 
consultation with the LEA to engage an REF 
consultant. 

Resource 4 Project REF template 
(roads) 

For road activities the REF must be prepared using 
this template. Any amendments to the template 
must be approved by the SES (P&A). The PM 
provides the latest template to the REF preparer. 

Resource 5 Project REF template 
(maritime) 

For maritime activities the REF must be prepared 
using this template. Any amendments to the 
template must be approved by the SES (P&A). The 
PM provides the latest template to the REF 
preparer. 

Resource 6 ISEPP and/or Sydney 
Harbour SREP 
consultation letter 
template 

A letter template to be used where consultation is 
required under the ISEPP and/or Sydney Harbour 
SREP. It is completed by the PM in consultation with 
the LEA. 

Resource 7 Growth Centres SEPP 
consultation letter 
template 

A letter template to be used where consultation is 
required under the Growth Centres SEPP. To be 
completed by the PM in consultation with the LEA. 

Resource 8 Non-statutory consultation 
letter template 

A letter template inviting agencies/organisations to 
provide input into the preparation of the REF. It is 
completed by the PM in consultation with the LEA 
and communications staff. 

Resource 9 REF review checklist 
template 

Helps the REF preparer, the LEA and the PM 
check/decide whether the REF is adequate. The PM 
provides the checklist to the REF preparer. The REF 
preparer completes the checklist and submits it 
along with the REF. The LEA and PM review the 
REF and complete the checklist to return to the REF 
preparer. A new checklist is completed with each 
new version of the REF.  
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No Resource Description 

Resource 10 Approval to display REF 
memo template 

A memo template to seek approval for the REF to 
go on public display. It is jointly prepared by the PM 
and LEA. This memo is different to the 
communications memo for approval to publish the 
document. 

Resource 11 No submissions report 
approval memo template 

This template is used where the REF has been on 
public display for comment and the project team are 
seeking approval to proceed to determination 
without preparing a submissions report. It is not 
needed if the REF was not put on public display for 
comment. It is prepared by the PM in consultation 
with the LEA. 

Resource 12 Submissions spreadsheet 
template 

This template assists with summarising, categorising 
and responding to issues raised during public 
display of the REF. The PM is to provide the 
template to the submissions report preparer.  

Resource 13 REF submissions report 
template 

Submissions reports must be prepared using this 
template. Any amendments to the template must be 
approved by the SES (P&A). The PM is to provide 
the latest template to the submissions report 
preparer. 

Resource 14 Submissions report 
approval memo template 

This template is to seek approval for the 
submissions report. It is prepared by the PM and 
LEA. It is different to the communications memo for 
approval to publish the document. 

Resource 15 REF decision memo 
(roads) template 

This memo template is used to document the 
recommendation of the environment manager and 
the decision by the delegated manager either to 
proceed or not to proceed with the project. This 
template applies to road projects only. 

Resource 16 REF decision memo 
(maritime) template 

This memo template is used to document the 
recommendation of the environment manager and 
the decision by the delegated manager either to 
proceed or not to proceed with the project. This 
template applies to maritime projects only. 

Resource 17 REF respondent 
notification letter template 

This letter template is used to notify respondents 
that a submissions report has been prepared and is 
on the website. It is prepared by the PM. 

Resource 18 REF consistency review 
template 

The REF consistency review for modifications to 
determined road and maritime activities must be 
prepared using this template. Any amendments to 
the template must be approved by the SES (P&A). 
The PM may prepare the consistency review or 
provides the latest template to the consistency 
review preparer.  
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No Resource Description 

Resource 19 Addendum REF (roads) 
template 

Addendum REFs for a modification to a determined 
road project must be prepared using this template. 
Any amendments to the template must be approved 
by the SES (P&A). The PM provides the latest 
template to the addendum REF preparer. 

Resource 20 Addendum REF (maritime) 
template 

Addendum REFs for a modification to a determined 
maritime project must be prepared using this 
template. Any amendments to the template must be 
approved by the SES (P&A). The project manager 
provides the latest template to the addendum REF 
preparer. 

Resource 21 Addendum REF decision 
memo (roads) template 

This memo template is used to document the 
recommendation of the environment manager and 
the decision by the delegated manager either to 
proceed or not to proceed with the modification to 
the determined project. This template applies to 
modifications of road projects only.  

Resource 22 Addendum REF decision 
memo (maritime) template 

This memo template is used to document the 
recommendation of the environment manager and 
the decision by the delegated manager either to 
proceed or not to proceed with the modification to 
the determined project. This template applies to 
modifications of maritime projects only. 

 
In this procedure: 
 
Accountable is defined as the person in the project team ultimately accountable for making the 
decision and the outcomes of the task/activity. Accountability for the task will be with one person 
only. One person may have many accountabilities under the procedure. 
 
Responsible is defined as the people in the project team that execute the activity/task. More than 
one person may be responsible for performing a task or part of a task. 
 
Advisor is defined as the people in the project team that assist or give input to the task/activity. 
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2.1 Step 1 - Preparing for the REF 

STEP 1 
PREPARING FOR THE REF 

2.1.1 Step 1 outcomes 
• Confirmation of Part 5 assessment pathway 
• Confirmation that adequate information is available to commence the REF 
• Establishment of the REF project team 
• Confirmation of REF milestones and program 
• Review of the project management plan 
• Establishment of project meeting schedule 

2.1.2 Step 1 tasks 

Step Task Responsible Accountable Advisor 

1.1 Check the available project information is 
adequate to commence preparation of the 
REF. This includes: 
• Established project objectives, project 

development criteria and project need. 
• Completed and documented options 

assessment. 
• Concept design and construction 

methodology progressed to the point 
that the proposal description can be 
written. At least 50-80 per cent concept 
design although this may not be possible 
for all projects. 

PM PM EM 
MEPPA 

1.2 Organise briefing meeting with EM about 
the project. Also discuss and agree on: 
• Planning pathway 
• Achievable REF milestones 
• Project management plan 
• Steps 1.3 to 1.5. 
Prior to meeting provide EM with a copy of 
the project management plan and REF 
milestones for review. 
EM to consult with MEPPA/SES(P&A) 
where necessary. 

PM PM EM 
MEPPA 
SES(P&A) 
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Step Task Responsible Accountable Advisor 

1.3 Confirm with EM that Part 5 is the 
appropriate assessment pathway for the 
project under the EP&A Act. 
If Part 5 assessment applies continue 
working through the procedure. 
If Part 5 assessment does not apply seek 
advice from MEPPA on the appropriate 
assessment pathway and the correct 
procedure to follow. 
(EM to consult with MEPPA/SES(P&A) 
where necessary). 

PM PM EM 
MEPPA 
SES(P&A) 

1.4 Coordinate with EM to identify the LEA and 
RT for the project. 
For complex/high risk projects the ERT and 
LEA will be nominated based on a 
discussion between the regional/program 
EM and MEPPA / SES(P&A). Where 
required this will include consultation with 
the DM and PM. Usually the LEA would be 
from a regional/program environment team 
but in some cases may be from the 
Planning and Assessment team. 

PM PM MEPPA 

1.5 Identify other members of the project team 
eg client/sponsor representative, 
communications staff, maritime specialist 
staff, hydrology specialist, transport planner 
etc. 

PM PM  

1.6 LEA and PM to agree on the REF program. 
Resource 1 - REF program framework may 
be used to assist with this step. 

PM  
LEA 

PM 
 

EM 
MEPPA 

1.7 Establish regular weekly/fortnightly/monthly 
project meetings through to REF 
determination and advise project team. 

PM PM LEA 
RT 
CS 

 

2.1.3 Step 1 guidance 

Checking if available information is adequate 
Before commencing the REF, adequate project information is needed. This includes: 
• Established project objectives and project development criteria (including environment 

objectives/criteria). 
• Evidence based justification for the project / the project need. 
• Completed and documented options analysis. 
• Concept design and construction methodology progressed to the point that the REF project 

description can be written. Ideally about 50-80 per cent concept design. 
 
Proceeding with the REF without this information is likely to result in delays in the preparation of 
the REF. 
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Confirm Part 5 assessment pathway 
Before commencing the REF it is necessary to confirm that the proposal is subject to assessment 
under Part 5 of the EP&A Act.  
 
The EM can provide advice as to whether the proposal is subject to assessment under Part 5. This 
will be decided by reference to the legislation and associated environmental planning instruments 
such as State Environmental Planning Policy (State and Regional Development) 2011, State 
Environmental Planning Policy (Infrastructure) 2007 and Sydney Regional Environmental Plan 
(Sydney Harbour Catchment) 2005. The EM may seek advice from MEPPA (or their delegate) to 
determine the appropriate planning pathway. Legal advice may be necessary in some cases (legal 
advice on planning pathway would be requested by MEPPA or their delegate).  
 
If the proposal does not fall under a Part 5 assessment, MEPPA (or their delegate) will provide 
advice as to the appropriate planning pathway to follow and what other Roads and Maritime 
environmental impact assessment guidelines or requirements should be referred to for the 
proposal. 
 
In some cases a preliminary environmental investigation will be useful to inform the planning 
pathway decision as well as being useful for early project development, options analysis and 
design. 

Project and review team 
A key influence on the success of a project is the relationship between the people involved. Project 
success will be enhanced by selecting the right people to be part of the project and review team 
and the early and ongoing involvement of team members throughout the REF process.  
 
For project REFs the project team will generally include the project manager, environment staff, the 
review team, the contractor, communications staff and relevant managers. 
 
Different projects will need different team members and different sized teams. Team members will 
contribute in different ways throughout the process. For example, constructability staff may only 
spend a small amount of their time on the project during assessment as their expertise is mainly 
needed during construction. However, by getting their construction advice during the REF 
preparation, problems may be avoided when it comes to constructing the project.  
 
Involving the right team members early can result in refinements and changes during REF 
preparation that improve the environmental and social outcomes for the project and reduce the 
overall project costs.  
 
For complex/high risk projects the LEA and review team will be nominated based on discussion 
between the EM and MEPPA (or their delegate). Where required this will include consultation with 
the DM and PM. Usually the LEA for project REFs would be nominated from a regional/program 
environment team but in some cases may be from the EPPA team. 

Project REF management 
At this early stage it is important to establish a clear direction for the management of the REF 
process. This is done through: 
• Preparing or updating the project management plan 
• Establishing a realistic and achievable program and project milestones in consultation with the 

LEA (and the EM/MEPPA where necessary). Resource 1 - REF program framework can be 
used to assist with preparation of the program and milestones.  

• Setting up an ongoing meeting schedule for the REF development process so that the project 
team receive regular updates on the project status and any emerging issues.  

 
At this stage steps in the procedure that may not be applicable to the project should be identified. 
Any variations in approach must be agreed to up front and approved by MEPPA or their delegate. 
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2.1.4 Step 1 resources  

Resource 1 REF program framework 
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2.2 Step 2 - Scope and prepare REF 

STEP 2 
SCOPE AND PREPARE REF 

 

2.2.1 Step 2 outcomes 
• Scoping of preliminary issues for the REF   
• Decision about public display for comment 
• Engage REF contractor (if not already engaged) 
• Consultation to inform REF preparation 
• Draft REF. 

2.2.2 Step 2 tasks 

Step Task Responsible Accountable Advisor 

2.1 Identify preliminary issues for the REF. This 
may be done using the Preliminary scoping 
checklist (roads) or the Preliminary scoping 
checklist (maritime) or an alternate 
approach such as a scoping meeting. 
Use the completed checklist / alternate 
approach to inform what specialist studies 
are necessary and to appropriately scope 
the level of assessment for the 
environmental issues identified. 

PM 
LEA 

PM RT 
EM 

2.2 Advise EM and MEPPA of the likely REF 
display dates. 
Or 
If proposing not to display the REF for 
comment, obtain agreement from CS and 
EM and endorsement from DM using 
Resource 2 - Decision not to display memo 
template. 
EM to provide MEPPA with copy of the 
documented decision for information. 

PM 
 

PM LEA 
CS 
EM 
DM 
MEPPA 

2.3 If no REF contractor has been engaged to-
date and the REF is not being prepared in-
house prepare an REF brief using the scope 
of works from Resource 3 - REF brief 
template. Roads and Maritime has an 
established professional services contractor 
panel for project REFs. 

PM 
LEA 

PM RT 

2.4 Scope specialist studies for the project. PM 
LEA 

PM RT 

2.5 Review and endorse briefs (REF and 
specialist briefs) prior to issue to 
contractor/s. 

LEA LEA PM 
RT 
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Step Task Responsible Accountable Advisor 

2.6 Engage contractor/s in accordance with the 
requirements of the Roads and Maritime 
Procurement/Contracts Manual (or relevant 
NSW Government guideline – seek advice 
from Procurement Branch/Infrastructure 
Contracts). 

PM PM LEA 
RT 

2.7 Hold inception meeting and site visit with 
the contractor/s. 

PM PM LEA 
RT 

2.8 Provide REF-P with required information to 
prepare the REF, including but not limited 
to: 
• Adequate details of the proposal to 

inform the project description chapter 
• Details of the options analysis process 

and outcomes (eg an options report) 
• Project objectives and project 

development criteria 
• Details of the need for the project 
• Details of the consultation and feedback 

to-date 
• Appropriately advanced concept design 

and construction methodology (around 
80 percent concept design is 
recommended). 

PM PM LEA 

2.9 Identify what consultation will likely be 
required for the REF, including statutory 
consultation.  

PM 
LEA 
CS 

PM RT 
REF-P 

2.10 Review and update program for REF 
delivery with a break down of the 
environmental assessment process and key 
milestones. 

PM 
LEA 

PM RT 
REF-P 

2.11 Review and endorse indicative REF delivery 
program.  

LEA LEA PM 
MEPPA 
EM 

2.12 Commence preparation of the draft REF 
following the appropriate Project REF 
template: 
• Resource 4 - Project REF template 

(roads) 
• Resource 5 - Project REF template 

(maritime). 

REF-P REF-P PM 
LEA 
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Step Task Responsible Accountable Advisor 

2.13 Carry out consultation to inform the REF 
preparation using the REF consultation 
letter templates as appropriate: 
• Resource 6 - ISEPP and/or SREP 

consultation letter template 
• Resource 7 - Growth Centres SEPP 

consultation letter template 
• Resource 8 - Non-statutory consultation 

letter template. 

PM PM LEA 

2.14 Incorporate outcomes of the consultation 
into the draft REF and concept design (if 
appropriate). 

REF-P 
PM 

REF-P LEA 
RT 

2.15 Finalise the first draft REF for review. REF-P REF-P  

 

2.2.3 Step 2 guidance 

Purpose of the REF 
The main purpose of the REF is to help Roads and Maritime fulfil the requirements of section 111 
of the EP&A Act. That is to examine and take into account to the fullest extent possible, all matters 
affecting or likely to affect the environment by reason of the activity.  
 
The REF is also to be prepared in the context of the general guidelines Is an EIS required? Best 
Practice Guidelines for Part 5 of the Environmental Planning and Assessment Act 1979 (DUAP, 
1995) made for the purpose of clause 228(1)(b)(i) of the Environmental Planning and Assessment 
Regulation 2000 (NSW) (EP&A Regulation), the clause 228(2) factors in the EP&A Regulation, the 
Threatened Species Conservation Act 1995 (NSW) (TSC Act), the Fisheries Management Act 
1994 (NSW) (FM Act), and the EPBC Act. The factors in the EIS Guidelines currently apply under 
clause 228 of the EP&A Regulation rather than the factors in clause 228(2) of the EP&A 
Regulation.  However, in view of the age of the EIS Guidelines, Roads and Maritime’s policy is to 
have regard to both sets of factors in the preparation of REFs. 
 
For this reason the REF serves primarily as a technical planning and assessment document that 
clearly and accurately sets out the proposal, the impacts of the proposal and the proposed 
protective measures for the decision maker (determining authority) to make a decision. 
 
In many cases the REF is also accessed by the public to understand the proposal and its likely 
impacts. Best efforts are to be made to prepare the REF using plain English. The executive 
summary is to be prepared so it is accessible to a wide audience by using ‘community friendly 
language’. Even with best efforts technical language may be required over plain English or 
‘community friendly language’ to fulfil the planning and assessment requirements for the document 
and to maintain technical accuracy. In these cases the technical terms are to be defined in the 
terms table of the REF. 
 

Preliminary scoping 
Early scoping for a project can assist in identifying potential environmental issues early in the REF 
development process. Scoping can also help determine the level of assessment required for 
environmental issues, enable early input from environment staff on issues, help to better 
understand the receiving environment, identify the need for specialist environmental input and 
community / stakeholder consultation and improve briefs issued to environmental assessment and 
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specialist contractors. Scoping that is done well can often reduce the potential for surprises that 
might otherwise emerge later in the REF development process. 
 
The preliminary scoping checklist (roads) or the preliminary scoping checklist (maritime) may be 
used or an alternate scoping approach may be agreed between the LEA and PM. Scoping would 
usually involve a site inspection. 
 

REF display 
CONSULTATION ON PROCEDURE - Display decision 
The process for making decisions about the display of an REF has been developed following 
feedback from internal stakeholders and is subject to further consultation and development. The 
below guidance should be followed with feedback provided to EIAprocedures@rms.nsw.gov.au. 
For further assistance contact SES(P&A).  
 
Transitional period - REF display decision 
Contact the LEA for transitional arrangements if the project REF is well advanced and the display 
decision has already been made using the former display checklist. 
 
The public display of an REF informs decision making and contributes to the transparency and 
accountability of the decision making process. Display provides a formal process for Roads and 
Maritime to provide the community with information about the proposal and how its impacts have 
been considered, and for the community to raise issues and concerns. Preparation of a 
submissions report following the display of the REF demonstrates to the community how Roads 
and Maritime has considered and responded to issues and concerns raised in submissions as part 
of making a decision on whether to proceed with the proposal. 
 
As such, project REFs are to be displayed for public comment, except when justified 
circumstances to not display the REF are endorsed and documented as set out below.  
 
There are some proposals where the REF must be displayed. These include proposals where: 
 
There are likely to be significant impacts on 
nationally listed threatened species, 
endangered ecological communities and/or 
migratory species. 
 

Display without exception. 

A species impact statement (SIS) is required. 
 

Display without exception. 

An environment protection licence (EPL) is 
required or likely to be required. 

Display unless otherwise approved by GME and 
DM.  
Approval is to be obtained via memo (eg modify 
Resource 2 - Decision not to display memo 
template). 

A public commitment has been made by Roads 
and Maritime, Transport for NSW or the Minister 
to display the REF for comment. 
 

Display without exception. 

There is community expectation that the REF 
would be displayed (eg where the proposal 
forms part of a larger program of work for which 
REFs / other environmental assessments have 
been displayed for comment in the past). 

Display without exception. 
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Project teams are to plan for REF display, including allocating appropriate tasks and time in the 
project milestones and program. Display should be included as part of an overall consultation 
strategy. 
 
A decision not to display an REF needs to be carefully considered and be based on well founded 
and appropriate reasoning. By way of example such reasons may include the following: 
 
• The community is aware of and supports the 

proposal and there are no outstanding 
community concerns. Evident from extensive 
consultation and demonstration of how 
Roads and Maritime has considered and 
responded to any issues raised, and 

• Display of the REF would not reveal any 
substantive issues. 

For example, a project that has widespread 
community support with no disparate views in 
the community, and the potential environmental 
issues associated with the proposal are widely 
known, evident from feedback during display of 
the concept design and information from 
environmental studies. 

Extensive targeted consultation with directly 
affected parties would result in better 
consultation outcomes. 

For example a project in a rural area that only 
affects a small number of property owners. 

The project is for maintenance work that is 
unlikely to cause concern within the community. 

For example where: 
• It is unlikely to cause a high level of impacts 

to the amenity of nearby residents or impact 
a high number of residents 

• It does not involve the removal of important 
trees or stands of vegetation which might be 
highly valued for their ecological, heritage, 
aesthetic or amenity value 

• It does not involve moderate adverse 
impacts to the heritage values of a place or 
a listed heritage item 

• It is unlikely to alter a community’s 
character, the way people engage with the 
community or how community members 
engage with each other (eg through altered 
landscape, severance, business impacts, 
changes to pedestrian movements in a town 
centre) 

• The community would not experience high 
or protracted impacts during construction (eg 
medium-term detours, high levels of noise 
for long periods). 

 
A decision not to display and the reasons in support of that decision are to be documented using 
Resource 2 - Decision not to display memo template. The decision not to display is to be agreed to 
by the CS and EM and endorsed by the relevant DM. The EM is to forward the documented 
decision to MEPPA for information. 
 
A decision not to display the REF for public comment should not be made before the 
environmental impacts of the proposal are understood and issues identified. The decision should 
also be revisited by the project team throughout the REF process to consider the effect of any 
changes to the proposal or how it is perceived by the community and any new social, 
environmental or economic information that may be relevant.  
 
Project REFs that are displayed for public comment are published and placed on public display 
seeking comments on the proposal prior to a decision being made whether or not to proceed with 
the work. Comments are invited and a summary and response to all submissions is prepared. 
Changes may be made to the project on the basis of the submissions received. Once a decision is 
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made, the REF and submissions report are published on the project website for easy access by 
anyone seeking information. 
 
Project REFs that are not displayed for comment are published and placed on the project website 
for information following a determination to proceed with the project. 
 
Road activities significantly impacting nationally listed biodiversity – mandatory notification 
and display 
Where a road activity has been assessed as likely to have a significant impact on nationally listed 
threatened species, ecological communities or migratory species, the REF must be publicly 
displayed for comment for a minimum of 30 calendar days. 
 
Where an assessment of a program of works has identified that there may be significant impact 
arising from the cumulative effects of a number of related road projects, then Roads and Maritime 
may publicly notify the overall assessment as an alternative to the REF (also a minimum of 30 
calendar days). 
 
There are no exceptions to these requirements.   
 
If a species impact statement (SIS) is also required for the activity to satisfy NSW legislative 
requirements, then the REF should be exhibited together with the SIS (with the possible exception 
of an SIS covering a program of works, which might be the subject of a series of individual REFs 
over time). 
 
Further information is provided in the EPBC Act – Strategic Assessment Practice Note. 
 

Preparing the REF brief 
Contractor appointment should be conducted using the Roads and Maritime Procurement / 
Contracts Manual or other relevant NSW Government guidelines. If required seek advice from 
Procurement Branch for the appropriate guidelines to refer to for the engagement of environmental 
assessment contractors for the project. Roads and Maritime has an established professional 
services contractor panel for project REFs. 
 
When preparing the brief that accompanies the request for tender use Resource 3 - REF brief 
template. REFs can vary considerably in scope depending on the complexity of the issues being 
considered. The REF brief template allows for flexibility to suit the specific needs of the proposal. 
 
Use identified issues from the preliminary scoping to inform the brief preparation and the type of 
specialist reports that may be needed to inform the REF. The LEA is to advise on the appropriate 
scope of the REF and specialist studies, with advice from the RT where necessary. The level of 
assessment will need to be appropriate to the issues and impacts identified for each project. 
Professional judgement is needed to balance the statutory requirement to examine and take into 
account environmental impacts “to the fullest extent possible” alongside the need for REFs to be 
streamlined and add value to the environmental impact assessment process. 
 
For more complex projects or where there are unknowns for the project consider the need for an 
interim or staged approach to the REF preparation such as addressing the existing environment 
and providing a summary of likely impacts in the first stage. Include this requirement in the brief if 
considered appropriate. This is to allow environmental issues identification to occur prior to any 
assessment. 
 
The panel for selection of the successful environmental assessment contractor to prepare the REF 
should include the LEA or another Roads and Maritime environmental representative if the LEA is 
not available. 
 
Information on the preparation of briefs for specialist studies / working papers is available in: 
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• Landscape character and visual impact assessment practice note (EIA-N04) 
• Socio-economic assessment practice note (EIA-N05) 
• Biodiversity practice note (EIA-N06) 
• Procedure for Aboriginal Cultural Heritage Consultation and Investigation 2012 
• Environmental assessment standard brief for noise and vibration assessment 
• Statement of Heritage Impact brief template 
• Model briefs for heritage assessments are available from the heritage team in Environmental 

Policy, Planning and Assessment. 
 

Deciding if a specialist study is required 
The LEA is to advise on the need for a specialist study. The LEA’s advice will be based on their 
professional knowledge and judgement with reference to the relevant guidelines and 
practice/guidance notes, their understanding of the proposal and the receiving environment. The 
completed preliminary scoping checklist, a PEI or community / stakeholder feedback to-date may 
help to inform this decision. The LEA may consult with the relevant Environment Branch specialists 
as required. 
 
In some cases where an EIA/specialist consultant is on board already, they may recommend that a 
specialist study be prepared. The recommendation should be discussed with the LEA. 
 

REF preparation 
Once the environmental assessment contractor has been appointed, it is important to hold an 
inception meeting and carry out a site visit involving key members of the project team. As a 
minimum this should include the PM, LEA and REF-P. At the inception meeting give clear 
instructions to the contractor on the project and Roads and Maritime expectations for REF 
preparation. Include a discussion on the expected scope of the REF and any specialist studies. 
Provide the REF-P with the latest copies of the REF templates, any existing studies/investigations 
for the project, the standard safeguards and mitigation measures, specifications etc. The site visit 
should also be used as an opportunity to provide advice to the REF-P as to the scope of work and 
any preliminary environmental issues that have already been identified (eg from the scoping 
checklist or earlier options investigation). 
 
At the inception meeting (and as provided as hold points in the brief) it should be made clear that 
there are two stages critical to the completeness and quality of the REF: 
• Development of the proposal description. The development of the proposal description is an 

essential part of the environmental assessment and will form the basis of what is assessed in 
the REF (and any associated specialist reports). The proposal description must be developed 
with input from the PM, LEA and RT as a minimum. A workshop involving the PM, LEA and 
REF-P could be an efficient way to develop an agreed proposal description. The agreed 
proposal description should be provided to all specialists/sub contractors prior to release of the 
hold point. Any changes made to the proposal description as the proposal develops should 
follow a similarly inclusive process. 

• Development of methodology for specialist investigation/s. The specialist methodology must be 
approved by Roads and Maritime prior to the investigation/s commencing. The methodology 
must be agreed to by the PM, LEA and relevant specialist/s in the RT. 

 
Early in the REF preparation determine whether or not consultation is required for the REF, 
including any statutory consultation. Early consultation and meaningful communication informs the 
development of the REF and will assist in improving project outcomes. See further detail on 
consultation in REF preparation below. 
 
The REF-P should prepare the REF in accordance with the appropriate REF template (Resource 4 
- Project REF template (roads) or Resource 5 - Project REF template (maritime)). It is important 
that the PM closely liaises with the REF-P throughout the REF preparation to resolve emerging 
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issues as early as possible. To improve efficiencies and ensure quality, it may be appropriate to 
carry out early/preliminary reviews of draft specialist reports or REF chapters ahead of the first 
draft (consolidated) REF being finalised. 
 

Significant environmental impacts 
If at any time it becomes evident that the proposal is likely to significantly affect the environment 
the LEA should contact the Senior Environment Specialist (Planning and Assessment) for advice 
on the appropriate steps. This includes projects for which an REF and Species Impact Statement 
would be required. 
 

Nationally listed biodiversity matters - road activities 
Roads and Maritime road activities affecting nationally listed threatened species, endangered 
ecological communities and migratory species are the subject of a “strategic assessment” approval 
under the EPBC Act.  
 
In accordance with the strategic assessment approval Roads and Maritime is responsible for 
ensuring that potential impacts of road activities are avoided as a first priority and then minimised, 
mitigated and offset where there are significant, residual impacts.   
 
Roads and Maritime is not required to refer REFs for road activities affecting nationally listed 
biodiversity matters to the Australian Government, subject to compliance with the terms of the 
strategic assessment approval. These requirements, which include agreed approaches to 
environmental impact assessment, community consultation and offset arrangements, have been 
built-into Roads and Maritime’s REF procedures and guidelines.   
 
For more information on the strategic assessment refer to the EPBC Act – Strategic Assessment 
Practice Note. 
 
Western Sydney Growth Centres 
The EPBC Act strategic assessment approval for Roads and Maritime Part 5 road activities does 
not apply to road projects being undertaken within the Western Sydney Growth Centres. 
 
In those locations, the requirements of the Western Sydney Growth Centres Strategic Assessment 
(2011) will continue to apply. 
 
Maritime activities 
The EPBC Act strategic assessment approval for Roads and Maritime Part 5 road activities does 
not apply to maritime activities. 
 

Consultation in REF preparation 
Guidance in this section focuses on consultation during preparation of the REF. This is separate to 
consultation and community and stakeholder involvement that might occur at other stages of 
project development. 
 
Legal or administrative requirements to consult can arise in three ways: 
• A legal obligation imposed by a statutory requirement to consult such as those under State 

Environmental Planning Policy (Infrastructure) 2007 (ISEPP) or Sydney Regional Environment 
Plan (Sydney Harbour Catchment) 2005 (Sydney Harbour SREP). 

• Where Roads and Maritime makes a commitment to consult in respect of a particular project. 
Sometimes this might amount to a legal right to be consulted. 

• Where a Roads and Maritime policy, procedure, guideline or external policy or procedure 
followed by Roads and Maritime (eg an all of transport policy) requires consultation. While this 

Project REF procedure 
Printed copies of this document are uncontrolled 

25 

http://home.rta.nsw.gov.au/org/structure/stratengage/env/managing/envassess/enviro_protection_biodiversity_conservation_act_1999_strategic_assessment_eia_n07.pdf
http://home.rta.nsw.gov.au/org/structure/stratengage/env/managing/envassess/enviro_protection_biodiversity_conservation_act_1999_strategic_assessment_eia_n07.pdf


would generally be an administrative requirement, in some circumstances such consultation 
could be enforceable at law. 

 
Once a decision has been made to consult or a duty to consult arises, the consultation should be 
carried out appropriately. It should: 
• Be carried out at a formative stage of the proposal. This is so the consultation is not futile and 

that there is not already a pre-determined outcome by the decision maker 
• Include sufficient material for those people and groups being consulted to allow for informed 

and genuine consultation of the proposal and related issues 
• Allow adequate time to respond 
• Legitimately take into account issues raised in the consultation when making decisions. It 

cannot simply pay lip service to the consultation process or responses received. 
 
Initial consultation for the REF is undertaken in Step 2 to allow time for recipients to provide 
comment and for comments received to be taken into meaningful consideration. The 
communications and consultation process is interdependent with the environmental impact 
assessment process. Early consultation and meaningful communication informs the development 
of the REF and should assist in improving project outcomes. 
 
It is important to provide sufficient information about the proposal to enable meaningful comment. 
Information about the proposal should be attached to a letter prepared in accordance with the 
relevant letter template and signed by the PM. Project information may include, but not necessarily 
be limited to the following: 
• Location of the works (provide a map) 
• Objectives of the work 
• Brief description of works including main features 
• Indicative list of equipment to be used 
• Expected timing and duration of the works 
• Extent of any excavation 
• Proposed environmental controls, including measures to mitigate/minimise disruption to 

services or facilities (eg alternative public transport arrangements) 
• Plans to rehabilitate disturbed areas (pavements, landscaped areas etc) 
• Any other details relevant to the purpose for consultation (eg stormwater works, closure of 

public areas, impacts on heritage etc). 
 
A minimum of 21 days should be applied to all forms of consultation where comment is requested 
(see also advice re statutory consultation below) plus an additional two days for postage and 
handling (ie 23 calendar days). In some cases a longer consultation period is appropriate such as 
over the Christmas/New Year or Easter periods, during school or public holidays or where there is 
a high level of interest in the proposal. 
 
If no response is received by the end of the consultation period, the recipient (eg council, agency, 
Local Aboriginal Land Council) should be contacted as a general courtesy to find out whether any 
response is likely. Late comments should be accepted wherever practicable.  
 
During the consultation process, the PM may decide to extend the consultation period, for example 
where further information has been sought or where a response is imminent. If no comments are 
received, this should be noted in the REF. Any decision to extend the consultation period must be 
appropriately documented and advised to the project team involved in the REF preparation. 
 
If required meet with agencies or stakeholders to discuss outcomes or issues raised in statutory 
consultation or general consultation. The LEA should be involved in these discussions. For 
complex projects or issues it may also be necessary to involve other members of the project team 
such as Environment Branch specialists or Urban Design staff. 
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Closely liaise with the REF preparer on the outcomes of the consultation (both statutory and 
general consultation) to inform the REF preparation and project development. Provide copies of 
any submissions from agencies and stakeholders to the REF preparer so that issues raised can be 
documented and addressed in the REF. 
 

Statutory consultation - ISEPP, Growth Centres SEPP and Sydney Harbour SREP 
Where applicable, consultation under the following instruments is a legal responsibility, which must 
be carried out prior to works starting: 
• State Environmental Planning Policy (Infrastructure) 2007   
• Sydney Regional Environmental Plan (Sydney Harbour Catchment) 2005 
• State Environmental Planning Policy (Sydney Growth Centres) 2006 (Growth Centres SEPP) 
 
These statutory consultation requirements are additional to the formal community, agency and 
other stakeholder consultation processes undertaken in accordance with Roads and Maritime 
policies, procedures and best practice. 
 
Ideally, this consultation should be carried out during the REF preparation so as to inform the 
proposal, issues and assessment in the REF. 
 
Whether these statutory consultation provisions apply should be decided in consultation with the 
LEA. If there is any doubt whether statutory consultation is required, contact the LEA for advice. In 
general, if there is any doubt, undertake the consultation as a matter of best practice. 
 
ISEPP and Sydney Harbour SREP consultation must be undertaken in writing. Resource 6 - 
ISEPP and/or SREP consultation letter template and the Resource 7 - Growth Centres consultation 
letter template should be used for this purpose. These templates provide standard text for the 
letters and guidance on the type of project specific information to be inserted by the PM. 
 
For ISEPP and Growth Centres SEPP consultation, a minimum of 21 calendar days for responses 
to be received must be provided. For Sydney Harbour SREP consultation, a minimum of 30 
calendar days for responses to be received must be provided. In both cases at least two additional 
days should be allowed for postage and handling. 
 
Responses from councils or agencies are usually received in writing. However Roads and Maritime 
is required to consider any response received, including those received in person or by phone. All 
responses therefore need to be documented and considered. 
 

EPBC Act Strategic assessment approval consultation 

Roads and Maritime road activities under Part 5 of the EP&A Act are subject to a “strategic 
assessment” approval under the Federal EPBC Act. 

In accordance with that approval, Part 5 road activities that are assessed as likely to significantly 
impact nationally listed threatened species, ecological communities or migratory species must be 
placed on public display for a minimum of 30 days. Roads and Maritime is responsible for public 
display and considering submissions. Further information is provided in the EPBC Act – Strategic 
Assessment Practice Note.  
 

Other statutory approvals, consultation and notifications 
There are requirements for approvals, concurrence, consultation and notification under other 
legislation and environmental planning instruments that may apply to the carrying out of a 
proposal. Some are important to consider early in the REF preparation to inform the REF 
consultation process. Seek advice from the LEA as to what requirements apply to the proposal and 
when this consultation should be carried out. 
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2.2.4 Step 2 resources  

Resource 2 Decision not to display memo template 

Resource 3 REF brief template 

Resource 4 Project REF template (roads) 

Resource 5 Project REF template (maritime) 

Resource 6 ISEPP and/or Sydney Harbour SREP consultation letter template 

Resource 7 Growth Centres SEPP consultation letter template 

Resource 8 Non-statutory consultation letter template 
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2.3 Step 3 - Review and finalise REF 

STEP 3 
REVIEW AND FINALISE REF 

 

2.3.1 Step 3 outcomes 
• Completed and certified REF review 
• Internal Roads and Maritime REF review 
• Finalised REF. 

2.3.2 Step 3 tasks 

Step Task Responsible Accountable Advisor 

3.1 Review the first draft REF and complete 
Resource 9 - REF review checklist 
template. 

REF-P REF-P PM 
LEA 

3.2 Conduct a thorough senior technical and 
quality review of the first draft REF and 
certify the REF review checklist. 

REF-C REF-C REF-P 
PM 
LEA 

3.3 Submit first draft REF and the signed and 
certified REF review checklist to Roads and 
Maritime. 

REF-P REF-P PM 

3.4 Review REF and simultaneously provide to 
LEA for review. 

PM PM  

3.5 Provide draft REF to RT and any other 
identified project reviewers from Step 1. 
Generally allow two weeks for reviews. 

LEA LEA RT 

3.6 If the REF indicates that there is likely to be 
a significant impact on biodiversity notify 
and seek further advice from the SES(P&A). 

LEA LEA MEPPA 
SES(P&A) 

3.7 Receive and consolidate RT comments on 
the first draft REF.  
Resolve any inconsistencies or divergences 
in review comments with RT and PM. 
Discuss any issues identified with PM. 

LEA LEA RT 
PM 

3.8 Complete the REF review checklist and 
provide to the REF-P along with 
consolidated comments. 

LEA 
PM 

LEA RT 
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Step Task Responsible Accountable Advisor 

3.9 If quality of the first draft REF is not 
adequate, advise the contractor that it will 
not be accepted as the first draft deliverable 
under the contract. 
If it is not adequate it can be treated as a 
preliminary draft. The LEA and PM decide 
whether to provide comments or return 
without comments. 

PM PM LEA 

3.10 Seek clarification on any issues identified by 
Roads and Maritime review. Organise 
meeting with Roads and Maritime if 
required. 

REF-P REF-P PM 
LEA 

3.11 Update REF in accordance with Roads and 
Maritime comments and checklist.  
Prepare a response to how comments 
raised on the REF have been addressed in 
a spreadsheet or similar. 

REF-P REF-P PM 
LEA 

3.12 Review the revised REF and complete the 
REF review checklist. 

REF-P REF-P PM 
LEA 

3.13 Review the revised REF, response to 
comments and certify the REF review 
checklist. 

REF-C REF-C REF-P 
PM 
LEA 

3.14 Submit revised REF and certified REF 
review checklist. 

REF-P REF-P PM 

3.15 Repeat steps 3.1 - 3.14 as required until 
REF is of adequate quality to be accepted 
as the first draft REF deliverable under the 
contract. 
Then repeat the same steps until the REF is 
of adequate quality to be accepted as the 
final draft REF deliverable under the 
contract. 

PM PM LEA 

3.16 For REFs being displayed for public 
comment go to STEP 4. 
For REFs not being displayed for public 
comment go to STEP 5. 

PM PM  

 

2.3.3 Step 3 guidance 

REF review 
The review of the quality of the REF helps to ensure the information provided in the REF is 
technically accurate, credible and sufficient for decision making and statutory purposes. Review 
results in more informed decision making and better environmental outcomes. 
 
The purpose of review is to ensure completeness and quality of the information gathered and 
reported in the REF. It acts as a check on the quality of the REF submitted. The review assists to: 
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• Assess the adequacy and quality of an REF 
• Determine if the information provided in the REF is sufficient for a decision to be made in 

respect of the proposal 
• Identify, as necessary, any deficiencies or omissions that must be addressed before the REF 

can be publicly displayed or finalised. 
 
There are two parts to Resource 9 - REF review checklist template designed to review the quality 
of the REF. The first part is the self assessment, which is completed and signed electronically by 
the REF preparer and REF certifier. The second part is the reviewer checklist, which is completed 
electronically by the LEA and PM and then signed.  
 

REF review – REF preparer 
The review checklist (self-assessment part) is to be completed by the person/s who prepared the 
REF prior to its finalisation and submission to the PM. It is also to be checked and certified by a 
staff member senior to the REF preparer, who is accountable for ensuring adequate quality. A copy 
of the completed and certified reviewer checklist is to be submitted to the PM with the draft REF. 
 
If the REF preparer is a sole operator with no senior staff member to check and certify the quality 
of the REF, an alternative quality certification process must be agreed to with the PM prior to the 
preparation of the REF. 
 
The review checklist has the same questions for both the REF-preparer and the REF-reviewer. 
This allows the REF preparer to be aware of the matters that will be considered by Roads and 
Maritime when reviewing the REF. The review checklist helps the REF preparer ensure that the 
REF conforms to the REF template and that it addresses relevant statutory obligations to 
appropriately assess the environmental impact of activities. Completing the checklist may also help 
the REF preparer to identify weaknesses and omissions in the content and structure of the REF. 
 
At each question, in each section, the REF preparer is required to decide whether the REF is 
considered adequate. In making this judgement the REF preparer should consider whether the 
information provided is accurate and the level of detail is adequate. There should be enough 
information provided in the REF to inform the decision making process.  
 
If the information is complete provide a “yes” response to the question. If the information is not 
complete or inadequate in some other way provide a “no” or “partly” response to the question. If 
the answer is “no” or “partly” detail what the inadequacy or omission is in the comments area 
relevant to that section. If appropriate, detail what further information is required to be included in 
the REF. 
 
Any other matters relevant to the REF or proposal that are not covered in the checklist should also 
be detailed in the comments section. If additional comments are provided in another format (eg as 
electronic comments or in a meeting) this should be noted in the “additional comments provided” 
section of the checklist. 
 

REF review – Roads and Maritime 
The review checklist (reviewer part) is to be completed by the LEA in consultation with the PM and 
RT.  This review includes drafts of the REF submitted for review, prior to finalisation of the REF for 
public display and/or prior to finalisation of the REF for determination.  
 
In completing the review checklist, the LEA should also consider the responses and comments 
provided by the REF preparer. 
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Read the REF and supporting technical papers and decide for each question in the relevant 
section whether the REF is adequate in terms of provided information and detail. There should be 
enough information provided in the REF to inform the decision making process. 
 
If the information is complete provide a “yes” response to the question. If the information is not 
complete or inadequate in some other way provide a “no” or “partly” response to the question. If 
the answer is “no” or “partly” detail what the inadequacy or omission is in the comments area 
relevant to that section. If appropriate, detail what further information is required to be included in 
the REF. Provide adequate feedback in the comments section to enable the REF preparer to be 
able to remedy the omission or weakness identified. Additional comments can be provided in 
another format for example as tracked changes, on a hard copy version, in a meeting or as 
additional comments within the checklist. Where needed to efficiently resolve quality issues, the 
PM is to arrange a meeting or workshop to address the REF review comments. The workshop 
attendees should include the PM, REF preparer, LEA and where required the CS and relevant 
members of the RT team. 
 
If the reviewed REF is not of adequate quality it should not be accepted as a deliverable under the 
contract. This should be communicated to the PM and the REF preparer and REF certifier. This is 
best done in a meeting and followed up in writing. 

Adequate deliverables 
The LEA and PM decide whether to accept the REF as meeting the deliverable under the contract. 
Guidance on this decision is provided in Table 2-1 and should be based on professional judgement 
and consideration of the completed review checklists.  
 
Table 2-1: REF standards for adequate deliverables 

Adequate final draft REF A document free of technical weaknesses and/or omissions.  
A document written in plain English and in accordance with the 
current Roads and Maritime Editorial Style Guide. 
No further value-adding review required prior to submission for sign-
off. 

Adequate draft REF A document that may have minor technical weaknesses and/or 
omissions.  
A document largely written in plain English and in accordance with the 
current Roads and Maritime Editorial Style Guide.  
Comments may require additional work and further review prior to 
submission for sign-off. 

REF that cannot be 
accepted as adequate 

A document requiring substantial work to address technical 
weaknesses and/or omissions. The document may require 
considerable additional effort to provide a complete and accurate 
description and assessment of the proposal to meet environmental 
assessment requirements under Part 5 of the EP&A Act. In some 
cases the comments required may be too extensive to justify the time 
input required to thoroughly review. 

 
If unsure about whether the REF is adequate to accept as a deliverable under the contract, consult 
with the EM or MEPPA (or their delegate). Be prepared to substantiate the decision made. 
Comments provided on the checklist and the document must always be constructive and 
professional in tone and should be treated with confidentiality between Roads and Maritime and 
the contractor. 
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2.3.4 Step 3 resources 

Resource 9 REF review checklist template 
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2.4 Step 4 - Public display and respond to submissions  

STEP 4 
PUBLIC DISPLAY AND RESPOND TO SUBMISSIONS 

 

2.4.1 Step 4 outcomes 
• Consult with the community on the REF 
• Submissions considered and changes made to the proposal if appropriate 
• Submissions report prepared and finalised. 

2.4.2 Step 4 tasks 

Step Task Responsible Accountable Advisor 

4.1 Brief DM, GME, MEPPA, and EM on the 
proposal, the main issues/impacts and how 
they have been addressed. 
Generally the briefing is a meeting held 1-2 
weeks before seeking approval to display. 

PM 
LEA 

PM RT 

4.2 Prepare Resource 10 - Approval to display 
REF memo. Submit the completed and 
signed memo along with the finalised REF 
to GME for endorsement and DM for 
approval (as appropriate). 

PM 
LEA 

LEA MEPPA 
EM 
PM 

4.3 Memo to be endorsed by GME and 
approved by DM (as appropriate). 
Generally allow one week for sign-off 
process. 

GME 
DM 

DM LEA 
PM 

4.4 Follow Communications procedures for 
approval to publish, internet publication, 
newspaper advertising, other public 
notification etc. 

PM PM CS 
GMCSE 

4.5 Advise LEA and MEPPA of REF display 
dates. 

PM PM LEA 
MEPPA 

4.6 CE brief for information - to advise of 
display dates. 

PM PM DM 
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Step Task Responsible Accountable Advisor 

4.7 Seek comments on the REF for a minimum 
period of: 
• 30 calendar days – for road activities 

where there is likely to be a significant 
impact on nationally listed threatened 
species, ecological communities or 
migratory species (where the EPBC Act 
strategic assessment applies). If this 
activity is also subject to the preparation 
of a species impact statement (SIS), 
then public display of the REF is to 
occur at the same time as public display 
of the SIS, with a minimum display 
period of 30 calendar days. 
For a proposal likely to have significant 
impacts on nationally listed threatened 
species, endangered ecological 
communities and/or migratory species, 
the display is to be advertised in a 
newspaper with national distribution 
such as The Australian. 

• 21 calendar days – for all other Project 
REFs. 

PM PM LEA 
CS 

4.8 If necessary carry out further consultation 
with agencies on the REF. Provide an 
electronic copy of the REF to those 
agencies. 

PM PM LEA 

4.9 If a submissions report is not being 
prepared complete Resource 11 - No 
submissions report approval memo and 
submit for approval. Allow one week for the 
sign-off process. 
 
Brief DM, GME, MEPPA, and EM to outline 
the reasons a submissions report is not 
being prepared. 
 
Once the approval of no submissions report 
memo is approved proceed to Step 5. 

PM PM LEA 
CS 
MEPPA 

4.10 If necessary engage a consultant to prepare 
submissions report using Resource 3 - REF 
brief template.  

PM PM RT 
LEA 

4.11 Confirm requirements for submissions 
report preparation with REF-P. 

PM PM REF-P 
LEA 

4.12 Provide copy of submissions to REF-P. PM PM LEA 
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Step Task Responsible Accountable Advisor 

4.13 Review and consider submissions received 
using Resource 12 - REF submissions 
spreadsheet template. Provide copy of the 
draft spreadsheet to PM and LEA. 

REF-P REF-P PM 
LEA 

4.14 Hold workshop/s to categorise and agree on 
responses to issues in submissions (as 
required).  

REF-P REF-P PM 
LEA 

4.15 Consider need for additional assessment, 
additional consultation or changes to the 
proposal arising from the issues raised in 
the submissions. 

PM 
LEA 

PM RT 
REF-P 

4.16 Prepare submissions report in accordance 
with Resource 13 - REF submissions report 
template. Incorporate any outcomes from 
submissions workshop or directions from 
PM. 

REF-P REF-P PM 
LEA 

4.17 Submit draft submissions report to PM. REF-P REF-P PM 

4.18 Review draft submissions report and 
simultaneously provide to LEA for review. 
Generally allow two weeks for reviews. 

PM PM LEA 

4.19 Provide draft submissions report to RT and 
any other identified project reviewers from 
Step 1. 

LEA LEA RT 

4.20 Receive and consolidate comments on the 
draft submissions report. 
Resolve any inconsistencies or divergences 
in review comments with RT. 
Discuss any issues identified with PM. 
Agree on an approach for any 
inconsistencies in review. 

LEA LEA RT 
PM 

4.21 Provide REF-P with consolidated comments 
on the draft submissions report. 

PM PM LEA 

4.22 If quality of the draft submissions report is 
not adequate, advise that it will not be 
accepted as a deliverable under the 
contract. 

PM PM LEA 

4.23 Seek clarification on any issues identified by 
Roads and Maritime review. Organise 
meeting with Roads and Maritime if 
required. 

REF-P REF-P PM 
LEA 

Project REF procedure 
Printed copies of this document are uncontrolled 

36 



Step Task Responsible Accountable Advisor 

4.24 Update submissions report in accordance 
with Roads and Maritime comments.  
Provide a response to how comments 
raised on the submissions report have been 
addressed in a spreadsheet or similar. 

REF-P REF-P PM 
LEA 

4.25 Review the revised draft submissions 
report.  
Generally allow two weeks for reviews. 

REF-P REF-P PM 
LEA 

4.26 Review the revised draft submissions report 
and response to comments and certify that 
it adequately addresses the Roads and 
Maritime comments. 

REF-C REF-C REF-P 
PM 
LEA 

4.27 Submit revised submissions report to Roads 
and Maritime. 

REF-P REF-P PM 

4.28 Repeat steps 4.15 - 4.26 as required until 
submissions report is of acceptable quality 
for final submissions report. 

PM PM  

4.29 Finalise submissions report in accordance 
with the Roads and Maritime Style Guide 
and relevant Roads and Maritime / NSW 
Government publication guidelines, 
including website accessibility requirements. 

PM 
REF-P 

PM LEA 
RT 
CS 

4.30 Brief DM, GME, MEPPA and EM on the 
main issues raised in submissions and how 
these have been addressed in the 
submissions report. Outline any changes to 
the proposal covered in the submissions 
report. 
Generally undertake the briefing 1-2 weeks 
before seeking submissions report approval. 

PM 
LEA 

PM RT 

4.31 Prepare Resource 14 - submissions report 
approval memo. Submit the completed and 
signed memo along with the finalised 
submissions report to GME for endorsement 
and DM for approval (as appropriate). 
Generally allow one week for sign-off 
process. 

PM 
LEA 

PM LEA 

4.32 Memo to be endorsed by GME and 
approved by DM (as appropriate). 

GME 
DM 

DM LEA 
PM 

4.33 Follow Communications procedures for 
approval to publish and internet publication. 
Following approval upload the submissions 
report to the website. 

PM PM CS 
GMCSE 
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2.4.3 Step 4 guidance 

Display / consult on the REF 
The method, format and location/s for consultation on the REF should be identified as part of the 
overall Communications Involvement Plan for the project by the PM in conjunction with CS and the 
LEA.  
 
If an REF is being displayed for public comment the REF display period should be a minimum of 
three calendar weeks (excluding public holidays). REF display should not be during the period of 
Easter or over the Christmas school holidays unless agreed to by the DM, GMCSE and MEPPA. 
 
As a minimum the Roads and Maritime website and relevant Roads and Maritime office/s should 
be included as display locations. The PM should also provide an electronic copy of the REF (eg by 
email/file transfer or on CD or USB) to other agencies, local council/s and key stakeholders. 
 
If the REF is made available for public purchase, the cost should not exceed $25 for a printed copy 
or $10 for a CD/USB copy. 
 

Submissions  
When an REF is placed on public display for comment, Roads and Maritime must give 
consideration to any submissions made. A submissions report is prepared to respond to the issues 
raised in the submissions and to detail any changes to the proposal being made in response to 
those submissions. This may include amended or additional management and mitigation 
measures. Submissions reports may also detail other design changes to the proposal that were not 
included in the displayed REF. Additional assessment or details of additional specialist studies can 
be included in a submissions report. 
 
Acceptance of late submissions is at the discretion of Roads and Maritime. Wherever possible and 
within reasonable time limits, late submissions should be considered and addressed in the 
submissions report in conjunction with the other submissions. However, no assurance should be 
given to the community on the acceptance of late submissions or extending the time period for 
making submissions without first contacting the PM and seeking advice. 
 
If consideration and responding to submissions received for information purposes would result in 
unreasonable delay to the preparation of the submissions report or project timetable generally, 
receipt of the late submissions can simply be noted in the report. If this approach is taken, contact 
the LEA for further advice. If late submissions are received after the preparation and finalisation of 
the submissions report, a letter should be sent to the respondent advising that the submission was 
not considered due to it being received after the end of the submissions period. 
 

Consider issues raised 
The process for summarising and categorising issues will vary from project to project according to 
the number of submissions and complexity of issues. For most submissions reports, it will be 
helpful to capture and summarise issues in a spreadsheet, database or similar. A spreadsheet is 
the simplest tool to use and Resource 12 - submissions spreadsheet template has been developed 
to support the management of submissions. The instructions below describe the process of 
summarising and categorising issues and capturing this information using the submissions 
spreadsheet template. 
 
1. Register all submissions received and identify each with a unique submission number. 
 
2. Identify all of the issues raised in each of the submissions. This includes identifying all issues 

raised in form letters. Each submission may contain numerous issues. Identifying the discrete 
issue within a submission may require some interpretation. Be careful not to over-interpret or 
misrepresent the submission.  
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3. Enter the submission into the spreadsheet.  List the following information in the appropriate 

columns: 
• Submission number 
• Item number (provide a number to identify each issue within a submission) 
• Author (identify whether the submission was from an individual, a government agency or 

other organisation, do not include the name of private individuals) 
• Issue verbatim (quote the issue as it appears in the submission) 
• Issue summary (provide a summary of the issue). 

 
4. Where applicable, group similarly themed issues within a submission to enable a common 

response to be prepared. This is important where there are multiple issues raised. 
 
5. Categorise each issue. Where possible, categories should replicate the issues or table of 

contents within the REF. It may be necessary to break issue categories into sub-categories to 
avoid repetition. Enter this information in the issue category and sub-issues columns in the 
template spreadsheet. 

 
6. Save and retain the issues summary spreadsheet for future reference. 
 
7. Sort the issues by category and combine any duplicate issues. Include the submission number 

and author type. For submissions from a government agency or organisation, include the name 
of the agency or organisation. 

 
8. There should be a quality control process in place to ensure that all issues have been identified 

and categorised correctly. This could be by a second person performing a checking/reviewing 
role.   

 

Submissions workshop 
A workshop will often assist in the submissions report preparation, particularly when there are large 
numbers of submissions or many different issues to consider. Workshops may become part of an 
iterative process. For example, an early workshop could be used to confirm the summary of issues, 
confirm the categories, scope responses and allocate respondents. A follow-up workshop could be 
used to finalise responses to issues. 
 
An initial workshop should be conducted as soon as possible after summarising and categorising 
the issues. As a minimum, the PM, LEA, CS and the REF-P should attend. It may also be useful 
for relevant members of the review team to attend for at least parts of the workshop. The workshop 
is used to discuss how the issues may be addressed and whether further consultation, studies or 
project changes are required. Responses to issues may also be drafted or confirmed in a 
workshop setting. 
 

Responding to submissions 
Similarly themed issues should be grouped and addressed together. Responses should be concise 
with only relevant information included. More detailed responses should be provided for complex 
issues and for issues that have been repeatedly raised.  
 
The information necessary in a response will vary depending on the issue being raised. However, 
as a general guide, responses should include the following: 
 
• Where the issue highlights a perceived error in the REF - If the submission raises a 

perceived error that is the result of a misinterpretation of the REF, the misinterpretation should 
be corrected and the relevant component of the REF should be clarified to remove the 
misunderstanding. 
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• Where clarification of some aspect of the project or REF is requested - Clarify the aspect 
of the project or REF. Refer to the section in the REF that deals with the aspect. 

• Where preference for an alternative option is indicated - If consideration was given to the 
option (or some form of the option) at the option selection stage, give reasons why the option 
was not selected. Provide details of any relevant options feasibility studies carried out. If no 
consideration was given to the option, provide an analysis of the option. If new options are 
identified by a respondent, the merits of that option should be considered and reasons why the 
option is/is not relevant should be identified. 

• Where changes to the project design are requested - Provide analysis of the merits of the 
changes. State the reasons why the changes can or cannot or will not be adopted. If the 
changes will be adopted, make reference to the ‘Project changes’ section of the submissions 
report. 

• Where further consultation has been requested - If a strategy for future consultation is 
known, provide the details of this. If no further consultation is planned, consider whether the 
consultation being requested is appropriate and state whether it will be carried out. If it will not 
be carried out, provide the reasons for this.  

• Where technical issues have been raised - Technical issues are likely to require the input of 
specialists. If the issue has been adequately covered in the REF refer to the section in the REF 
where the issue has been addressed and summarise the assessment carried out. State why no 
further studies can be carried out or no further mitigation measures or design changes can be 
accommodated. If additional assessment is required, discuss the results of this or describe the 
assessment being carried out. If the issue can be addressed through further mitigation 
measures or design changes, state this and refer to the ‘Project changes’ section of the 
submissions report.  
Liaison with technical specialists or government bodies should occur as soon as possible to 
determine if further consultation, additional studies or changes to the proposal are necessary.  

• Where answers to issues raised are not yet known - Where this is due to lack of detail at 
this stage of the concept design, make a commitment to provide details during the detailed 
design stage and for additional consultation with relevant stakeholders if appropriate. If 
commitments are made they should be managed and implemented through the community 
involvement plan for the project. 

 

The submissions report 
The submissions report should be prepared in accordance with the Resource 13 - REF 
submissions report template. The chapters in the report will vary from proposal to proposal and 
whether any additional studies have been carried out since the finalisation of the REF or if there 
are any changes to the proposal. Notes on writing the report and standard text have been included 
in the template document. 
 
When writing responses in the report: 
• Summarise or paraphrase information from the REF 
• Where necessary, provide new information or analysis 
• Do not repeat the issue in the response 
• Objectively respond to the issue 
• Do not include emotions or attitudes in the response 
• Where necessary refer to relevant parts of the REF documentation to provide clarification on 

issues 
• Do not make personal references (ie ‘our’, ‘their’, individual names etc). 
 
Design changes to the proposal that were not included in the displayed REF can also be included 
in the submissions report. Any proposed changes to the proposal should be first discussed with the 
LEA and if necessary (for more complex or potentially controversial changes) with MEPPA and 
Legal Branch. 
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Any changes to the proposal must not be so great as to result in a fundamentally different project 
to that described and assessed in the displayed REF. The level and degree of changes will vary 
between projects so early advice should be sought. For substantial changes that would alter the 
essential nature of the originally described project, the REF may need to be revised and displayed 
again to seek further public comment. 
 
Where relevant the submissions report should include details of any additional assessment or 
supplementary studies that have been prepared or finalised for the proposal subsequent to the 
display of the REF. A chapter should be included in the submissions report to detail the additional 
assessments. This should identify why the additional assessment or supplementary studies were 
carried out (eg carrying out additional assessment for a threatened species) and provide adequate 
details of the additional assessment carried out (in respect of the existing environment, impacts 
and management measures). 
 
The submissions report should provide a summary of safeguards and management measures for 
the project, similar to that in the REF. This table must reflect any changes to the safeguards and 
management measures that have arisen in response to submissions. As the most current 
document, the submissions report will be the single point of reference for safeguards and 
management measures going forward into detailed design and construction. 
 

Privacy considerations for submissions reports 
Personal information received by Roads and Maritime as part of the submissions process is to be 
managed in accordance with relevant privacy legislation and the Transport Privacy Policy - 
CP14037 (Transport for NSW). The Government Information (Public Access) Act 2009 encourages 
proactive release of government information. However, the release of some information may be 
prevented where there is an overriding public interest against the disclosure of information. The 
release of an individual’s personal information qualifies as a public interest consideration. 
 
Certain submissions, such as those in relation to Aboriginal cultural heritage, may be subject to 
further privacy considerations, and in such circumstances, advice should in the first instance be 
sought from the relevant Environment Branch specialist. 
 

Decision not to prepare submissions report 
In most cases a submissions report will need to be prepared. However in some exceptional cases 
a submissions report may not be necessary, even if the REF has been displayed for comment. For 
example a submissions report may not be necessary where: 
• No submissions are received as a result of the REF display, and 
• There are no changes to the design/proposal since the REF display, and  
• Additional environmental assessment has not been undertaken. 
 
If the project REF has been on public display for comment but a submissions report is not being 
prepared, use Resource 11 - No submissions report approval memo template and submit for 
approval. 
 

2.4.4 Step 4 resources 

Resource 10 Approval to display REF memo template 

Resource 11 No submissions report approval memo template 

Resource 3 REF brief template 

Resource 12 Submissions spreadsheet template 
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Resource 13 REF submissions report template 

Resource 14 Submissions report approval memo template 
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2.5 Step 5 - Decision 

STEP 5 
DECISION 

 

2.5.1 Step 5 outcomes 
• Endorsement of assessment approach under Part 5 of the EP&A Act 
• Decision on whether or not to proceed with the project 
• Notification and advice on the project decision 
• Incorporation of project safeguards into project delivery. 

2.5.2 Step 5 tasks 

Step Task Responsible Accountable Advisor 

5.1 Consider and make decision on 
recommendation for determination of the 
REF. 

EM EM MEPPA 
LEA 
RT 

5.2 Prepare and complete Resource 15 - REF 
decision memo (roads) or Resource 16 - 
REF decision memo (maritime) and submit 
to DM with a copy of the REF and 
submissions report. 
This may be submitted along with Resource 
14 - submissions report approval memo 
from step 4.31. Generally allow one week 
for the sign-off process. 

LEA 
EM 

LEA MEPPA 
EM 

5.3 Determine REF by signing the REF decision 
memo (as appropriate). 

DM DM PM 
LEA 

5.4 Advise PM of decision and provide copy of 
endorsed decision memo. 

DM DM PM 

5.5 File the endorsed decision memo. PM PM  

5.6 File the REF, submissions report and all 
appendices/specialist reports/supporting 
documents. 

PM PM LEA 

5.7 For REFs not previously placed on public 
display for comment  follow 
Communications procedures for approval to 
publish for the final endorsed REF. 

PM PM CS 

5.8 For all project REFs place pdf version of the 
REF, submissions report (if prepared) and 
all appendices/specialist reports/ supporting 
documents) on the project website. 

CS PM CS 
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Step Task Responsible Accountable Advisor 

5.9 Send notification letters to those 
people/agencies that commented on the 
REF and/or made submissions using 
Resource 17 - REF submissions respondent 
notification letter template. 

PM PM LEA 

5.10 For road activities assessed as likely to 
have a significant impact on nationally listed 
threatened species, ecological communities 
or migratory species send an electronic 
copy of the determined REF, submissions 
report, REF decision memo and biodiversity 
offset strategy to the SES(P&A). This 
information is necessary to enable Roads 
and Maritime to prepare a publicly available 
annual report on these activities, which is a 
requirement of the approved strategic 
assessment under the EPBC Act. 

LEA LEA  

5.11 Send hard copy and email the REF (and 
submissions report if prepared) in pdf format 
to the Roads and Maritime Service library 
(library@rms.nsw.gov.au).  Include all 
appendices/specialist reports. 

PM PM Library staff 

5.12 Handover project to delivery manager. 
Incorporate REF safeguards and 
management measures (as updated by any 
changes in the submissions report if 
relevant) into pre-construction contracts, 
contract specifications and construction 
environmental management plan/s. 

Delivery 
manager 

Delivery 
manager 

PM 
LEA 

 

2.5.3 Step 5 guidance 

Statutory responsibilities 
Roads and Maritime has a statutory responsibility under section 111 of the EP&A Act to examine 
and take into account to the fullest extent possible all matters affecting or likely to affect the 
environment by reason of that activity. Section 112 of the Act requires Roads and Maritime to 
establish whether or not an environmental impact statement is required to be prepared because 
the activity is likely to significantly affect the environment. The EP&A Act also places statutory 
responsibilities on Roads and Maritime in respect of likely impacts on critical habitat, threatened 
species, populations or communities and their habitats in determining whether or not a species 
impact statement is required. 
 
Under the EPBC Act, Roads and Maritime is required to establish whether the proposal has the 
potential to significantly impact any matters of national environmental significance or the 
environment of Commonwealth land. 
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Special note – decision-making for road activities impacting nationally listed threatened 
species, endangered ecological communities or migratory species 
Roads and Maritime road activities under Part 5 of the EP&A Act are subject to a “strategic 
assessment” approval under the federal EPBC Act. 
 
In accordance with that approval, Roads and Maritime is committed to applying the “avoid, 
minimise, mitigate and offset” hierarchy in undertaking road activities that may impact nationally 
listed threatened species, ecological communities or migratory species. 
 
In determining whether an activity should proceed, clear consideration must be given to whether 
this hierarchy has been applied. For those activities considered likely to have a significant impact 
on nationally listed biodiversity, even after the application of mitigation measures, the relevant 
delegate must be satisfied that: 
• The activity has a low chance of threatening the long-term survival of nationally listed 

biodiversity matters 
• The consistency of the activity with relevant recovery plans, threat abatement plans, 

conservation advices and guidelines provided by the Australian Government has been 
considered. 

• Suitable offsets can be secured. 
 
If the delegate is not satisfied that all of these requirements have been met then the activity should 
either:  
• Not proceed in its current form, or  
• Only proceed following design revisions or application of additional safeguards or mitigation 

measures that reduce impacts to an acceptable level.   
 
Before determining an REF that would enable an activity to proceed where the above matters may 
not be satisfied, consultation must occur with the Federal Department of the Environment. 
 
Consideration may also be given at this stage to whether the project would be more appropriately 
assessed as State Significant Infrastructure.   
 
Further information is provided in the EPBC Act - Strategic Assessment Practice Note EIA-N07. 
 

Decision 
The decision making process is documented using Resource 15 - REF decision memo (roads) 
template or Resource 16 - REF decision memo (maritime) template. The recommendation on the 
activity proposed in the REF (and submissions report if relevant) should be made independently of 
project management considerations, such as project timeframes, and political considerations. The 
recommendation made by the EM indicates that Roads and Maritime has and will continue to 
adhere to its statutory responsibilities in the assessment and management of the proposal. 
 
If a recommendation is made to proceed with a proposal, the EM is effectively certifying that Roads 
and Maritime has considered environmental impacts to the fullest extent possible and that the 
proposal is not likely to result in a significant affect on the environment. It is therefore vital that the 
EM provides a reasonable, appropriately considered and defensible recommendation. The person 
making the recommendation on the proposal should not be the same as the person who has 
prepared the REF or submissions report. 
 
Below are issues for the EM to consider when formulating a recommendation: 
• Is the REF deficient in any aspect? 
The EM may consider that the REF and/or submissions report does not provide enough 
information to make an informed judgement as to whether significant impacts are likely or that 
matters have been considered to the fullest extent possible. Consultation efforts documented in the 
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REF and/or submissions report may not satisfy statutory requirements. The proposed safeguards 
and management measures may not be considered adequate or sufficient in their own right. If the 
safeguards in the REF (or as amended in the submissions report) are not sufficient the REF and/or 
submissions report should be amended and the project not determined until they are adequate. 
Additional conditions or requirements must not be included as part of the recommendation in the 
decision memo. 
 
• Is the proposal likely to significantly affect the environment? 
The EM may consider, based on the information in the REF, submissions report and any other 
advice available, that a significant affect on the environment or critical habitat, threatened species, 
communities or populations and their habitats is likely to result from the proposal. The following 
environmental impacts are more likely to be significant (although there may be others): 

• Impacts which are extensive relative to the receiving environment 
• Impacts in an area where the environment has low resilience 
• Impacts which cannot be predicted with any confidence 
• Impacts which are not consistent with Roads and Maritime or other government policy or for 

which there are no other adequate government controls 
• Impacts with irreversible health or safety implications 
• Impacts which are inconsistent with community values. 

 
• Is a referral to the Australian Government under the EPBC Act required? 
If the potential for impact is such that the proposal is a controlled action or is likely to be a 
controlled action under the EPBC Act then the assessment of the project under Part 5 of the EP&A 
Act may need to be reconsidered.  
 
Roads and Maritime is not required to refer REFs for road activities affecting nationally listed 
biodiversity matters to the Australian Government, subject to compliance with the terms of the 
strategic assessment approval.  These requirements, which include agreed approaches to 
environmental impact assessment, community consultation and offset arrangements, have been 
built-into Roads and Maritime’s REF procedures and guidelines. 
 
For more information on the strategic assessment refer to the EPBC Act – Strategic Assessment 
Practice Note EIA-N07. 
 
• Does the proposal require a concurrence, consent or other approval? 
A recommendation to proceed with the proposal should be conditional on receipt of documentary 
evidence of any concurrence, consent or approval required to be received prior to making a 
determination under Part 5 of the EP&A Act and compliance with any conditions. 
 
If the EM considers that it is not appropriate to proceed with a project, the MEPPA must be 
contacted to discuss this recommendation. The MEPPA will provide advice and support in these 
circumstances.  
 
Responsibility for deciding if an activity proposed in an REF (and submissions report if relevant) 
will, or is likely to have a significant affect on the environment, is likely to have a significant affect 
on critical habitat, threatened species, populations or communities and their habitats or is likely to 
have a significant impact on any matters of national environmental significance or Commonwealth 
land rests with the relevant delegated manager. This decision is made in response to the 
recommendation made by the EM in the decision memo. 
 

Notification and advice on decision 
Once a decision has been made, authors of submissions should be notified in writing of the 
decision and that the submissions report has been made publicly available. Letters should be 
prepared in accordance with Resource 17 - REF submissions respondent notification letter. 
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Safeguards implementation 
Commitments made and safeguards and management measures committed to either in the REF or 
submissions report must be implemented as part of project delivery. Usually this is by incorporation 
of the commitments and safeguards into the construction environmental management plan or 
within the construction specifications for the project. Consult with the LEA or relevant environment 
staff on how to best incorporate safeguards into construction of the project. 
 

2.5.4 Step 5 resources 

Resource 15 REF decision memo (roads) template 

Resource 16 REF decision memo (maritime) template 

Resource 17 REF submissions respondent notification letter template 
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2.6 Step 6 - Post-determination modifications 

STEP 6 
POST-DETERMINATION MODIFICATIONS 

 

2.6.1 Step 6 outcomes 
• Decision on whether or not the proposed modification is consistent with the determined project 
• Where the proposed modification is consistent, provision of advice on any need for 

amendments to the construction environmental management plan and any additional 
environmental management measures 

• Where the proposed modification is not consistent, provision of advice on further environmental 
impact assessment requirements. 

• Determination by the Roads and Maritime delegated manager of any further assessment made 
under Part 5 of the EP&A Act. 

2.6.2 Step 6 tasks 

Step Task Responsible Accountable Advisor 

6.1  Seek advice from EM on whether the 
proposed modification to the project would 
require further environmental assessment.  
 
EM may provide advice and further actions 
without the need for a consistency review 
(proceed to step 6.27 of this procedure). 
 
Or 
 
EM may require preparation of a 
consistency review (proceed to step 6.2 of 
this procedure). 

PM PM LEA 
EM 

6.2 Identify the REF consistency review 
preparer. The REF consistency review 
preparer should be from the existing project 
team (for example the project manager, 
detailed design contractor, the LEA or 
existing REF contractor). 
 
Where needed, engage contractor/s in 
accordance with the requirements of the 
Roads and Maritime Procurement/Contracts 
Manual (or relevant NSW Government 
guideline – seek advice from Procurement 
Branch/Infrastructure Contracts). 

PM PM MEPPA 
LEA 

6.3 Identify the review team based on the 
potential environmental impacts of the 
proposed modification. 

PM PM LEA 
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Step Task Responsible Accountable Advisor 

6.4 Provide to the REF consistency review 
preparer: 
• Resource 18 – REF consistency review 

template 
• Detailed description of the proposed 

modification 
• Drawings/concept design of the 

proposed modification (where relevant to 
the scope of the proposed modification) 

• Details on any community or stakeholder 
consultation undertaken for the 
proposed modification or relevant to the 
design modification 

• Details on any option considerations 
made for the proposed modification 

• Copies of all determined environmental 
impact assessment documentation for 
the project (ie the project REF, 
submissions report, decision memo, 
addendum REF/s, addendum REF 
decision memo/s) 

• Copies of the Construction 
Environmental Management Plan and its 
sub-plans (where available). 

PM PM LEA 
RT 

6.5 Hold inception meeting and site visit with 
the consistency review preparer if needed. 

PM PM LEA 
RT 

6.6 Review and endorse indicative REF 
consistency review delivery program.  

LEA LEA PM 
MEPPA 

6.7 Commence preparation of the draft REF 
consistency review following Resource 18 – 
REF consistency review template. 

REFC-P REFC-P PM 
LEA 

6.8 Review the first draft REF consistency 
review.  

REFC-P REFC-P PM 
LEA 

6.9 Where the REFC-P is a contractor, conduct 
a thorough senior technical and quality 
review of the first draft REF consistency 
review and certify the draft consistency 
review. 

REFC-C REFC-C REFC-P 
PM 
LEA 

6.10 Where the REFC-P is a contractor, submit 
first draft REF consistency review to Roads 
and Maritime. 

REFC-P REFC-P PM 

6.11 Review REF consistency review and 
simultaneously provide to LEA for review. 

PM PM  

6.12 Provide draft REF consistency review to RT 
and any other identified project reviewers.   

LEA LEA RT 
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Step Task Responsible Accountable Advisor 

6.13 Receive and consolidate RT comments on 
the draft REF consistency review.  
 
Resolve any inconsistencies or divergences 
in review comments with RT and PM. 
Discuss any issues identified with PM. 

LEA LEA RT 
PM 

6.14 Provide consolidated comments to the 
REFC-P. 

LEA 
PM 

LEA RT 

6.15 Where the REFC-P is a contractor, if quality 
of the first draft REF consistency review is 
not adequate, advise the contractor that it 
will not be accepted as the first draft 
deliverable under the contract. 
If it is not adequate it can be treated as a 
preliminary draft. The LEA and PM decide 
whether to provide comments or return 
without comments. 

PM PM LEA 

6.16 Seek clarification on any issues identified by 
Roads and Maritime review. Organise 
meeting with Roads and Maritime if 
required. 

REFC-P REFC-P PM 
LEA 

6.17 Update REF consistency review in 
accordance with consolidated comments 
received and any further clarifications.  
Prepare a response to how comments 
raised on the REF consistency review have 
been addressed in a spreadsheet or similar. 

REFC-P REFC-P PM 
LEA 

6.18 Review the revised REF consistency 
review. 

REFC-P REFC-P PM 
LEA 

6.19 Where the REFC-P is a contractor, review 
the revised REF consistency review, 
response to comments and certify the draft 
consistency review. 

REFC-C REFC-C REFC-P 
PM 
LEA 

6.20 Submit revised certified REF consistency 
review and response to comments. 

REFC-P REFC-P PM 

6.21 Repeat steps 6.16 – 6.20 as required until 
the REF consistency review is of adequate 
quality to be accepted as the final draft 
deliverable under the contract. 

PM PM LEA 

6.22 Provide the final draft of the REF 
consistency review to the LEA (and PM 
where the REFC-P is a contractor) for 
Roads and Maritime certification. 

REFC-P REFC-P PM 
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Step Task Responsible Accountable Advisor 

6.23 Consider and identify the recommended 
finding of the consistency review, using the 
REF consistency review template text, and 
certify the REF consistency review.  

LEA 
(and PM 
where the 
REFC-P is a 
contractor) 

LEA  
(and PM 
where the 
REFC-P is a 
contractor) 

 

6.24 Provide the certified consistency review to 
the EM for endorsement. 

PM PM  

6.25 • Consider and make decision on whether 
to endorse the findings of the 
consistency review. 

• EM to identify any further environmental 
assessment requirements based on the 
findings of the consistency review. 

EM EM MEPPA 
PM 
RT 

6.26 Finalise consistency review. PM PM MEPPA 
LEA 

6.27 Action EM requirements. PM PM MEPPA 
LEA 

6.28 Where an addendum  assessment is 
required: 
• In general, follow the previous steps 2, 

3, 4 and 5 in this procedure. 
• For modifications prepare an addendum 

REF using Resource 19 Addendum REF 
(roads) template or Resource 20 
Addendum REF (maritime) template. 
To prepare the addendum REF decision 
memo, use Resource 22 Addendum 
REF decision memo (roads) template or 
Resource 23 Addendum REF decision 
memo (maritime) template. 

The EM (or their delegate) identifies which 
template/s is/are appropriate to use for the 
proposed modification. 

PM PM MEPPA 
LEA 
EM 

 

2.6.3 Step 6 guidance 

Relevant statutory requirements for modification of activities under Part 5 of the EP&A Act 
Roads and Maritime prepares Part 5 assessments (normally via an REF) as required to fulfil 
sections 111 and 112 of the EP&A Act. Part 5 assessment is an ongoing responsibility throughout 
the lifecycle of a project.  
 
Section 110E of the EP&A Act sets out exemptions for certain activities from the application of 
sections 111 and 112 of the EP&A Act. Under section 110E(a) of the EP&A Act the following is 
exempted from the need for Part 5 assessment: 
 
‘a modification of an activity, whose environmental impact has already been considered, that will 
reduce its overall environmental impact’. 
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As such, where Roads and Maritime proposes a modification to a determined project, no further 
Part 5 assessment is required where the modification would reduce the overall environmental 
impact of the determined project. Where the modification would not reduce the overall 
environmental impact of the determined project, further Part 5 assessment is required in 
accordance with sections 111 and 112 of the EP&A Act. 
 
See below for guidance on how to identify whether the section 110E(a) exemption applies. 
 

Purpose of the REF consistency review 
A consistency review may be prepared when a modification is proposed to a project which has a 
determined REF. It helps to identify when a modification would require further environmental 
assessment in accordance with the statutory requirements of the EP&A Act and the EPBC Act.  
 
The purpose of the consistency review is to: 
• Describe the determined project and the proposed modification 
• Review the potential environmental impacts of the proposed modification against the 

environmental impacts of the determined project 
• Decide whether or not the proposed modification is consistent with the determined project 
• Based on the findings of the consistency review, identify any further environmental impact 

assessment, environmental management requirements and/or modifications to other approvals 
licences etc. 

 
The outcome of the consistency review is to identify which of the following three categories a 
proposed modification/change fits into and therefore the assessment requirements. Note that the 
term ‘determined project’ refers to the determined REF (including any submissions report) and any 
determined addendums for the project: 
 
1. The proposed change would result in a radical transformation of the determined project. In this 

case the change constitutes an entirely new project rather than a modification and will require 
completion of a separate environmental impact assessment. The EM advises on the 
appropriate planning pathway (for example assessment via a new REF or Environmental 
Impact Statement) and seeks advice from the Senior Environmental Specialist (Planning and 
Assessment) where necessary. 

 
2. The proposed modification is not a radical transformation of the determined project and would 

reduce the overall environmental impacts of the determined project. In this case the 
modification is consistent with the determined project and is exempt from further environmental 
impact assessment under Part 5 of the EP&A Act. Modification may still be required for other 
approvals/consents (eg lease, licence or easement conditions).  

 
3. The proposed modification is not a radical transformation of the determined project but would 

not reduce the overall environmental impacts of the determined project. In this case the 
proposed modification is to be subject to an addendum environmental impact assessment 
under Part 5 of the EP&A Act. The EM (or their delegate) identifies the appropriate addendum 
template to be used (from Resources 19 to 23) and any requirements under the EPBC Act. 
Modifications may also be required for other approvals/consents (eg lease, licence or 
easement conditions). 

 
Discussions with the PM and EM (or their delegate) may provide adequate information to allow the 
EM (or their delegate) to provide advice on which category applies without the need for preparation 
of a consistency review. 
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Who prepares the consistency review 
The need for a consistency review usually arises during the detailed design stage or the 
construction stage. In this case the existing contracted party (such as the contractor for preparation 
of the REF/submissions report, CEMP documentation, detailed design contractor or the LEA) is 
usually best placed to prepare the REF consistency review. A new contract may also be raised to 
resource the preparation of the REF consistency review, or the Roads and Maritime project 
manager may prepare the consistency review with advice from the Roads and Maritime LEA. 
 

Preparing the consistency review  
The consistency review should be prepared using Resource 18 - REF consistency review 
template. Notes on writing the report and standard text have been included in the template 
document. 
 

Preparing the addendum assessment 
An addendum Part 5 assessment is prepared using Resource 19 – Addendum REF (roads) 
template or Resource 20 – Addendum REF (maritime) template.  
 
Notes on writing the assessment and standard text are included in the template documents.  
 
Generally follow steps 1 to 4 of this procedure for contracting an addendum REF preparer and 
preparing and finalising a Part 5 assessment (ie the addendum REF and, if relevant, a submissions 
report). Contact the LEA for further guidance if required. 
 
Addendum REFs may be required for a small modification, such as an additional compound site, or 
a larger modification such as changes to bridge design or interchange layout. As such, the 
addendum REF template has been designed to be flexible. The table of contents, level of detail 
and extent of assessment provided in the addendum REF is to be adapted for the scope of each 
modification and the complexity of environmental impacts. Guidance is provided to indicate where 
heading titles and associated information may not be required. 
 
Where the required information can be found in the REF or submissions report for the determined 
project, it is adequate to provide a reference in the addendum REF to the relevant section of the 
other document, rather than repeating the information. Where the addendum REF would be placed 
on public display however, it is to be prepared to minimise the need for the reader to refer to 
separate documentation such as the project REF or submissions report. 
 

Determining the addendum REF 
The decision making process for the addendum REF is documented using Resource 21 – 
Addendum REF decision memo (roads) template or Resource 22 – Addendum REF decision 
memo (maritime) template. Refer to Step 5 of this procedure for guidance on determining a Part 5 
assessment. 

2.6.4 Step 6 resources 

Resource 18 REF consistency review template 

Resource 19 Addendum REF (roads) template 

Resource 20 Addendum REF (maritime) template 

Resource 21 Addendum REF decision memo (roads) template 

Resource 22 Addendum REF decision memo (maritime) template 

 

Project REF procedure 
Printed copies of this document are uncontrolled 

53 



Resource 1 

REF program framework
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Resource 2 

Decision not to display memo template 
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Resource 3 

REF brief template
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Resource 4 

Project REF template (roads) 
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Resource 5 

Project REF template (maritime) 
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Resource 6 

ISEPP and/or Sydney Harbour SREP consultation letter template 
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Resource 7 

Growth Centres SEPP consultation letter template 
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Resource 8 

Non-statutory consultation letter template 
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Resource 9 

REF review checklist template 
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Resource 10 

Approval to display REF memo template 
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Resource 11 

No submissions report approval memo template 
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Resource 12 

Submissions spreadsheet template 

Project REF procedure 
Printed copies of this document are uncontrolled 



 

Resource 13 

REF submissions report template 
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Resource 14 

Submissions report approval memo template 
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Resource 15 

REF decision memo (roads) template 
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Resource 16 

REF decision memo (maritime) template 
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Resource 17 

REF respondent notification letter template 
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Resource 18 

REF consistency review template 
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Resource 19 

Addendum REF (roads) template 
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Resource 20 

Addendum REF (maritime) template 
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Resource 21 

Addendum REF decision memo (roads) template 
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Resource 22 

Addendum REF decision memo (maritime) template 
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Your comments and suggestions to improve this or any of the EIA guidelines may be sent to: 
 
Environmental Policy, Planning and Assessment 
Environment Branch, Roads and Maritime Services 
Email: EIAprocedures@rms.nsw.gov.au 
 
Or contact the Senior Environmental Specialist (Planning and Assessment) 
T: 8588 5726
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