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1.1 POLICY REGISTER

co

Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer
Date of Approval: 21 April 2015

Amended: 17 October 2017

Objective: The purpose of policy documents is to enable the effective and efficient management of
Council resources and to assist staff and Council to achieve an equitable decision making
process.

Written policies also enable the community to be aware of the reasoning behind
administrative and Council decisions, and to be familiar with the philosophy behind
individual decisions.

Policy: The CEO shall maintain a register of all policy decisions in a loose leaf binder which
enables updating when amendments occur and copies of the register will be available for
public inspection and use by staff. Changes to Council policy shall only occur through a
notice of motion by an elected member or by a specific agenda item setting out details of
the amendment.

The register will be reviewed annually to ensure that policies are consistent with Coun c i | 6 s
current policy position.
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Policy Owner: Governance and Compliance

Person Responsible: Chief Executive Officer

Date of Approval: 31 March 1989

Amended: 21 April 2015; 17 October 2017, 20 October 2020

Objective: To provide a high quality service to all stakeholders in the Shire of Corrigin for all
communications regarding Council business.

Policy: The Shire of Corrigin is committed to ensuring fairness and equity and that the community
is kept informed on matters before Council, whilst providing a friendly, helpful and
respectful professional service. Effective communication is a key to ensuring that these
principles of operation are met. All communication regarding Council business from a
member of staff or an elected member shall be at all times courteous, clear and
professional.

Correspondence will be managed within the protoc o | contained ewirdshi n
management system and will comply with the requirements of the State Records Act 2000
and the State Records Principles and Standards 2002.

Correspondence Received

All external written correspondence will be date stamped and entered to the Shire of
Corrigin records management system. Once distributed to the appropriate member of
staff they are required to respond within a reasonable timeframe.

Facsimiles and electronic mail (Email) will be treated as written correspondence.

The CEO, in consultation with staff, shall determine which items of correspondence will be
presented to Council.

Presidential Correspondence

Presidential correspondence will be issued on Shire of Corrigin letterhead. A file copy
shall be maintained in the appropriate file(s), together with originating correspondence. In
instances where the President is providing technical information to correspondents, the
appropriate officer will draft the correspondence, or that section of correspondence.

Elected Member Correspondence i incoming

1) All correspondence received by the Shire of Corrigin is deemed as Shire of Corrigin
correspondence, unless:
a) itis addressed to an elected member by name; and
by it is marked fAPrivate and Confidential 0
c) it has no reference to the Shire of Corrigin as part of the address or addressee.

2) In all cases where correspondence is described in Item 1 complies with 1a, b or c,
above, it will be left unopened on the elected members desk.

3) On all occasions where correspondence bearing an electedme mber 6 s name |
received and does not comply with Item 1a, b, c, it will be opened by administration.

4) The above items are conditional upon total compliance with all telecommunications
and Australian postal regulation and laws.

In cases when the contents makes reference to matters that are deemed as requiring

attention by administration, a reference note will be added to the correspondence by an
appropriate administration officer, marked for the electedme mber 6 s attenti on
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note will detail the action to be taken by the appropriate department, with particular
reference to Item 3 above only.

Stationery
The Shiredéds stationery and equipment, inclu
used for election purposes.

Communication between Elected Members and Staff

In order to facilitate effective use of staff resources, all enquiries and requests from
elected members shall be directed to the CEO. Where the request entails the use of Shire
resources (human or physical) to an extent which may impact on the effective
management of the Shire, the request is to be referred to the CEO for determination. The
CEO will discuss such requests with the originating elected member to determine the
extent of information or action required.

The CEO may subsequently refer the matter to Council for determination should a
resolution not be achieved.

Communication between elected members and staff will in general be governed by the
Code of Conduct.

Media Contact

In accordance with the Local Government Act 1995, the spokesperson for the Council is

the Shire President, and wi tCGEOtwhoemapPhee si dent
authorised to make a statement on behalf of the Shire.

The Shire President and the CEO are permitted to make media releases prior to minutes
being confirmed and made public.

Publications
Publications produced by the Shire will be available for residents and ratepayers from the
administration centre and Council website.

All publications are available on request in alternative formats.

Advertising

All statutory advertisements requiring local public notice shall be published in The West
Australian and also be published in The Windmill, unless in the opinion of the CEO, this is
not practicable for the purposes of meeting time frames and required deadlines.

Public notices will also be posted on notice boards at the Corrigin Community Resource

Centre, Main street noticeboards and the Shire Administration Centre as well as on the
Shire of Corrigin website.
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Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 15 November 2000

Amended:

21 April 2015

Objective:

Policy:

This policy aims to protect the interests of individual elected members and employees
(including past members and former employees) where they become involved in civil legal
proceedings because of their official functions. In most situations the Shire may assist the
individual in meeting reasonable expenses and any liabilities incurred in relation to those
proceedings.

In each case it will be necessary to determine whether assistance with legal costs and
other liabilities is justified for the good government of the Shire of Corrigin.

Payment Criteria

There are four major criteria for determining whether the Shire of Corrigin will pay the

legal representation costs of an elected member or employee. Including:

a) the legal representation costs must relate to a matter that arises from the
performance, by the elected member or employee, of his or her functions;

b) the legal representation cost must be in respect of legal proceedings that have, or
may be, commenced,

c) in performing his or her function, to which the legal representation relates, the elected
member or employee must have acted in good faith, and must not have acted
unlawfully or in a way that constitutes improper conduct; and

d) the legal representation costs do not relate to a matter that is of a personal or private
nature.

Legal Representation Costs that may be approved

If the criteria in clause 1 of this policy is satisfied, the Shire of Corrigin may approve the

payment of legal representation costs i

a) where proceedings are brought against a council member or employee in connection
with his or her functions i for example, an action for defamation or negligence arising
out of a decision made or action taken by the council member or employee; or

b) to enable proceedings to be commenced and/or maintained by a council member or
employee seeks to take action to obtain a restraining order against a person using
threatening behaviour to the council member or employee; or

c) where exceptional circumstance are involved i for example, where a person or
organisation is lessening the confidence of the community in the local government by
publicly making adverse personal comments about council members or employees.

The Shire of Corrigin will not approve, unless under exceptional circumstances, the

payment of legal representation costs for a defamation action, or a negligence action,
instituted by a council member or employee.
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Application for Payment
A council member or employee who seeks assistance under this policy is to make an
application(s), in writing, to the council or the CEO.

The written application for payment of legal representation costs is to give details of i

a) the matter for which legal representation is sought;

b) how that matter relates to the functions of the council member or employee making
the application;

c) the lawyer (or law firm) who is to be asked to provide the legal representation;

d) the nature of legal representation to be sought (such as advice, representation in
court, preparation of a document etc.);

e) an estimated cost of the legal representation; and

f) why it is in the interests of the Shire of Corrigin for payment to be made.

The application is to contain a declaration by the applicant that he or she has acted in
good faith, and has not acted unlawfully or in a way that constitutes improper conduct in
relation to the matter to which the application relates.

As far as possible, the application is to be made before commencement of the legal
representation to which the application relates.

The application is to be accompanied by a signed written statement by the applicant that

he or she i

a) has read, and understands, the terms of this policy;

b) acknowledges that any approval of legal representation costs is conditional on the
repayment provisions of clause 6 and any other conditions to which the approval is
subject; and

c) undertakes to repay to the Shire of Corrigin any legal representation costs in
accordance with the provisions of clause 6.

In relation to clause 3.5(c), when a person is to be in receipt of such monies the person
should sign a document which requires repayment of those monies to the local
government as may be required by the local government and the terms of the policy.

An application is also to be accompanied by a report prepared by the CEO or, where the
CEO is the applicant, by an appropriate employee.

Legal Representation Costs T Limit
The council in approving an application in accordance with this policy shall set a limit on
the costs to be paid based on the estimated costs in the application.

A council member or employee may make a further application to the council in respect of
the same matter.
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Council 6s Powers
The council may i

a) refuse;

b) grant; or

c) grant subject to conditions,
d) an application for payment of legal representation costs.

Conditions under clause 5.1 may include, but are not restricted to, a financial limit and/or
a requirement to enter into a formal agreement, including a security agreement, relating to
the payment, and repayment, of legal representation costs.

In assessing an application, the council may have regard to any insurance benefits that
maybe available to the applicant under the
e mp | o ynsueascé policy or its equivalent.

The council may at any time revoke or vary an approval, or any conditions of approval, for
the payment of legal representation costs.

The council may, subject to clause 5.6, determine that a council member or employee

whose application for legal representation costs has been approved has, in respect of the

matter for which legal representation costs were approved i

a) not acted in good faith, or has acted unlawfully or in a way that constitutes improper
conduct; or

b) given false or misleading information in respect of the application.

A determination under clause 5.5 may be made by the council only on the basis of, and
consistent with, the findings of a court, tribunal or inquiry.

Where the council makes a determination under clause 5.5, the legal representation costs
paid by the Shire of Corrigin are to be repaid by the council member or employee in
accordance with clause 6.

Repayment of Legal Representation Costs

A council member or employee whose legal representation costs have been paid by the

Shire is to repay the Shire of Corrigin i

a) all or part of those costs i in accordance with a determination by the council under
clause 5.7;

b) as much of those costs as are available to be paid by way of set-off i where the
council member or employee receives monies paid for costs, damages, or settlement,
in respect of the matter for which the Shire of Corrigin paid the legal representation
costs.

The Shire of Corrigin may take action in a court of competent jurisdiction to recover any
monies due to it under this policy.

7|Page
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Policy Owner: Corporate and Community Services
Person Responsible: Chief Executive Officer

Date of Approval: 15 August 2006

Amended: 21 March 2016, 19 October 2021

Objective: To set guidelines for recognition of core operational hours and extended hours worked by
staff in the course of normal and additional duties in a consistent manner across the
organisation.

Policy: The Shire Administration Officer shall be open to the public from 8.30am to 4.30pm,
Monday to Friday.

The Corrigin Community Resource Centre shall be open to the public from 8.30am 1
4.30pm Monday to Friday.

All with the exception of public holidays.
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1.5 OFFICE CLOSURE i CHRISTMAS/NEW YEAR PERIOD
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Policy Owner: Corporate and Community Services
Person Responsible: Chief Executive Officer

Date of Approval: 19 October 2010

Amended: 21 April 2015

Objective: This policy is for the authorisation for the Council facilities, i.e. administration, works and
services, to close over the Christmas and New Year period.

Policy: The Shire Administration Office, Corrigin Community Resource Centre and Works Depot
will be closed at a suitable time agreed to by the CEO on the last working day before
Christmasandrecopen on the first working day foll o
holiday.

Shire staff will be required to use leave entitlements during this closure period for those
days that are not designated public holidays.

Shire staff will be provided with notification of the closure period at least four weeks prior,
as per the Local Government Industry Award 2010.

9| Page



SHIRE OF

RRIGIN

1.6 LIQUOR PERMITS
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Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer
Date of Approval: 31 March 1989

Amended: 21 April 2015; 17 October 2017
Objective: To enable the effective and efficient issuing of Liquor Permits within the Shire of Corrigin.
Policy: The Council will delegate to the CEO, authority to approve or reject applications to

consume liquor in Council buildings or on Council controlled reserves without reference to
Council. All applications to consume liquor are to be in writing, meet the condition of the
Liquor Control Act 1988 and addressed to the CEO.
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1.7 FREEMAN T GUIDELINES FOR APPOINTMENTS

co

Policy Owner: Governance and Compliance
Person Responsible: Executive Support Officer
Date of Approval: 27 October 2009

Amended: 21 April 2015

Objective: To enable Council to honour exceptional individuals who have served the community in
an outstanding and meritorious manner that stands above the service and contribution of
most other persons in provision of benefits to the community and advancing the interests
of the Shire of Corrigin.

Policy: Council may, subject to eligibility and selection criteria of this policy being met, decide to
confer the title of AFreeman of the Shire o
exceptional service to the Shire of Corrigin community. This prestigious honour will not
be awarded regularly, but only on rare and exceptional occasions.

The award is in title only 1 no financial benefit is attached to the award. Recipients are
however invited to significant Shire of Corrigin events.

The process for nominating and selecting a person and awarding the title is as follows:

Award Criteria:

A person may be nominated for the honorary
under the following circumstances:

1  They will have identifiable and long standing connections with the community in the

Shire of Corrigin and have made an outstanding, significant and meritorious

contribution to the Shire and community across a range of endeavours.

Their exceptional service is a matter of public record.

Their endeavours will have benefited the community of the Shire of Corrigin, Australia
and humanity.

E
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Process of Nomination:

1
1

1
1
1

T

Nominations will be considered infrequently or as the need is identified by Council.

A nomination may be submitted by any person at any time, provided that nomination
is in writing and addresses the criteria for the award.

A nomination must be sponsored by an elected member and supported in writing by
at least 2 other elected members.

A nominee must not be made aware of their nomination.

Any nominations received will be validated and the findings presented at a meeting of
Council behind closed doors, with recommendations to approve/not approve a
nominee for the award. The decision will be based on a simple majority vote.
Acceptance of the award must be determined prior to being conferred.

Entitlements:

1 Any person who has the honour of Freeman bestowed may refer to themselves as
Freeman of the Shire of Corrigin.

1 The Freeman will be presented with a special name badge and framed certificate at a
function to be hosted by Council to acknowledge their Freemanship.

1 The Freeman shall be invited to formal civic events and functions held by Council.

1 A photograph and plaque of the Freeman is to be displayed in an appropriate place.

Limitations:

1 Inrecognition of the significance and standing of Freeman consideration should be
given to the number of living persons who hold the title of Freeman of the Shire of
Corrigin at any time.

1 Bestowing of the title Freeman of the Shire of Corrigin carries with it no legal rights or

privileges.
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1.8 FLYING FLAGS

co

Policy Owner: Corporate and Community Services
Person Responsible: Customer Service Officer
Date of Approval: 1 June 2014

Amended: 19 July 2016; 17 October 2017
Objective: This policy aims to be consistent with Australian Government protocols for flying flags.
Policy: The following underpins the policy position:

1 The flying of flags represents an opportunity to demonstrate and foster a sense of pride
in the community.

1 Flag flying should be done with respect and with sensitivity to community expectations.

9  This policy aims to be consistent with Australian Government protocols for flying flags.

FLAGS FLOWN FROM TWO (2) ADMINISTRATION BUILDING FLAGPOLES:
Where flags are flown from only two (2) flagpoles at the Administration Building, these shall
be the Australian National Flag and the Western Australian State Flag.

When facing the Shire Offices from Lynch Street, the Australian National Flag is to be flown
on the left flagpole, with the Western Australian State Flag on the right of the Australian
National Flag. This follows the Australian Protocol and Procedures for flying the Australian
National Flag. The Australian National Flag and the Western Australian State Flag will also
be presented in the Council Chambers in a similar manner.

Australian Aboriginal flag:

Where flags are flown from only two (2) Administration Building flagpoles, and where
requested by the National Aboriginal and Islander Day Observance Committee (NAIDOC),
Council agrees to a temporary Australian Aboriginal flag at the Shire Administration Street
offices during opening hours in NAIDOC week each year.

FLAGS FLOWN FROM THREE (3) ADMINISTRATION BUILDING FLAGPOLES:
Where three (3) flagpoles are available at the Administration Building, these shall be the
Australian National Flag, the Western Australian State Flag and the Australian Aboriginal
flag.

1. Australian Aboriginal Flag means the Aboriginal Flag (designed by Harold Thomas) that has been
proclaimed as a flag of Australia under Section 5 of the Flags Act 1953 (Commonwealth).

When facing the Shire Offices from Lynch Street, the Australian National Flag is to be flown
on the left flagpole, with the Western Australian State Flag centre and the Australian
Aboriginal flag on the right of the State Flag. This follows the Australian Protocol and
Procedures for flying the Australian National Flag.

FLAGS AT HALF MAST:

Flags may be flown at half-mast:

1 at the Shire Office as a sign of mourning at the passing of a local resident or past
resident of the Shire of Corrigin;

1 for a period of up to 2 working days from the time of notification of a local resident or
past residentés deat h wi-rhastortheeayBflithairfuera; | s o
or

1 when directed by the National or State Government; and at the discretion of the CEO
and President.

13| Page



SHIRE OF

ORRIGIN

1.9 LIFE MEMBERSHIP RECOGNITION

ol

Policy Owner: Governance and Compliance
Person Responsible: Executive Support Officer
Date of Approval: 16 June 2004

Amended: 21 April 2015

Objective: To provide guidance on the recognition of community members who receive life
membership from local clubs/groups.

Policy: Council recognises community members who have had life membership bestowed upon
them by an organisation from within the Shire of Corrigin, in the following manner.

Once per year:

1. Invite new recipients and their partners to a presentation ceremony where the
recipients will be presented with a signed certificate from Council, recognising their
valuable contribution to the community.

2. Invite the new recipients and their partners to lunch with Council on meeting day.
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1.10 RECOGNITION OF BIRTHDAYS AND ANNIVERSARIES

co

Policy Owner: Governance and Compliance
Person Responsible: Executive Support Officer
Date of Approval: 15 August 2006

Amended: 21 April 2015

Objective: To provide guidance on the recognition of community members who have reached
milestone birthdays or anniversaries.

Policy: Council recognises community members who have had milestone birthdays and
anniversaries, upon request of a friend or relative. This recognition is in the form of a
certificate signed by the CEO and Shire President.

The milestones to be recognised are:
1 Birthdays 90" and 100"
1 Wedding Anniversaries 50", 60" and 70"
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1.11 COMMON SEAL USAGE POLICY

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer

Date of Approval: 19 July 2016

Amended: 17 October 2017

Objective: To establish the circumstances under which the official Council Common Seal may be
affixed to documents. The application of this policy is to be by Elected Members and the
CEO and any legislative requirements of the Local Government Act 1995 that may be
enforced.

Policy: Affixing the Common Seal

Under section 9.49A of the Local Government Act 1995:

Execution of documents

1)

2)

3)

4)

5)

6)

7)

A document is duly executed by a local government if &

a) the common seal of the local government is affixed to it in accordance with
subsections (2) and (3); or

b) itis signed on behalf of the local government by a person or persons authorised
under subsection (4) to do so.

The common seal of a local government is not to be affixed to any document except
as authorised by the local government.

The common seal of the local government is to be affixed to a document in the
presence of 8

a) the president; and

b) the CEO or a senior employee authorised by the CEO,

each of whom is to sign the document to attest that the common seal was so affixed.

A local government may, by resolution, authorise the CEO, another employee or an
agent of the local government to sign documents on behalf of the local government,
either generally or subject to conditions or restrictions specified in the authorisation.

A document executed by a person under an authority under subsection (4) is not to
be regarded as a deed unless the person executes it as a deed and is permitted to do
so by the authorisation.

A document purporting to be executed in accordance with this section is to be
presumed to be duly executed unless the contrary is shown.

When a document is produced bearing a seal purporting to be the common seal of

the local government, it is to be presumed that the seal is the common seal of the
local government unless the contrary is shown.
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Documents Requiring the Common Seal to be Affixed

The Common Seal is to be affixed only to documents required by Legislation to be
executed using the Common Seal e.g. Transfer of Land Act 1893 or following Council
resolution.

Procedures for the use of the Common Seal
The CEO is responsible for the security and proper use of the Common Seal.

Wording of the Common Seal Clause

If the legislation is silent on the wording of the Common Seal clause then the following
shall apply:

Dated:

The Common Seal of the Shire of Corrigin was hereunto affixed by the authority of a
resolution of the Council in the presence of:

Name of Shire President
Shire President

Name of Chief Executive Officer
Chief Executive Officer
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1.12 INFORMATION PRIVACY POLICY

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 16 October 2018

Amended:

N/A

Objective:

Policy:

To establish clear parameters for the handling of personal data and information

The Shire of Corrigin is committed to protecting any personal information it collects in
order to carry out its activities. The Shire of Corrigin collects personal information relating
to residents, ratepayers and other entities in the course of completing business
transactions such as making and receiving payments and administering and enforcing
under various acts. The purpose of this policy is to guide and support the management of
personal information collected. This includes but is not limited to the management of
databases, correspondence, public submissions, customer requests, planning and
building permits and property records, cemetery records and tender and contract records
that contain personal information.

This policy applies to all Shire of Corrigin employees, councillors, contractors and
volunteers as well as any individual, business or other organisation requesting access to
any personal information collected by the Shire of Corrigin other than which is required by
legislation.

The Shire of Corrigin will only collect personal information that is necessary for the
performance of its functions. In the case of payments by credit card shire staff will
destroy credit card details section of payment authorisation slip as soon as the transaction
has been completed. Credit card details are not to be written down when paying over the
phone and credit cards will not be photocopied.

Shire staff will only use and disclose personal information in accordance with the primary
purpose for which it was collected, or a secondary purpose that a person would
reasonably expect.

Shire staff will take reasonable steps to ensure any personal information held is accurate,
complete and up to date and ensure appropriate avenues are available to individuals to
access and correct their personal information where required.

Reasonable steps will be taken to ensure that any personal information collected is
protected from loss and unauthorised use, access, modification or disclosure.
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Appropriate action will be taken to ensure files, databases and other records are held
securely and may only be accessed by an authorised officer. Any personal information
that is no longer required will be disposed of appropriately.

CORRIGIN

Shire staff will ensure that an individual is granted access to their personal information
upon request and that any request to access personal information complies with the
Freedom of Information Act and follows the processes set out within that Act

Individuals will be offered the opportunity to remain anonymous when dealing with the
Shire of Corrigin where possible such as in surveys.

All staff are responsible for approving, implementing, complying with, monitoring,
evaluating, reviewing and providing advice on this policy and any supporting procedures
and guidelines:

Failure to comply with this Council policy, supporting procedures or guidelines will be
subject to investigation, which may lead to disciplinary action.
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Policy Owner: Corporate and Community Services
Person Responsible: Senior Finance Officer - Rates
Date of Approval: 31 March 1989

Amended: 21 April 2015; 16 October 2018, 21 April 2020

Objective: To provide guidelines and to prescribe the process for the collection of outstanding debts,
recovery of rates and service charges and the charging of interest in relation to those
debts.

Policy: The Shire of Corrigin will:

9 take all appropriate action to ensure the maximum amount of rateable income is
received in any one financial year;

1 recover all outstanding debts, rates and service charges, utilising the relevant
legislation and legal processes, in accordance with the Local Government Act 1995
and Civil Judgements Enforcement Act 2004, and the Guidelines and Policy
Procedures;

1 have regard to individuals Serious Hardship and/or Exceptional
Hardship/Circumstances relating to outstanding debts, rates and service charges,
when administering this Policy, Guidelines and Policy Procedures; and

T consider alll request s difficudties wighenraléng pagnsentefor p e r i
debts or rates and service charges. Such persons will be required to make a written
application to the CEO to enter into a Negotiated Special Payment Arrangement,
detailing their Serious Hardship and/or Exceptional Hardship/Circumstances to
warrant consideration and leniency.

Definitions

In the administration of this policy, the following will apply:

Serious Hardship and/or Exceptional Hardship/Circumstances has no statutory definition
in case law and will normally be at the discretion of the courts to decide if circumstances
warrant leniency. However, many agencies use these terms when considering
applications for leniency. In effect it can mean a level of hardship that will also impact on
innocent parties.

Circumstances will vary in each situation, however there are common elements which can
be considered by a statutory authority/local government. These can include (but not
limited to) the following:

Serious Hardship

Serious Hardship exists when a person is unable to provide adequate food,

accommodation, clothing, medical treatment, education or other necessities for

themselves, their family or other people for whom they are responsible. (Source:

Australian Taxation Office).

Consideration willbegiven as t o whether a personds curr
term, when deciding whether a person is suffering Serious Hardship.

Financial Assets

There are several types of assets that are generally regarded as a normal and reasonable
possession. A person is not expected to sell these to meet a payment. These assets
include a motor veliideloe and Atools of

Also, a person will not be expected to use any cash on hand or in a bank balance which
they need to meet the cost of their basic necessities, to pay a payment.

If a person has assets such as rental property, shares or other investments, this may be
regarded as having the capacity to make the payment, without suffering serious hardship.
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Exceptional Hardship/Circumstances

These cover any unusual or exceptional circumstances that do not qualify as Serious
Hardship, but make it fair and reasonable for a person not to make a payment at a
specific time. If a person considers that there are other special reasons why they should
not have to make their payment, they should specify these in writing to the CEO.

Some examples of what may constitute Exceptional Hardship/Circumstances include (but
not limited to):

1 a serious accident;

1 sudden bereavement within a family;

1 severel/life threatening illness or medical condition;

1 animpact on a dependent or family member who has a serious disability or health
problem and who relies on the affected person for their financial support;
prolonged imprisonment;

1 temporary physical or mental incapacity; or

9 or any other matters considered acceptable by the CEO.

Exceptional Hardship/Circumstances are not limited to the above examples.

Note: The temporary loss of a job will not normally in itself qualify as Exceptional Hardship
unless a convincing case can be put forward that the impact would be so exceptional as
to warrant leniency such as a government direction to shut down or close a business due
to the COVID-19 pandemic.

Negotiated Special Payment Arrangement (NSPA)

A Negotiated Special Payment Arrangement is a non-legal (but binding) arrangement
between the Debtor/Ratepayer and the Shire of Corrigin, whereby the debt/outstanding
money is progressively paid in agreed instalments over a period of time, by amounts that
are mutually agreed between the two parties.

GUIDELINES AND PROCEDURES

Debt Recovery Process

The following process is to be followed for the recovery of rates and service charges.
Legal proceedings will continue until outstanding rates and service charges are paid in full
or otherwise determined by the CEO and/or the Council.

Final Notice

1 Where the rates remain outstanding fourteen (14) days after the due date shown
on the Annual Rates Notice and the ratepayer has not elected to pay by the
instalment option, a Final Notice shall be issued requesting payment in full within
fourteen (14) days.

1 Eligible pensioners registered under the Rates and Charges (Rebates and
Deferments Act) 1992 are exempt as they are entitled to pay by the 30th June
under the legislation.

Notice of Intention to Summons (Demand Letter)

1 Rates remaining unpaid after the expiry date shown on the Final Notice will be
examined for the purposes of issuing a Demand Letter (Notice of Intention to
Summons).

1 The Demand Letter is to be issued within sixty (60) days of the expiry date on the
Final Notice and must specify that the ratepayer has fourteen (14) days to pay in
full or alternatively enter into a special payment arrangement with the Shire of
Corrigin.

9 Failure to enter into an agreed payment arrangement will result in the debt being
referred to a debt collection agency and a General Procedure Claim being issued
without further notice.
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1

Where a Demand Letter has been issued and remains unpaid and the ratepayer
has not elected to enter into an agreed special payment arrangement, a General
Procedure Claim will be issued.

Legal costs and the costs of proceedings will be added to the ratepayers account
upon issue of a General Procedure Claim, in accordance with Section 6.56 of the
Local Government Act 1995.

Ratepayers are required to pay in full or by instalments once they receive a
General Procedure Claim. If they choose to pay by instalments, they must sign the
Admission of Claim on the reverse of the General Procedure Claim and state the
amount they agree to pay for each instalment. This Negotiated Special Payment
Arrangement is subject to acceptance by the Manager Finance. A letter will be
sent to the ratepayer to confirm this arrangement, if accepted.

The signed Admission of Claim must be returned to the Shire of Corrigin for the
Negotiated Special Payment Arrangement to be accepted.

A person who is experiencing difficulty in making a payment, can apply to the
Shire of Corrigin to make a Negotiated Special Payment Arrangement.

When a ratepayer has elected to enter into Negotiated Special Payment
Arrangement and instalments are not paid as per the arrangement or three
consecutive payments are missed, a Default Letter will be issued for payment in
full within fourteen (14) days. Rates remaining unpaid will be issued with a
General Procedure Claim or the Shire of Corrigin may proceed straight to
Enforcement, if a General Procedure Claim has previously been issued.

Following the issue of a Claim and the addition of the costs of proceedings to the
rates assessment, a reasonable offer to discharge a rate account will not be
refused.

If the General Procedure Claim is paid in full before entering into Judgement, then
a Notice of Discontinuance (NOD) may be requested by the ratepayer and granted
at the discretion of the CEO based on the circumstances of each case. The
request must be received in writing and a NOD will only be issued to any
one ratepayer once as a matter of goodwill. No further Notices of Discontinuance
will be issued in any subsequent financial years to that same ratepayer, unless the
Shire of Corrigin is advised circumstances.

If a General Procedure Claim proceeds to Judgement and was not issued in error,

then the matter will not be granted a Notice of Discontinuance, nor permission
granted to have the matter set aside.

Non-Service of General Procedure Claim

)l

When a General Procedure Claim is unable to be served, the Baliliff may advise
whether the property is a rental property or may provide an alternative address for
the General Procedure Claim to be re-issued. In the case of a rental property, the
Managing Agent will be contacted to ascertain the owner/s new residential
address. If the Managing Agent is responsible for payment of rates, then a Rates
Notice will be re-issued to the managing agent for payment in full within fourteen
(14) days.

If a new address is supplied for the owner/s of the property, the address will be
recorded and a Rates Notice re-issued for payment within fourteen (14) days. If
payment is not received, the General Procedure Claim will be re-issued to the new
address.

Where an owner resides in a property which cannot be accessed by the Bailiff or
the property is vacant, a skip trace will be completed to verify the residential
address of the owner. If required, a Substituted Service Claim can be filed at court
to have the General Procedure Claim issued via post to the verified residential
address of the owner.
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9 Property Sale and Seizure Order

I Where a General Procedure Claim has been issued and served and the amount
remains outstanding fourteen (14) days after the issue date of the Claim, legal
proceedings will continue until payment of rates is received. This includes
Judgement and Enforcement of the Claim. Enforcement of the Claim may include
a Property Sale and Seizure Order of goods and or land.

1 The Property Sale and Seizure Order is at first a Goods Order and if the Property
Sale and Seizure Order is returned Nulla Bona (no goods), then a land warrant will
be issued.

9 If a Property Sale and Seizure Order against goods and or land is proposed to
col l ect outstanding rates due on a proper
obtained before the Property Sale and Seizure Order is lodged.

CORRIGIN

Rates or Service Charges Recoverable in Court (Section 6.56)

9 If arate or service charge remains unpaid after it becomes due and payable, the
local government may recover it, as well as the cost of proceedings, if any, for that
recovery, in a court of appropriate jurisdiction.

1 Rates or service charges due by the same person to the local government may be
included in one writ, summons, or other process.

Seizure of Rent (Section 6.60)

In cases where the owner of a leased or rented property on which rates outstanding
cannot be located, or refuses to settle rates owed, a Notice will be served on the lessee
under the provisions of the Local Government Act 1995 - Section 6.60, requiring the
lessee to pay to the Shire of Corrigin the rent due under the lease/tenancy agreement as
it becomes due, until the amount in arrears has been fully paid.

Sale of Land (Section 6.64)
Where Rates and Service Charges are outstanding for a period of three (3) years or
more, the Council may:

T from time to time lease the land;

M1 sell the land;

1 have the land transferred to the Shire of Corrigin;

1 have the land transferred to the Crown; or

T sell the land as per the Local Government Act 1995 - Section 6.64. Council

approval will be obtained prior to the above course of action being undertaken.

The above action under Section 6.64 of the Local Government Act 1995, will be reported
on a confidential basis to the Council, for approval.

DEBTS (OTHER THAN RATES AND SERVICE CHARGES)
These Guidelines and Policy Procedures will apply to all those invoices raised in respect
of non-rates and service charges debtors.

Debt Management
It is acknowledged that the terms of payment for each invoice may vary depending on the
goods or service rendered to the debtor.

If the invoice is not paid by the due date then the following procedure will take place:
Recovery Procedure
1 A letter or Reminder Notice will be issued advising the debtor that if there exists a
dispute or query to contact the Shire of Corrigin, otherwise payment is expected
within fourteen (14) days of the issue date of the letter;
9 If no response is received from the debtor, then following a review of the
circumstances with the relevant Shire of Corrigin employees involved, a Demand
Notice may be sent to the debtor advising that if payment is not made within
fourteen (14) days of the date of the notice, then further action may be taken to
recover the debt. The debtor will be advised that any additional fees incurred in
recovering the debt will be passed on to the debtor.
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Application for Special Payment Arrangement
Persons experiencing difficulties in paying their debts by the specified date, can apply to
the Shire of Corrigin to enter into a Negotiated Special Payment Arrangement.

Write-Off

1 Once all reasonable attempts to either locate the Debtor or to obtain payment
have failed, or the cost of recovery exceeds the Debt amount the Finance Officer
will submit a written request to the CEO for the invoice to be considered for write
off.

1 Approval will be sought from the CEO and subsequently Council (if required) for
approval for the debt to be written off. Once approval has been received, the
appropriate entries will be made in the Debtors System.

Debt Raised in Error or Debt Adjustment

If a debt has been raised in error or requires an adjustment, then an explanation will be

sought from the Finance Officer. Once this has been received, a credit note request will
be raised which is to be authorised by both the Finance Officer and Deputy CEO, where
applicable.

Other Action Which May be Taken

The following list of actions may also be instituted at the discretion of the CEO, against

defaulting sundry Debtors, who do not respond to normal requests for payment:

Issue a Letter of Demand;

Commencement of Court proceedings to recover the outstanding monies;

Rescinding any seasonal hall/reserve booking licence (if applicable);

Refusing further hire of facilities, private works, etc.;

Requesftr ditpd bonds for future dealings

be used to offset against the outstanding debt;

Offset of any Shire of Corrigin contributions owing to the personal entity against,

any outstanding debt; and

1 Report to the Council to consider cancellation of a Lease Agreement (if
applicable).

= = =4 -8 —a -9

INTEREST ON OVERDUE MONIES

1 Interest will be calculated on the total outstanding debt/rates once it has exceeded
the due date. The rate of interest imposed is that as determined by the Council as
prescribed in the Annual Budget and in accordance with Section 6.13 of the Local
Government Act.

1 Interest will cease to be charged on overdue rates while a Negotiated Special
Payment Arrangement is maintained.

1 Should the ratepayer default in the Negotiated Special Payment Arrangement, the
waiving of the interest will cease and interest, will be calculated from the date that
the rates, or debt default occurred within the Negotiated Special Payment
Arrangement.

APPLICATION FOR A NEGOTIATED SPECIAL PAYMENT ARRANGEMENTS
1 Applicants are required to make a written request for a Special Payment
Arrangement.
1 Following an assessment by the Finance Officer, the Application will be referred to
the Deputy CEO for approval.
1 Inthe event of an Applicant being dissatisfied with the decision of the Finance
Officer/Deputy CEO, they will have access rights for a review to the CEO.

DELEGATED AUTHORITY

The CEO will administer and enforce this Policy, Guidelines and Procedures, in
accordance with the Council Delegated Authority Register.
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2.2 DEBT COLLECTION

Policy Owneroxrporat e

and Community Services
Person Res Dempuitlyl e€hi ef E xSeecnu toirv eF i hfaRhactee sOf f i c e
Date of Ap@drovall:y 2016
Amended: 16 October 2018, 21 April 2020

Objecti vehe purp
ctiv

Pol icy:

ose of this policy is to provide gu
effe e and economicoal egt o oemdures for deb
This is achieved through manageabl e and eff
closely monitoring aged accounts in an atte
unrecoverable debts and to ensure esonsi sten
Debt Management
l nvoices for goods or service rendered to t
date of invoice unless specific regulations
arrangement has been approved.
I nvoicing
A deltr elas ed when the service is provided or
occurs first. Unless there is regulation or
should be produced and payment requested at
beig provided. This praegdymenteduclets ither gd
there wild.l be instances where invoicing and
l nvoices will det ai | payment terms and that
outstanding for 60 days and over. I nterest
to unpaid grants.
I f the invoice is not paid within 60 days o

Recovery Procedur e

T A Statement willofbet e nmomtth tadkviemnidng t h
account is due for payment.

T I'f the debt remains outstanding after 60
advising the debtor to contact the Shire
the invoieepayhmemtwiiss expected within 14
l etter.

T I'f no response is received from the debt
then a Demand Notice wild/l be sent to the
made within 14 days of the date of the n
recoveebt heThe debtor wil.| be dadwiugeadkdt h
recovering the debt wil!/ be passed on to

9 I f there is stild no response received f
Demand, the debt may ben saegnetnctyo. tA ed edneabnt
may not be sent in relation to unpaid gr
should continue to be sent.

A record shall be kept of all attempts to c

unsuccessful

Applicatiah Paym8peéciArrangement
Debtors experiencing difficulties in paying
to the Shire of Corrigin to enter into a Ne
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Wr_i-@ fef
Once all reasonabl ecattemphtes debteirtloer to ob
or the cost of recovery exceeds the debt am
request to the Chief Executive Officer for
Approval wiloim bédes&@€hglttf ®Executive Officer a
required) for approval for the debt to be w
appropriate entries will be made in the deb
Debt Raised iAdjEusiomewmtr Debt
I n the event that s imvercorhags hleedn nraaic e
request imooli @aies®r request to raise credit n
detailing the reason for the teatrioan.anTdhissu pips
authorised by the Chief Executive Officer o
Ot her Action Which May be Taken
The following |ist of actions may al so be i
Of ficer, agaumsryddedttbrisngwdo do not respo
payment :
f Rescind any seasonal hall / reserve bookin
T Refuse further hire of facilities, priva
T Requesftroumnpp bonds for future deal whigsh wint
be used to offset against the outstandin
T Of fset of any Shire of Corrigin contribu
any outstanding debt.
T Report the matter to Council to consider
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T Commencement of

Court proceedings to rec
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2.3 RATEST INSTALMENT OPTION FOR PAYMENT OF RATES AND
CHARGES

CORRIGIN

Policy Owner: Corporate and Community Services
Person Responsible: Senior Finance Officer - Rates
Date of Approval: 21 April 2015

Amended: N/A

Objective To provide guidelines for the collection of rates and charges in accordance with the Local
Government Act 1995.

Policy Ratepayers have the option of paying rates by four (4) instalments. The first instalment
must be made by the due date on the original notice.

Failure to pay the rates in full or choose the instalment option by the due date will deem
rates to be outstanding and if not paid in full will be subject to legal action.

After thirty-five (35) days from the issue of the original rate notice, ratepayers may forfeit
the right to undertake the instalment option provided.
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2.4 RUBBISH SERVICE CHARGE DISCOUNT

Policy Owner:

Corporate and Community Services

Person Responsible: Senior Finance Officer - Rates
Date of Approval: 4 July 2007

Amended: 21 April 2015

Objective: To provide guidelines for the collection of rubbish charges and to delegate authority to the
CEO to apply alternative instalment options, to appoint debt collection agencies and to
comply with all other requirements of the Local Government Act 1995.

Policy: Rubbish Service Charge Discount

A 25% discount will be allowed on the Rubbish Service charge to Pensioner Concession
holders who have registered and are eligible for a rebate on their rates under the Rates
and Charges (Rebates and Deferments) Act 1992.

Where the eligible pensioner is co-owner with a non-pensioner the full discount will still be
allowed and any person who becomes eligible during the rating year will be allowed a pro-
rata discount.

29| Page



SHIRE OF

ORRIGIN

2.5 CHEQUE SIGNATORY/EFT REQUIREMENTS

ol

Policy Owner: Corporate and Community Services
Person Responsible: Senior Finance Officer

Date of Approval: 31 March 1989

Amended: 21 April 2015; 17 October 2017

Objective: To provide guidelines for the signing of cheques and authorisation of Electronic Funds
Transfer (EFT) payments.

Policy: Bank Authority T Specimen Signatures
Following the Shire Elections and when a new Presidenti s el ect ed, Counci
be provided with a list of names and specimen signatures of the President and Officers
authorised to sign cheques and staff make Electronic Funds Transfer payments.

Cheque Signatory/EFT Requirements
Any two of the following Officers/ President may jointly sign cheques and any two staff
members may authorise Electronic Funds Transfer (EFT) payments on behalf of Council:

Chief Executive
Deputy CEO

Senior Finance Officer
President
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2.6 CHARITABLE ORGANISATIONS

co

Policy Owner: Corporate and Community Services
Person Responsible: Senior Finance Officer - Rates
Date of Approval: 21 April 2015

Amended: N/A

Objective: To ensure that organisations claiming an exemption from rates, particularly under the
Local Government Act 1995 Section 6.26 (2) (g) are eligible.

Policy: Each claim for exemption under this section of the Act shall be accompanied by
documentary evidence that the claimant is an approved charitable institution as defined
by the Charitable Collections Advisory Committee.

Council will determine each case on merit through the monthly meeting process.
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2.7 PURCHASING POLICY

Policy Owneroirporate and Community Services

Per sRPRensponsDebduwet:y Chi ef ExSeecnu toirv eF i ifafniccee rQf f i cer

Date of Apg@®r0owalbruary 2007

Amended: 15 December 2016, 17 October 2017, 20 Feb

2020
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1. Purchasing Principles
The following principles, standards and beh
throughagés$s of the purchasing process to en
al l parties:
T full accountability shall be t a
effective and proper expenditur
money ;
T all purchasing practices shal/l
requirements consistent with th
T purchasing is to be undertaken
are tiemptaedi al | vy, honestly and
T all processes, evalwuations and
fully documented in accordance
rel evant |l egi sl ati on;
T any actual or geafceiintedr etnfdr e
appropriately managed; and
T any information provided to the
commetriceioanf i dence and should not
supplier or triedreevant | egi sl a
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2VALUE FOR MONEY

2. Policy

Value for money is determined when the cons
that are assessed to determine the most adyv
Shire.

As such, @wercdsaoineg must be made with greate
| owest price, but also to incorporate qual:.

2. Z2pplication
An assessment of the best value for money o
consider:

1T all relevant Tot al Costs of Ownership (T
costs associated with acquisition, del i v
as but not | imited to holding osts, con
dsposal ;

T the technical merits of the goods or ser
with specifications, contractual ter ms a
assuring quality, including but wmatrleinmiy
of compliances, value adds offered, warrtr
replacement policies, ease of inspection
communications etc.

T financial viability and capacity yt oofs utphp
prospective suppliers in terms of manage
compliance history);

T a strong el ement of competition in the a
contracts. This is achieved by iotbitae ni ng
quotations wherever practicabl e;

T the safety requirements associated with
of fered by suppliers and the evalwuation
and services from suppliers;

T purchasing ecfergoces dmem suppliers that
benefits and good corporate soci al respo

T providing opportunities for businesses w
the opportunity to quote for ppovsidbing. g

BPURCHASI NG REQUI REMENTS

3. Legislative |/ Regulatory Requirements

The requirements that must be complied with
thresholds and processes, are prescribed wi
associated purchasing procedures in effect
4Pol i cy

Purchasi $@5t0hat0 Ob esl ow i n( éxdlabwdivimg u@ST) must
accordance with the purchasing requirements
under ettt bns MPwldclaysi ng

Pur chasiexg eté$at0 , 0t0d0t aln(weaxlchaeadi ng GST) must
Tender when it is determined that a regul at
this Policy is not deemed to be suitable.

3. Purchasing Value Definition
Determining purchasing Vvallbewiagtoohsi dasat

1. Exclusive of Goods and Services Tax (GST)
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m'ﬁ 2. The actual or expected value of a contrac
- . . .
& options to extend; or the extent to whi ch i
ol wil continue to purchase a particular categ
value is or could be reasonably expected to
that if a purchasing threshold i scatagdhreyd avf
goods, services or wor ks, then the purchasi
(includinrg tthreedlremnldee) must apply.
3. Must incorporate any variation to the sco
tolerance o¢f puhehasi gigna al ue.
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3. Fendering

Exemptions
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4RECORDS MANAGEMENT
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O9PANELS ORURRH FI ED SUPPLI ERS

9. 1Pol icy Objectives

I n accordance with Reogall atGoorr2imhkQtofl Fumet i

Regul ationa R®M®&Gluadfi fPreed Suppliers (APanel 0

most of the following factors apply:
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9. Recordkeeping

Records of all communications with Panel me
and al l subsequenthrpwrghh & shees Pmmacked , must be
For the creation of a Panel, this includes:
T The Procurement initiation document such
justifies the need for a Panel to be crea
T Procurement Pl annmiomg memd aap@mowadli ch descr
procurement is to be undertaken to create
T Request for Applications documentati on;
T Copy of public advertisement inviting app
T Copies of applications received;
T Evaluation doduwmnd mtgatcilam,i fiimati ons sought
1T Negotiation documents such as negotiati on
T Approval of award documentati on;
T Al correspondence to applicants notifyin
the Panel such as award | etters;
T ConttaManagement Plans which describes ho
T Copies of framework agreeagmeanti § iendt esruepd liire
The Shire is also to retain itemised record
quotations ome-pa@bvetli €d suppliers and contra
me mber s. A unique reference number shall b
quotation process, which is to also be quot
Contract.
| nf or maht iroeng awidts t o t he Panel of ferings, i nc
the Panel, must be kept up to date, consi st
of ficers and employees of the Shire.
10PURCHASI NG POLI CY NON COMPLI ANCE
ThPurchasing Policy is mandated under the L
Regul ation 11A of the Local Government (Fun
therefore the policy forms part of the [ egi
is regaicedduct business.
Where | egislative or policy compliance i s n
must evidence the rationale and decisi-on ma
compliance.
Purchasing activitieseatersalb écnanciianht ann
which examine compliance with | egislative r
and procedures.
I f -aoompl i ance with; |l egi sl ation, this Purch:
i denti f ibeed rietp omutsetd t o the Chief Executive o
of ficer. A failure to comply with | egislati
with the Code of Conduct when undertaking p
investoga with findings to be considered in
training, experience, seniority and reasona
Where a breach is substantiated it may be t
(a) an opportuni ttyr a@iomri nngddtiad ibbenagr ovi ded;
(b) a disciplinary matter, which may or ma
requirements under the Public Sector N
(c) where the beach iIis also identified as
matter witleld bien raecpcoorr dance with the Col

Mi sconduct Act 2003.
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2.8 REGIONAL PRICE PREFERENCE POLICY

Policy Owner:

Corporate and Community Services

Person Responsible: Deputy Chief Executive Officer, Senior Finance Officer
Date of Approval: 21 June 2016

Amended:

17 October 2017

Objective:

Policy:

To stimulate economic activity and growth in the Shire by maximising the use of
competitive local businesses in supplying goods, services and works purchased or
contracted on behalf of the Shire of Corrigin  (t he O0Shired) .

Legislative Requirements:

This policy sets out the requirements that must be complied with by the Shire for the
implementation and application of a regional price preference when purchasing goods
and/or services through a tender process. The policy is compliant with the Local
Government (Functions and General) Regulations 1996, as the relevant legislation.

A price preference will apply to suppliers who are based in, operate from or source goods
or services from within the Shire Region in relation to all tenders invited by the Shire for
the supply of goods, services and construction (building) services, unless the tender
document specifically states prior to advertising of the tender that this policy does not
apply.

The regional price preference enables tenders to be evaluated as if the proposed tender
bid price were reduced in accordance with permitted price preferences as specified below
in this policy. This policy will operate in conjunction with the purchasing considerations
and procedures for tenders as outlined i
and awarding tender contracts.

Qualifying Criteria:

Regional Tenderer
A supplier of goods or services who submits a tender is regarded as being a regional
tenderer if:

a) that supplier has been operating a business continuously out of premises in the
Region for at least six months before the time after which further tenders cannot be
submitted. This is further defined as follows and the supplier will be required to meet
all of these criteria:

i. the supplier to have a physical business premises (in the form of an office,
depot, shop, outlet, headquarters or other premises where goods or services
are being supplied from), located in the Region. This does not exclude suppliers
whose registered business is located outside the Region but undertake the
business from premises located in the Region;

ii. the physical location of the business premises in the Region has been
operating on an ongoing basis for more than six months prior to the closing
date for the tender;

iii.  abusiness having permanent staff that are based at the business premises
located in the Region;

iv.  management or delivery of the majority of the tendered outcomes will be carried
out from the business premises located in the Region; and

V. the business being registered or licensed in Western Australia; or

b) some or all of the goods or services are to be supplied from regional sources. Goods
and/or services that form a part of a tender submitted may be wholly supplied from
regional sources; or partly supplied from regional sources, and partly supplied from
non-regional sources. Only those goods or services identified in the tender as being

43| Page

n

t



SHIRE OF

CORRIGIN

from regional sources may be included in the discounted calculations that form a part
of the assessments of a tender when the regional price preference policy is in
operation.

In order for the policy to apply, the tenderer is required to provide to the Shire written
evidence within the tender submission which demonstrates compliance with the above
criteria. Tenderers who claim that they will use goods, materials or services supplied from
regional sources in the delivery of the contract outcomes will be required, as part of the
contract conditions, to demonstrate that they have actually used them.

Regional Price Preference Categories
The following levels of regional price preference will be applied (where relevant) to
tenders received from a regional tenderer, as outlined above under this policy:

1 Where the contract is for goods and services: Up to a 10% price preference (to
a maximum price reduction of $50,000 excluding GST) where goods and services
are sourced from within the Shire Region.

1 Where the contract is for construction (building) services: Up to a 5% price
preference (up to a maximum price reduction of $50,000 excluding GST) where
construction (building) services are sourced from within the Shire Region.

1  Where the contract is for goods or services (including construction (building)
services), if the Shire is seeking tenders for the provision of those goods or
services for the first time, due to those goods or services having been, until then,
undertaken by the Shire:

Up to 5% price preference (up to a maximum price reduction of $200,000
excluding GST) where goods or services (including construction (building)
services) are sourced from within the Shire Region

Competitive Purchasing

Whilst price is a competitive consideration in the provision of goods and/or services via
tender, it is only one aspect of the tender evaluation process. Value for money principles,
as described within the Shirebés O6Purchasi
price component in conjunction with the tender selection criteria and requirements in

order to determine value for money. The tender offering the lowest price may not
necessarily be successful.

Terminology

Construction (building) services: is defined as the construction of and improvement to
buildings (including housing) on or over any area of land, lake, river or ocean and any
services related to that activity in the Shire Region.

Goods: include tangible, quantifiable material requirements usually capable of being
moved or transported that are purchased, rented, leased or hired by the Shire.

Region: for the purposes of this policy the Region is specified as the entire geographical
area encompassed within the boundaries of the Shire of Corrigin.

Services: means any task, consultancy, work or advice to be performed or provided that is
procured by the Shire. Included are services such as management consultancies,
outsourcing, maintenance contract/agreement, cleaning, waste removal, equipment
repairs, external auditors, utilities and services, public infrastructure construction and
repair etc.
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2.9 AUTHORISATION TO PURCHASE GOODS AND SERVICES

Policy Owner:

Corporate and Community Services

Person Responsible: Deputy Chief Executive Officer, Senior Finance Officer
Date of Approval: 17 October 2017

Amended: 16 October 2018
Objective: To establish guidelines for the purchasing of goods and services by employees.
Policy: The CEO is permitted to issue orders and purchase all authorised expenditure on

Council 6s behal f .

The following employees are authorised, on delegation by the CEO, to purchase goods
and services:

Deputy CEO $50,000
Manager Works and Services $40,000
Building Maintenance Officer $40,000
Environmental Health Officers $5,000
Pool Manager $5,000
Administration  Officers, Finance  Officers, $1,000
Governance Officers and Community Resource

Centre Coordinator

Purchase Orders

A purchase order is required for all expenditure over $100 and will only be raised for items
within a budget. The CEO or Deputy CEO may authorise expenditure without a purchase
order for services that may include but not limited to the following: utilities, insurance
premiums, subscription renewals, general service charges and the like.

The following information is to be included on the Purchase Order:

Date Requested.

Requesting Officer.

Contact details of supplier.

Description of goods including quantity.

General ledger code (request code from Finance Officer if not known).
Date required by if applicable.

Include supporting information e.g. Council resolution in support of request,
delivery location, date required etc.

9 Details of verbal or written quotations or tender.

E N I ]

Evidence of requested quotes should be maintained such as names, telephone numbers,
email addresses and written correspondence.

Quotes for goods and services may be selected based for reasons other than price alone,
such as previous good service, availability and reliability. Recording the reasons for
selection is required to demonstrate the probity of all purchasing decisions. Quotes and
supporting documentation should be attached to the purchase order and forwarded to the
Finance Officer.
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9| 2.10 BUDGET CONSIDERATION/PREPARATION AND COMMUNITY GRANTS
PROGRAM
Policy Owner: Corporate and Community Services

Person Responsible: Deputy Chief Executive Officer, Senior Finance Officer
Date of Approval: 6 November 2002

Amended: 21 April 2015; 17 October 2017; 16 October 2018, 20 October 2020
Objective: To provide guidelines for the timely management of the budget adoption process.
Policy: Public consultation and budget expenditure requests from Elected Members, community

groups and individuals will commence in March each year, with a closing date for such
requests being April.

The Community Grants Program (CGP) provides funding support to enable Corrigin
community based organisations to develop projects that increase participation and benefit
the community.

Budget workshops with Councillors are to be held in the months prior to budget adoption
presenting the draft budget with final adoption prior to 31 August.

Advertising
The request for inclusion in the Annual budget will be advertised in January in the
Windmill, Shire website and social media.

Selection Criteria
Each application will be assessed against the following criteria:
91 Does the project meet a community need?
9 Does the project benefit a sufficiently broad, or diverse, target group?
1 Does the organisation have the capacity to undertake and manage the project?
9 Does the application represent value for money?
9 Collaborative community wide projects are encouraged

Eligible Projects may include:
1 Costs associated for public events or functions in Corrigin;
9 Purchase of equipment required for the ongoing operations of a club or
community group, e.g. shade tent, tables, chairs etc.; and
1 In kind works and services to a community event or project or for upkeep of
leased Council property, e.g. tree lopping.

Ineligible Projects

The following items will not be funded
T Assi stance towards Council s rates or
1 Assistance towards financial operating costs of the applicant e.g. rent, staff

wages, utility costs, insurance, stationery, etc;

Food, drinks and alcohol;

Interstate and overseas travel;

Conference attendance;

Projects that have already commenced,

Projects not based in Corrigin;

Projects that duplicate an existing or similar project/service within the community;

or

1 An item benefiting an individual.

= =4 =8 -8 -8 9
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Who can apply?
Eligible groups and organisations must be:
1 An incorporated not-for-profit organisation; or
9 An unincorporated not-for-profit organisation, applying through the auspice of a
not- for-profit incorporated body or a local government authority.

Who can not apply?
1 An unincorporated organisation without an auspice arrangement;
T An individual;
1 A commercial for profit organisation;
9 Organisations that have not provided an acquittal from previous CGP
applications are ineligible to apply until the required documentation has been
submitted.

Administration of Financial Assistance
Financial assistance approvals shall be administered in accordance with the following:

1 Where financial assistance is approved by Council for projects that are
dependent upon funding from an outside source, eg: Department of Local
Government, Sport, Recreation and Attractions; Lotterywest etc, and that funding
application is unsuccessful, then the funds may be withdrawn and made
available to other community organisations.

1 Where funding from an outside source is approved, Council financial assistance
(as approved) shall be paid to the applicant, on receipt of and up to the value of
paid invoices, statements or receipts.

1 Where approved financial assistance is not claimed by 31 May of the financial
year in which the grant was approved the funding is considered as not required
and the organisation will have to re-apply in the next funding year.

1 Where requests for financial assistance are received outside the deadline for
receipt of applications they shall not be accepted or considered and the
applicants will be advised accordingly.

1 Projects that are able to demonstrate benefits to the wider community will be
preferred. Those projects that can demonstrate contributions from the community
or community groups will be preferred.

1 Projects requesting funding for salary costs, administration support and recurring
expenditure areineli gi bl e for support and wonot be
Council 6s decision is final and applica
Applicants are permitted to only apply successfully for one round in each
financial year.

=a =

Timeframe
All applicants will be notified of the outcome of their application within one month of
Council 6s decision regarding budget request

Acquittal process and outcomes

As part of the acquittal process grant recipients will be required to provide
supporting documentation in the form of receipts and a brief report on the project
to the Shire of Corrigin, within 30 days of project completion.

This information will be presented to Council by the CEO or DCEO.
Failure to complete the acquittal will disqualify the applicant for future funding.
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2.11 INVESTMENT OF FUNDS

Policy Owner: Corporate and Community Services

Person Responsible: Deputy Chief Executive Officer, Senior Finance Officer
Date of Approval: 17 August 2010

Amended: 21 April 2015; 16 October 2018

Objective: To invest the Shire of Corriginds surplus f
favourable rate of interest available to it at the time, for that investment type, while
ensuring that its liquidity requirements are being met.

Policy: Legislative Requirements
All investments are to comply with the following:
1 Local Government Act 19951 Section 6.14;
1 The Trustees Act 1962 i1 Part lll Investments;
1 Local Government (Financial Management) Regulations 1996 i Regulation 19,
Regulation 28 and Regulation 49
9 Australian Accounting Standards

Delegation of Authority

Authority of the implementation of the Investment of Funds Policy is delegated Council to

the CEO in accordance with the Local Government Act 1995. The CEO may in turn

delegate the day-to-d ay management of CounDepltyfCEO dnchv e st |
other Finance Officers subject to regular reviews.

Prudent Person Standard

The investment will be managed with the care, diligence and skill that a prudent person
would exercise. Officers are to manage the investment portfolios to safeguard the
portfolios in accordance with the spirit of this Investment of Funds Policy, and not for
speculative purposes.

Approved Investments

Without approvals from Council, investments are limited to:
1 State/Commonwealth Government Bonds;

1 Interest bearing deposits;

1 Bank accepted/endorsed bank bills;

1 Commercial paper; and

1 Bank negotiable Certificate of Deposits.

Investments may only be made with authorised institutions.

Definition of an Aauthorised institutiono i
An authorised deposit-taking institution as defined in the Banking Act 1959

(Commonwealth) section 5; or

The Western Australian Treasury Corporation established by the Western Australian

Treasury Corporation Act 1986.

Prohibited Investments

Investments which are not allowed are as follows:

1 Deposits with an institution except an authorised institution;

1 Deposits for a fixed term of more than 12 months;

1 Bonds that are not guaranteed by the Commonwealth Government, or a State or
Territory Government;

Bonds with a term to maturity of more than 3 years;

Foreign currency.

=a =
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Risk Management Guidelines

Investments are restricted to bank and WA Treasury investments only. The term of the
investment will be based on forward cash flow requirements to ensure investment return
on available surplus funds.

Reporting and Review

A monthly report will be provided to Council in support of the monthly financial report.
The report will detail the investment portfolio in terms of performance, percentage of
exposure of total portfolio, maturity date and changes in market value, and enable the
identification of the: i

1 nature and location of all investments; and

1 transactions related to each investment.

Documentary evidence must be held for each investment and details thereof maintained
in an Investment Register.

Certificates must be obtained from the financial institutions confirming the amounts of
i nvestments held on Council 6s b e hledltofthea s
Investment Register.
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2.12 ASSET ACCOUNTING CAPITALISATION THRESHOLDS

Policy Owner: Corporate and Community Services

Person Responsible: Deputy Chief Executive Officer, Senior Finance Officer

Date of Approval: 18 August 2009

Amended: 21 April 2015; 16 October 2018, 20 October 2020
Objective: To establish minimum threshold values for capitalisation.
Policy: The following capitalisation thresholds for each classification of property, plant, equipment

and infrastructure assets apply:

Land $Nil

Buildings $5,000
Plant and Equipment $5,000
Furniture and Equipment $5,000
Infrastructure T Roads $5,000
Infrastructure i Drainage $5,000
Infrastructure 1 Parks and Gardens $5,000
Infrastructure i Footpaths $5,000
Infrastructure T Other $5,000

*Airports have various components, such as building, plant and equipment and the
thresholds applicable to these components should be applied to each component.
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2.13 SIGNIFICANT ACCOUNTING POLICIES

Policy Owner:
Person Responsible: Deputy Chief Executive Officer
Date of Approval: 21 April 2015

Corporate and Community Services

Amended: 16 October 2018, 20 October 2020

Objective: To establish financial management procedures which provide full compliance with all local
government statutory requirements and accepted accounting policies.

Policy: The significant accounting policies which have been adopted in the preparation of the

@)

(b)

financial report are:

Basis of Preparation

The financial report is a general purpose financial report which has been prepared in
accordance with Australian Accounting Standards (as they apply to local governments
and not-for-profit entities) and Interpretations of the Australian Accounting Standards
Board, and the Local Government Act 1995 and accompanying regulations.

The Local Government (Financial Management) Regulations 1996 take precedence over
Australian Accounting Standards. Regulation 16 prohibits a local government from
recognising as assets Crown land that is a public thoroughfare, such as land under roads,
and land not owned by but under the control or management of the local government,
unless it is a golf course, showground, racecourse or recreational facility of State or
regional significance. Consequently, some assets, including land under roads acquired on
or after 1 July 2008, have not been recognised in the financial reports. This is not in
accordance with the requirements of AASB 1051 Land Under Roads paragraph 15 and
AASB 116 Property, Plant and Equipment paragraph 7.

Accounting policies which have been adopted in the preparation of financial reports have
been consistently applied unless stated otherwise. Except for cash flow and rate setting
information, the reports have been prepared on the accrual basis and are based on
historical costs, modified where applicable, by the measurement at fair value of selected
non-current assets, financial assets and liabilities.

On July 2020 the following new accounting standards are adopted:

- AASB 1059 Service Concession Arrangements: Grantors
- AASB 2018-7 Amendments to Australian Accounting Standards i Materiality

AASB 1059 Service Concession Arrangements: Grantors is not expected to impact the
financial reports.

Specific impacts of AASB 2018-7 Amendments to Australian Accounting Standards i
Materiality, have not been identified.

Critical Accounting Estimates

The preparation of a financial report in conformity with Australian Accounting Standards
requires management to make judgements, estimates and assumptions that effect the
application of policies and reported amounts of assets and liabilities, income and
expenses.

The estimates and associated assumptions are based on historical experience and
various other factors that are believed to be reasonable under the circumstances; the
results of which form the basis of making the judgements about carrying values of assets
and liabilities that are not readily apparent from other sources. Actual results may differ
from these estimates.
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(c)

(d)

(€)

()

9)

(h)

0)

The Local Government Reporting Entity

All funds through which the Council controls resources to carry on its functions have been
included in the financial statements forming part of the financial reports.

In the process of reporting on the local government as a single unit, all transactions and
balances between those funds (for example, loans and transfers between Funds) have
been eliminated. All monies held in the Trust Fund are excluded from the financial
statements, but a separate statement of those monies appears as a note to the financial
report.

Grants, subsidies and contributions
Operating grants, subsidies and contributions are grants, subsidies or contributions that
are not non-operating in nature.

Non-operating grants, subsidies and contributions are amounts received for the
acquisition or construction of recognisable non-financial assets to be controlled by the
local government.

Fees and Charges Revenue (other than service charges) from the use of facilities and
charges made for local government services, sewerage rates, rentals, hire charges, fee
for service, photocopying charges, licences, sale of goods or information, fines, penalties
and administration fees.

Interest Earnings

Interest income is calculated by applying the effective interest rate to the gross carrying
amount of a financial asset except for financial assets that subsequently become credit-
impaired.

For credit-impaired financial assets the effective interest rate is applied to the net carrying
amount of the financial asset (after deduction of the loss allowance).

Interest income is presented as finance income where it is earned from financial assets
that are held for cash management purposes.

Cash and Cash Equivalents

Cash and cash equivalents include cash on hand, cash at bank, deposits available on
demand with banks and other short term highly liquid investments with original maturities
of three months or less that are readily convertible to known amounts of cash and which
are subject to an insignificant risk of changes in value and bank overdrafts. Bank
overdrafts are reported as short term borrowings in current liabilities in the statement of
financial position.

Restricted Assets

Restricted asset balances are not available for general use by the local government due
to externally imposed restrictions. Externally imposed restrictions are specified in an
agreement, contract or legislation. This applies to reserves, unspent grants,  subsidies
and contributions and unspent loans that have not been fully expended in the manner
specified by the contributor, legislation or loan agreement.

Other Financial Assets at Amortised Cost
The Shire classifies financial assets at amortised cost if both of the following criteria are
met:
- the asset is held within a business model whose objective is to collect the
contractual cashflows, and
- the contractual terms give rise to cash flows that are solely payments of principal
and interest.
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(k)

0

Financial assets at fair value through profit and loss
The Shire classifies the following financial assets at fair value through profit and loss:
- debt investments which do not qualify for measurement at either amortised cost or
fair value through other comprehensive income.
- equity investments which the Shire has not elected to recognise fair value gains
and losses through other comprehensive income.

Impairment and Risk
Information regarding impairment and exposure can be found in the notes of the financial
reports.

Trade and Other Receivables

Trade and other receivables include amounts due from ratepayers for unpaid rates and
service charges and other amounts due from third parties for goods sold and services
performed in the ordinary course of business.

Trade receivables are recognised at original invoice amount less any allowances for
uncollectible amounts (i.e. impairment). The carrying amount of net trade receivables is
equivalent to fair value as it is due for settlement within 30 days.

Impairment and risk exposure
Information about the impairment of trade receivables and their exposure to credit risk
and interest rate risk can be found in the notes of the financial reports.

Classification and subsequent measurement
Receivables expected to be collected within 12 months of the end of the reporting period
are classified as current assets. All other receivables are classified as non-current asset

Trade receivables are held with the objective to collect the contractual cash flows and
therefore measures them subsequently at amortised cost using the effective interest rate
method.

Due to the short term nature of current receivables, their carrying amount is considered to
be the same as their fair value. Non-current receivables are indexed to inflation, any
difference between the face value and fair value is considered immaterial.

Inventories

General

Inventories are measured at the lower of cost and net realisable value. Net realisable
value is the estimated selling price in the ordinary course of business less the estimated
costs of completion and the estimated costs necessary to make the sale.

Land held for resale

Land held for development and resale is valued at the lower of cost and net realisable
value. Cost includes the cost of acquisition, development, borrowing costs and holding
costs until completion of development. Borrowing costs and holding charges incurred after
development is completed are expensed.

Gains and losses are recognised in profit or loss at the time of signing an unconditional
contract of sale if significant risks and rewards, and effective control over the land, are
passed onto the buyer at this point.

Land held for resale is classified as current except where it is held as non-current based
on the Councilés intentions to release f
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(m) Other Current Assets

(n)

(0)

Other non-financial assets include prepayments which represent payments in advance of
receipt of goods or services or that part of expenditure made in one accounting period
covering a term extending beyond that period.

None Current Asserts Held for Sale

Assets are classified as held for sale where the carrying amount will be recovered through
a sale rather than continuing use and the asset is available for immediate sale with a sale
being highly probable.

Non-current assets classified as held for sale are valued at the lower of the carrying
amount and fair value less costs to sell.

The fair value of land and buildings is determined using the sales comparison approach
using comparable properties in the area. This is a level 2 measurement as per the fair
value hierarchy set out in the notes of the financial reports.

Fixed Assets

Each class of fixed assets within either plant and equipment or infrastructure, is carried at
cost or fair value as indicated less, where applicable, any accumulated depreciation and
impairment losses.

Initial recognition and measurement between mandatory revaluation dates
Assets for which the fair value as at the date of acquisition is under $5,000 are not
recognised as an asset in accordance with Financial Management Regulation 17A (5).
These assets are expensed immediately.

Where multiple individual low value assets are purchased together as part of a larger
asset or collectively forming a larger asset exceeding the threshold, the individual assets
are recognised as one asset and capitalised.

In relation to this initial measurement, cost is determined as the fair value of the assets
given as consideration plus costs incidental to the acquisition. For assets acquired at no
cost or for nominal consideration, cost is determined as fair value at the date of
acquisition. The cost of non-current assets constructed by the Shire includes the cost of
all materials used in construction, direct labour on the project and an appropriate
proportion of variable and fixed overheads.

Individual assets acquired between initial recognition and the next revaluation of the asset
class in accordance with the mandatory measurement framework, are recognised at cost
and disclosed as being at fair value as management believes cost approximates fair
value. They are subject to subsequent revaluation at the

next anniversary date in accordance with the mandatory measurement framework.

Revaluation

The fair value of fixed assets is determined at least once every three to five years in
accordance with the regulatory framework, or when Council is of the opinion that the fair
value of an asset is materially different from its carrying amount. At the end of each period
the valuation is reviewed and where appropriate the fair value is updated to reflect current
market conditions. This process is considered to be in accordance with Local Government
(Financial Management) Regulation 17A (2) which requires property, plant and equipment
to be shown at fair value.

Increases in the carrying amount arising on revaluation of assets are credited to a
revaluation surplus in equity. Decreases that offset previous increases of the same class
of asset are recognised against revaluation surplus directly in equity. All other decreases
are recognised in profit or loss.

54| Page



SHIRE OF

wa
e N

CORRIGIN

(p)

AUSTRALIAN ACCOUNTING STANDARDS - INCONSISTENCY

Land under control

In accordance with Local Government (Financial Management) Regulation 16(a)(ii), the
Shire was required to include as an asset (by 30 June 2013), Crown Land operated by the
local government as a golf course, showground, racecourse or other sporting or
recreational facility of State or Regional significance.

Upon initial recognition, these assets were recorded at cost in accordance with AASB
116. They were then classified as Land and revalued along with other land in accordance
with the other policies detailed in the notes of the financial reports.

Land under roads
In Western Australia, all land under roads is Crown Land, the responsibility for managing
which, is vested in the local government.

Effective as at 1 July 2008, Council elected not to recognise any value for land under
roads acquired on or before 30 June 2008. This accords with the treatment available in
Australian Accounting Standard AASB 1051 Land Under Roads and the fact Local
Government (Financial Management) Regulation 16(a)(i) prohibits local governments
from recognising such land as an asset.

In respect of land under roads acquired on or after 1 July 2008, as detailed above, Local
Government (Financial Management) Regulation 16(a)(i) prohibits local governments
from recognising such land as an asset.

Whilst such treatment is inconsistent with the requirements of AASB 1051, Local
Government (Financial Management) Regulation 4(2) provides, in the event of such an
inconsistency, the Local Government (Financial Management) Regulations prevail.

Consequently, any land under roads acquired on or after 1 July 2008 is not included as an
asset of the Shire.

Depreciation

The depreciable amount of all fixed assets including buildings but excluding freehold land
and vested land, are depreciated on a straight-l i ne basi s over the
life from the time the asset is held ready for use. Leasehold improvements are
depreciated over the shorter of either the unexpired period of the lease or the estimated
useful life of the improvements.

The assets residual values and useful lives are reviewed, and adjusted if appropriate, at
the end of each reporting period.

An asset's carrying amount is written down immediately to its recoverable amount if the
asset's carrying amount is greater than its estimated recoverable amount.

Gains and losses on disposals are determined by comparing proceeds with the carrying

amount. These gains and losses are included in the statement of comprehensive income
in the period in which they arise.
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Depreciation rates

Typical estimated useful lives for the different asset classes for the current and prior years

are included in the table below:
Asset Class

Buildings
Furniture and equipment

Plant and equipment
- Heavy Vehicles
- Light Vehicles

Infrastructure Parks and Ovals

Infrastructure Other
Sealed roads and streets

Clearing and earthworks
Construction/roadbase

Original surfacings and major

resurfacing

- bituminous seals

- asphalt surfaces

Gravel roads

Gravel sheet

Formed Roads ( Unsealed)
Footpaths - slab

Sewerage piping

Water supply piping and drainage

systems

Depreciation on revaluation

Useful life
30 to 50
years

10 years
5t0 15
years

15 years
7.5 years
30 to 50
years

30 to 50
years

not
depreciated
not
depreciated
50 years

20 years
25 years
15 years

40 years
100 years

75 years

When an item of property, plant and equipment is revalued, any accumulated depreciation

at the date of the revaluation is treated in one of the following ways:

(a) The gross carrying amount is adjusted in a manner that is consistent with the
revaluation of the carrying amount of the asset. For example, the gross carrying amount
may be restated by reference to observable market data or it may be restated
proportionately to the change in the carrying amount. The accumulated depreciation at
the date of the revaluation is adjusted to equal the difference between the gross carrying
amount and the carrying amount of the asset after taking into account accumulated

impairment losses; or

(b) Eliminated against the gross carrying amount of the asset and the net amount restated

to the revalued amount of the asset.

Amortisation

All intangible assets with a finite useful life, are amortised on a straight-line basis over the

individual

assetos

useful

i f e

from

t he

The residual value of intangible assets is considered to be zero and the useful life and

amortisation method are reviewed at the end of each financial year.

Amortisation is included within Depreciation on non-current assets in the Statement of

Comprehensive Income and in the notes.
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(@)

(r)

(s)

Leases

At inception of a contract, the Shire assesses if the contract contains or is a lease. A
contract is, or contains, a lease if the contract conveys the right to control the use of an
identified asset for a period of time in exchange for consideration.

At the commencement date, a right of use asset is recognised at cost and lease liability at
the present value of the lease payments that are not paid at that date. The lease
payments are discounted using the interest rate implicit in the lease, if that rate can be
readily determined. If that rate cannot be readily determined, the Shire uses its
incremental borrowing rate.

Right of use assets are subsequently measured under the revaluation model as they
relate to asset classes that are also revalued.

Right of use assets are depreciated over the lease term or useful life of the underlying
asset, whichever is the shortest. Where a lease transfers ownership of the underlying
asset, or the cost of the right of use asset reflects that the Shire anticipates to exercise a
purchase option, the specific asset is amortised over the useful life of the underlying
asset.

All contracts that are classified as short-term leases (i.e. a lease with a remaining term of
12 months or less) and leases of low value assets are recognised as an operating
expense on a straight-line basis over the term of the lease.

Leases for right of use assets are secured over the asset being leased.

Computer Software
Costs associated with maintaining software programmes are recognised as an expense
as incurred. Development costs that are directly attributable to the design and testing of
identifiable and unique software products controlled by the the Shire are recognised as
intangible assets where the following criteria are met:
- it is technically feasible to complete the software so that it will be available for use;
- management intends to complete the software and use or sell it;
- there is an ability to use or sell the software.
- it can be demonstrated how the software will generate probable future economic
benefits;
- adequate technical, financial and other resources to complete the development and
to use or sell the software are available; and
- the expenditure attributable to the software during its development can be reliably
measured.

Directly attributable costs that are capitalised as part of the software include employee
costs and an appropriate portion of relevant overheads.

Capitalised development costs are recorded as intangible assets and amortised from the
point at which the asset is ready for use.

Trade and Other Payables

Trade and other payables represent liabilities for goods and services provided to the Shire
prior to the end of the financial year that are unpaid and arise when the Shire becomes
obliged to make future payments in respect of the purchase of these goods and services.
The amounts are unsecured, are recognised as a current liability and are normally paid
within 30 days of recognition.

Prepaid rates

Prepaid rates are, until the taxable event has occurred (start of the next financial year),
refundable at the request of the ratepayer. Rates received in advance are initially
recognised as a financial liability. When the taxable event occurs, the financial liability is
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extinguished and the Shire recognises revenue for the prepaid rates that have not been
refunded.

(t) Financial Liabilities
Financial liabilities are recognised at fair value when the Shire becomes a party to the
contractual provisions to the instrument.

Non-derivative financial liabilities (excluding financial guarantees) are subsequently
measured at amortised cost. Gains or losses are recognised in profit or loss.

Financial liabilities are derecognised where the related obligations are discharged,
cancelled or expired. The difference between the carrying amount of the financial liability
extinguished or transferred to another party and the fair value of the consideration paid,
including the transfer of non-cash assets or liabilities assumed, is recognised in profit or
loss. Contract liabilities are recognised as revenue when the performance obligations in
the contract are satisfied.

Borrowing costs

Borrowing costs are recognised as an expense when incurred except where they are
directly attributable to the acquisition, construction or production of a qualifying asset.
Where this is the case, they are capitalised as part of the cost of the particular asset until
such time as the asset is substantially ready for its intended use or sale.

Risk
Information regarding exposure to risk can be found in the notes of the financial reports.

(u) Employee Benefits

Short-term employee benefits

Provision is made f or t hterm &iployeebénefitsoShdrtitegrat i o
employee benefits are benefits (other than termination benefits) that are expected to be

settled wholly before 12 months after the end of the annual reporting period in which the
employees render the related service, including wages, salaries and sick leave. Short-

term employee benefits are measured at the (undiscounted) amounts expected to be paid

when the obligation is settled.

The Shireds ob Harngaenployeemenefifs such as ilages, tsalaries and sick
leave are recognised as a part of current trade and other payables in the statement of
financial position.

Other long-term employee benefits
The Shirebés obligations for employeesd annu
are recognised as provisions in the statement of financial position.

Long-term employee benefits are measured at the present value of the expected future
payments to be made to employees. Expected future payments incorporate anticipated
future wage and salary levels, durations of service and employee departures and are
discounted at rates determined by reference to market yields at the end of the reporting
period on government bonds that have maturity dates that approximate the terms of the
obligations. Any re-measurements for changes in assumptions of obligations for other
long-term employee benefits are recognised in profit or loss in the periods in which the
changes occur.

The Shireds o b-teimemaployee berefité averpresentad gs non-current
provisions in its statement of financial position, except where the Shire does not have an
unconditional right to defer settlement for at least 12 months after the end of the reporting
period, in which case the obligations are presented as current provisions.
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Provisions

Provisions are recognised when the Shire has a present legal or constructive obligation,
as a result of past events, for which it is probable that an outflow of economic benefits will
result and that outflow can be reliably measured.

CORRIGIN

Provisions are measured using the best estimate of the amounts required to settle the
obligation at the end of the reporting period.

(v) Interests in joint arrangements
Joint arrangements represent the contractual sharing of control between parties in a
business venture where unanimous decisions about relevant activities are required.

Separate joint arrangements providing joint ventures with an interest to net assets are
classified as a joint venture and accounted for using the equity method. The equity
method of accounting, whereby the investment is initially recognised at cost and adjusted

thereafter fortheposttacqui si ti on change in the Shirebs
associat e. I n addition, the Shireds share o
the Shireds profit or | oss.

Joint operations represent arrangements whereby joint operators maintain direct interests

in each asset and exposure to each liabilit
the assets, liabilities, revenue and expenses of joint operations are included in the

respective line items of the financial statements.

(w) Rates
Control over assets acquired from rates is obtained at the commencement of the rating
period.

Prepaid rates are, until the taxable event has occurred (start of the next financial year),
refundable at the request of the ratepayer. Rates received in advance are initially
recognised as a financial liability. When the taxable event occurs, the financial liability is
extinguished and the Shire recognises revenue for the prepaid rates that have not been
refunded.

(xX) Goods and Services Tax (GST)
Revenues, expenses and assets are recognised net of the amount of GST, except where
the amount of GST incurred is not recoverable from the Australian Taxation Office (ATO).

Receivables and payables are stated inclusive of GST receivable or payable. The net
amount of GST recoverable from, or payable to, the ATO is included with receivables or
payables in the statement of financial position.

Cash flows are presented on a gross basis. The GST components of cash flows arising
from investing or financing activities which are recoverable from, or payable to, the ATO
are presented as operating cash flows.

(y) Current and Non Current Classification
The asset or liability is classified as current if it is expected to be settled within the next 12
months, being the Shire 6s oper ati onal <cycle. I n the <cas
not have the unconditional right to defer settlement beyond 12 months, such as vested
long service leave, the liability is classified as current even if not expected to be settled
within the next 12 months. Inventories held for trading are classified as current or non-
current based on the Shire's intentions to release for sale.

(z) Rounding Off Figures

All figures shown in this annual financial report, other than a rate in the dollar, are
rounded to the nearest dollar.
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(aa) Comparative Figures
Where required, comparative figures have been adjusted to conform to changes in
presentation for the current financial year.

When the Shire applies an accounting policy retrospectively, makes a retrospective
restatement or reclassifies items in its financial statements that has a material effect on
the statement of financial position, an additional (third) statement of financial position as
at the beginning of the preceding period in addition to the minimum comparative financial
statements is presented.

(bb)Budget Comparative Figures
Unless otherwise stated, the budget comparative figures shown in the annual financial
report relates to the original budget estimate for the relevant item of disclosure.

(cc) Superannuation
The Council contributes to a number of Superannuation funds on behalf of employees. All
funds to which the Shire contributes are defined contribution plans.

(dd)Fair Value of Assets and Liabilities
Fair value is the price that the Shire would receive to sell the asset or would have to pay
to transfer a liability, in an orderly (i.e. unforced) transaction between independent,
knowledgeable and willing market participants at the measurement date.

As fair value is a market-based measure, the closest equivalent observable market pricing
information is used to determine fair value. Adjustments to market values may be made
having regard to the characteristics of the specific asset or liability. The fair values of
assets that are not traded in an active market are determined using one or more valuation
techniques. These valuation techniques maximise, to the extent possible, the use of
observable market data.

To the extent possible, market information is extracted from either the principal market for
the asset or liability (i.e. the market with the greatest volume and level of activity for the
asset or liability) or, in the absence of such a market, the most advantageous market
available to the entity at the end of the reporting period (i.e. the market that maximises the
receipts from the sale of the asset after taking into account transaction costs and
transport costs).

For non-financial assets, the fair value measurement also takes into account a market
participantdéds ability to use the asset i
market participant that would use the asset in its highest and best use.

(ee) Fair Value Hierarchy
AASB 13 requires the disclosure of fair value information by level of the fair value
hierarchy, which categorises fair value measurement into one of three possible levels
based on the lowest level that an input that is significant to the measurement can be
categorised into as follows:

Level 1
Measurements based on quoted prices (unadjusted) in active markets for identical assets
or liabilities that the entity can access at the measurement date.

Level 2
Measurements based on inputs other than quoted prices included in Level 1 that are
observable for the asset or liability, either directly or indirectly.

Level 3
Measurements based on unobservable inputs for the asset or liability.
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The fair values of assets and liabilities that are not traded in an active market are
determined using one or more valuation techniques. These valuation techniques
maximise, to the extent possible, the use of observable market data. If all significant
inputs required to measure fair value are observable, the asset or liability is included in
Level 2. If one or more significant inputs are not based on observable market data, the
asset or liability is included in Level 3.

Valuation techniques

The Shire selects a valuation technique that is appropriate in the circumstances and for
which sufficient data is available to measure fair value. The availability of sufficient and
relevant data primarily depends on the specific characteristics of the asset or liability
being measured. The valuation techniques selected by the Shire are consistent with one
or more of the following valuation approaches:

Market approach
Valuation techniques that use prices and other relevant information generated by market
transactions for identical or similar assets or liabilities.

Income approach
Valuation techniques that convert estimated future cash flows or income and expenses
into a single discounted present value.

Cost approach
Valuation techniques that reflect the current replacement cost of the service capacity of
an asset.

Each valuation technique requires inputs that reflect the assumptions that buyers and
sellers would use when pricing the asset or liability, including assumptions about risks.
When selecting a valuation technique, the Shire gives priority to those techniques that
maximise the use of observable inputs and minimise the use of unobservable inputs.
Inputs that are developed using market data (such as publicly available information on
actual transactions) and reflect the assumptions that buyers and sellers would generally
use when pricing the asset or liability are considered observable, whereas inputs for
which market data is not available and therefore are developed using the best information
available about such assumptions are considered unobservable value is the price that the
Shire would receive to sell the asset or would have to pay to transfer a liability, in an
orderly (i.e. unforced) transaction between independent, knowledgeable and willing
market participants at the measurement date.

Impairment of Assets

In accordance with Australian Accounting Standards the Shire's cash generating non-
specialised assets, other than inventories, are assessed at each reporting date to
determine whether there is any indication they may be impaired.

Where such an indication exists, an impairment test is carried out on the asset by
comparing the recoverable amount of the asset, being the higher of the asset's fair value
less costs to sell and value in use, to the asset's carrying amount.

Any excess of the asset's carrying amount over its recoverable amount is recognised
immediately in profit or loss, unless the asset is carried at a revalued amount in
accordance with another Standard (e.g. AASB 116) whereby any impairment loss of a
revalued asset is treated as a revaluation decrease in accordance with that other
standard.

For non-cash generating specialised assets that are measured under the revaluation
model, such as roads, drains, public buildings and the like, no annual assessment of
impairment is required. Rather AASB 116.31 applies and revaluations need only be made
with sufficient regulatory to ensure the carrying value does not differ materially from that
which would be determined using fair value at the ends of the reporting period.
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Policy Owner: Corporate and Community Services

Person Responsible: Deputy Chief Executive Officer, Senior Finance Officer

Date of Approval: 19 June 2012

Amended: 21 April 2015; 17 October 2017; 19 June 2018; 16 October 2018, 20 October 2020

Objective: To establish guidelines for the use of the Shire of Corrigin credit cards and the
responsibilities of cardholders using the credit cards.

The policy ensures that the risks associated with credit card use are minimised while
providing cardholders with a convenient method of purchasing goods and services on
behalf of the shire.

Policy: Legislation

The following provisions of the Local Government Act 1995 (the Act) and associated

regulations impact on the use and control of corporate credit cards:

Section 2.7(2) (a) and (b) requires the council to oversee the allocation of the local
government 6s finances and raesathelacsds and d
government.

A Section 6.5(a) of the Act requires the CEO to ensure that proper accounts and
records of the transactions and affairs of the local government are kept in
accordance with regulations.

A Local Government (Financial Management) Regulation 11(1) (a) requires local
governments to develop procedures for the authorisation of, and the payment of,
accounts to ensure that there is effective security for, and properly authorised use of
cheques, credit cards, computer encryption devices and passwords, purchasing
cards and any other devices or methods by which goods, services, money or other
benefits may be obtained.

Authority for the Use of Corporate Credit Cards
Shire of Corrigin credit cards may be issued to the following Shire of Corrigin employees,
with credit card limits as described.

Officer Credit Card Limit
CEO $10,000
Deputy CEO $5,000
Manager Works and Services $5,000

Approval for additional credit card holders and any change to credit card limits must be
approved by Council.

The Local Government Act 1995 does not allow for the issue of credit cards to elected
members. A Local Government can only pay allowances or reimburse expenses to an
elected member.

An agreement between the cardholder and the Shire of Corrigin is to be signed which sets
outthe c a r d h orespamsibdities, legal obligations and action to be taken in the event
that the cardholder fails to comply with procedures.

A register is to be kept of all current cardholders which includes card number, expiry date
of credit card, credit card limit and details of goods and services the cardholder has
authority to purchase.

All new and existing cardholders are to be provided with a copy of this policy relating to
the use of credit cards on an annual basis.
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Purchases and Use of Corporate Credit Cards

The shir efsshal only e used for purchase of goods and services in the
performance of official duties for which there is a budget provision. Under no
circumstances are they to be used for personal or private purposes or for the withdrawal
of cash.

A compliant tax invoice/receipt must be provided for all purchases (irrespective of whether
it has been purchased by facsimile, over the telephone or on the internet). The tax
invoice/receipt and purchase order are to be forwarded to the responsible Finance Officer
as soon as received. Credit card purchases will be checked and processed in accordance
with normal accounts authorisation and payment processes. Credit card statements are to
be reviewed and reconciled by the Manager Finance monthly.

For fringe benefits tax record keeping purposes, any expenditure for entertainment must
include the number of people who were in attendance and the full names of any Shire of
Corrigin staff.

Card Lost or Stolen

Cards that are lost or stolen must be reported immediately by the cardholder to the
issuing banker by telephone. At the earliest opportunity the cardholder is to notify the
CEO, Deputy CEO or Manager Finance so that the cancellation of the card can be
confirmed and a reconciliation of the card account from the date the card was lost or
stolen may be performed.

Misuse of Corporate Credit Cards

Any officer that believes a cardholder is entering into transactions that seem to be
unauthorised, excessive and unreasonable will be reported to the CEO. Any breach by a
cardholder will require an investigation into activities and if necessary action taken by the
CEO which may result in the withdrawal of the card and/or disciplinary action.
Cardholders that do not follow any component of this policy may also have their credit
card cancelled and may be subject to disciplinary action.

Recovery of Unauthorised Expenditure
Unauthorised expenditure and expenditure of a private nature that is proved to be
inappropriate will be recovered by deductions fromthec ar d h odaldre r 0 s

Rewards/Bonus Points

Where the credit cards carry rewards or bonus points, these points will be accumulated in

the name of the Shire of Corrigin. The CEO will decide how these points are to be utilised.

Under no circumstances are reward or bonus points to be redeemed forac ar dh ol der ¢
private benefit.

Return of Cards

I n the event that a cardhol der 6s e nmakesay me n't
extended period of leave, or moves to a position which does not require the use of a

credit card the credit card is to be handed to the Manager Finance for cancellation of the
corporate card account and destruction of card. Credit cards are not to be transferred to

other users.

Credit Card Reporting

A report is provided to Council on a monthly basis that addresses (but not limited to) an
independent assessment undertaken by the Manager Finance along with a copy of the
credit card statement.
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Payments

A The monthly credit card statement is paid via a direct debit on or before the due date.

A All tax invoices and supporting documents for credit card purchases are to be
presented to the Finance Officer to be matched up with the statement.

A The Finance Officer will code the individual transactions and submit the list to the
credit card holder for their confirmation. The transaction list and associated codes
will also be authorised by the CEO.

A The CEO will authorise and sign the DCEO & MWS credit card statement and the

DCEO will authorise and sign the CEO credit card statement.

Finance Officer Responsibilities
The Finance Officer will:

o I»  To oo

Arrange the issuing and cancellations of credit cards as directed by the CEO.
Maintain a register of all cardholders.

Provide cardholders with the credit card policy and where required any changes to
the policy and their responsibilities and obligations as cardholders.

Process payments of credit cards including the attachment of all receipts and tax
invoices and the relevant authorising officers have signed off on the statements.
Arrange for all cardholders to sign the Credit cardholder Agreement on receipt of the
new card and ensure the signed agreement is placed in the Corporate Credit Card
Register in the Synergy Central Records system.

Cardholders Responsibilities and Obligations
Credit cardhol derés must:

A

A
A
A

Keep their card in a safe place.

Make payments for goods and services that are within their card limit, budget and
authority to do so.

Adhere to the credit card policy and procedures and purchasing policy.

Ensure all receipts and tax invoices are kept and submitted to the Finance Officer
within seven days of receipt.
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2.15 MOTOR VEHICLE REPLACEMENT

Policy Owner:

Corporate Services

Person Responsible: Chief Executive Officer, Deputy Chief Executive Officer
Date of Approval: 17 November 2009

Amended: 17 October 2017

Objective: To facilitate better understanding and minimise the whole of life costs for the Shire of
Corrigin light vehicle fleet.

Policy: Fleet cycle costs vary regularly due to a variety of factors including fuel costs, used

vehicle prices, and market and industry trends. The Shire will review these costs and
replacement periods on a regular basis to ensure the most cost effective outcome at all
times as part of the development of annual budgets and long term financial plan including
the plant replacement program.

Regular advice will be sought from vehicle dealers on the optimum changeover period
and vehicle type to minimise the whole of life costs to the Shire. This information will
provide the basis of decision making as to when optimum replacement/changeover of
light vehicles is deemed appropriate as market industry trends vary.

Vehicle changeover cycles will then be determined by Council through consultation
between the CEO and the Deputy CEO after consideration of prevailing market
conditions. Changeover will generally occur between two and six years or 50,000 to
100,000km. At all times, the net cost to Council will be the primary consideration in order
to minimise change over costs.

The Policy will not override any relevant contractual arrangements with staff.
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I’qg 2.16 PETTY CASH POLICY

Policy Owner:

Corporate and Community Services

Person Responsible: Senior Finance Officer
Date of Approval:

Amended:

16 October 2018
N/A

Objective:

Policy:

Provide clear parameters in relation to the use of petty cash.

Petty cash advances are established to facilitate the payment of low-value claims to
ensure that these claims are processed in the most efficient manner. Petty cash funds are
to be used to pay for miscellaneous and incidental items of small value. Expenditure may
only be incurred for Shire of Corrigin business purposes. This policy seeks to ensure that
petty cash floats are established and managed appropriately and that staff are not
financially disadvantaged as a result of incurring minor work-related expenses.

The following policies and procedures are designed to control the use of petty cash:

1
T
1

= =4

It shall be the responsibility of the CEO to consider any application for a petty cash
float.
The amount of the petty cash float shall be as determined by the CEO from time to
time, but in general should not exceed $500.
It shall be the responsibility of the Finance Officer to manage the petty cash funds
and their reimbursement according to this policy.
Petty cash is only to be used where an urgent purchase is required and payment by
corporate credit card is not an option or the amount does not warrant normal
purchasing procedure.
Petty cash claims over $50 including GST must include a tax invoice.
Petty cash claims under $50 including GST must include one of the following:

0 atax invoice
a cash register docket
a receipt
an invoice.
the name and ABN of the supplier, the date of purchase, and a description of
the items purchased, and the amount paid.
Petty cash vouchers will be completed for each petty cash transaction. These
vouchers will include:

o Date of the transaction

o GL orjob number

0 Description of the purchase

0 Amount reimbursed to employee

0 Signature of the employee reimbursed
At all times the sum of transactions made since the last reimbursement of the petty
cash advance should equal the total value of the receipts on hand plus the amount of
cash on hand to equal the total value of the petty cash advance.
Petty cash must be reconciled monthly but reimbursed on an as needs basis no more
than 2 months after the first transaction since the previous reimbursement.
Petty cash must be reimbursed and reconciled 30 June to meet EOFY requirements.

O O0OO0Oo
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The following transactions are specifically excluded from petty cash reimbursement:

Cashing of cheques.

Temporary loans to any person whatever.

Payment of expenses exceeding $100 for any one voucher.

Payment of creditorsd accounts.

Purchase of fuel where a fuel card exists.

Payment of any personal remuneration to any person whatever, whether for salaries,
wages, honoraria or for any other reason.

=4 =4 =8 -8 -8 =9

Reimbursement of Petty Cash

Petty cash advances are maintained on an imprest system, which means that details of all
disbursements of petty cash to staff must be carefully recorded. To do this, a Petty Cash
Reimbursement form is to be prepared listing each transaction from the petty cash
advance. The Petty Cash Reimbursement form acts as a register of petty cash
transactions and must contain the following information:

Date of transaction

Name of supplier

Amount including GST

GST Amount

Details of the transaction

GL/Job allocation

Balance of petty cash remaining

=4 =4 =8 =8 -8 -89

Regulation 11 of the Local Government (Financial Management) Regulations 1996 states:

(1) Alocal government is to develop procedures for the authorisation of, and the payment of,
accounts to ensure that there is effective security for, and properly authorised use of 1

(@) cheques, credit cards, computer encryption devices and passwords, purchasing cards
and any other devices or methods by which goods, services, money or other benefits
may be obtained; and

(b) petty cash systems.
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Policy Owner: Corporate and Community Services
Person Responsible: Deputy Chief Executive Officer
Date of Approval:

Amended:

Objective: To establish guidelines on the management and recording of portable and attractive
assets under the capitalisation threshold and that do not form part of the Asset Register.

Policy:

1. Statement
Portable and attractive assets are to be recorded in order to T

a) be safeguarded against theft, fire and loss,
b) enable the physical control of high risk, low value acquisitions,
c) ensure that losses resulting from such items are minimised; and

d) ensure that the Shire does not incur significant costs in terms of managing low risk,
low value items.

2. Scope
This policy applies to all items i

a) that are portable and attractive with an acquisition value less than the asset
recognition threshold for non-current assets and where the item satisfies all of the
following criteria 1

i) portable i that is, the item can be easily moved between locations by one person;

and
i) attractive - by its nature (size, utility, marketability) is susceptible to theft or loss; and
i)val ued at, or within the Shir eosthrgsimldst ab | €

b) items defined as a portable and attractive asset i
i) purchased by the Shire, irrespective of the funding source and
iijincludes items gifted or donated to the Shire.

3. Assets $5,000 ex GST and over

Assets having a fair value of $5,000 ex GST or more at date of acquisition, are to be
capitalised in accordance with Policy 2.14 Asset Accounting Capitalisation Thresholds
and Policy 2.15 Significant Accounting Policies.

4, Recording and Reporting

a) To facilitate effective internal control over these items, each item will be individually

registered and maintained in the approved format by the Deputy Chief Executive
Officer.

b) Where possible, each item will be uniquely identified.

c) Purchases will be captured via the purchasing system and acquisition cost, acquisition
date, description fields, serial number and any other relevant details are to be
recorded within the appropriate register.

d) Portable and attractive items are removed from the register when they are disposed
of (e.g. due to being obsolete, surplus or damaged beyond repair) or identified as lost
or stolen.

A report will be produced at least every three years containing information regarding
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a) the last time the item was part of a stocktake; and where applicable
b) the condition of the item.

5. Stocktake

a) Each Executive Manager, in consultation with the Deputy Chief Executive Officer, is
responsible for ensuring that a stock take of all registered portable and attractive items
within their jurisdiction is carried out on a regular basis, but at least every three years.

b) In addition, all registered portable and attractive items will be subject to audits on a
periodic basis by the Executive Manager responsible or their delegate, to ensure that
adequate control over these items has been maintained.

c) Audits may take the following form i

- in conjunction with tag and testing
- recognition of existence through regular servicing/maintenance schedules
- include a condition rating

d) Outcomes of the stocktake will be reported to the Deputy Chief Executive Officer,

highlighting those items identified as lost, stolen or unaccounted for in detail, and
advised to the relevant Executive Manager.

Disposal of Portable and Attractive ltems

Disposal of Portable and Attractive Items will be undertaken in accordance with
Delegation 1.2.12 Disposing of Property.
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Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 21 October 2014

Amended: 21 April 2015, 16 June 2020

Objective: The Shire of Corrigin's (the Shired )dntention to identify risks before they occur so that
impacts can be minimised or opportunities realised, ensuring that the Shire achieves its
strategic and corporate objectives efficiently, effectively and within good corporate
governance principles.

Policy: It is the Shiredéds Policy to achieve 0l8st pr

Risk management - Guidelines), in the management of all risks that may affect the Shire,
its customers, people, assets, functions, objectives, operations or members of the public.

Risk management functions will be resourced appropriately to match the size and scale of
the Shireds wipfem gait of hherStratemin, Operational, Project and Line
Management responsibilities and where possible, be incorporat ed wi t hi n t he §

Integrated Planning Framework.

This policy applies to Council Members, Executive Management and all employees and
contractors involved in any Shire operations.

Definitions

Risk: Effect of uncertainty on objectives.

Note 1.  An effect is a deviation from the expected i positive or negative.

Note 2: Objectives can have different aspects (such as financial, health and safety
and environmental goals) and can apply at different levels (such as strategic,
organisation-wide, project, product or process).

Risk Management: Coordinated activities to direct and control an organisation with
regard to risk.

Risk Management Process: Systematic application of management policies, procedures
and practices to the activities of communicating, consulting, establishing the context, and
identifying, analysing, evaluating, treating, monitoring and reviewing risk.

Risk Management Objectives

1 Optimise the achievement of our values, strategies, goals and objectives.

1 Aligns with and assists the implementation of Shire policies.

1 Provide transparent and formal oversight of the risk and control environment to
enable effective decision making.

1 Reflects risk versus return withint h e S Hsk appebte.

1 Embeds appropriate and effective controls to mitigate risk.

1  Achieves effective corporate governance and adherence to relevant statutory,
regulatory and compliance obligations.

1 Enhances organisational resilience.

1 Identifies and provides for the continuity of critical operations

Risk Assessment and Acceptance Criteria

The Shire has quantified its broad risk appetite through the development and
endorsementoftheShi reds Ri sk Assessment and Accept
included within the Risk Management Framework.
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Al l organi sational ri sks are to be assessed
Acceptance Criteria to allow consistency and informed decision making. For operational
requirements such as projects or to satisfy external stakeholder requirements, alternative

ri sk assessment criteria may be wutilised, h
appetite and are to be noted within the individual risk assessment.

Roles, Responsibilities and Accountabilities
Council 6s role is to:
1T Review and approve the Shired6s Risk Mana
and Acceptance Criteria.
1 Establish and maintain an Audit and Risk Management Committee in terms of the
Local Government Act.
The CEO is responsible for the:
1 Implementation of this Policy.
T Review and i mprovement of this Policy an
Framework at least every 18 months, or in response to a material event or change
in circumstances.
The Shirebds Ri sk Manage mietitall rélesand esponsiliklities ut | i
under CEO delegation associated with managing risks within the Shire.

Monitor and Review

The Shire will implement and integrate a monitor and review process to report on the
achievement of the Risk Management Objectives, the management of individual risks and
the ongoing identification of issues and trends.

This policy wild.l be reviewed bempldydes It\V@llhbe r e 6 s
formally reviewed by Council biennially by the Audit and Risk Management Committee.

72| Page



CORRIGIN

3.2 HEALTH SAFETY AND ENVIRONMENT

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 18 November 2014

Amended: 21 April 2015; 17 October 2017; 15 October 2019

Objective: The Shire of Corrigin Council and Executive is committed to, as far as is practicable,
maintaining a working environment where persons at the workplace are not exposed to
hazards.

Policy: The Shire of Corrigin seeks to efficiently provide a wide range of vital services to residents

and visitors to our region. We are an equal opportunity employer committed to providing
and maintaining an environmentally conscious, safe and healthy workplace for all
employees and those who may be affected by our work operations. This commitment is
consistently demonstrated through the behaviours of our management and employees at
the workplace.

Responsibilities for addressing safety, health and environmental concerns are shared by
everyone at the Shire of Corrigin. The Shire understands and acknowledges specific
responsibility for providing and maintaining a legislatively compliant working environment
where persons at the workplace are not exposed to hazards and are provided with
adequate resources, education and training to meet our safety, health and environmental
obligations. Employees assist our management team to fulfil obligations through actively
ensuring their own safety and that of others in the workplace.

All workers engaged with the Shire of Corrigin are required to report in a timely manner
any incident, hazard or issues that are identified as posing a risk to health, safety or to the
environment. These are promptly managed in accordance with the hierarchy of risk
controls and accepted risk management principles.

At the Shire of Corrigin, we vigorously monitor our environmental impact and we are
committed to continually improving our environmental performance through the prevention
of pollution, efficient use of resources, waste minimisation, reuse and recycling practices.
Our environmental intent is to ensure that our operations are conducted in a manner that
contributes to the overall environmental sustainability of Australia.

We are proud of our excellent workplace safety and environmental record and are
committed to continuously improving our workplace safety and health performance aimed
at the elimination of workplace injury through the achievement of the specific targets and
objectives which are documented in our Safety, Health and Environmental Management
Plan.

Our Safety, Health and Environmental Management Plan is supported by a procedural
framework intended to guide our employees and subcontractors to work safely and in an
environmentally conscious manner including, but not limited to, compliance with all
applicable legislative regulatory requirements, relevant Australian Standards and with all
other requirements to which our organisation subscribes.

This Safety, Health and Environmental Policy and our supporting management systems

documentation are regularly reviewed in line with continual improvement and occupational
health and safety management system recommendations.
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3.3 WORKPLACE BEHAVIOUR POLICY

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer, Deputy Chief Executive Officer, Manager Works and

Services

Date of Approval: 21 April 2015

Amended:

15 October 2019

Objective:

The Shire of Corrigin is committed to providing a workplace that is free from
discrimination, harassment, bullying and victimisation for all employees and members of
the community. The Shire believes that in providing such a workplace it will enable all
employees to feel safe, secure and free from intimidation when they are at work.

The Shire of Corrigin prohibits any form of unacceptable behaviour in the workplace and
encourages all employees to report any unacceptable behaviour to their Manager,
Supervisor, or CEO.

Any breach of the Workplace Behaviour Policy will be considered a serious matter that
will be investigated and may result in disciplinary action including termination of
employment.

Scope and Responsibilities:

The policy applies to any person involved in the Shire of Corrigin, including all elected
members, employees, potential employees, contractors, volunteers and visitors. All
employees are responsible for ensuring that their behaviour reflects the standards of
conduct outlined in the Shire of Corrigin Code of Conduct, policies and procedures and
builds on a positive workplace culture. All elected members and employees must take
responsibility for reporting improper conduct or misconduct which has been, or may be
occurring in the workplace.

This policy applies to all activities during the course of work within the Shire of Corrigin
including:

1 Inthe workplace, including work outside normal working hours;

1 During work activities, including dealing with members of the public; and

1 Atwork related events, including conferences and social functions outside work
premises.

Managers have a special responsibility to support employees in achieving these goals by
leading by example and assisting employees to understand Council policies and
procedures. They must also take all reasonable steps to ensure that the workplace is free
from unacceptable behaviour.
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Policy: Discrimination
Discrimination is treating a person less favourably on the basis of certain characteristics
they possess and it can happen either directly or indirectly and be intentional or
unintentional.

Direct discrimination occurs when a person is treated less favourably than another
person in the same or similar circumstances, because of any of the grounds or attributes
listed below.

Indirect discrimination occurs when an apparently neutral rule has a negative effect on
a substantially higher proportion of people with a particular attribute or characteristic, such
as those listed below, compared to people without that attribute or characteristic, and the
rule is unreasonable in the circumstances.

For example, the minimum height requirement that used to exist in the police force
directly discriminated against short people on the basis of physical appearance, and
indirectly discriminated against women and people of certain races, who tend to be
shorter.

Unacceptable grounds or attributes of discrimination

Discrimination based on any of the following grounds or attributes is unacceptable:
Age

Family responsibility

Family status

Gender

Gender history

Disability or impairment

Marital status

Political conviction

Pregnancy

Race

Religious conviction

Sexual orientation

Spent conviction

Personal association: In some of the listed circumstances the Equal Opportunity Act
1984 may apply to a relative or person who has a close relationship to a person
affected by these grounds.

=4 =4 -—a-_9-_9-9_-9_9_5_9_9a_-9_-9_-9

Examples of discriminatory behaviour

Discrimination may involve:

T Offensive 6jokesd or comments about anot hi
sex, sexual preference, age, disability, and the like.

9 Displaying pictures, calendars, pin-ups, posters, computer images (e.g. in electronic
mail messages), which are offensive or derogatory.

T Expressing negative stereotypes of partic
shoul dndét .be workingé

9 Judging a person on characteristics such as religious or political beliefs, cultural
practices, sex or age rather than work performance.

f Using stereotypes or assumptions when mak:

Exceptions

In some situations the legislation may provide exceptions to discrimination or permit what
would otherwise be unlawful discrimination. In these circumstances discrimination will be
permissible. For example, while it is unacceptable to discriminate against a person with
disability, what would otherwise be unlawful discrimination may be justified if the person
cannot perform the inherent requirements of their position.
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Responsibilities

Liability of people involved in unlawful acts

A person who causes, instructs, induces, aids or permits another person to do something
that is unlawful under the WA Equal Opportunity Act 1984 shall be considered to have
done the act themselves.

CORRIGIN

Vicarious liability

When an employee, or agent, in connection with their employment, does something which
is unlawful under the Act, their organisation, employer or principal will be liable for that act
unless the employer can demonstrate that they have taken all reasonable steps to
prevent the employee/agent from acting unlawfully.

Refer to the WA Equal Opportunity Act 1984 for more information.

Sexual harassment
A person sexually harasses another person if they:

T Make an d6dunwel come sexual advanceo
T Make an 6édunwel come reguest for sexual fav
1T Engage in other O6uawedédxwale rmatndmued of

and the behaviour must be such that the harassed person has reasonable grounds to
believe if they reject the advance, refuse the request or object to the conduct they will
be disadvantaged, or they are in fact disadvantaged.

6Conduct of a sexual natured can take many
1 Unwelcome physical touching, hugging or kissing.
1 Making, orally or in writing, any remark or statement with sexual connotations to a
person or about a person.
I Making any gesture, action or comment of a sexual nature.
9  Staring or leering at someone, or at parts of their body.
I  Suggestive comments or jokes.
1 Insults or taunts based on sex.
1  Sexually explicit pictures, e-mails or text messages.
9 Intrusive questions aboutanemploye e 6s pri vate | ife or body

Motive or intention is irrelevant

Sexual harassment is unwelcome, uninvited behaviour which is offensive from the

viewpoint of the person being harassed. It does not matter that the offender did not mean
orintendtosexuallyhar ass the other person. |In other w
intentd is irrelevant.

Examples of sexual harassment
Sexual harassment can involve any physical, visual, verbal or non-verbal conduct of a
sexual nature including either one-off incidents or a series of incidents. It also includes
workplace behaviour or behaviour in connection with work, for example, at a Christmas
party or at a work function outside of work hours. Depending on the circumstances, other
examples of sexual harassment include:
9 Displays of sexually graphic material including posters, pictures, calendars, cartoons,
graffiti or messages left on boards or desks.
1 Electronic mail messages, voice mail messages, screen savers, any material of a
sexual nature downloaded from the internet, or viewed on a computer, offensive
telephone calls, faxes, or gifts.
1 Deliberate and unnecessary physical contact, such as patting, pinching, fondling or
deliberately brushing against another body, attempts at kissing.
Leering or staring at a personds body
I nappropriate O6humour 6 such as. smutty or
Innuendo, including sexually provocative remarks, suggestive or derogatory
comments about a personbés physical appear .
tales of sexual performance.

ERE
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1 Repeatedly asking someone out, especially after prior refusal.
f I'ntrusive inquiries into a personb6s priva

Behaviour can breach this policy even if it is not unlawful

The Shire of Corrigin may decide that behaviour breaches this policy even if a complaint
has not been raised. For example, storing and viewing sexually explicit images in the
workplace or on a computer at work may constitute sexual harassment under this policy,
even if a complaint has not been made against the offender. This behaviour is still
unacceptable at work, even if it is not unlawful, and may result in disciplinary action being
taken, including termination of employment.

Alcohol and functions

Everyone who works for the Shire of Corrigin is expected to behave in a professional and
appropriate manner at all work related events, including client or social functions, industry
events and conferences. Alcohol is no excuse for unacceptable behaviour.

Bullying

Workplace bullying is repeated, unreasonable or inappropriate behaviour directed towards
an employee, client, contractor or other external party that creates a risk to their health
and safety.

Unreasonable behaviour is that which victimises, humiliates, undermines or threatens the
person being bullied, or would reasonably be expected to do so. Bullying breaches this
policy and also the Shire of Corrigind klealth, Safety and Environment policy which
provides that all workers must take reasonable care for the health and safety of their co-
workers.

Examples of bullying

Bullying is defined by the effect of the behaviour, even though there may not be a specific
intent to bully. Bullying may include one or more behaviours. Bullying may also include
violence and aggression. Where bullying involves assault or threat of assault it may
become a police matter.

There are two main types of bullying behaviour, overt and covert.

Examples of overt bullying include:

9  Abusive, insulting or offensive language.

1 Behaviour or language that frightens, humiliates, belittles or degrades, including

criticism that is delivered with yelling and screaming.

|l nappropriate comments about a personbs a
Teasing or regularly making someone the brunt of pranks or practical jokes.

I nterfering with a personds .personal eff e
Harmful or offensive initiation practices.

Isolation of workers from others.

Physical assault or threats.

E N I ]

Covert behaviour that undermines, treats less favourably or disempowers others is also

bullying, for example:

1 Overloading a person with work or not providing enough work.

Setting timelines that are difficult to achieve or constantly changing deadlines.

Constantly setting tasks that alre bel ow o

Ignoring or isolating a person.

Deliberately denying access to information, consultation or resources.

I Unfair treatment in relation to accessing workplace entitlements such as leave or
training.

What bullying does not include

Bullying does not include:

1 Genuine and reasonable disciplinary procedures.

1
1
1
1
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9 Constructively delivered feedback or counselling that is intended to assist employees
to improve their work performance or the standard of their behaviour. For example,
objective comments which indicate observable performance deficiencies.

9  Directing and controlling how work is done (a fundamental right of all employers)

Victimisation

Victimisation means subjecting or threatening to subject someone to a detriment (as
defined below), as a form of retribution in response to an actual or possible discrimination,
harassment or bullying issue. The complaint need not actually have been made; it is
sufficient that the original issue could have been raised as discrimination, harassment or
bullying complaint, or that an individual:

Intends to make a complaint.

Makes a complaint.

Intends to provide information as a witness.

Provides information as a witness.

Supports an individual who intends to make a complaint.

Supports an individual who has made a complaint.

Is believed to have done any of the above.

E R

Victimisation also applies to anyone giving evidence about a complaint.

What is a detriment?
A detriment in employment includes demotion, dismissal, transfer, suspension, loss of a
benefit, being ostracised from work or work related social functions, or being the subject
of gossip or innuendo.

Our approach

The Shire of Corrigin does not permit retaliation against a person just because they
propose to, have, or are believed to have made a complaint of unacceptable behaviour
under this policy, equal opportunity legislation or occupational health and safety
legislation.

If someone raises a complaint with you about your behaviour

If a person raises a complaint directly with you about your behaviour, you should
appreciate that they are letting you know that they find your behaviour unacceptable.
They are giving you an opportunity to change your behaviour, and possibly prevent a
formal complaint from being made against you. If someone does raise a complaint with
you about your behaviour, you should consider monitoring and changing your behaviour,
and you should not victimise the person making the complaint.

If you are concerned about a complaint raised directly with you, or the person who has

raised the complaint, you are encouraged to discuss this with the CEO or your Manager
or Supervisor.
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Policy Owner: Governance and Compliance

Person Responsible: Chief Executive Officer, Deputy Chief Executive Officer, Manager Works and

Services

Date of Approval: 15 August 2006

Amended: 21 April 2015; 15 October 2019

Objective: To ensure that the Shire conducts the recruitment of staff in accordance with legislation,
and in conjunction with sound management practices.

Policy:

(a) The Shire will recognise its legal obligations under the WA Equal Opportunity Act
1984 and shall actively promote Equal Employment Opportunity based solely on
merit to ensure that discrimination does not occur on the grounds of gender, Gender
history, age, marital status, pregnancy, race, family responsibility, family status,
disability or impairment, sexual orientation, spent conviction, religious or political
convictions and personal association.

(b) The equal employment opportunity goals of the Shire shall be designed to provide an
enjoyable, challenging, involving, harmonious work environment for all employees
where each has the opportunity to progress to the extent of their ability.

(c) This policy applies to full time, part time, permanent, temporary and casual
employees of the Shire of Corrigin.

(d) All employment training with the Shire shall be directed towards providing equal
opportunity to all employees provided their relevant experience, skills and ability meet
the minimum requirements for such training.

(e) All promotional policies and opportunities with the Shire shall be directed towards
providing equal opportunity to all employees provided their relevant experience, skills
and ability meet the minimum requirements for such promotion.

(f) All offers of employment within the Shire shall be directed towards providing equal
opportunity to prospective employees provided their relevant experience, skills and
ability meet the minimum requirements for engagement.

(g) The Shire shall not tolerate harassment within its workplace. Harassment is defined
as any unwel come, of fensi ve actdemer, Genderr e m
history, age, marital status, pregnancy, race, family responsibility, family status,
disability or impairment, sexual orientation, spent conviction, religious or political
convictions and personal association.

Grievance

The Shire undertakes to treat any grievance under this policy fairly, quickly and in

confidence. It will treat each case on its merits having regard to the relevant legislation

and the Shireds Code of Conduct. Deter mi na
responsibility of the relevant Manager(s). Employees have the right to appeal any such
determination to the CEO.

The above process is not intended to impede or prevent any action the employee may
wish to take through an appropriate external tribunal.

To be read in conjunction with the Shire of Corrigin Equal Employment Opportunity

Management Plan 2019-2021 i adopted 18 December 2018, Council Resolution
213/2018.
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Policy Owner: Governance and Compliance

Person Responsible: Chief Executive Officer, Deputy Chief Executive Officer, Manager Works and
Services

Date of Approval: 21 April 2015

Amended: N/A

Objective: To provide guidelines for Shire staff to avoid harmful exposure to the elements.

Policy: The minimum clothing requirements for outdoor employees shall be a long sleeve shirt

and, long trousers. Unless for safety related reasons shirt sleeves may be rolled up (refer
to Staff Uniform policy).

The basic dress code will apply all year round i exemptions may apply based upon
written medical advice.

Council will supply hats, long sleeve shirts and trousers and sunscreen appropriate for the
nature of the work. Council will not provide shorts.

Wherever practicable, the Ultra-violet Protection Factor (UPF) of clothing fabric will be
30+ or better.

An fAoutdoor employeed for the purpose of
regular daily duties require them to be in direct sunlight for more than one (1) hour per
day on a cumulative basis.

Use of sunscreen cream

All outdoor employees will be supplied with sunscreen cream, which should be applied to
their uncovered skin in accordance with manufacturer directions. Information, instructions
and supervision will be provided in the use of sunscreens (note Section 19(1) (b) of the
Occupational Safety and Health Act 1984). In particular, this refers to their faces, ears,
necks, backs of the hands, and legs if relevant. The cream provided will be registered
under Australian Standards and be of the SPF 30+ broad spectrum type.

Exemptions may apply based on written medical advice.

Other people who work outdoors

Those people who work in direct sunlight for more than thirty (30) minutes (but less than
one (1) hour) per day on a daily basis are also required to wear a broad brimmed hat or
(equivalent) and sunscreen, both of which Council will supply. Such workers may be
environmental health and building officers.

Supply and use of sun glasses

All staff working outdoors shall, when practicable, wear general purpose sun protection
glasses which comply with Australian Standards. These will be made available to
relevant staff as part of the standard personal protective equipment issue.
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Administrative and other controls

While these policy guidelines are essentially about the type of garments worn, the
implications to the wearer with respect to comfort and overheating problems are worthy of
further mention.

The key factors which may promote bodily overheating problems are:
(a) Ambient and radiant temperature

(b) Extent of air movement (wind)

(c) Pace and physical demand of work

(d) Adequacy of water replacement required by sweating

(e) Humidity

) Persondés. clothing

Note:  Actual temperatures experienced by workers will differ considerably dependent
on their workplace. Working in a well-treed park will be vastly different to working
on an open bitumen road.

Steps which should be taken to avoid overheating include:

1. Allrelevant staff should have ample supplies of fresh cool water. Where main water is
unavailable a 5 litre water bottle will be provided to each person.

2. Exploiting the use of natural shade.

3. The erection of temporary shade where practicable.

4. Rescheduling of particularly heavy work outdoors between the period 10am to 2pm
where practicable.

5. Consideration of temporary cessation from physically demanding work for the time
when severe heat related conditions are experienced.

It is readily apparent that heavy work in particularly hot weather is not efficient work,
without frequent stops, at least for drinks and possibly self-dousing with water. Staff
should report immediately to their supervisor any significant symptoms of bodily
overheating. Suitable education sessions should be conducted to ensure that staff
members are aware of what these symptoms are and the effects of exposure to ultraviolet
radiation.

Consultation

Council realises that the type of clothing worn in the field is of considerable importance to
outdoor employees and hence people or their representatives will be consulted with
respect to changes in style, type and fabric of clothing as issued in accordance with good
management practices. (Note, also Section 35(1) (c) of the Occupational Safety and
Health Act 1984).

Wherever practicable, the Council, having adopted a clothing policy will ensure that the
style and fabric of garments is acceptable and appropriate to the relevant workforce.

8l| Page



SHIRE OF

B‘v
e N

RRIGIN

co

3.6 EMPLOYEE HEALTH AND WELLBEING SUPPORT

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 20 October 2020

Amended: N/A
Objective: To ensure that employees have an opportunity to access a range of health and wellbeing
support services and programs to show commitment to:
1 Improving the health and wellbeing of employees.
1 Promote awareness of key health issues.
1 Promote and encourage participation in workplace health and wellbeing activities.
1 Encourage employees to provide input into health and wellbeing activities.
Policy:

The Shire is committed to providing employees with a safe, healthy and supportive work
environment. The shire recognises the importance of a supportive workplace culture
where healthy lifestyle choices are valued and encouraged.

The health and wellbeing of employees and maintaining a good work life balance enables
employees to fulfil their work and personal responsibilities effectively and efficiently which
benefits both the employee and employer.

The health and wellbeing support services and incentives aim to improve the general
health of employees, assist with retention and attraction of staff and assist in the reduction
of workers compensation claims.

Employee Support Services

The Shire of Corrigin provides a range of opportunities and support services to assist
employees to create a healthy workplace, improve awareness of health issues, lower risk
factors and i mprove employeeds safety.

The Shire of Corrigin offers all employees access to the following services provided by
Local Government Insurance Service (LGIS) Health and Wellbeing Program including:
Skin cancer screening.

Hearing testing.

Flu vaccinations.

Injury prevention such as manual task training and ergonomic assessments.
Health and wellbeing assessments.

Healthy lifestyle programs.

Mental health awareness.

E R N

Additional health and wellbeing programs are promoted throughout the year depending on
topical issues, demand, funding and work arrangements.

Counselling and Support Service.

Employees are able to access free and confidential counselling sessions over the
telephone or face to face. The LGIS Counselling Service is generally a short term service
and employees requiring longer term counselling are encouraged to discuss alternative
support which may require a medical referral.

Employee Health and Wellbeing Incentives
In order to encourage fithess and general wellbeing all permanent full time and part time
employees are offered one of the following incentives to a maximum value of $250 per
financial year:
1 Season pass for individual or family (immediate family and dependent children
under 16).
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1 Heated pool entry passes or aqua aerobics classes.

1 Reimbursement of local Corrigin sporting team membership fees for active
participation eg football, netball, hockey, cricket, tennis, bowls, etc.

1 Reimbursement of local personal training or fithess programs or classes.

CORRIGIN

Conditions

The following conditions apply to the incentives

These incentives apply to all permanent full time and part time employees of the
Shire of Corrigin.

Not to be used for the purchase of clothes, shoes or equipment.

Not to be used for social or non-playing membership fees.

Applies to individual employees and immediate family only including: dependent
children under 16 and excluding siblings, grandchildren or parents.

= —a =9 =

Roles and Responsibilities
Employees are encouraged to:
f Supportandcontr i bute to the Shire of Corrigino:
and supportive environment for all employees.
1 Seek clarification from management if required.
1 Support fellow workers in their awareness of this policy.
9 Actively support and contribute to the implementation of health and wellbeing
support services and programs.

Communication Monitoring and Review
The Shire of Corrigin will ensure that:
T All employees receive information about the range of health and wellbeing support
services offered by the Shire of Corrigin during the induction process.
1 This policy is easily accessible by all employees and are provided with notification
of any changes to the policy.
1 Employees are encourage to actively contribute and provide feedback to this
policy.
1 The effectiveness of the policy will be assessed through feedback from
employees.
1 The policy will be reviewed by management and the Occupational Health and
Safety Committee to determine if objectives are being met.
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3.7 CONTRACTORS
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Policy Owner: Governance and Compliance

Person Responsible: Chief Executive Officer, Deputy Chief Executive Officer, Manager Works and

Services

Date of Approval: 15 August 2006

Amended: 21 April 2015; 15 October 2019

Objective: To ensure that Council employs suitably qualified and prepared contractors in conjunction
with insurance and liability schemes through LGIS.

Policy: The Shire of Corrigin understands the legislative duties imposed by the Occupational

Safety and Health Act 1984 (WA) in regards to contract work arrangements and will
undertake appropriate activities to ensure that our legislative duties are duly fulfilled in
relation to matters over which the Shire has capacity to exercise control.
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Policy Owner: Governance and Compliance

Person Responsible: Chief Executive Officer; Deputy Chief Executive Officer, Manager Works and
Services; Governance Project Officer

Date of Approval: 21 April 2015

Amended: 17 October 2017; 15 October 2019

Objective: To ensure the Shire of Corrigin inducts new employees in a structured and standardised
met hod to effectively communicate the Shire
new employees. This will assist to uemanegr at

culture through the provision of counselling, coaching and mentoring, which are supported
by the provision of information and learning materials to satisfy the technical or
professional aspects of each job.

Policy: The immediate manager/supervisor should carry out the induction to meet the needs of
the new employee, taking into account such factors as; their experience, previous
knowledge and requirements of the position.

The Shire of Corrigin Induction Program should be presented to new employees prior to

the commencement of duties and provide new employees with:

T an understanding of the Shires Occupational Safety and Health requirements and
obligations;

an understanding of human resource procedures and entitlements;

clarifies their role, as outlined within their position description;

an understanding of their supervisor® expectations;

a training and development program;

a set of probation goals to achieve;

an understanding of the Shirebés expectati
knowledgeof wher e to find information regardin
An overview of the Shires hazard identification, risk assessment, reporting and

control process.

E N I e ]

The induction program should discuss managing and supporting staff training along with
staff development and performance management which should commence immediately.
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ol Policy Owner: Corporate and Community Services
Person Responsible: Chief Executive Officer

Date of Approval: 17 October 2017, 20 October 2020

Amended:

Objective:

Policy:

To outline the obligations of Councillors and Staff to ensure that all legislative compliance
is met.

A fundamental principle of good public administration is that public officials comply with
both the letter and the spirit of the law.

The Shire of Corrigin has an obligation to ensure that legislative requirements are
complied with. The community and those working at the Shire have an expectation that
the Council will comply with applicable legislation and the Council should take all
appropriate measures to ensure that that expectation is met.

Regulation 14 of the Local Government (Audit) Regulations 1996 requires local
governments to carry out a compliance audit for the period 1 January to 31 December in
each year. The compliance audit is structured by the Department of Local Government,
Sporting and Cultural Industries and relates to key provisions of the Local Government Act
1995.

Regulation 17 of the Local Government (Audit) Regulations 1996 also requires a review of
the appropriateness and effectiveness of systems and procedures in relation to legislative
compliance at least once every three financial years and a report to the Audit Committee
on the results of that review.
1. The Shire will have appropriate processes and structures in place to ensure that
legislative requirements are achievable and are integrated into the operations of
the local government.

2.  The processes and structures will aim to i

A. Develop and maintain a system for identifying the legislation that applies to the
S hi radidtiss.

B. Assign responsibilities for ensuring that legislation and regulatory obligations are
fully implemented.

C. Provide training for relevant employees, elected members, volunteers and other
relevant people in the legislative requirements that affect them.

D. Provide people with the resources to identify and remain up-to-date with new
legislation.

E. Establish a mechanism for reporting non-compliance.

F. Review accidents, incidents and other situations where there may have been non-
compliance.

G. Review audit reports, incident reports, complaints and other information to assess
how the systems of compliance can be improved.

3. Roles and Responsibilities

A. Elected members and committee members i Elected members and committee
members have a responsibility to be aware and abide by legislation applicable to
their role.

B. Senior management i Senior management should ensure that directions relating
to compliance are clear and unequivocal and that legal requirements which apply
to each activity for which they are responsible are identified. Senior Management
should have systems in place to ensure that all staff are given the opportunity to
be kept fully informed, briefed and/or trained about key legal requirements relative
to their work within the financial capacity to do so.

C. Employeesi Employees have a duty to seek information on legislative
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5.

requirements applicable to their area of work and to comply with the legislation.

D. Employees shall report through their supervisors to Senior Management any areas

of non- compliance that they become aware of.

Implementation of Legislation

The Shire will have procedures in place to ensure that when legislation changes,
steps are taken to ensure that future actions comply with the amended legislation.

Legislative Compliance Procedures

A. ldentifying Current Legislation i The Shire accesses electronic up to date versions

of Il egislation through the Department
website at www.legislation.wa.gov.au.

B. ldentifying New or Amended Legislation 1

i.Western Australian Government Gazette
The Government Gazette publishes all new or amended legislation applicable to
Western Australia. Copies of Government Gazettes are able to be downloaded
from the State Law Publisher website at slp.wa.gov.au. It is incumbent on the CEO
and Senior Staff to determine whether any gazetted changes to legislation need to
be incorporated into processes.

ii. Department of Local Government, Sporting and Cultural Industries 1
The Shire receives regular circulars from the Department on any new or amended
legislation. Such advice is received through the CEO and relevant Shire officers for
implementation.

iii. Department of Planning, Lands and Heritage (DPLH) i

The Shire receives Planning Bulletins from DPLH on any new or amended
legislation. Such advice is received through relevant Shire officers or contractors
for implementation.

iv.Western Australian Local Government Association (WALGA) i

The Shire receives regular circulars from WALGA and these circulars highlight
changes in legislation applicable to local governments.

C. Obtaining advice on Legislative Provisions

The Shire will obtain advice on matters of legislation and compliance where this is
necessary. Contact can be made with the Department of Local Government,
Sporting and Cultural Industries, WALGA or the relevant initiating government
department for advice.

D. Informing Council of legislative change

6.

i.If appropriate the CEO will, on receipt of advice of legislative amendments, advise
the Council on new or amended legislation.

ihiThe Council 6s f or maduncif nteetinga prdvides that allrepopto r t s

shall have a section headed O6Statutory
of any Act, Regulation or other legislation that is relevant.

Review of Incidents and Complaints of Non-compliance
The CEO shall review all incidents and complaints of non-compliance. Such reviews
will assess compliance with legislation, standards, policies and procedures that are
applicable.

Reporting of Non-compliance

a) All instances of non-compliance shall be reported immediately to the supervising
Executive Manager.

b) The Executive Manager shall determine the appropriate response and then report
the matter to the CEO.

c) The CEO may investigate any reports of significant non-compliance and if
necessary report the non- compliance to the Council and/or the relevant
government department.

d) The CEO will also take the necessary steps to improve compliance systems.
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3.10 FRAUD AND CORRUPTION CONTROL

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 15 November 2000

Amended:

Objective: This policy details the Shires approach to fraud and corruption prevention, detection and
response and to convey the Shireds commi
corruption in the performance of its functions.

Policy: This policy applies to i

1 elected members, external committee members and employees of
Shire of Corrigin, including volunteers and trainees;

9 contractors, consultants and suppliers who provide goods or services to the
Shire; and

1 members of the public who may have business or other dealings with the Shire.

1. Definitions

Fraud i Dishonest activity causing actual or potential financial loss to any person or
entity, including theft of monies or other property by elected members, employees or
persons external to the entity and where deception is used at the time immediately before
or immediately following the activity (Australian Standard AS8001 i 2008 Fraud and
Corruption Control).

Fraud can include deliberate falsification, concealment, destruction or use of falsified
information; improper use of information or abuse of position for personal financial benefit;
misappropriation of assets; manipulation of financial reporting.

Corruption i Dishonest activity in which an elected member, employee or contractor of
the entity acts contrary to the interests of the entity and abuses their position of trust in
order to achieve personal gain or advantage for themselves or for another person or
organizati on. The concept of Acorruptiond can
a person purporting to act on behalf of and in the interests of the entity, in order to secure
some form of improper advantage for the entity (Australian Standard AS8001 i 2008
Fraud and Corruption Control).

Corruption is any deliberate or intentional wrongdoing that is improper, dishonest and
fraudulent and may include concealed or undisclosed conflict of interest; failure to
disclose acceptance of gifts or hospitality; acceptance of bribes; misuse of internet or
email; release of confidential information or intellectual property.

2. Statement
Shire of Corrigin is committed to an organizational culture that promotes a high standard
of ethical and professional behavior, consistent with its Code of Conduct.

Shire of Corrigin commits to thoroughly investigating any reported or suspected acts of
fraud or corruption regardless of position, title, length of service or standing of any person.

In all circumstances that the investigation indicates serious fraudulent or corrupt activity
has occurred the matter will be reported to the appropriate authority being either Public
Sector Commission, Corruption and Crime Commission and/or Western Australian Police.

Any person who suspects or is aware of actual fraudulent or corrupt activity is encouraged
to report such conduct to the appropriate senior person ie CEO, DCEO or Shire
President. No detrimental action will be taken against a person acting in good faith, unless
the report is malicious or the person is also involved with the fraudulent or corrupt activity.
3. Roles and Responsibilities
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Fraud and corruption control is the responsibility of every employee or elected member,
details specific roles and responsibilities:

however the followin

Role

Responsibility

Council

T

Adopts the Fraud and Corruption policy.
Adheres to the Fraud and Corruption policy.

Chief Executive Officer

1
T
1
1
T
T
T

Legislated responsibility to exercise authority on behalf of
the Shire.

Overall accountability for prevention and detection of
fraud and corruption in the workplace.

Ensures integrity and accountability in the performance of
t he S fumctioesd s

Responsibility for the effective and efficient use of the
Shi rresdurges.

Promotes continuous evaluation and improvement of the
Shireds mapracticee me nt

Notifies the Corruption and Crime Commission or Public
Sector Commission if misconduct is suspected.

Deputy Chief
Executive Officer
&/or Governance
Project Officer

=

Oversees implementation and continued monitoring of the
fraud and corruption policy.

Provides accurate and timely advice to the CEO and the
Audit and Risk Committee on fraud and corruption matters.
Ensures training and awareness programs are designed to
assist employees and contractors to identify, prevent, detect
and report fraud and corruption.

Ensures the policy is reviewed annually.

All Executive Staff

Encourage and maintain a culture and working environment
that fosters personal responsibility, integrity and
accountability.

Model the highest standards of integrity and ethical
behaviour, consistent with the Code of Conduct.

Ensure effective employee communication about the

process for identifying and reporting potential fraudulent and
corrupt activities.

Audit and Risk
Committee

Oversight of risk management, including fraud and
corruption control.

Review governance processes to ensure all matters

relating to alleged fraud and corruption or unethical

conduct are managed appropriately.

Review the Shireds risk dash
monitoring and managing business risk, including risks
associated with fraud and corruption.

Review the Internal Audit Plan annually to ensure it
covers fraud and corruption risks.

PID Officers

Investigate disclosures under the Public Interest
Disclosure Act 2003.

All Employees

E ]

Understand responsibilities associated with performing

their official duties and commit to acting ethically and with
integrityinaccor dance with the Shi
and relevant policies and procedures.

Undertake awareness training and education.

Report all suspected or actual incidents of fraud and
corruption that they may be aware of to a line manager
and/or director.
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4. Prevention
Robust internal controls and systems are a prime defense mechanism against fraud
and corruption. Shire of Corrigin demonstrates these by i

1 Adopting a Code of Conduct, which reinforces a commitment to a high
standard of integrity and accountability by demonstrating professional
behaviours consistent with the Shireos

1 A commitment from the Executive staff to be role models and demonstrate
ethical and accountable behaviour in their actions.

1 Ensuring effective management of conflicts of interest in accordance with the
Shireds ConfGuidaines.of | nterest

i Establishing effective reporting mechanisms and protection for employees
making disclosures about fraud and corruption activities.

1 Promoting, practicing and adhering to risk management policies and
procedures, ensuring risk assessments are conducted and regularly reviewed
and controls developed to address identified risks as required.

1 Pre-employment screening to verify qualifications, suitability and experience of
a potential candidate for employment.

1 Thorough screening of suppliers to verify credentials and stringent
assessmentof grant recipients.

5. Detection

Shire of Corrigin has the following measures in place to identify and detect incidents
of fraud and/or corruption i

)l

E N

1

Risk management system to identify, analyse, evaluate and treat risk,
including corruption and fraud;Segregation of duties in high risk areas
(finance, procurement, contract management, regulatory functions etc.);
Regular reviews and checks to detect irregularities in high risk areas;
Reconciliations (payroll, accounts payable);

Analysis of management accounts and financial statements;
Delegations manual;

IT system controls (access restrictions, strong passwords etc.);

Internal audit plan covers high risk fraud areas (procurement, credit cards

etc.); and
Public Interest Disclosure.

6. Response
All reports of suspected fraud or corruption will be investigated by the Chief

1
1

E

Executive Officer and the Deputy Chief Executive Officer.
Immediate action will be taken to preserve relevant evidence from theft,

removal, alteration or destruction. Evidence includes but is not limited to
documents and IT (computers, laptops, portable devices, system access etc.).
Appropriate action will be taken, which may include disciplinary action and/or
referral to an external agency (CCC, Public Sector Commission or Police).

Confidentiality will be maintained throughout this process.

In each instance where fraud or corruption is detected, the Chief Executive

Officer will instruct the Deputy Chief Executive Officer to reassess the
adequacy of internal control systems, particularly those directly relating
fraud and corruption incident and recommend improvements where
necessary.

to the
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4.1

CODE OF CONDUCT FOR COUNCIL MEMBERS, COMMITTEE MEMBERS
AND CANDIDATES

Policy Owner: Governance and Compliance
Distribution: All Elected Members and Staff
Person Responsible: Chief Executive Officer, Deputy Chief Executive Officer, Manager Works and

Services

Date of Approval: 15 June 2010
Amended: 16 February 2021

1.

3.

4.

5.

Division 1 8 Preliminary provisions

Citation

This is the Shire of Corrigin Code of Conduct for Council Members, Committee Members and
Candidates.

Terms used

(1) Inthis code d

Act means the Local Government Act 1995;

candidate means a candidate for election as a council member;
complaint means a complaint made under clause 11(1);

publish includes to publish on a social media platform.

(2) Other terms used in this code that are also used in the Act have the same meaning as they
have in the Act, unless the contrary intention appears.

Division 20 General principles

Overview of Division

This Division sets out general principles to guide the behaviour of council members, committee
members and candidates.

Personal integrity

(1) A council member, committee member or candidate should &
(a) act with reasonable care and diligence; and
(b) act with honesty and integrity; and
(c) act lawfully; and
(d) identify and appropriately manage any conflict of interest; and
(e) avoid damage to the reputation of the local government.

(2) A council member or committee member should &
(@) actin accordance with the trust placed in council members and committee members; and
(b) participate in decision-making in an honest, fair, impartial and timely manner; and

(c) actively seek out and engage in training and development opportunities to improve the
performance of their role; and

(d) attend and participate in briefings, workshops and training sessions provided or arranged
by the local government in relation to the performance of their role.

Relationship with others

(1) A council member, committee member or candidate should &
(a) treat others with respect, courtesy and fairness; and
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(2) A council member or committee member should maintain and contribute to a harmonious,
safe and productive work environment.

6. Accountability

A council member or committee member should &
(a) base decisions on relevant and factually correct information; and

(b) make decisions on merit, in the public interest and in accordance with statutory obligations
and principles of good governance and procedural fairness; and

(c) read all agenda papers given to them in relation to council or committee meetings; and

(d) be open and accountable to, and represent, the community in the district.
Division 3d Behaviour

7. Overview of Division
This Division sets out

(@) requirements relating to the behaviour of council members, committee members and
candidates; and

(b) the mechanism for dealing with alleged breaches of those requirements.

8. Personal integrity

(1) A council member, committee member or candidate

(a) must ensure that their use of social media and other forms of communication complies with
this code; and

(b) must only publish material that is factually correct.

(2) A council member or committee member o
(@) must not be impaired by alcohol or drugs in the performance of their official duties; and
(b) must comply with all policies, procedures and resolutions of the local government.

9. Relationship with others

A council member, committee member or candidate d
(@) must not bully or harass another person in any way; and

(b) must deal with the media in a positive and appropriate manner and in accordance with any
relevant policy of the local government; and

(c) must not use offensive or derogatory language when referring to another person; and

(d) must not disparage the character of another council member, committee member or
candidate or a local government employee in connection with the performance of their
official duties; and

(e) must not impute dishonest or unethical motives to another council member, committee
member or candidate or a local government employee in connection with the performance
of their official duties.

10. Council or committee meetings
When attending a council or committee meeting, a council member, committee member or
candidate 0
(@) mustnot act in an abusive or threatening manner towards another person; and

(b) must not make a statement that the member or candidate knows, or could reasonably be
expected to know, is false or misleading; and

(c) must not repeatedly disrupt the meeting; and
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(d) must comply with any requirements of a local law of the local government relating to the
procedures and conduct of council or committee meetings; and

(e) must comply with any direction given by the person presiding at the meeting; and
() mustimmediately cease to engage in any conduct that has been ruled out of order by the
person presiding at the meeting.

11. Complaint about alleged breach

(1) A person may make a complaint, in accordance with subclause (2), alleging a breach of a
requirement set out in this Division.

(2) A complaint must be made 6
(&) inwriting in the form approved by the local government; and
(b) to a person authorised under subclause (3); and
(c) within 1 month after the occurrence of the alleged breach.

(3) The local government must, in writing, authorise 1 or more persons to receive complaints
and withdrawals of complaints.

(a) the following persons to receive Division 3 complaints and withdrawals of same, relating
to about Council Members, Committee Members and Candidates:

i. Complaints about Council Members or candidates for elections that become Council
Members, excluding those made by the Shire President i the Shire President;

ii. Complaints made by the Shire President excluding those made by the Deputy Shire
President i the Deputy Shire President;

iii. Complaints about the Shire President i the Deputy Shire President; and

iv. Complaints about the Deputy Shire President made by the Shire Presidenti a
committee comprising the remaining Council Members.

Complaint About Alleged Breach Form - Located in GOV.0014 and in Complaints Register in
Shire Safe.

12. Dealing with complaint

(1) After considering a complaint, the local government must, unless it dismisses the complaint
under clause 13 or the complaint is withdrawn under clause 14(1), make a finding as to
whether the alleged breach the subject of the complaint has occurred.

(2) Before making a finding in relation to the complaint, the local government must give the
person to whom the complaint relates a reasonable opportunity to be heard.

(3) Afinding that the alleged breach has occurred must be based on evidence from which it may
be concluded that it is more likely that the breach occurred than that it did not occur.

(4) If the local government makes a finding that the alleged breach has occurred, the local
government may &

(a) take no further action; or
(b) prepare and implement a plan to address the behaviour of the person to whom the
complaint relates.

(5) When preparing a plan under subclause (4)(b), the local government must consult with the
person to whom the complaint relates.

(6) A plan under subclause (4)(b) may include a requirement for the person to whom the
complaint relates to do 1 or more of the following &
(a) engage in mediation;
(b) undertake counselling;
(c) undertake training;
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(d) take other action the local government considers appropriate.

(7) If the local government makes a finding in relation to the complaint, the local government
must give the complainant, and the person to whom the complaint relates, written notice
of 8

(a) its finding and the reasons for its finding; and
(b) if its finding is that the alleged breach has occurred 6 its decision under subclause (4).

13. Dismissal of complaint

(1) The local government must dismiss a complaint if it is satisfied that &

(a) the behaviour to which the complaint relates occurred at a council or committee meeting;
and

(b) eitherod
() the behaviour was dealt with by the person presiding at the meeting; or
(i) the person responsible for the behaviour has taken remedial action in accordance
with a local law of the local government that deals with meeting procedures.

(2) If the local government dismisses a complaint, the local government must give the
complainant, and the person to whom the complaint relates, written notice of its decision and
the reasons for its decision.

14. Withdrawal of complaint

(1) A complainant may withdraw their complaint at any time before the local government makes
a finding in relation to the complaint.
(2) The withdrawal of a complaint must be o
(@) inwriting; and
(b) given to a person authorised under clause 11(3).

15. Other provisions about complaints

(1) A complaint about an alleged breach by a candidate cannot be dealt with by the local
government unless the candidate has been elected as a council member.

(2) The procedure for dealing with complaints may be determined by the local government to
the extent that it is not provided for in this Division.

Division 4 8 Rules of conduct

Notes for this Division:

1. Under section 5.105(1) of the Act a council member commits a minor breach if the council member
contravenes a rule of conduct. This extends to the contravention of a rule of conduct that occurred
when the council member was a candidate.

2. A minor breach is dealt with by a standards panel under section 5.110 of the Act.

16. Overview of Division

(1) This Division sets out rules of conduct for council members and candidates.
(2) Areference in this Division to a council member includes a council member when acting as a
committee member.

17. Misuse of local government resources

(1) Inthis clause o

electoral purpose means the purpose of persuading electors to vote in a particular way at an
election, referendum or other poll held under the Act, the Electoral Act 1907 or the Commonwealth
Electoral Act 1918;
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CORRIGIN

(2) A council member must not, directly or indirectly, use the resources of a local government for
an electoral purpose or other purpose unless authorised under the Act, or by the local
government or the CEO, to use the resources for that purpose.

18. Securing personal advantage or disadvantaging others

(1) A council member must not make improper use of their office 8
(a) to gain, directly or indirectly, an advantage for the council member or any other person; or
(b) to cause detriment to the local government or any other person.

(2) Subclause (1) does not apply to conduct that contravenes section 5.93 of the Act or The
Criminal Code section 83.

19. Prohibition against involvement in administration

(1) A council member must not undertake a task that contributes to the administration of the

local government unless authorised by the local government or the CEO to undertake that
task.

(2) Subclause (1) does not apply to anything that a council member does as part of the
deliberations at a council or committee meeting.

20. Relationship with local government employees

(1) Inthis clause &

local government employee means a person &
(a) employed by a local government under section 5.36(1) of the Act; or
(b) engaged by a local government under a contract for services.

(2) A council member or candidate must not 8

(a) direct or attempt to direct a local government employee to do or not to do anything in their
capacity as a local government employee; or

(b) attempt to influence, by means of a threat or the promise of a reward, the conduct of a
local government employee in their capacity as a local government employee; or

(c) actin an abusive or threatening manner towards a local government employee.

(3) Subclause (2)(a) does not apply to anything that a council member does as part of the
deliberations at a council or committee meeting.

(4) If a council member or candidate, in their capacity as a council member or candidate, is
attending a council or committee meeting or other organised event (for example, a briefing or

workshop), the council member or candidate must not orally, in writing or by any other
means &

(a) make a statement that a local government employee is incompetent or dishonest; or

(b) use an offensive or objectionable expression when referring to a local government
employee.

(5) Subclause (4)(a) does not apply to conduct that is unlawful under The Criminal Code
Chapter XXXV.

21. Disclosure of information

(1) Inthis clause &

closed meeting means a council or committee meeting, or a part of a council or committee
meeting, that is closed to members of the public under section 5.23(2) of the Act;
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’{.g confidential document means a document marked by the CEO, or by a person authorised by the
"g CEO, to clearly show that the information in the document is not to be disclosed;
o

document includes a part of a document;
non-confidential document means a document that is not a confidential document.

(2) A council member must not disclose information that the council member o
(a) derived from a confidential document; or
(b) acquired at a closed meeting other than information derived from a non-confidential
document.
(3) Subclause (2) does not prevent a council member from disclosing information &
(a) ata closed meeting; or

(b) to the extent specified by the council and subject to such other conditions as the council
determines; or

(c) thatis already in the public domain; or

(d) to an officer of the Department; or

(e) to the Minister; or

() to alegal practitioner for the purpose of obtaining legal advice; or
(g) if the disclosure is required or permitted by law.

22. Disclosure of interests

(1) Inthis clause &
interest 0

(@) means an interest that could, or could reasonably be perceived to, adversely affect the
impartiality of the person having the interest; and

(b) includes an interest arising from kinship, friendship or membership of an association.
(2) A council member who has an interest in any matter to be discussed at a council or

committee meeting attended by the council member must disclose the nature of the
interest &

(@) in a written notice given to the CEO before the meeting; or
(b) at the meeting immediately before the matter is discussed.
(3) Subclause (2) does not apply to an interest referred to in section 5.60 of the Act.
(4) Subclause (2) does not apply if a council member fails to disclose an interest because the
council member did not know &
(a) thatthey had an interest in the matter; or
(b) that the matter in which they had an interest would be discussed at the meeting and the
council member disclosed the interest as soon as possible after the discussion began.
(5) If, under subclause (2)(a), a council member discloses an interest in a written notice given to
the CEO before a meeting, then &

(a) before the meeting the CEO must cause the notice to be given to the person who is to
preside at the meeting; and

(b) at the meeting the person presiding must bring the notice and its contents to the attention
of the persons present immediately before any matter to which the disclosure relates is
discussed.

(6) Subclause (7) applies in relation to an interest if 0
(@) under subclause (2)(b) or (4)(b) the interest is disclosed at a meeting; or

(b) under subclause (5)(b) notice of the interest is brought to the attention of the persons
present at a meeting.

97| Page



SHIRE OF

g\

CORRIGIN

(7)  The nature of the interest must be recorded in the minutes of the meeting.

23. Compliance with plan requirement

If a plan under clause 12(4)(b) in relation to a council member includes a requirement referred to
in clause 12(6), the council member must comply with the requirement.

Adopted by the Council of the Shire of Corrigin on 16 February 2021

Adapted from the Western Australian Local Government Model Code of Conduct.
Staff Code of Conduct currently under review.
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Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer

Date of Approval: 15 June 2010

Amended: 15 June 2021

Objective:

PREAMBLE
The Shire of Corrigin Code of Conduct (the Code) provides employees with clear guidelines for
the standards of professional conduct expected of them in carrying out their functions and
responsibilities.

The Code addresses the broader issue of ethical responsibility and encourages transparency and
accountability. The Code expressestheShi re of Corriginds commit me]
ethical and professional behaviour and outlines the principles in which individual responsibilities

are based.

The Code is complementary to the principles adopted in the Local Government Act 1995 (the Act)
and associated regulations, which incorporate four fundamental aims:

(a) better decision-making by local governments;

(b) greater community participation in the decisions and affairs of local governments;

(c) greater accountability of local governments to their communities; and

(d) more efficient and effective local government.

Policy:
STATUTORY ENVIRONMENT
The Code addresses the requirement in section 5.51A of the Act for the CEO to prepare and
implement a code of conduct to be observed by employees of the Local Government, and
includes the matters prescribed in Part 4A of the Local Government (Administration)
Regulations 1996.

The Code should be read in conjunction with the Act and associated regulations. Employees
should ensure that they are aware of their statutory responsibilities under this and other
legislation.

APPLICATION
For the purposes of the Code, the term employees includes persons employed by the Shire of
Corrigin or engaged by the Shire of Corrigin under a contract for services. The Code applies to

al | empl oyees, including the CEQniseswhwhileengaged t he
in Local Government related activities. Clause 3.15 of this Code (Gifts), does not apply to the
CEO.

1. CODE OF CONDUCT

1.1. Role of Employees

The role of employees in Local Government is determined by the functions of the CEO as set out
in section 5.41 of the Act.

5.41. Functions of CEO

The CEO6s functions are to:

(@ advise the council in relation to the functions of a local government under this Act and other
written laws;

(b) ensure that advice and information is available to the council so that informed decisions can
be made;

(c) cause council decisions to be implemented;

(d) manage the day to day operations of the local government;
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(e) I'i ai se with the mayor or president on the
the |l ocal governmentés functions;

(H  speak on behalf of the local government if the mayor or president agrees;

(@) be responsible for the employment, management supervision, direction and dismissal of
other employees (subject to section 5.37(2) in relation to senior employees);

(n)  ensure that records and documents of the local government are properly kept for the
purposes of this Act and any other written law; and

(i)  perform any other function specified or delegated by the local government or imposed
under this Act or any other written law as a function to be performed by the CEO.

Local Government Act 1995

1.2. Principles affecting employment by the Shire of Corrigin

The principles set out in section 5.40 of the Act apply to the employment of the Shire of Corriginé s

employees:

5.40. Principles affecting employment by local governments

The following principles apply to a local government in respect of its employees &

(8 employees are to be selected and promoted in accordance with the principles of merit and
equity; and

(b) no power with regard to matters affecting employees is to be exercised on the basis of
nepotism or patronage; and

(c) employees are to be treated fairly and consistently; and

(d) there is to be no unlawful discrimination against employees or persons seeking employment
by the City on a ground referred to in the Equal Opportunity Act 1984 or on any other
ground; and

(e) employees are to be provided with safe and healthy working conditions in accordance with
the Occupational Safety and Health Act 1984; and

(H  such other principles, not inconsistent with this Division, as may be prescribed.

Local Government Act 1995

1.3. Personal Behaviour

Employees will:

(@ act, and be seen to act, properly, professionally and in accordance with the requirements of
the law, the terms of this Code and all policies of the Shire of Corrigin;

(b) perform their duties impartially and in the best interests of the Shire of Corrigin,
uninfluenced by fear or favour;

(c) actin good faith (i.e. honestly, for the proper purpose, and without exceeding their powers)
in the interests of the Shire of Corrigin and the community;

(d) make no allegations which are improper or derogatory (unless true and in the public
interest);

(e) refrain from any form of conduct, in the performance of their official or professional duties,
which may cause any reasonable person unwarranted offence or embarrassment; and

(H  always act in accordance with their obligation of fidelity to the Shire of Corrigin.

1.4. Honesty and Integrity

Employees will;

(&) observe the highest standards of honesty and integrity, and avoid conduct which might
suggest any departure from these standards;

(b) be frank and honest in their official dealing with each other; and

(c) report any dishonesty or possible dishonesty on the part of any other employee to their
Manager or the CEO in accordance withthisCod e and t he Shire of

1.5. Performance of Duties

While on duty, employees will give their whole time and attention to the Shire of Corrigin's
business and ensure that their work is carried out efficiently, economically and effectively, and
that their standard of work reflects favourably both on them and on the Shire of Corrigin.
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1.6. Compliance with Lawful and Reasonable Directions, Decisions and Policies

(@ Employees will comply with any lawful and reasonable direction given by any person having
authority to make or give such an order, including but not limited to their Manager or the
CEO.

(b) Employees will give effect to the lawful decisions and policies of the Shire of Corrigin,
whether or not they agree with or approve of them.

1.7. Administrative and Management Practices
Employees will ensure compliance with proper and reasonable administrative practices and
conduct, and professional and responsible management practices.

1.8. Intellectual Property
The title to Intellectual Property in all duties relating to contracts of employment will be assigned to
the Shire of Corrigin upon its creation unless otherwise agreed by separate contract.

1.9. Recordkeeping
Employees will ensure complete and accurate local government records are created and
maintained in accordance with the Shire of Corrigin Record Keeping Plan.

1.10. Dealing with Other Employees
(&) Employees will treat other employees with respect, courtesy and professionalism, and
refrain from behaviour that constitutes discrimination, bullying or harassment.

(b) Employees must be aware of, and comply with their obligations under relevant law and
theShire of Corriginds policies regarding
health, including:

Code of Behaviour;

Training and Development;

Fit for Work;

study Assistance;

Voluntary Service;

Senior Employees;

Retirement Resignation of Employees;
Staff uniforms;

Council vehicles issued to Staff;

Loss of Drivers Licence;

Employee Plant/ Vehicle Use;
Removal Expenses;

Staff Housing;

Staff Superannuation;

Redundancy Payments;

Local Government Holidays;
Secondary Employment;

Social Media;

Novated Lease;

Mobile Phones;

Appointment of Acting CEO,;

Dealing with Family Members;

Related Party Disclosure;

Leave Policy.

E R N I I R R e

—~~
O
~

towards creating and maintaining a safe and supportive workplace.
1.11. Dealing with community

(@) Employees will treat all members of the community with respect, courtesy and
professionalism.
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1.12.

1.13.

1.14.

1.15.

(b) All Shire of Corrigin services must be delivered in accordance with relevant policies and
procedures, and any issues resolved promptly, fairly and equitably.

Professional Communications

(&) All aspects of communication by employees (including verbal, written and electronic),
i nvolving the Shire of Corriginds activiti
objectives of the Shire of Corrigin.

(b) Communications should be accurate, polite and professional.

Personal Communications and Social Media

(a) Personal communications and statements made privately in conversation, written,
recorded, emailed or posted in personal social media, have the potential to be made
public, whether intended or not.

(b) Employees must not, unless undertaking a duty in accordance with their employment,
disclose information, make comments or engage in communication activities about or
on behalf of the Shire of Corrigin, i tos C
which breach this Code.

(c) Employee comments which become public and breach the Code of Conduct, or any
other operational policy or procedure, may constitute a disciplinary matter and may also
be determined as misconduct and be notified in accordance with the Corruption, Crime
and Misconduct Act 2003.

Personal Presentation
Employees are expected to comply with professional, neat and responsible dress
standards at all ti mes, in accordance with

Gifts
(&) Application
This clause does not apply to the CEO.

(b) Definitions

activity involving a local government discretion has the meaning given to it in the Local
Government (Administration) Regulations 1996;

activity involving a local government discretion means an activity &

(@) that cannot be undertaken without an authorisation from the local government; or
(b) by way of a commercial dealing with the local government;
[r.19AA of the Local Government (Administration) Regulations 1996]

associated person has the meaning given to it in the Local Government
(Administration) Regulations 1996;

associated person means a person who &

(a) is undertaking or seeking to undertake an activity involving a local government
discretion; or

(b) itis reasonable to believe, is intending to undertake an activity involving a local
government discretion
[r.19AA of the Local Government (Administration) Regulations 1996]

gift has the meaning given to it in the Local Government (Administration) Regulations 1996;
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gift 0
(@) has the meaning given in section 5.57 [of the Local Government Act 1995]; but
(b) does not include &

(i) adgift from a relative as defined in section 5.74(1); or

(i) a gift that must be disclosed under the Local Government (Elections)
Regulations 1997 regulation 30B; or

(iii) a gift from a statutory authority, government instrumentality or non-profit association for
professional training; or

(iv) a gift from WALGA, the Australian Local Government Association Limited
(ABN 31 008 613 876), the Local Government Professionals Australia WA
(ABN 91 208 607 072) or the LG Professionals Australia (ABN 85 004 221 818);
[r.19AA of the Local Government (Administration) Regulations 1996]

gift means o

(a) a conferral of a financial benefit (including a disposition of property) made by 1 person

in favour of another person unless adequat

passes from the person in whose favour the conferral is made to the person who
makes the conferral; or
(b) atravel contribution;

travel includes accommodation incidental to a journey;

travel contribution means a financial or other contribution made by 1 person to travel
undertaken by another person
[Section 5.57 of the Local Government Act 1995]

relative, in relation to a relevant person, means any of the following 8

(@) a parent, grandparent, brother, sister, uncle, aunt, nephew, niece, lineal descendant of
the relevant person or of the relevant pe

(b))t he relevant personbds sheepouseor de factodpartngra c t o
any relative specified in paragraph (a),
whether or not the relationship is traced through, or to, a person whose parents were

not actwually married to each other at the
whether the relationship is a natural relationship or a relationship established by a
written law;

[Section 5.74(1) of the Local Government Act 1995]

prohibited gift has the meaning given to it in the Local Government (Administration)
Regulations 1996;

prohibited gift, in relation to a local government employee, means o
(&) a gift worth the threshold amount or more; or

(b) agift that is 1 of 2 or more gifts given to the local government employee by the same
person within a period of 1 year that are in total worth the threshold amount or more;
[r.19AA of the Local Government (Administration) Regulations 1996]
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reportable gift means:
(i) a gift worth more than $50 but less than $100; or

(i) agiftthatis 1 of 2 or more gifts given to the local government employee by the same
person within a period of 1 year that are in total worth more than $50 but less than
$100.

threshold amount has the meaning given to it in the Local Government (Administration)
Regulations 1996, s ubj ect t o t hnatiomQBder&subcladise {ce r mi

threshold amount, for a prohibited gift, means o
(a) a gift worth the threshold amount or more; or

(b) agiftthatis 1 of 2 or more gifts given to the local government employee by the same
person within a period of 1 year that are in total worth the threshold amount or more;
[r.19AA of the Local Government (Administration) Regulations 1996]

(c) Determination
In accordance with Regulation 19AF of the Local Government (Administration)

Regulations 1996 the CEO has determined $100 as the threshold amount for
prohibited gifts. For clarification, and gifts over $100 is not to be accepted and must
be refused or returned.

(d) Employees must not accept a prohibited gift from an associated person.

(e) An employee who accepts a reportable gift from an associated person is to notify the
CEO in accordance with subclause (f) and within 10 days of accepting the gift.

() The notification of the acceptance of a reportable gift must be in writing and include:
(i) the name of the person who gave the gift; and

(i) the date on which the gift was accepted; and
(iii) a description, and the estimated value, of the gift; and
(iv) the nature of the relationship between the person who is an employee and the person
who gave the gift; and
(v) if the gift is one of two or more accepted from the same person within a period of one
year:
(1) a description;
(2) the estimated value; and
(3) the date of acceptance,
of each other gift accepted within the one year period.

(g) The CEO will maintain a register of reportable gifts and record in it details of
notifications given to comply with subclause (f).

(h) The CEO will arrange for the register maintained under subclause (g) to be published
on the Shire of Corriginds official websi
(i)  Assoon as practicable after a person ceases to be an employee, the CEO wiill

remove from the register all records relating to that person. The removed records will
be retained for a period of at least 5 years.

1.16. Conflict of Interest
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1.17.

1.18.

1.19.

(&) Employees will ensure that there is no actual (or perceived) conflict of interest
between their personal interests and the impartial fulfilment of their professional
duties.

(b) Employees will not engage in private work with or for any person or body with an
interest in a proposed or current contract with the Shire of Corrigin, without first
disclosing the interest to the CEO. In this respect, it does not matter whether
advantage is in fact obtained, as any appearance that private dealings could conflict
with performance of duties must be scrupulously avoided.

(c) Employees will lodge written notice with the CEO describing an intention to undertake
a dealing in land which is within the district of the Shire of Corrigin, or which may
ot herwise be in conflict with the Local
the principal place of residence).

(d) Employees who exercise a recruitment or any other discretionary function will
disclose any actual (or perceived) conflict of interest to the CEO before dealing with
relatives or friends and will disqualify themselves from dealing with those persons.

(e) Employees will conduct themselves in an apolitical manner and refrain from political
activities which could cast doubt on their neutrality and impartiality in acting in their
professional capacity.

Secondary Employment
An employee must not engage in secondary employment (including paid and unpaid
work) without receiving the prior written approval of the CEO.

Disclosure of Financial Interests
(@) All employees will apply the principles of disclosure of financial interest as contained
within the Act.

(b) Employees who have been delegated a power or duty, have been nominated as
6designated empl oy e ergpbrts o Counxit oo Gommiteeesantust i ¢ e
ensure that they are aware of, and comply with, their statutory obligations under the
Act.

Disclosure of Interests Relating to Impartiality

(@) Inthis clause, interest has the meaning given to it in the Local Government
(Administration) Regulations 1996.

interest &

i. means an interest that could, or could reasonably be perceived to, adversely affect
the impartiality of the person having the interest; and

ii. includes an interest arising from kinship, friendship or membership of an
association.
[r.19AA of the Local Government (Administration) Regulations 1996]

(b)  An employee who has an interest in any matter to be discussed at a Council or
Committee meeting attended by the employee is required to disclose the nature of the
interest:

(i) in awritten notice given to the CEO before the meeting; or

(i) at the meeting immediately before the matter is discussed.

(c) An employee who has given, or will give, advice in respect of any matter to be
discussed at a Council or Committee meeting not attended by the employee is
required to disclose the nature of any interest the employee has in the matter:

() in a written notice given to the CEO before the meeting; or

(i) at the time the advice is given.
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1.20.

1.21.

(d)  Arequirement described under (b) and (c) excludes an interest referred to in Section
5.60 of the Act.

(e) Anemployee is excused from a requirement made under (b) or (c) to disclose the
nature of an interest because they did not now and could not reasonably be expected
to know:

() that they had an interest in the matter; or

(i)  that the matter in which they had an interest would be discussed at the meeting and
they disclosed the nature of the interest as soon as possible after the discussion
began.

() If an employee makes a disclosure in a written notice given to the CEO before a
meeting to comply with requirements of (b) or (c), then:

()  before the meeting the CEO is to cause the notice to be given to the person who is to
preside at the meeting; and

(i)  atthe meeting the person presiding must bring the notice and its contents to the
attention of persons present immediately before a matter to which the disclosure
relates is discussed.

(9) If:
) to comply with a requirement made wunder i

interest in a matter is disclosed at a meeting; or

(i) adisclosure is made as described in item (e)(ii) at a meeting; or

(iii)  to comply with a requirement made under item (f)(ii), a notice disclosing the nature of
an employee's interest in a matter is brought to the attention of the persons present at
a meeting,
the nature of the interest is to be recorded in the minutes of the meeting.

Use and Disclosure of Information

(&) Employees must not access, use or disclose information held by the Shire of Corrigin
except as directly required for, and in the course of, the performance of their duties.

(b) Employees will handle all information obtained, accessed or created in the course of
their duties responsibly, and in accordan
policies and procedures.

(c) Employees must not access, use or disclose information to gain improper advantage
for themselves or another person or body, in ways which are inconsistent with their
obligation to act impartially and in good faith, or to improperly cause harm, detriment
or impairment to any person, body, or the Shire of Corrigin.

(d) Due discretion must be exercised by all employees who have access to confidential,
private or sensitive information.

(e) Nothing in this section prevents an employee from disclosing information if the
disclosure:

) is authorised by the CEO or the CEOO6s del

(ii)y is permitted or required by law.

Improper or Undue Influence

(@) Employees will not take advantage of their position to improperly influence Council
Members or employees in the performance of their duties or functions, in order to gain
undue or improper (direct or indirect) advantage or gain for themselves or for any
other person or body.

(b) Employees must not take advantage of their position to improperly influence any other
person in order to gain undue or improper (direct or indirect) advantage or gain,
pecuniary or otherwise, for themselves or for any other person or body.

(c) Employees must not take advantage of their positions to improperly disadvantage or
cause detriment to the local government or any other person.
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1.22. Use of Shire of Corrigin Resources
(@) Inthis clause i

Shire of Corrigin resources includes local government property and services provided or
paid for by the Shire of Corrigin;

local government property has the meaning given to it in the Act.

local government property means anything, whether land or not, that belongs to, or is
vested in, or under the care, control or management of, the local government

[Section 1.4 of the Local Government Act 1995]

(b) Employees will:
(i) be honest in their use of the Shire of Corrigin resources and must not misuse them or
permit their misuse (or the appearance of misuse) by any other person or body;

(i) use the Shire of Corrigin resources entrusted to them effectively, economically, in the
course of their duties and in accordance with relevant policies and procedures; and

(iinot use the Shire of Corrigin's resources (including the services of employees) for private
purposes (other than when supplied as part of a contract of employment), unless
properly authorised to do so, and appropriate payments are made (as determined by the
CEO).

1.23. Use of Shire of Corrigin Finances
(@) Employees are expected to act responsibly and exercise sound judgment with
respect to matters involving the Shire of

(b) Employees will use Shire of Corrigin finances only within the scope of their authority,
as defined in position descriptions, policies and procedures, administrative practices.

(c) Employees with financial management responsibilities will comply with the
requirements of the Local Government (Financial Management) Regulations 1996.

(d) Employees exercising purchasing authority will comply withthe Shi re of Corr
Purchasing Policy, and the systems and procedures established by the CEO in
accordance with regulation 5 of the Local Government (Financial Management)
Regulations 1996.

(e) Employees will act with care, skill, diligence, honesty and integrity when using local
government finances.

(H  Employees will ensure that any use of Shire of Corrigin finances is appropriately
documented in accordance with the relevant policy and procedure, including the
Shire of Corriginbés Recordkeeping Pl an

1.24. Reporting of Suspected Breaches of the Code of Conduct
Employees may report suspected breaches of the Code to their Manager or the

CEOQO, in accordance withtheShi re of Corrigintégs policies

1.25. Handling of Suspected Breaches of the Code of Conduct
Suspected breaches of the Code will be dealt with in accordance with the relevant

Shire of Corrigin policies and procedures, depending on the nature of the suspected
breach.

1.26. Reporting Suspected Unethical, Fraudulent, Dishonest, lllegal or Corrupt Behaviour
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(&) Employees may report suspected unethical, fraudulent, dishonest, illegal or corrupt
behaviour to their supervisor, Manager, or the CEO in accordance with Shire of
Corriginbés policies.

(b) In accordance with the Corruption, Crime and Misconduct Act 2003, if the CEO
suspects on reasonable grounds that the alleged behaviour may constitute
misconduct as defined in that Act, the CEO will notify:

(i) the Corruption and Crime Commission, in the case of serious misconduct; or
(i) the Public Sector Commissioner, in the case of minor misconduct.

(c) Employees, or any person, may also report suspected serious misconduct to the
Corruption and Crime Commission or suspected minor misconduct to the Public
Sector Commissioner.

(d) Employees, or any person, may also make a Public Interest Disclosure to report
suspected unethical, fraudulent, dishonest, illegal or corrupt behaviour, using the
Shire of Corriginds Public I nter eShteofDi
Corriginbéds website.

1.27. Handling of Suspected Unethical, Fraudulent, Dishonest, Illegal or Corrupt
Behaviour
Suspected unethical, fraudulent, dishonest, illegal or corrupt behaviour will be dealt
with in accordance with the appropriate Shire of Corrigin policies and procedures,
and where relevant, in accordance with the lawful directions of the appropriate
statutory body.

Adopted by the Council of the Shire of Corrigin on 15 June 2021

Adapted from the Western Australian Local Government Model Code of Conduct.

[, , confirm that | have read and understood the Code of
Conduct for Employee prowded to me in correspondence from the Shire of Corrigin on 17
June 2021.

,,,,,,,,,,,,,,,,,,,,,,,,,,

ceéeééecéeéécéeeéeé eééeéecéé
Signed Dated
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5.1 CODE OF BEHAVIOUR i STAFF, VOLUNTEERS AND CONTRACTORS

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer, Manager Works and Services

Date of Approval: 19 July 2016

Amended: N/A

Objective: The Code of Behaviour clarifies the standards of behaviour that are expected of all staff
and volunteers in the Shire of Corrigin in the performance of their duties. It gives
guidance in areas where staff and volunteers need to make personal and ethical
decisionsandi s t o be used in conj ununanResources t h t
Policies and Procedures and the official Code of Conduct.

Policy: Employees of the Shire are to carry out work and related activities observing the highest

standards of conduct. Staff are expected to carry out their work in an ethical and co-

operative manner and perform their duties with efficiency, fairness, impartiality, integrity
and honesty. The Code of Behaviour is written as a set of general principles rather than
detailed prescriptions.

This Code cannot address all possible issues which staff may face in their employment.
The successful development of an ethical environment relies upon employees having

responsibility for their professional behaviour, taking into consideration the provisions of
the code and policies of the Shire.

The Code of Behaviour sets down the standards and obligations that are not otherwise
specified. This code aims to clarify for all staff the conduct expected in the performance of
duties. Compliance with the Code of Behaviour will foster and maintain a general
environment of trust and confidence in the integrity and professionalism of the Shire. Staff
will strive at all times to maintain and enhance the reputation of the Shire.
The Code of Behaviour applies to all staff at the Shire.

Employee Responsibilities
The Shire employees have a responsibility to:

1
1
1

E N =a =

= =4 -8 -8 -9

Observe and comply with the rules and policies of the Shire
Act in a professional manner at all times

Carry out roles and tasks assigned to them in a positive, effective and efficient

manner
Act impartially, fairly and without prejudice or favouritism

Treat the Shire customers with the highest level of customer service Abide by the
policies, procedures and guidelines applicable to the Shire Be accountable for

decisions made within the course of their duties

Respect fellow employees and treat each other with courtesy, fairness, equity and

sensitivity
Respect an individual 6s right

t o

privacy

Respect confidential information given to them in the course of employment

Maintain open communication and accountability
Behave honestly and ethically in all dealings
Maintain and develop knowledge in their respective fields

Be loyal to the Shire and not engage in activities that conflict with its operations or

result in personal profit

Not solicit or encourage gifts or benefits in relation to their professional duties

Make efficient and economical use of Shire resources
Disclose fraud, corruption or maladministration
Avoid making public comment regarding the Shire

Exercise a duty of care to themselves and others within the workplace to avoid

hazards or accidents
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1 Use initiative and strive for excellence
1 Ensure that actions or behaviour outside of work do not reflect negatively on the
Shire of Corrigin

CORRIGIN

Managers Responsibilities

In addition to the responsibilities as an employee managers also have a responsibility to:

1 Ensure all staff have access to copies of the Code of Behaviour and other relevant
documents and policies

1 Ensure that the requirements of the Code of Behaviour are reflected in the day-to-day

management of employees

Ensure staff maintain high standards of conduct in the workplace

Support staff who disclose information regarding maladministration or corrupt conduct

Take all necessary steps to resolve conflicts that arise in the workplace and ensure

any conflict is avoided in the future

Appropriately record all reports of actual or potential conflict or contraventions of the

Code of Conduct

= = —a =9

Breaches or non-compliance with this Code of Behaviour may result in disciplinary
action appropriate to the level of breach.

This code of behaviour is an addendum to the formal Code of Conduct of Council.
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5.2 TRAINING AND DEVELOPMENT

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 15 August 2006

Amended: 17 October 2017; 16 October 2018

Objective: To facilitate the training and development of employees within areas which are of mutual
benefit for the Shire and its employees.

Policy: The Shire will support employees to attend appropriate conferences, seminars and

training programs relating to their individual function and responsibilities as detailed in
position descriptions and their individual Training and Development Plan.

A training and development plan will be will be developed for each employee as part of
the annual Performance Appraisal process. The purpose of this is to identify areas of
training, either to build on your strengths or to cover those elements of your job that you
may have limited experience. The training needs will be put in writing and will form the

A

basis of an individual 6s training plan for

The Shire of Corrigin is committed to creating a learning culture. The Shire of Corrigin
recognises that the business environment is constantly changing and that employees
need to acquire knowledge and expertise to keep us up to date.

During the budget preparation process the CEO shall propose for the consideration of
Council an allocation of funds for staff attendance at conferences and seminars and for
staff training for the ensuing financial year. There will be no payment of training fees or
time off to attend training unless prior approval for training has been authorised through
the appropriate channels:

1 Approval to attend is only to be granted if the relevant budget provides sufficient
funds and the conference, seminar or training course has been identified in the
empl oyeebds Training and Dev etdbe pfpastioular Pl an
relevance to Council ds operations and/ or
needs;

1 Senior staff attendance at conferences that has been included in staff contracts will
still require approval of the CEO;

1  The following expenses incurred as a result of approved training will be met by
Council and if paid by an employee can only be reimbursed with the production of a
detailed receipt:

0 Registration fees;

o0 Accommodation and reasonable meals costs*;

o Minor expenses, such as taxi, parking fees and telephone calls, internet access;
and

o0 Travelling expenses.

Alcohol, mini bars and in house movies will not be paid by Council.

*Reasonable meal costs (as per the Australian Taxation Office annual taxation
determination for reasonable meal allowance expenses

Breakfast i $27.05

Lunch - $30.45

Dinner - $51.85

These are reviewed annually in July each year but may not necessarily be increased
as a result of such review.
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If an employee is required to stay away from home overnight in accommodation
booked breakfast charges at the hotel rates will be paid by the Shire, even if they are
in excess of the amount listed above.
Any meal expenses incurred by employees in excess of the above limits:

Ar e t by theempyee td the supplier of the meals prior to settlement of the
account.
A May not be included on the Company's

Partners may attend conferences at own cost.

Air travel will be limited to economy class and will be organised by the Executive
Support Officer;

The Shire will endeavour to provide transport where training or conferences are held
away from the Shire office, however in the event that a personal vehicle is used,
travel reimbursements may be claimed in accordance with the Local Government
Industry Award 2010;

Staff attending conferences shall conscientiously attend all conference proceedings
unless carrying out other duties on behalf of the Shire during the term of the
conference. An evaluation report on the attendance at each
conference/seminar/course shall be prepared and submitted to the Deputy CEO or
CEO if requested.
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5.3 FIT FOR WORK

Policy Owner:

Corporate and Community Services; Works and Services,

Person Responsible: Chief Executive Officer

Date of Approval:
Amended:

19 July 2016, 20 October 2020
N/A

Objectives:

The objectives of this policy are to:

)l

Definitions:

Afford a clear understanding of the Council's position in relation to Unfit for Work,
primarily in relation to the influence of, in possession of or found to be cultivating,
selling or supplying drugs and | or alcohol, or being in any other way impaired for
work through substances or fatigue.

Ensure the Shire meets its duty of care under the Occupational Safety and Health
Act, 1984 to, where practicable, reduce hazards in the workplace.

Impress upon all employees their responsibility to establish and maintain a safe
working environment by attending to their duties in a 'Fit for Work' state in the
interest of themselves and the safety and wellbeing of other employees.

Prescribe the circumstances where an employee is deemed Unfit for Work and
detail the remedial measures to be taken to achieve the required duty of care across
the organisation.

Establish a structured approach that for the most part is fair and equitable in dealing
with employees who attend work in an unfit state.

The following definitions and interpretations shall apply with respect to being under the
influence of alcohol and/or other drugs:

1
1

=a =

Impaired Work Performance - means sudden or gradual deterioration of a person's
ability to function appropriately at work.

Unfit for Work- means being impaired for work and therefore unable to perform
duties in a safe manner.

Use- means eating, drinking, inhaling, injecting or dermal absorption of any
substance or drug.

Misuse - means inappropriate use of a substance on the Shire premise or property,
including overdose of a drug or the failure to take a drug in accordance with medical
advice.

Alcohol- means any beverage containing alcohol.

Drugs - means amphetamines, cannabinoids THC, opiates, barbiturates, cocaine,
methadone, benzodiazepines, alcohol and other narcotics, prescription drugs and
non-prescription drugs.

Substance- means any drug that may have adverse effects causing impaired work
performance.

Fatigue - means the inability to perform work effectively or safely due to lack of
sleep. Or the

adverse effects of medication, alcohol, drugs and | or other substances (including,
hangovers and/or "come downs").

Fit for Work- means not being under the influence of or affected by the adverse
effects of drugs, alcohol or any other substance, or not being fatigued.

Employee - means a person employed by the Shire in a permanent, part-time of
casual role.

Contractor- means a person engaged by the Shire (includes sub-contractor
personnel) to perform works through the issue of a purchase order.
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Policy:

1. RESPONSIBILITIES

1.1 Supervisor

If a supervisor or manager has reasonable grounds to believe that an employee or
contractor is affected by drugs and/or alcohol, steps will be taken to address the issue.
Reasonable grounds may include (but are not limited to) where an employee's
coordination appears affected, has red or bloodshot eyes or dilated pupils, smells of
alcohol, acts contrary to their normal behaviour, or otherwise appears to be affected by
drugs and/or alcohol.

1.2 Employee/Contractor

The health and wellbeing of an employee and contract personnel is of great importance to
the organisation. It is the responsibility of an employee to ensure he or she does not
attend work in a manner or condition which will affect their work performance and that
could endanger work colleagues, members of the public or cause damage to Shire
equipment. An employee assistance program will be offered in order to support the
affected employee- refer to Statement 3.0 of this policy.

All matters pertaining to fitness for work will be treated with the utmost confidentiality and
any employee or contractor who is interested in receiving counselling services should
seek assistance from their supervisor or manager.

2. APPLICATION

2.1 Alcohol

| Employees and contractors who commence work whilst under the influence of

alcohol will be stood down from their duties with Calibrated Breathalyser testing is to

be carried out on site by a trained manager/supervisor.

Breath testing for alcohol shall be set at zero tolerance for all staff.

Employees and contractors testing positive for alcohol will be given the option to

stand down from work without pay, and remain on the premises and re-test within a

prescribed amount of time as determined by the relevant manager/supervisor.

1 If the breathalyser test is confirmed positive the employee or contractor will be sent
home without pay for the remainder of the day. Further, if the blood alcohol level is
recorded at 0.05mg% or over transport will be arranged by the manager for the
employee to return home.

1 On occasions where alcohol may be included as part of a work function or other
recognised work event, supervisors/managers shall ensure that sufficient non-
alcoholic alternatives are also provided such as soft drinks, water, tea and coffee.

1 Where management has approved the consumption of alcohol at a shire function or
event, employees must apply a duty of care for their own and other people's safety
and wellbeing.

1 Failure to follow directions by management with regard to the consumption of
alcohol at a shire function or event may result in disciplinary action being taken by
the Shire.

1 Employees must arrange their own transport in relation to shire function or event as
the shire does not accept responsibility and will not be liable for employees during
travel to and from the function or event.

E

2.2 lllicit Drugs and Other Substances

| lllicit drugs and other substances are strictly prohibited by the Shire of Corrigin.

T Being under the influence of, suffering adverse effects of, in possession of, or found
to be cultivating, selling or supplying drugs or other substances whilst on the Shire
property or premise will result in disciplinary action and possibly instant dismissal. If
suspected of the above, an employee must undergo a drug screen paid by the
shire. A contractor under the same circumstances will be asked to immediately
leave the premises and the matter will be raised with their employer.

i Refusal to a drug screen by an employee may result in instant dismissal. If the drug
screen proves positive results on the first offence, the employee will receive a
written warning- refer to statement 4.1 of this policy. If an employee is found to give
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a positive result on the second offence, they will receive a second written warning-
refer to statement 4.2 of this policy.
1 Any third offence may also result in instant dismissal - refer to statement 4.3 of this

policy.

2.3 Prescription and Other Medication

1 It is an employee's and contractor's responsibility to inform the relevant supervisor
of any medication they are taking. This includes information of any adverse effects
that may occur whilst taking such medication, including the amount of times at
which the medication is taken per day.

1 This information is to be recorded on the employee's personnel file or contractor
worksheet for reference in the event of an emergency.

1 It is necessary the supervisor to record any known allergic reactions to any
medication an employee may have (i.e. penicillin).

1 All prescription drugs and other medication must be used in accordance with
medical advice.

1 Any non-prescription drugs or other medication must be used in accordance with
the manufacturer's recommendations.

1 Failure to follow these requirements will result in disciplinary action - refer to
statement 4.0 of this policy.

2.4 Fatigue
1 In the interest of safety and health it is important that employees remain alert and
function at full capacity whilst at work to reduce the risk of injury or harm to
themselves, personnel or members of the public.
1 This procedure directly reflects, but is not limited to, the implications of fatigue
through the following external triggers:
0 Lack of sleep
o0 Voluntary Work, or
o0 External work commitments
1 It is an employees' responsibility to report to the relevant supervisor any other work
or voluntary commitments outside of their employment with the Shire that may
adversely affect their role.
1 Depending on the circumstances, the shire may come to an agreement with the
employee to ensure there is equilibrium between regular hours worked at the Shire,
sleep/rest and additional hours worked elsewhere (including paid and voluntary
work).
If this agreement is reneged by the employee, disciplinary action may result.
If deprivation of sleep is the cause of fatigue due to other external circumstances, a
drug and alcohol screen may be imposed at the direction of the Supervisor. If
positive, disciplinary action may be taken.
1 In circumstances where the employee or contractor is unfit to remain at work in the
opinion of the supervisor/manager, the employee will be stood down from work
without pay for the remainder of the day.

=a =

2.5 Physical fitness including weight management to ensure that employees are able to
perform the full range of tasks outlined in their position description.

3. EMPLOYEE ASSISTANCE PROGRAM (EAP)

The Shire of Corrigin understands employees may be experiencing difficulties external to
work that may influence their behavior and health whilst at work. To assist with the
recovery of the employee, the shire has in place a confidential Employee Assistance
Program (EPA). Assistance may be offered to first offence employees through a
coordinated group of strategies designed to encourage employees to seek professional,
confidential counseling for personal problems that may significantly affect their work
performance.
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If an EAP is offered as a result of a first offence and the employee declines the offer, they
risk the consequence of instant dismissal on second offence. Employees who have failed
to meet the guidelines of this procedure yet feel an EAP will benefit due to personal
circumstances may request access to these services.

4. DISCIPLINARY ACTION - EMPLOYEES

Should an employee contravene this policy in anyway the following procedure is to apply
with discretion afforded to the CEO to deviate from this approach as deemed necessary
and where considered appropriate (refer to explanatory notes).

4.1 First Offence:

1 The employee will be immediately suspended from duty without pay if found to be
unfit to work.

1 The employee will be given the opportunity to explain their circumstances/actions in
relation to the test results.

1 The employee will be counseled by their supervisor that will focus on; the
unacceptability of the employee's behavior; the risk that such behavior creates for
the safety of the individual and other employees or members of the public and the
employee's responsibility to demonstrate that the problem is being effectively
addressed.

1 The employee will not be permitted to return to work until they have been tested
again and if proved negative, may be sent home at the discretion of their supervisor.

4.2 Second Offence:

1 The employee will be immediately suspended from duty without pay if found to be
unfit for work. The employee will be given the opportunity to explain their
circumstances/actions in relation to the test results.

1 The employee will be counseled by their supervisor that will focus on;

0 The unacceptability of the employee's behavior;

0 The risk that such behavior creates for the safety of the individual and other
employees or members of the public and the employee's responsibility to
demonstrate that the problem is being effectively addressed.

0 The employee will not be permitted to return to work until they have been tested
again and proved negative, and may be sent home at the discretion of their
supervisor.

0 The employee will be submitted to fortnight or random alcohol and | or drug
screening for the period of two months paid by the Shire. If the employee refuses
to comply with the testing or the results confirm positive on a consistent basis,
instant dismissal may be exercised by the CEO.

4.3 Third Offence:

1 The employee will be immediately suspended from duty without pay if found unfit for
work.

1 The employee will be given the opportunity to explain their circumstances/actions in
relation to the test results.

1 If not accepted by the CEO, the employment will be terminated without notice.

4.4 Instant Dismissal:
| Notwithstanding the disciplinary action above the following circumstances may also
apply to dismissal without notice:
o0 Any attempt to falsify the drug and alcohol screening
o Cultivating, selling or supplying drugs and/ or other substances;
0 Unauthorised consumption of illicit drugs or alcohol whilst on the work site or
during the working period;
o0 Any other unlawful behavior.

4.5 Other:
If an employee is sent home without pay, it is a requirement of the supervisors to:
| Contact the employee's next of kin to arrange pick up.
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1 If the next of kin is unable to be contacted or unable to take employee home, an
alternative arrange must be made to ensure the employee is delivered home safely.
The employee is to be advised that their vehicle must be collected the same day.

CORRIGIN

5.0 DISCIPLINARY ACTION -CONTRACTOR

Should a contractor be found to have breached this policy the shire may seek to review
the contractual arrangements and if necessary (as determined by the CEO) move to
cancel the purchase order and terminate the working arrangement without any form of
compensation.

Explanatory Note:

This policy incorporates a procedure for disciplinary action under Statement 4.0 to
address matters where an employee is deemed unfit for work, the Council acknowledges
the CEO may, at his or her discretion accounting for a particular circumstance or situation,
deviate from this procedure in managing the daily operations of the shire pursuant Section
5.41 of the Local Government Act, 1995.
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5.4 STUDY ASSISTANCE

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 19 July 2016, 20 October 2020

Amended: N/A

Objective: The Shire supports employees who endeavour to further their education (as it relates to
their position), through the provision of a financial subsidy and time off for study.

Policy: Study assistance relates to any qualification gained through University/TAFE/College

which has a national recognisable attainment.
Permanent employees who have completed their probationary period may be eligible for
study assistance subject to the conditions of this Policy.

Approval may be granted only where there is clear relevance between current or
prospective duties and the studies to be undertaken.

Applications for study assistance must be made annually as part of the Performance
Appraisal process. The Shire will allocate in the Annual Budget a sum to assist with the
costs associated with employee study assistance.

Financial Assistance
The Shire will consider reimbursement to the maximum value of $2,500 in any year for
education through a recognised provider (i.e. University or TAFE).

9  Authorisation prior to commencement of the program is required, in order that the
contents of the program can be assessed to ascertain the relevance to current work
duties and responsibilities.

1 Employees must pay for the approved unit(s) up front and pass the unit(s), prior to
any reimbursement claim being made.

T In order to claim reimbursement, employees must complete the study assistance
claim form, provide the receipt of payment and a transcript of results obtained.

Study Leave
The Shire will consider up to five (5) hours per week, paid time off for employees who
wish to gain higher education through a recognised provider (i.e. University or TAFE).

1 For time off to study to be approved, employees must satisfy the Shire that all

endeavours have been made to study outside working hours, e.g. evening classes,

correspondence, etc., and that rostered days off are being utilised (this may include a

change to the rostered day off in order to accommodate study hours).

The five (5) hours per week shall include travel time to and from the place of study.

Reasonable time for examinations will be considered.

A study assistance application form must be completed and approved prior to time off

for study being commenced.

1 Time off is offered as an alternative to financial assistance and must be applied for on
an annual basis.

E W

Having regard to changing Government policy on student contributions towards the cost
of study, the Shire will keep its policy on reimbursement of educational expenses under
review.

Professional and Representative Bodies
Subscription fees for members of an appropriate professional body which is recognised
by the Shire of Corrigin will be reimbursed subject to approval of the CEO.
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5.5 VOLUNTARY SERVICE

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 19 July 2016

Amended: 17 October 2017

Objective: To ensure that the Shiredéds empl oyeeeg. Sivho
John Ambulance, fire brigade officers) are paid whilst attending those emergencies.

Policy: Paid Volunteering Time Off (PVTO)

All staff who are bona fide members of volunteer emergency service groups, (i.e. fire
brigade, St John Ambulance), who are required for emergency service by those groups
during ordinary working hours usually worked in that day or period during an emergency,
but not including time in excess of ordinary working hours, weekends (unless part of their
normal roster of working hours) or public holidays.

For the purpose of this policy, ordinary working hours shall be the time ordinarily worked.

Employees are required to indicate PVTO on their timesheets where payments shall be
made through normal pay channels and which may be subject to authentication by the
officer controlling the relevant body or service.

During busy periods or when specific compliance deadlines require employees to
dedicate their time fully to the activities of the employer, permission to take Paid
Volunteering Time Off may not be granted.

Conditions of Volunteering

1. Council employees either volunteering, or as members of volunteer organisations, are
required to obtain permission the CEO, to attend an emergency during normal
working hours.

2. Any Shire employee attending an emergency before or after their normal working
hours will be considered to be a volunteer. Shire employees will be paid only for their
normal hours of duty.

3. When a specific request has been made by the Chief Bush Fire Control Officer for
Shire heavy equipment, the Shire employees operating this equipment will be paid
appropriate Enterprise agreement rates for the length of time required. This
arrangement is limited to ten (10) hours continuous time, after which the operator
should be relieved from duty.
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Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer

Date of Approval: 20 May 1998

Amended: 18 March 2014

Objective: The designation of senior employees in accordance with section 5.37 of the Local
Government Act 1995.

Policy: The following positions are classified as Senior Employees for the purposes of Section
5.37(1) of the Local Government Act 1995:

1 CEO
1 Deputy CEO
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5.7 STAFF UNIFORMS

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 21 April 2015

Amended: 19 July 2016; 17 October 2017; 16 October 2018
Objective: The Shire shall:
I Present a recognisable, tidy and professional image of staff to the community;
1  Ensure staff are appropriately dressed for their duties; and
1 Ensure that adequate protective clothing is provided to assist in maintaining the
safety and health of employees and environmental conditions.
Policy: The Shire shall adopt a corporate uniform for staff employed in the following areas:

1 Administration Staff
1 Outside workforce
1 Any other groups of staff as the CEO may from time to time see fit.

It shall be a job requirement that the staff involved in the designated areas wear the full
uniform at all times during the performance of their duties unless a specific task
necessitates otherwise. Council shall supply employees with a uniform in accordance with
guidelines set out below. The CEO is able to determine what a suitable uniform is, after
consultation with staff, including colour and style of the uniform.

Casual employees shall not be eligible for uniforms under this policy except upon review
of working conditions.

Part time employees working as outside staff quantities of clothing issued will be adjusted
accordingly.

Conditions of Supply
That the initial uniform for new outside staff be:

ITEM QUANTITY | REPLACEMENT | VALUE
Long Sleeve Hi-Vis Shirts | 3 Per Year
Trousers 3 Per Year
Safety Boots 1 Fair Wear and Up to
Tear $200
Waterproof Jacket Hi-Vis 1 Fair Wear and
Tear
ITEM QUANTITY | REPLACEMENT | VALUE
Jumper or Jacket Hi-Vis 1 2 Years
Raincoat 1 Fair Wear and
Tear
Wide Brim Hat 1 Fair Wear and
Tear
Safety Glasses 1 Fair Wear and
Tear
Rubber boots Steel Cap 1 Fair Wear and
Tear
Overalls If required Fair Wear and
Tear
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Employees engaged in bitumen/concrete works or undertaking other high wearing duties
will be given adequate consideration with respect to replacement and fair wear and tear.

Shirt, trousers and jackets/jumpers will be provided as part of an annual/bi-annual clothing
issue. All other personal protective clothing will be supplied on starting work (permanent)
with the Shire and then on an as needs/fair wear and tear basis.

The Administration staff will be allocated an amount of $600 per financial year (pro rata
for part time staff) as determined by the annual Budget.

High Visibility

Workers must wear high visibility clothing of some description while within the road

reserve or near vehicle access ways to ensure that they can be seen easily by vehicle
users

For this reason all uniform supplied to the outside workforce will be high visibility clothing.
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5.8 ELECTED MEMBER, CHIEF EXECUTIVE OFFICER AND EMPLOYEE
ATTENDANCE AT EVENTS POLICY

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 18 February 2020

Amended:

Objective: The purpose of this policy is to establish guidelines for appropriate disclosure and
management of acceptance of invitations to events or functions, or other hospitality
occasions, where elected members and employees are invited free of charge, whether as
part of their official duties as council or Shire of Corrigin representatives or not.

Policy: This policy applies to Elected Members, the Chief Executive Officer and all employees of

the Shire of Corrigin in their capacity as an Elected Member or employee of the Shire.

When considering whether an invitation to an event or hospitality given to an elected

member or an employee is a gift for the purposes of the Act and Regulations, the key

issues are:

1  The business, community group or individual offering the gift, ticket or benefit.

1  Value of the benefit.

1 Expectation of anything of value in return for the benefit such as formally opening or
speaking at the event or presenting prizes/awards.

1 Whether the value of that contribution outweighs the value of the benefit.

Definitions
District: is defined as the Wheatbelt Region of Western Australia.
Elected Members: includes the Shire President and all Councillors.

In accordance with the Local Government Act 1995 s 5.90A, an event is defined as a:
Concert

Conference

Function

Sporting event

Occasions prescribed by the Local Government (Administration) Regulations 1996.

Too o T T I

Entertainment Events

Any tickets accepted by an elected member, or employee, without payment for any
commercial entertainment event, for which a member of the public is required to pay
whether sponsored by the Shire of Corrigin or not will generally be classified as a gift for
the purposes of the Act and Regulations.

An exception to this is where the Presidentor Pr e s i deprasenbasve attends the
event in an official capacity to perform a civic function. Where there is commercial
entertainment event that, in the opinion of the Chief Executive Officer, it is in the interests
of the Shire of Corrigin for one or more elected members or employees to attend in order
to assess and understand first-hand the impacts on the community or business, then one
or more tickets for that event will be purchased for the relevant elected member or
employee by the Shire of Corrigin at full cost.

Other Commercial (non-entertainment) Events

For other commercial (non-entertainment) events, such as a conference or seminar, for
which a member of the public is required to pay, where the Chief Executive Officer is of
the opinion that it is in the interests of the Shire of Corrigin for one or more elected
members or employees to attend (such as for their professional development or to
undertake a function as an elected member or employee), then one or more registrations
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or other benefits for that event will be purchased for the relevant elected member or
employee by the Shire of Corrigin at full cost to enable attendance.

If the Shire of Corrigin does not pay for the event, free registration or any other benefit
(such as hospitality) given to an elected member or employee would be classified as a
@i ftd unl ess t heectedonmemberiobempldyes to the évent (ueh as by
way of a paper or speaking engagement) is reasonably considered to outweigh the value
of registration or other benefit given to the elected member or employee.

Community/Local Business Events

Acceptance of reasonable and modest hospitality by an elected member or employee at

an unpaid event run by a local community group for local business would not generally be
classified as a 0gi ft Oeleatddeneneberorremplogeetothe i but i
event is reasonably considered to outweigh the value of the hospitality.

This is more likely where the elected member or employee attends the event in his or her
capacity as an elected member or employee - preferably where the attendance has been
requested by the sporting club or community group, and is specifically authorised by the
Shire of Corrigin, but otherwise where the person is performing his or her functions as an
elected member or employee.

Conflicts of Interest

Attendance at events may lead to a perceived or actual conflict, which may prevent

council members patrticipating, or employees, providing advice at a future meeting. If the
amount of an event ticket (gift) is less than $1,000, and relates to a matter before Council,
under section 5.68 of the Act, Council may allow the disclosing council member to

participate in the discussionandvoteon t he condition that the
decision and the reasons for that decision are recorded in the minutes.

If the amount gift is above $1,000 the Council or CEO must apply to the Minister for
permission to allow the member or employee to participate.

Scope

The policy provides guidance to elected members and employees when an invitation to
an event or function, or other hospitality occasion, ticketed or otherwise, is offered free of
charge. It does not provide guidance on the acceptance of a tangible gift or travel
contribution.

Travel and accommodation excluded: This policy does not apply to tangible gifts or
money, travel or accommodation. Any contribution to travel, subject to the exceptions in
section 5.83 of the Local Government Act 1995 (the Act), must be disclosed in writing to
the CEO within 10 days of receipt of the contribution.

Contributions to travel costs, whether financial or otherwise are now incorporated within
the definition of gift.
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The following situations are specifically excluded where the event ticket (gift) is received
from one of the following organisations:

WALGA (but not LGIS)

Local Government Professionals Australia (WA)

Australian Local Government Association

A department of the public service

A government department of another State, a Territory or the Commonwealth

A local government or regional local government

— = =4 -8 -8 -8 -9

he gift is still required to be recorded o

Pre-Approved Events

In order to meet the policy requirements, tickets and invitations to events must be
received by the Shire (as opposed to in the name of a specific person in their role with the
Shire).

The Shire approves attendance at the following events by elected members, the Chief
Executive Officer and employees of the Shire:

(a) Advocacy, lobbying or Members of Parliament or Ministerial briefings (elected
members, the Chief Executive Officer only);

(b)  Meetings of clubs or organisations within the Shire of Corrigin;

(c) Any free event held within the Shire of Corrigin;

(d) Australian or West Australian Local Government events;

(e) Events hosted by sporting clubs or not for profit organisations within the Shire of
Corrigin to which the Shire President, elected member, Chief Executive Officer or
employee has been officially invited;

(f)  Shire hosted ceremonies and functions;

(@) Shire hosted events with employees;

(h)  Shire run tournaments or events;

()  Shire sponsored functions or events;

() Community art exhibitions within the Shire of Corrigin or District;

(k)  Cultural events/festivals within the Shire of Corrigin or District;

(D Events run by a Local, State or Federal Government;

(m) Events run by schools and universities within the Shire of Corrigin;

(n)  Major professional bodies associated with local government at a local, state and
federal level;

(o) Opening or launch of an event or facility within the Shire of Corrigin or District;

() Recognition of Service eventodés within the

(s) Where Shire President, elected member or Chief Executive Officer representation
has been formally requested.

All elected members, the Chief Executive Officer and employees with the approval of the
CEO, are entitled to attend a pre-approved event.

If there is a fee associated with a pre-approved event, the fee, including the attendance of
a partner, may be paid for by the Shire of Corrigin by way of reimbursement.

If there are more elected members than tickets provided then the Shire President shall
allocate the tickets.
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Approval Process
Where an invitation is received to an event that is not pre-approved, it may be submitted
for approval prior to the event for approval as follows:

Events for the Shire President may be approved by the Deputy Shire President;
A Events for Councillors may be approved by the Shire President;
A Events for the Chief Executive Officer may be approved by the Shire President; and
A Events for employees may be approved by the Chief Executive Officer.

Considerations for approval of the event include:

A Any justification provided by the applicant when the event is submitted for approval.
A The benefit to the Shire of Corrigin of the person attending.

A Alignment to the Shire of Corrigin Strategic Objectives.

A The number of Shire representatives already approved to attend.

Non-Approved Events
Any event that is not pre-approved, is not submitted through an approval process, or is
received personally is considered a non-approved event.

A If the event is a free event to the public then no action is required.

A If the event is ticketed and the Elected Member, Chief Executive Officer or employee
pays the full ticketed price and does not seek reimbursement, then no action is
required.

A If the event is ticketed and the Elected Member, Chief Executive Officer or employee
pays a discounted rate, or is provided with a free ticket(s), with a discount value, then
the recipient must disclose receipt of the tickets (and any other associated hospitality)
within 10 days to the Chief Executive Officer (or President if the CEOQ) if the discount
or free value is greater than $50 for employees, other than the Chief Executive Officer,
and greater than $300 for Elected Members and the CEO.

Conference Registration, Bookings, Payment and Expenses

Shall be dealt with in avoidance with Council Policies:

A &l®cted Me mb e EConférenBes and Trang Expenses
A 8. 7 Twnd®éveldpmenti Elected Members

Dispute Resolution

All disputes regarding the approval of attendance at events are to be resolved by the
Shire President in relation to elected members and the Chief Executive Officer and the
CEO in relation to other employees.

Procedures

Organisations that desire attendance at an event by a particular person(s), such as the
President, Deputy President, elected member, Chief Executive Officer or particular officer
of the Shire, should clearly indicate that on the offer, together what is expected of that
individual, should they be available, and whether the invite / offer or ticket is transferable
to another Shire of Corrigin representative.

Free or discounted invitations / offers or tickets that are provided to the Shire of Corrigin
without denotation as to who they are for, are be provided to the Chief Executive Officer
and attendance determined by the Chief Executive Officer in liaison with the Shire
President, based on:

A the relative benefit to the organisation in attending the event,

A the overall cost in attending the event, inclusive of travel or accommodation,

A availability of representatives, and

A the expected role of the relevant elected member or employee.

Legislation
Local Government Act 1995
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- s 5.90A T requirement to prepare and adopt a policy that deals with matters relating to
the attendance of council members and the CEO at events.

- s 5.87A and 5.87B council members and CEOs are required to disclose gifts that are
received in their capacity as a council member (or CEO) and
- are valued over $300; or
- are of a cumulative value that exceeds $300 where the gifts are received from the
same donor in a 12-month period.

Local Government (Administration) Regulations 1996 i
- r.34B 1 required code of conduct contents about gifts to employees

Local Government (Rules of Conduct) Regulations 2007.
Department Circular No 11-2019 7 New Gifts Framework

Department of Local Government, Sport and Cultural Industries - Gifts and Conflicts of
Interests - Frequently Asked Questions
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5.9 RETIREMENT/RESIGNATION OF EMPLOYEES 1 COUNCIL
GIFT/FUNCTIONS

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer

Date of Approval: 31 March 1989

Amended: 16 October 2018

Objective: This policy is to provide the necessary guidelines for gifts and/or function for the
retirement or resignation of a Shire employee.

Policy: Upon resignation/retirement of an employee who has provided satisfactory service to

Council for two (2) years or more, the Council authorises the CEO to acquire a suitable
gift to be presented to that employee.

The value of the gift as a guide to be as follows:

Length of Service Value of gift up to
071 2years $0
27 5years $100
57 10 years $250
107 15 years $350
157 20 years $450
20 years + $550

The objectives are:
1 To show appreciation to employees who have made long term or otherwise contributions
to Council and to promote good Council/staff relations.

T To

frame a standard

procedur e

and to comply with the Local Government Act 1995.

Gifts will be given in accordance with the following guidelines:
1 Atthe discretion of the CEO, a gift may be provided to employees leaving Council prior
to two (2) years of service.

Functions will be given in accordance with the following guidelines:
1 At the discretion of the CEO, a function may be provided to employees leaving Council
prior to two (2) years of service.

when

deal i

Presentation for senior employees leaving Council to be considered independently of this

policy.
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The retirement/resignation function will depend on the following length of service and consist

of:
Length of Service | Value Details of Function
071 2years Nil At the discretion of CEO
21 5years $200 Council sponsored sun
downer (all staff and the
departing of fi(
with nibbles, beer, wine and
soft drink.
51 20 years 57 10yrs =$250 Council sponsored sun
107 15yrs = $500 downer (Elected Members,
157 20yrs = $750 staff and the departing
of ficerds part.
beer, wine and soft drink.
20yrs plus $1,000 Council sponsored reception
(Elected Members, staff and
partners).

Note: Catering for such functions may include finger foods and drinks (modest
guantity of alcohol including mid or low strength beers is permitted).

The Chief Executive Office or Deputy CEO will notify the Executive Support Officer of the

empl oyeebs

entitl

ement

upon receipt

of t he

The Executive Support Officer together with the Chief Executive Office or Deputy CEO will

be responsible for arranging the function and gift in advance of the

day.

empl o

yeeds
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5.10 COUNCIL VEHICLES ISSUED TO STAFF

Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer
Date of Approval: 15 October 2013
Amended: 19 July 2016; 17 October 2017; 16 October 2018

Objective: To supply employees with a means of transportation in order that they may provide
effective and efficient services.

Policy: No empl oyee shall drive a Shire vehicle wit
request, employees wil/l produce their curre
officer.

The employee shall be responsible for payment of fines incurred as a result of failing to
observe the Road Traffic Code and/or any parking prohibitions.

Al l Shire vehicles are deemed to be 6pool v
not exclusive in use to the respective assigned employees.

All vehicles shall be appropriately housed and secured at the residence of the employee.
It is the responsibility of the employee to maintain the vehicle in a clean and tidy state,
and report immediately any damage or malfunction. Smoking is banned in all Shire of
Corrigin vehicles.

The following conditions shall apply to staff that have vehicles issued to them by Council:

CEO
9  Unrestricted use of the vehicle, unless otherwise specified in contract of
employment of Western Australia or other use as approved by Council.
1 No Shire logo
1 Choice of colour
1  Maximum value of vehicle $65k (exc. GST) as per the annual budget
Deputy CEO

1 Unrestricted use of the vehicle within the South West Land Division except for
periods of annual leave and long service leave unless otherwise approved by the
CEO or provided for in the employees contract.

No Shire logo

No choice of colour

Maximum value of vehicle $45k (exc. GST) as per the annual budget

= =4 =9
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Manager Works and Services
1 Unrestricted use of the vehicle within the South West Land Division except for
periods of annual leave and long service leave unless otherwise approved by the
CEO or provided for in the employees contract.
1 No Shire logo
1 No choice of colour
1  Maximum value of vehicle $40k (exc. GST) as per the annual budget

Environmental Health Officer/s
1  Unrestricted use of the vehicle within the South West Land Division except for
periods of annual leave and long service leave unless otherwise approved by the
CEO.
1 No Shire logo
1 No choice of colour
1  Maximum value of vehicle $35k (exc. GST) as per the annual budget

Building Maintenance Officer
9  Unrestricted use of the vehicle within the Shire of Corrigin unless otherwise
approved by the CEO.
1 No Shire logo
1 No choice of colour
1  Maximum value of vehicle $35k (exc. GST) as per the annual budget

Any alterations to the above allowances will be taken to Council for approval.
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5.11 EMPLOYEE PLANT/VEHICLE USE

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 15 November 2000

Amended: 19 July 2016; 16 October 2018
Objective: To provide guidance on the private use of Shire plant and vehicles by Shire employees.
Policy: Employees may not use the Shire plant and equipment after hours free of charge on their

own residential land and Shire Residences, without the express approval of the CEO. This
approval will be allowed or disallowed depending on the nature of the work to be carried
out. Any damage from misuse is to be paid for by the operator. The CEO will establish a
list of borrowers.

If permission to use Shire of Corrigin plant and equipment is granted the cost shall be at
private works rates less the labour component. Use of small equipment will be charged as
per fees and charges adopted by Council.

Permission will not be granted to use plant, equipment or vehicles outside of the Shire of
Corrigin.

All requests for private use of a Council owned vehicle by a staff member are to be are to
be submitted to the CEO.

If a request for private use of a vehicle or item of plant is granted, the following conditions
will apply:

i)  Only a person with the necessary licence and experience will be given permission to
drive the vehicle;

ii) Itis not used for commercial purposes;

i) If the staff member is accompanying the driver, they must be with the vehicle at all
times; and

iv) The vehicle or item of plant is returned with a full tank of fuel.
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5.12 LOSS OF DRIVERS LICENCE BY STAFF

Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer
Date of Approval: 7 June 1995

Amended: N/A
Objective: To provide guidance in the event of a staff member losing their Motor Drivers Licence.
Policy: If a member of the staff loses their motor drivers licence and they rely on their licence to

carry out their duties, they:

1 Are to immediately advise the CEO; and
1 As aresult of the loss of licence, may be stood down until they have their licence
back again.

The decision on whether the staff member is to be stood down will be made by the CEO.
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5.13 REMOVAL EXPENSES

Policy Owner:

Corporate and Community Services

Person Responsible: Chief Executive Officer
Date of Approval: 15 October 2013

Amended: 19 July 2016; 17 October 2017

Objective: To establish guidelines for the rei mburseme
relocating to Corrigin for employment.

Policy: The reimbursement of employee removal expenses is to be provided as follows:

T CEOT 50% after 6 months satisfactory service and remaining balance after
completion of 12 months service to a maximum of $7,000 or other value as agreed to
by Council.

1 Deputy CEO i 50% after 6 months satisfactory service and remaining balance after
completion of 12 months service to a maximum of $5,000 or other value as agreed to
by Council.

T Senior StafffManagers 1 50% after 6 months satisfactory service and the balance

after completion of 12 months service to a maximum of $2,500 or other value as
agreed to by the CEO in consultation with the Shire President.
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5.14 STAFF HOUSING

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer,
Date of Approval: 19 July 2016

Amended: 17 October 2017; 16 October 2018, 20 October 2020

Objective: To provide clarity on the conditions for use of Council owned housing by allocated tenants
and to ensure the residences and gardens are maintained to a suitable level expected by
the community and ratepayers.
Council housing and rental subsidy is provided with the specific purpose of aiding Council
in being able to attract and retain appropriate staff.
Shire staff who are entitled to a residence as part of their contract of employment or rental
agreement are required to maintain the residence including lawns and gardens to a neat
and tidy standard.

Definitions: Senior Officer means a person or an employee as defined under the Local Government
Act 1995 Section 5.37(1).

Policy: Chief Executive Officer

These provisions relate to the CEO as a Senior Employee appointed under Section
5.37(1) of the Local Government Act 1995.

In this regard:

a) The CEO will be provided with a Shire owned or rented house to a minimum
configuration of three (3) bedrooms and two (2) bathrooms at a rental rate as defined
under their contract of employment.

b) If arental house is required, the CEO in consultation with the Shire President shall
determine an appropriate standard and location of the house to be rented.

c) A housing allowance will be paid if the CEO owns own house.

Deputy Chief Executive Officer

The following will apply to the Deputy CEO:

a) A Shire owned or rented house to a minimum configuration of three (3) bedrooms and
two (2) bathrooms at a rental as defined under their contract of employment.

b) If arental house is required, the CEO shall determine an appropriate standard and

location of the house to be rented.
c) A housing allowance will be paid if DCEO owns their own house.
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Other Employees

A Shire owned house to an appropriate standard and location the satisfaction of the CEO
shall be provided at a discounted rental rate to be determined through the Annual
Budget/Fees and Charges to the following positions:

Employee Classification

Manager of Works

Pool Manager

Environmental Health Officer

Building Maintenance Officer
Other*

*as deemed necessary by the CEO to secure occupation a position by a suitable person.

Permanent fixtures
Permanent fixtures shall include the following:
1 Hot water system
9 Dish washer
1 Authorised air-conditioning units (i.e. authorised air-conditioning units are inbuilt
ducted or wall mounted units installed and owned by Council)
Floor coverings
Window treatments
Light fittings (except globes)
Authorised TV Antennae or Satellite equipment (i.e. authorised TV equipment is
equipment installed and owned by Council to ensure the house is able to receive
a television service)
1 Stove
1 Internal heating appliances

=A =4 =4 =

Maintenance costs on permanent fixtures shall be the responsibility of Council.
Improvements to housing by tenants

Any i mprovements carried out to Couwnwiihl &8s
prior approval of the CEO.
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Tenancy Agreement
a) All staff occupying Shire owned houses shall be required to complete a Form
1AA Residential Tenancy Agreement (under s27 of the Residential Tenancies
Act 1987 (WA) with the following requirements for the Lessee:

1 A security bond of an equivalent to 4 weeks rent and (where applicable) a
pet bond of $200 which may be paid as a lump sum or garnished from
wages over a 10 week period.

1 Term of Agreement as per the tenancy agreement after cessation of
employment of the Shire or other as agreed to be the CEO. Where an
extension of the accommodation is accepted by the CEO, the rent will be at
a rate 100% higher than the discounted rental rate or market rate.

b) The CEO shall make appropriate arrangements through the employment of an
independent property manager to undertake inspections of all Shire owned
houses on at least twice per year to ensure that the houses and gardens are kept
to an acceptable standard.

c) The CEO may approve the lease of vacant Shire of Corrigin properties to
persons other than employees.

d) A property inspection will be carried out at least twice per year.

Maintenance of the Gardens
Provided tenants keep their lawns and gardens in good order. If gardens and lawns are
not maintained employees will be responsible for 100% of water consumption.

Paint in Shire Residences

Council uses neutral tones in all Council owned residential buildings, (Colour palate
APorcel aind) however if a resident wishes
childds bedroom), that they be CRO Almmustlie t o
repainted in neutral colour at expense of the tenant on vacation of property.

Use of Adhesives on Walls

Council requires tenants to ensure the proper care and maintenance of residential
properties provided to staff and the community and to this end prohibits the use of
adhesive tape, adhesive putty or any si mi
residential properties as these are likely to cause damage to painted surfaces.

Vacating Shire Houses
All tenants of Shire owned houses and flats are to arrange for the carpets to be
professionally cleaned prior to vacating the residence as per the tenancy agreement.

Carpets must be professionally cleaned at the end of the tenancy agreement, at the
expense of tenant and receipt provided.
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CORRIGIN ¢

5.15 STAFF SUPERANNUATION

Policy Owner:

Corporate and Community Services

Person Responsible: Finance Officer - Payroll
Date of Approval: 21 May 2013

Amended:

N/A

Objective:

Policy:

This policy sets out the criteria for the payment of additional superannuation to staff. It
provides for guidance for officers involved in the recruitment and retention of staff.

The Shire of Corrigin is obliged to pay superannuation into a complying fund on behalf of
all staff under the provisions of Federal legislation, and this component is known as
Superannuation Guarantee (SG). The percentage payment may be adjusted by legislation
from time to time.

The Shire of Corrigin and its employees may also make additional voluntary contributions
to a complying fund.

Council will make superannuation contributions for employees on the following basis:

1 In addition to the Superannuation Guarantee Administration Act 1992 and
Superannuation Charge Act 1992, employees may elect to make both salary sacrifice
and post-tax contributions of their salary as an additional superannuation contribution.

1  This policy applies to all permanent employees except where superannuation benefits
have been varied for Senior Employees who are employed under negotiated
performance based contracts. The Shire of Corrigin will match any superannuation
contribution made by an employee up to a maximum of 5%, provided the total
payment from Council does not exceed 14.5%.

1 Employees shall have freedom of choice over the complying fund that their
superannuation contributions are paid to, providing this choice is not changed more
regularly than annually.

1  The default fund shall be WA Super.
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5.16 REDUNDANCY PAYMENTS

Policy Owner: Corporate and Community Services
Person Responsible: Chief Executive Officer
Date of Approval: 18 September 1997

Amended: N/A

Objective: This policy is designed to provide guidelines for redundancy payments to employees
whose employment with the Shire of Corrigin is finishing.

Policy: In respect to redundancies which result from internal restructuring, external restructuring,
e.g. amalgamations, boundary changes, etc.:
a) Negotiations and payments shall be in accordance with the Redundancy Payments,
Severance Payments, introduction of change or any other provisions of the relevant
award, enterprise agreement or if Schedule 2.1, Clause 11(4) of the Local
Government Act 1995 applies in accordance with that Section.

In recognition of the provisions of the above schedule no payment or benefit made to an
employeeunderanypr ovi si on shall exceed the equival
of completion of negotiations.

No severance or redundancy payments shall be less than payments or benefits provided

for in accordance with:

a) Any Federal or State Award or industrial/enterprise agreement application to the
employee

b) Any applicable provisions with the employee contract of employment

c) Any applicable award or order made by a Federal or State industrial tribunal arising
from the circumstances of that employee being specifically brought before that
tribunal, subject to any right of appeal

d) Where the Council so agrees, any recommendations made by Federal or State
Industrial Commissions arising from the circumstances of that employee being
specifically brought before that Commission.

Nothing in this policy prevents Council from determining that in special circumstances
officers or employees whose employment with the Shire of Corrigin is finishing, may be
paid additional monies or provided with additional benefits where justified. Details of such
payment and benefits shall be published in accordance with the Local Government Act
Section 5.50(2).
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5.17 LOCAL GOVERNMENT HOLIDAYS

Policy Owner: Corporate and Community Services
Person Responsible: Senior Finance Officer, Deputy Chief Executive Officer
Date of Approval: 18 October 2012

Amended: 17 October 2017; 16 October 2018
Objective: To establish guidelines for the payment of Local Government public holidays.
Policy: Employees of the Shire of Corrigin shall be entitled to Western Australian gazetted public

holidays. In addition to gazetted public holidays employees (excluding casual and
employees on fixed term contracts) shall be entitled to Local Government public holidays
on 2 January and Easter Tuesday of each year if the days fall on one of eligible
employees ordinarily work days.

When a Local Government public holiday falls on a day in which an employee is required
to work, the employee will be paid in accordance with the Shire of Corrigin Enterprise
Agreement 2018 or Local Government Industry Award 2010. By mutual agreement
between the Shire of Corrigin and the employee, an employee may choose to work a
Local Government public holiday and take the day off at a later date.
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CORRIGIN

5.18 STAFF SEEKING SECONDARY EMPLOYMENT

Policy Owner: Corporate and Community Services
Person Responsible: Chief Executive Officer

Date of Approval: 19 July 2016

Amended: N/A

Objective: To allow staff to make application for secondary employment which will not interfere with
or prejudice their employment with Council.

Preamble: Staff wishing to engage in employment or business outside their official duties, must
obtain prior permission from the CEO.

Policy: Staff that are approved to engage in secondary employment by this policy are to
acknowledge that their first duty is to the Shire and they are not to be engaged in
providing their service/expertise to clients that will require a decision of the Shire Council
either by a Council resolution, delegated authority or Council policy.

9 Staff shall not engage in secondary employment, which might be detrimental to their

performance of official duties.

Secondary employment should not affect their efficiency or performance.

Should be wholly in the staff members private time; and If in the course of their

official duties, they have access to confidential information not available to the

public, they will not be permitted to engage in any secondary employment to which

this information might be relevant; and

1 Should the Shire/management resolve to change the spread of hours of the officer
then the Shire as principal employer takes priority.

T
)l
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5.19 SOCIAL MEDIA

Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer

Date of Approval: 19 July 2016

Amended: N/A

Objective: To give guidelines for engaging in online conversations as representatives of the Shire of
Corrigin regardless of private or work related access.

Statement: As a Local Government Agency the Shire of Corrigin and its representatives must follow
certain rules when participating in social media.

Scope: These guidelines are intended for use by Councillors, staff members and other
representatives of the Shire of Corrigin to apply to any online medium where information
may reflect back on the image of the Shire of Corrigin. Therefore this Social Media Policy
applies to all forms of social media including, but not limited to: blogs, Facebook,
Wikipedia or other wikis, Twitter and LinkedIn. These guidelines also apply to any
comments representatives of the Shire of Corrigin may leave on other p e 0 p blagd @
Facebook pages, edits to wikis, responses to tweets, posting on message boards/forums
and opinions on online polls.

Most conversations on social media platforms are held in an informal manner, so the
normal professional writing style is not required for social media communications;
however, professional discourse is expected.

All social media accounts, blogs and web pages carrying the Shire of Corrigin brand
identity are to be endorsed by the Shire of Corrigin. If the Shire of Corrigin is referenced
in any media by its representatives these social media guidelines apply.

Reference should also be made to ¢ Btaff, Shi r e
Volunteers and Contractors.

Guidelines

1. Theinternet is not anonymous, nor does it forget
Everything written on the Web can be traced back to its author one way or another
and very easily.

2. Thereis no clear line between your work life and your personal life. Always be
honest and respectful in both capacities.
With the ease of tracing authors back from their posts and the amount of information
online, finding the actual identity of a poster from a few posts and a screen name is
not impossible. This creates an avenue for outside parties to link your personal
writings to the Shire of Corrigin. Always write as if everyone knows you. Never write
anything you wouldnét/couldndét say out | o

3. Avoid hazardous materials
Do not post or link to any materials that are defamatory, harassing or indecent.

4. Don6t promote other brands with our brand
Do not promote personal projects or endorse other brands, causes or opinions when
posting on behalf of the Shire of Corrigin. The endorsement of the Shire can be
sought if required. If a personal opinion must be posted, clearly state that it does not
represent the opinions of the Shire.
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5. Maintain confidentiality
Do not post any confidential information in regards to the Shire of Corrigin including
personal information of employees, Councillors and other individuals associated with
the Shire of Corrigin.

6. Always acknowledge
When reposting/referencing a post or some:q
original item or acknowledge the author.

7. ldentify yourself
When relevant, identify your affiliation with the Shire of Corrigin to add credibility to
your profile and to increase the visibility of the Shire of Corrigin.

8. Do not qualify your work
Do not post statements regarding the quality or quantity of your work/load.

9. Do not return fire
If a negative post or comment is found online about the Shire of Corrigin or one of its
representatives, do not counter with another negative post. Publicly offer to remedy
the situation through positive action.

10. Do not action requests made through social media
Actioning requests must be done only through our regular procedures to avoid
conflicts and other ethical problems.

It should be noted that comments considered to be offensive or defamatory will be
removed by the Administrator and repeat offenders blocked.
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5.20 NOVATED VEHICLE LEASE ARRANGEMENTS

Policy Owner:

Governance and Compliance
Person Responsible: Chief Executive Officer

Date of Approval: 21 July 2016

Amended: N/A

Objective: To provide Staff with an opportunity to enter into a novated vehicle lease where there is
no cost or burden top the Shire.

Policy: Novated Vehicle Lease Arrangements

Leasing of Vehicles

All employees are eligible to enter in to a full operating novated lease arrangement,
subject to the following requirements:

a)

b)

d)

e)

f)

The criteria for a novated vehicle lease, as set out in the guidelines published by
the Australian Taxation Office (ATO), being satisfied;

The vehicle being leased in the employees name as a private vehicle with full
entitlement afforded to use the vehicle for personal use and benefit outside the
empl oy e e 0rss oferapiogrent with the Shire;

The employee being solely responsible for any residual value of the vehicle at the
end of the lease period;

The employee accepting (in writing) full responsibility for the novated vehicle lease
upon termination of employment with the Shire;

Any cost incurred by the Shire is to be reimbursed by the employee; and

The employee being fully responsible for any Fringe Benefits Tax (FBT)
implications.
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CORRIGIN ¢

5.21 CHIEF EXECUTIVE OFFICER PERFORMANCE REVIEW

Policy Owner:

Governance and Compliance

Person Responsible: Chief Executive Officer, Shire President
Date of Approval: 19 July 2016

Amended: 17 October 2017, 20 October 2020

Objective: To accord with s5.38 of the Local Government Act 1995 in undertaking the performance
review of the CEO.

Policy:

1. The performance of the CEO is to be reviewed by the Shire of Corrigin CEO

Performance Revi ew Oc c a stitocatddhst o innelation te e

each year of employment using the performance criteria contained inthe CE O 6 s
Position Description.

Membership
Membership of the Committee shall be all Councillors.

2. The objective of the Committee is as follows:

1 Compile the consensus response for each of the key result areas detailed in
clause of the CEOO6s contract of emp

1 Conduct a performance review feedback session with the CEO.

1 Prepare and submit for Council approval a report describing the assessment
developed during the performance review, changes to be made, special tasks
to be done, or decisions to follow as a result of the evaluation.

1 Prepare and submit for Council approval the agreed performance objectives
for the next review period.

M Prepareand submit for Council approval
conditions of employment.

3. The Shire President and CEO may arrange for an appropriate consultant to undertake
the CEOO performance review.

4. The performance review will be carried out by the Committee in a closed meeting with
the CEO.

5. Areview of delegations and Key Performance Indicators forms part of the review
process and which will reference s5.41. Functions of CEO under the Local
Government Act 1995.

6. Arecord of proceedings be prepared by the CEO and when confirmed by the

Committee will be forwarded to the next available Council meeting on a confidential
basis for consideration.

146| Page

(¢

|l oy

any



5.22 SHIRE MOBILE PHONES AND OTHER ELECTRONIC COMMUNICATION

Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer

Date of Approval: 19 July 2016

Amended 17 October 2017, 17 August 2021

Objective: To establish guidelines on the appropriate
communication technology (ITC) systems and devices.

Policy: Effective security is a team effort involving the participation and support of every Shire of
Corrigin employee who deals with information and/or information and communication
systems and devices. Every digital device user must understand this policy and carry out
their use of digital devices in accordance with this policy. For the purposes of this policy
the term employee/s shall cover people performing work on a permanent basis with the
Shire of Corrigin.

General Use of ICT Equipment

1. Users should be aware that the data they create on the corporate systems remain
the property of the Shire of Corrigin. The confidentiality of personal (non-work-
related) information stored on any network device belonging to the Shire of Corrigin
cannot be guaranteed.

2. A degree of personal wuse is allowed on t hi
equipment/devices/systems. Employees should exercise conservative judgment
regarding the reasonableness of personal use but should be guided by the following
principles:

1 personal use should be conducted either before or after contracted hours of work
or during authorised breaks;

9 personal use should be limited and brief, avoiding excessive downloads or
transmissions. An example of acceptable personal use would be conducting brief
transactions through internet banking;

1 personal use should not breach anything in this policy, particularly relating to the
downloading of offensive or copyrighted materials;

1 managers will determine the specific acceptable personal use for their respective
business areas as this will differ according to the needs of each group; and

9 if there is any uncertainty regarding acceptable personal use then employees
should consult their supervisor or manager for guidance.

3. For security and network maintenance purposes, authorised individuals within the
Shire of Corrigin may monitor equipment, systems and network traffic at any time,
according to the specific nature and requirements of their roles.

4. The Shire of Corrigin reserves the right to audit networks and systems on a periodic
basis to ensure system integrity and compliance with this policy.

All emails sent by Shire of Corrigin employees should include the approved signature
and disclaimer at the foot of the body of the email, in the format specified by the Shire of
Corrigin style guide.

Security and Proprietary Information
1. Al information stored on the Shire of Cor
regarded as confidential and care must be exercised before sharing or distributing
any information. If there is any uncertainty regarding the level of confidentiality
involved then employees should consult their supervisor or manager for guidance.
2. Passwords should be kept secure and accounts must not be shared. Authorised
users are responsible for the security of their passwords and accounts. Passwords
should be changed in accordance with advice from the Shire of Corrigin ICT
Consultants.
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All devices connected to the Shire of C o r r icgmputidgsystems/networks,
regardless of ownership, must be running approved and up to date virus-scanning
software.

Employees must use caution when opening files received from unknown senders.

Unacceptable Use

The information in this policy provides a framework for activities which fall into the
category of unacceptable use, but do not represent an exhaustive list. Some users
are exempted from these restrictions during the course of carrying out
responsibilities relatedto their role.

Under no circumstances is any user authorised to engage in any activity that is
illegal under local, state, federal or international law while connected to or utilising
Shire of Corrigin ICT systems or resources.

System and Network Activities

The following activities are not permitted:

Violations of the rights of any person or company/organisation protected by
copyright, trade secret, patent or other intellectual property, or similar laws or
regulations, including, but not limited to, the duplication, installation or distribution of
pirated or other software products that are not appropriately licensed for use by the
Shire of Corrigin or the end user.

Unauthorised copying or digitising of copyrighted material and the installation of any
copyrighted software for which the Shire of Corrigin or the end user does not have
an active license.

Exporting software, technical information, encryption software or technology, in
violation of international or regional export control laws. The appropriate manager
should be consulted prior to export of any material where status is in unclear.
Introduction of malicious programs or codes into the network or onto devices
connected to the network.

Revealing your account password to others or allowing use of your account by others.
Using Shire of Corrigin equipment for the downloading or distribution of any
material that could be considered as offensive. If an employee receives such
material they should notify their manager and also the ICT Team.

Making fraudulent offers of products, items, or services, or running private business
interests via any Shire of Corrigin equipment, device or account.

Undertaking private work.

The following activities are not permitted unless they are within the scope of regular
responsibilities for an expressly authorised role/position:

Effecting security breaches or disruptions of network communication. Security
breaches include, but are not limited to, accessing data of which the user is not an
intended recipient or logging into a server or account that the user is not expressly
authorised to access.

Executing any form of network monitoring which will intercept data not intended for

the user's host.

Attempting to avoid or bypass trheasur8shi r e
Inter f ering with any other userds account
Using the system in a way that could damage or affect the performance of the

network in any way.

Email and Communications Activities

The following activities are not permitted:

Except in the course of normal business notifications, sending or forwarding

unsolicited electronic messages, including the sending of junk mail or other

advertising material, jokes, or chain communication to individuals who did not
specifically request such material.
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Any form of harassment via electronic/ICT means.

Unauthorised use, or forging, of email header information.

Solicitation of communication for any other electronic address, other than that of the
poster's account, with the intent to harass or to collect replies.

Creating or forwarding chain letters or pyramid schemes of any type.

Use of any of the Shire of Corrigin network or systems for the purpose of generating
unsolicited communications.

Providing information about, or lists of, the Shire of Corrigin employees to parties
outside the Shire of Corrigin or to personal email addresses.

Communicating in @ manner that could adversely affect the reputation or public
image of the Shire of Corrigin.

Communicating in a manner that could be construed as making statements or
representations on behalf of the Shire of
permission to do so.

Users should also endeavor to archive their Inbox, Sent Iltems, Deleted Iltems and
other email boxes on a regular basis, by either archiving or saving in the central
record system. A size limit per mailbox may be implemented to ensure that the
system is functioning optimally.

Remote Access

Employees with remote access are subject to the same rules and regulations that

apply to the Shire of Corrigin corporate equipment and systems. That is, their
machines need to connect and communicat e
network and servers to ensure the security and integrity of data and records.

Employees are reminded of the following conditions relating to remote access to the

Shire of Corrigin system:

Family members must not violate any of the Shire of Corrigin policies, perform illegal
activities, or use the access for outside business interests.

The device that is connectedr e mot el 'y t o the Shire of Corr
should be secure from access by external non-Shire of Corrigin parties and should

be under the complete control of the user.

The use of non-Shire of Corrigin email accounts (e.g. Yahoo, Hotmail, Gmail etc.) or

other external resources is not permitted for the conduct of Shire of Corrigin business,
thereby ensuring official business is not confused with personal business.

All devices (whether personal or corporate) connected to the Shireof Cor r i gi né s
networks via remote access technologies should have up-to-date anti-malicious-code
software.

Provision and Use of Mobile Phones and Information/ Communication Devices
Some employees will be supplied with a mobile phone and/or other mobile computing
device if it is deemed necessary to their position. All mobile/portable devices supplied
remain the property of the Shire of Corrigin and users must not change service
providers unless authorized in writing to do so.

Where a mobile phone or device provides an email service, all emails sent or
received or otherwise processed via the mobile device that are classified as a record
of the Shire of Corrigin should be sent through the Shireof Co r r isgrientd s
ensure the integrity of the recordkeeping system.

Where the device includes a digital camera, users are to use the technology in a
sensible manner. A failure to do so may lead to disciplinary action including possible
termination of employment. Employees may also be held criminally liable for their
actions.
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It is unlawful for drivers to operate a mobile phone and/or other mobile computing
device whilst driving. Phone calls may otherwise be made or received providing the
device is accessible while mounted/fixed to the vehicle or does not need to be
touched by the user. An employee who operates a mobile phone and/or other maobile
computing device whilst driving may face disciplinary action including possible
termination of employment. Employees may also be held criminally liable for their

actions.

The following conditions apply to the provision and use of mobile phones and other

electronic devices:

1. The allocation of mobile phones and other devices for business purposes shall be

2.

3.

determined by the CEO and the Deputy CEO based on operational need.

The purchase and replacement of mobile phones and other devices shall be

determined by the CEO and DCEO.

All staff in receipt of a mobile phone and other device shall sign an acceptance form

acknowledging the provisions of this policy.

A Shire mobile phone is to be used for business use except in the event of a personal
emergency, unless otherwise approved by CEO or documented as a benefit in an

Empl oyeebs Employment Package.

Should an empl oyeeds prdandototherdevieebe f a
determined by the CEO to unreasonable and excessive, such costs attributed to that

use shall be reimbursed by the employee.

A Councillor or employee in possession of a mobile telephone and/or other device is
responsible for its use and care, and shall provide immediate notification of any loss,

damage or malfunction, with explanation to the particular circumstances.

The Shire may withdraw entitlement to use a mobile phone or other device should
there be evidence or an admission as to personal neglect or abuse. Reimbursement
of the cost for repair, replacement, or reimbursement of excessive use may be sought

from the offending officer at the discretion of the CEO.

Staff may be required to return mobile phones and/or devices to the office or other

staff members during period of leave.

The CEO may award a Mobile Phone Allowance to certain staff to allow them to carry
and use their personal maobile phone for calls / texts for work purposes as and when

the need arises.

10. Where a mobile phone or device is willingly or maliciously damaged or lost, the
person to which the mobile phone or device is responsible shall repair or replace the

T

mobile phone or device at their cost.

Conseguences of Breaching This Policy

Any employee found to have breached this policy may be subject to disciplinary
action including possible termination of employment. The Shire of Corrigin may also
be obligated to refer any breach of this policy to an external agency where an

employee may be held criminally liable for their actions.

Private/personal or unauthorised use of corporate ICT systems and/or devices may

result in the employee being obligated to pay any extra costs incurred.
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5.23 APPOINTMENT OF AN ACTING CHIEF EXECUTIVE OFFICER

CORRIGIN ¢

Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer

Date of Approval: 17 October 2017, 20 October 2020
Amended: 16 February 2021

Objective: To outline the process for the appointment of an Acting Chief Executive Officer to cover
periods of leave up to 3 months in duration.

Policy: This policy applies for periods of planned leave such as long service leave, annual or
personal leave as well as during periods of unforeseen extended absence of the Chief
Executive Officer (CEO) for periods of leave up to 3 months.

1. The Local Government Act WA 1995 requires that a local government is to employ a
person to be the CEO of the local government.

2. In accordance with the requirements of the Local Government Act 1995, section
5.36(2)(a), the Council has determined that the Deputy Chief Executive Officer
(DCEO) is suitably qualified to perform the role of Acting CEO. In the event that the
DCEO is unavailable to undertake the role of Acting CEO the Council has determined
the most suitably qualified person will be the Governance Project Officer.

3. An application by the CEO for annual, personal or long service or other periods of
extended absence is to be approved by the Shire President.

4. During periods of annual, personal and long service leave, or other periods of
extended or unplanned absence, it is appropriate for an Acting CEO to perform the
duties of the CEO in order to ensure the efficient operation of the shire administration.

5. The DCEO will be appointed to the role of Acting CEO at the discretion of the CEO,
subject to officer performance and dependent on availability and operational
requirements.

6. Appointment to the role of Acting CEO must be made in writing by the CEO.

7. Appointment to the role of Acting CEO may only be made by the CEO for periods of

leave greater than one week and less than three months. A Council resolution is
required for periods exceeding three months.
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Policy Owner: Corporate and Community Services
Person Responsible: Chief Executive Officer

Date of Approval: 17 October 2017

Amended: N/A

Objective: To set out t he Satidntoedaltgs prithgamity members, specifically:
1 Employment of individuals who are related to another employee or member of
Council is covered by the Equal Opportunities Act 1984 and Section 5.40 of the

Local Government Act 1995.

9 Provision of services to individuals who are related to an employee or member of

Council.

1 Procurement of goods or services from individuals who are related to an employee

or member of Council.

Policy: Conflict of Interest

Conflicts of interest can occur when the private interests of an employee influence, or
could be seen to influence, their public duties or responsibilities. The perception of a
conflict of interest can be enough to undermine confidence in the integrity of the employee
and the Shire of Corrigin. When dealing with family members, there is a clear potential for

an employeeds impartiality to be

guestioned

For the purposes of this policy, a family member is as defined in Section 6 of the Family
Court Act 1997 (WA) and includes: wife, husband, father, mother, son, daughter,
grandfather, grandmother, step-father, step-mother, grandson, granddaughter, step-son,
step-daughter, brother, sister, half-brother, half-sister, step brother, step-sister, mother-in-
law, father-in-law, daughter-in-law, son-in-law, sister-in-law, brother-in-law, aunt, uncle,
niece, nephew, cousin. This also includes any legally recognised variation to these
relationships, such as de facto, adoptive, ex-nuptial relationships, same sex relationships

and changes resulting from separation / divorce.

Employment of Family Members

Where a family member of an existing employee or member of Council has applied for a
position at the Shire of Corrigin, the employee or member of Council will not sit on any
selection panel relating to the position, and will not attempt to participate in or influence
the selection process or decision in any way. Although it is preferable for family members
to hold positions in different areas within the Shire, there may be occasions where this is
not possible and in these circumstances, guidelines would be put in place to ensure that
there is no conflict of interest in relation to the approval of leave, approval of purchasing,

writing or purchase orders, performance appraisals and staff management.

Except in exceptional circumstances, no person employed by the Shire should work under
the general supervision of another member of his / her family, even if one or more levels
removed. No employee will conduct a performance review of a family member, or take
part in any salary, promotion, termination or disciplinary discussions or decisions in

relation to the family member.
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Provision of Services to Family Members

In a small rural local government it is inevitable that situations will arise where the Shire of
Corrigin provides services to a family member of an employee. Wherever a discretionary
power is being exercised, for example when considering a building application or granting
a permit, the Code of Conduct requires the employee to declare their interest, and to
disqualify themselves from dealing with their family member or close friend. An employee
should also consider if their impartiality is affected when dealing with a customer who they
know is a family member or friend of another employee.

Procurement of Goods and Services from Family Members
A situation may arise where the Shire of Corrigin purchases goods or services from a
family member of an employee (or, in the case of a business, is owned, run or managed
by an employeebs family member). I n order
interest, an employee must:
1 Disclose that they are related to a prospective supplier, by informing their
supervisor or manager prior to any order being placed.
1 Not participate in the recommendation of, the drafting of specifications for, or the
decision to purchase the goods or services involved.
9 Not submit or authorise a purchase order for the goods or services involved.
T This does not prevent an entity associ
being selected for supply of goods or services, where this supply would be the
mo s t advantageous to the Shire; and th
Policy has been complied.
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5.25 RELATED PARTY DISCLOSURE

Policy Owner:

Corporate and Community Services

Person Responsible: Chief Executive Officer
Date of Approval: 17 October 2017

Amended: N/A

Objective: To establish a procedure for related party disclosures.
The scope of AASB 124 Related Party Disclosures was extended in July 2015 to include
application by not-for-profit entities, including local governments. The operative date for
Local Government is 1 July 2016, with the first disclosures to be made in the Financial
Statements for year ended 30 June 2017. This procedure outlines required mechanisms
to meet the disclosure requirements of AASB 124.

Policy: The objective of the standar d tatesmentscconmins ur e

disclosures necessary to draw attention to the possibility that its financial position and
profit or loss may have been affected by the existence of related parties and transactions.

The disclosure requirements apply to the existence of relationships regardless of whether
a transaction has occurred or not. For each financial year, the Shire of Corrigin must
make an informed judgement as to who is considered to be a related party and what
transactions need to be considered, when determining if disclosure is required.

The purpose of this procedure is to stipulate the information to be requested from related
parties to enable an informed judgement to be made.

Identification of Related Parties
AASB 124 provides that the Shire of Corrigin will be required to disclose in its Annual
Financial reports, related party relationships, transactions and outstanding balances.

Related parties includes a person who has significant influence over the reporting entity, a
member of the key management personnel (KMP) of the entity, or a close family member
of that person who may be expected to influence that person.

KMP are defined as persons having authority and responsibility for planning, directing and
controlling the activities of the entity, directly or indirectly.

For the purposes of determining the application of the standard, the Shire of Corrigin has
identified the following persons as meeting the definition of Related Party:
1 An elected Council member
1 Key Management Personnel (KMP) being a person employed under section 5.36
of the Local Government Act 1995 in the capacity of CEO, Deputy CEO, Manager
or Supervisor.

T Close members of the family of any perso

child, spouse or domestic partner, children of a spouse or domestic partner,
dependents of that person or personés

9 Entities that are controlled or jointly controlled by a Council member, KMP or their
close family members. (Entities include companies, trusts, joint ventures,
partnerships and non-profit associations such as sporting clubs).

The Shire of Corrigin will therefore be required to assess all transactions made with these
persons or entities.
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Identifi

cation of related party transactions

A related party transaction is a transfer of resources, services or obligations between the
Shire of Corrigin (reporting entity) and the related party, regardless of whether a price is
charged. For the purposes of determining whether a related party transaction has
occurred, the following transactions or provision of services have been identified as
meeting this criteria:

1
1
1

E R ]

E

1

1
1

Paying rates.
Fines.

Use of Shire of Corrigin owned facilities such as the Recreation and Events
Centre, Halls, pool, library, parks, ovals and other public open spaces (whether

charged a fee or not)].
Attending council functions that are open to the public.

Employee compensation whether it is for KMP or close family members of KMP.
Application fees paid to the Shire of Corrigin for licences, approvals or permits.
Lease agreements for housing rental (whether for a Shire of Corrigin owned
property or property sub-leased by the Shire of Corrigin through a Real Estate

Agent).
Lease agreements for commercial properties.

Monetary and non-monetary transactions between the Shire of Corrigin and any
business or associated entity owned or controlled by the related party (including
family) in exchange for goods and/or services provided by/to the Shire of Corrigin

(trading arrangement)

Sale or purchase of any property owned by the Shire of Corrigin, to a person

identified above.

Sale or purchase of any property owned by a person identified above, to the Shire

of Corrigin.
Loan Arrangements.

Contracts and agreements for construction, consultancy or services.

Some of the transactions listed above, occur on terms and conditions no different to those
applying to the general public and have been provided in the course of delivering public
service objectives. These transactions are those that an ordinary citizen would undertake
with council and are referred to as an Ordinary Citizen Transaction (OCT). Where the

Shire of Corrigin can determine that an OCT was providedatar mé s

, inel im girhilar

terms and conditions to other members of the public and, that the nature of the
transaction is immaterial, no disclosure in the annual financial report will be required.

Disclosure Requirements
For the purposes of determining relevant transactions in point 2 above, elected Council
members and key management personnel as identified above, will be required to
complete a Related Party Disclosures - Declaration form for submission to financial

service

S.

Ordinary Citizen Transactions (OCTs)
Management has determined that the following OCT that are provided on terms and
conditions no different to those applying to the general public and which have been
provided in the course of delivering public service objectives, are unlikely to influence the
sions that wusers of tshmake.Gssuchnd disdosurefini
the quarterly Related Party Disclosures - Declaration form will be required for the
following:

deci

1
1
1

Paying Rates.
Fines.

Use of Shire of Corrigin owned facilities such as the Recreation and Events
Centre, Halls, library, parks, ovals and other public open spaces (whether charged

a fee or not).
Attending council functions that are open to the public.
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Where these services were not providedatar mé s dné undgt the same terms and
conditions applying to the general public, elected Council members and KMP will be
required to make a declaration in the Related Party Disclosures - Declaration form about
the nature of any discount or special terms received.

All other transactions
For all other transactions listed above, elected Council members and KMP will be required
to make a declaration in the Related Party Disclosures - Declaration form.

Frequency of disclosures

Elected Council members and KMP will be required to complete a Related Party
Disclosures - Declaration form each year.

Disclosures must be made by all Councillors immediately prior to any ordinary or
extraordinary election.

Disclosures must be made immediately prior to the termination of employment of/by a
KMP.

Confidentiality

All information contained in a disclosure return, will be treated in confidence. Generally,
related party disclosures in the annual financial reports are reported in aggregate and as
such, individuals are not specifically identified. Notwithstanding, management is required
to exercise judgement in determining the level of detail to be disclosed based on the
nature of a transaction or collective transactions and materiality. Individuals may be
specifically identified, if the disclosure requirements of AASB 124 so demands.

Materiality

Management will apply professional judgement to assess the materiality of transactions
disclosed by related parties and their subsequent inclusion in the financial statements.
In assessing materiality, management will consider both the size and nature of the
transaction, individually and collectively.

Associated Regulatory Framework

AASB 124 Related Party Disclosures

Local Government Act 1995

Local Government (Financial Management) Regulations 1996
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CORRIGIN

5.26 LEAVE POLICY

Policy Owner: Corporate and Community Services
Person Responsible: Chief Executive Officer

Date of Approval: 16 October 2018, 20 October 2020
Amended N/A

Objective: To ensure employees are familiar with the process for accessing their leave accruals in
accordance with the National Employment Standards (NES) and the provisions of the
relevant industrial instrument.

Policy: The purpose of this policy is to provide a consistent application of leave provisions in
accordance with the (NES) and the relevant industrial instrument by:

1 Facilitating consistency throughout the Shire of Corrigin in administering leave
provisions for employees.

1 Providing information to effectively manage Annual and Long Service Leave
entitlements of employees.

1 Encourage employees to take leave by reinforcing the positive benefits of taking
leave when it becomes due.

This policy applies to all employees who are employed on a full time or part time basis,
but does not apply to employees employed on a casual basis (apart from long service
leave provisions which apply to casuals).

1 Employees shall be entitled to Annual and Long Service Leave consistent with the
provisions of the NES and the applicable industrial instrument.

T In circumstances other than a statutory entitlements, leave without pay will be
granted at the complete discretion of the CEO. Unpaid leave will usually only be
granted when the employee has exhausted all other paid leave entitlements.

1 All employees should take annual leave and long service leave within one year
from the date in which it is accrued unless it is postponed with the written
permission from the CEO.

1 Alltime in lieu should be cleared as close to the time of accrual and is to be used
by the end of each financial year.

T Nomorethanthree RDO6s are to be accrued at any
permission from the CEO.

1 As per the Shire of Corrigin Enterprise Agreement 2018 up to 76 hours of annual
leave per year may be cashed out by agreement between the employer and
employee provided the requirement of the NES are complied with.

1 Employees should be informed that under the provisions of the Local Government
(Long Service Leave) Regulations:

AWhere the commencement of | ong service | ea
convenience of the employee beyond a period of six months, the rate of payment for or in

lieu of that leave shall be at the rate applicable to the employee for ordinary time

(excluding allowances) at the end of the period of 6 months unless otherwise agreed in
writing between the Local Government and em,
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The manager shall manage the taking of leave including time in lieu and rostered days off
and maintain a leave roster ensuring that adequate coverage of functions is maintained.

Managers will endeavour to approve leave applications to meet the convenience
of the employee, however the operational needs of the shire must also be
considered.

Employees are entitled to receive édpay in
are approved and supplied to payroll before the end of the last pay period prior to
the employee going on leave.

Leave application forms must be signed by the employee and authorised by the
responsible manager prior to the employee taking leave. All leave application
forms will be approved or declined within three days and forwarded to the Payroll
Officer for action before the affected pay period.

In the event of unplanned leave, the employee must submit a leave application
form on the first day back following absence and provide evidence of absence if
required (i.e. medical certificate).

Where an employee requires a period of personal leave, such as for injury of
illness while on annual leave they may apply to have the leave reversed in line
with the notice and evidence requirements set out in the Fair Work Act.

Leave Rosters

)l

Managers are required to develop and maintain leave rosters that identify
proposed relief/coverage arrangements for all employees within their area of
responsibility.

Where relief is required, this is to be negotiated with the relevant manager and if
necessary, recruitment is to be arranged by the CEO, DCEO or Manager of Works
and Services.

To encourage effective workforce planning, manager must monitor the leave roster
to ensure that sufficient employees are available to cope with peak workload
periods.

The Payroll Officer will regularly monitor the leave taken to ensure that the total
accrued leave does not exceed this policy.

Approvals and Obligations

1
1

=a =

Leave application forms are required to be completed at least three days prior to
requested leave.

A period of two months6é notice must be
line with the provisions of the Local Government (Long Service Leave)
Regulations.

Leave applications will be considered in the context of needs of the operational
requirements of the shire and the team leave roster (in particular if there are
multiple employees seeking leave);

Managers must consider how the duties and responsibilities of the position will be
delivered in the absence of the employee on leave;

After approval, leave forms are forwarded to payroll for processing;

It is the obligation of individual employees, in conjunction with the Manager, to
determine whether there is a need to communicate their impending absence to
other employees; and

As a general rule managers should advise all employees of their absence and
what acting arrangements, if any, have been arranged.

Where coverage is not possible to accommodate all leave applications, it shall be the
responsibility of the manager to consult the employees regarding the situation and allow
discussion to enable employees to resolve the situation. There may be a situation where
some employees are happy to accommodate others leave applications but it is preferable
that employees attempt to resolve the situation without any type of arbitration.
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Deferral of Long Service Leave

1 Within 6 months of long service leave becoming due, the CEO will be advised by
the Payroll Officer of employees who have not cleared long service leave for that
year, if the entitlement has become due;

1 Employees are required to formally seek approval from the CEO to defer long
service leave. This deferral request must be in writing and clearly identify the
amount of leave accrued, at what date it will be cleared and why it has not been
cleared; and

1 Where the commencement of long service leave has been postponed to meet the
convenience of the employee beyond a period of six months, the rate of payment
for or in lieu of that leave shall be at the rate applicable to the employee for
ordinary time (excluding allowances) at the end of the period of six months unless
otherwise agreed in writing between the Shire of Corrigin and employee.

1 Deferrals in excess of this period require the approval of the CEO.

Variation to Policy

This policy may be cancelled or varied from time to time at the discretion of CEO. All
employees will be notified of any variation to this policy by the normal correspondence
method. All employees are to read this policy prior to applying for leave.
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6.1 HIRE OF THE COMMUNITY BUS

Policy Owner:

Corporate and Community Services

Person Responsible: Customer Service Officer
Date of Approval: 15 July 2008

Amended: 17 October 2017
Objective: To set the conditions for the hire of the Corrigin Community Bus.
Policy: The rate for the hire of the community bus will be set as part of the annual budget

process; it will be a cent per kilometre rate (plus fuel).
Smoking is not permitted on the community bus.
Persons holding a WA Drivers Licence with a Light Rigid (LR) class or above are able to

hire and drive the community bus. (Proof of Licence will be required as part of the
booking procedure) If the driver is receiving reward for driving the bus the driver will be

required to hold an AFO0 esdbaisemert oAfAReWwar

an amount received for carrying those passengers intended to exceed the running costs
of the motor vehicle.

Council does not object to the hire of the community bus to people from outside the Shire
of Corrigin. If, however, the bus is hired by somebody who is not a resident of Corrigin,
and the bus is subsequently required by a local, the non-local must be advised that the
bus is no |l onger available to them. At-
local of the cancellation of the hire to enable them to make other arrangements.

If the bus is returned in an untidy state and it is not possible to contact the hirer
responsible prior to the next hire of the bus, the bus will be cleaned and the hirer will be
responsible for the cost of the cleaning.

Hirers of the Corrigin Community Bus are expected to return the bus with a full fuel tank
( f il | dieks of tbhe fugl bawser) and in a clean condition.

Council will provide free use of the community bus for the following organisations on the
provision that fuel costs are paid by the hirer:
9 Senior Citizens activities plus one other event each calendar year; and
1 Rotary Club of Corrigin trip to Perth plus one other event each calendar year;
9 Shire staff social event; and
9 Seniors Games.

All other conditions of hire of the community bus must be adhered to by the hirer.

Persons or clubs using the community bus where fees have not been paid or the tank is
not filled or the bus has not been returned in a clean condition may be prohibited from
using the bus in future.

A suitable member of the Shire staff must inspect the Community Bus after every hiring to
ensure that it has been returned in an adequate state with no damage.
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6.2  SHIRE BUILDINGS (NOT INCLUDING CREC) i HIRE

Policy Owner: Corporate and Community Services
Person Responsible: Customer Service Officer
Date of Approval: 31 March 1989

Amended: 17 October 2017
Objective: To provide guidance on the hiring of Council buildings.
Policy: All applicants that wish to hire Shire buildingswi | | be required to sig

form before collection of the required keys. This form is to contain details of the standard
of cleanliness required of the building after use and if the hirer does not meet those
requirements, the following steps are to be taken:

1 The Customer Service Officer should contact the hirer and request that the items that
do not meet the required standard be attended to immediately.

9 If the required cleaning is not carried out to the expected standard the Shire cleaning

staff should attend to the matter and the hirer is to be levied the necessary cleaning
expense based on the hours that the cleaner was required to work on the building.
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6.3

CORRIGIN RECREATION AND EVENTS CENTRE - HIRE

Policy Owner: Corporate and Community Services
Person Responsible: Customer Service Officer
Date of Approval: 19 April 2016

Amended: N/A
Objective: To provide guidance on the hiring of Council buildings.
Policy: All applicants that wish to hire the Corrigin Recreation and Events Centre will be required

to sign a 6Condit i thelokindgcanbe cosfibnedandrpriortb e f or e
collection of the required keys. This form is to contain details of the standard of

cleanliness required of the building after use and if the hirer does not meet those
requirements, the following steps are to be taken:

1 The Customer Service Officer or CEO should contact the hirer and request that the
items that do not meet the required standard be attended to immediately.

9 If the required cleaning is not carried out to the expected standard the Shire cleaning
staff should attend to the matter and the hirer is to be levied the necessary cleaning
expense based on the hours that the cleaner was required to work on the building.

Prior to booking, hirers will be provided with the following forms:

Booking Application form
Clean-up checklist

Application for discounted hire
Application to consume alcohol
CREC Hire Terms and Conditions

= =4 -8 -8 9
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6.4 MAXIMUM NUMBER OF PERSONS 1T COUNCIL FACILITIES

Policy Owner: Corporate and Community Services

Person Responsible: Chief Executive Officer

Date of Approval: 23 August 1995

Amended: 19 April 2016
Objective: To provide guidance on the hiring of Council buildings.
Policy: All hirers are to be advised of the maximum number of persons allowed in the following

facilities under the provisions of the Health Act 1911:

1 Corrigin Town Hall - 400
1 Corrigin Recreation and Events Centre - as per table below:

Public Building Area Type of Use Maximum
Numbers
Function Room/Bar Dining 242
Conference 484
Foyer Hall 172
Exhibition 43
Gym/Creche Gymnasium 17
Sports Hall Hall (with all exits 916
available)
Gymnasium 305
Hockey/Netball Kiosk Meeting Room 38
Room
Total (at any one time) Hall 1000
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CORRIGIN

6.5 HIRE OF CHAIRS AND TABLES

Policy Owner:

Corporate and Community Services

Person Responsible: Chief Executive Officer
Date of Approval: 17 July 2002

Amended: 19 April 2016

Objective: To provide guidance on the hiring of Council owned chairs and tables from Council
buildings.

Policy: Council does not hire the chairs and tables from the Corrigin Town Hall or Corrigin

Recreation and Events Centre, other than to the Corrigin Agricultural Society for use
during the annual Agricultural Show at no cost.

Council has some chairs and tables available for hire from the CWA Hall. Fees and
Charges are in accordance with those adopted in the annual budget process.
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m‘[E 6.6 SWIMMING POOL T USE OF THE POOL BY CORRIGIN DISTRICT HIGH
S SCHOOL
Policy Owner: Governance and Compliance

Person Responsible: Chief Executive Officer
Date of Approval: 31 March 1989

Amended: N/A

Objective: To provide guidance on the hiring of the outdoor swimming pools to the local District High
School.

Policy: When Corrigin District High School is given exclusive use of the outdoor swimming pool

for the annual faction swimming carnival or inter-school swimming carnival, all children
and adults are allowed free entry to the facility.

No other members of the public can use the pool during the carnival.
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SWIMMING POOL T VACATION SWIMMING LESSONS

Policy Owner: Governance and Compliance
Person Responsible: Chief Executive Officer

Date of Approval: 31 March 1989

Amended: N/A

Objective: To provide guidance on the entry charges for the outdoor swimming pools during Vacation
Swimming Lessons (VAC swim).

Policy: Parents accompanying children who are participating in vacation swimming classes and
who are not swimming are permitted to enter free of charge provided they leave the pool
as soon as the classes are completed.

VAC swim swimming teachers are permitted free entry to the outdoor swimming pool
while they are teaching vacation and in term swimming lessons.
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