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DOCUMENT CONTROL 

Register created in new format 26 July 2019 (Document Version 1) 

AMENDMENTS 

Document 

Version 

Date of 

Amendment 
Amendment details 

2 20 August 2019 Amendments to: 

2.1.9 Parking Infringement Appeal 

2.1.10 Infringement Debt Management 

3 17 September 2019 Amendments to: 

1.2.2 CEO Leave Approval 

5ŜƭŜǘƛƻƴ ƻŦ άр Řŀȅǎ ŜȄŜŎǳǘƛǾŜ ƭŜŀǾŜέ 

1.2.5 Staff Education and Study Leave 

¶ Amended eligibility for study assistance to άŎƻƳǇƭŜǘƛƻƴ ƻŦ мн ƳƻƴǘƘǎ 

ǎŜǊǾƛŎŜέΦ 

¶ LƴǎŜǊǘŜŘ ƳŀȄƛƳǳƳ ƻŦ άǳǇ ǘƻ ϷнΣрллέ ŦƻǊ ǊŜƛƳōǳǊǎŜƳŜƴǘ ƻŦ 

education fees.  

2.1.3 Purchasing 

Inclusion of assessment criteria for purchases over $20,001 and up to 

$50,000 

2.1.9 Parking Infringement Appeals 

¶ Insertion of methods for lodging an appeal 

¶ Leniency period increased from 10 to 15 mins for exceeding a time 

limit 

¶ Failure to display a ticket (where proof of purchase is provided) to be 

included as a circumstance where infringement may be withdrawn. 

2.1.10 Infringement Debt Management  

¶ Removal of information duplicated in Policy 2.1.9 

¶ Slight amendment to management reporting requirements.  

4 15 October 2019 Amendments to: 

3.1.5 Community Design Advisory Committee 

¶ !ŘŘƛǘƛƻƴ ƻŦ Ǉƻƛƴǘǎ р ŀƴŘ с ǳƴŘŜǊ ά/ƻŘŜ ƻŦ /ƻƴŘǳŎǘέ ƘŜŀŘƛƴƎ 

¶ Various minor grammatical errors 

3.1.7 Wood Encouragement ς Council 

¶ Insertion of Local Government Act 1995 under Legislation 

3.1.8 Wood Encouragement ς General 

¶ Insertion of Planning and Development Act 2005 & Planning and 

Development (Local Planning Schemes) Regulations 2015 under 

Legislation. 

3.1.9 Percent for Public Art ς Local Planning Policy 

¶ Insertion of Planning and Development Act 2005 & Planning and 

Development (Local Planning Schemes) Regulations 2015 under 

Legislation. 

4.1.2 Public Art Panel 

¶ To allow for an increased number of members with resulting quorum 

adjustment. 



 

 

Revocation of 3.1.6 Town Planning Advisory Panel Policy 

Adoption of new Policy 4.2.1 Maintenance & Removal of Public and 

Verge Trees 

5 19 November 2019 Amendments to:  

Policy 2.1.3 Purchasing 

¶ wŜǇƭŀŎƛƴƎ ǘƘŜ ǿƻǊŘ άƻōǘŀƛƴέ ŦƻǊ άǊŜǉǳŜǎǘέ όǉǳƻǘŜǎύ ƛƴ ǘƘǊŜǎƘƻƭŘ ǘŀōƭŜ 

for purchases over $5,001 up to $150,000 

¶ !ŘŘƛƴƎ ǘƘŜ ǎŜŎǘƛƻƴ άvǳƻǘŀǘƛƻƴ 9ȄŜƳǇǘƛƻƴǎ 

¶ Adding Executive Assistant Corporate Services with a purchasing 

authority to $1,500 to the Procedures attachment 

Policy 2.1.11 Community Grants & Sponsorship 

Increasing the Councillors membership on the Community Grants 

Committee to two  

6 10 December 2019 Amendment to Policy 2.1.3 Purchasing 

Adding Senior Ranger with a purchasing authority to $2,000 to the 

Procedures attachment. 

7 18 February 2020 New Policy 2.1.15 Waste Services for Community & Sporting Groups 

New Policy 3.1.6 George Street Designated Heritage Area (LPP) 

New Policy 4.2.2 Foreshore Dinghy Management 

New Policy 6.1.1 Community Gardens 

8 17 March 2020 Amendment to Policy 2.1.2 Investment of Surplus Funds 

Amending section (b) in respect to Fossil Fuel Free Investments.  

9 21 April 2020 Amendment to Policy 2.1.7 Debt Collection 

Amending policy to provide support to individuals and businesses who 

may be financially impacted by the effects of COVID-19. 

New Policy 1.1.7 Attendance at Events 

New Policy 1.2.7 COVID-19 Leave 

10 19 May 2020 New Policy 1.1.8 Elected Member and CEO Training & Professional 

Development 

Amendment to Policy 2.1.3 Purchasing 

Amendment to Policy 2.1.5 Donation 

11 16 June 2020 New Policy 2.1.16 Rates Concession  

New Policy 2.1.17 Pensioner and Seniors Rebate 

New Policy 2.1.18 Cash Backed Reserves 

12 21 July 2020 Amendment to Policy 1.2.1 Code of Conduct 

New Policy 6.1.2 Trading in Public Places 

13 15 September 2020 New Policy 1.2.8 Whistleblower (Public Interest Disclosure) 

Amendment to Policy 2.1.3 Purchasing  

New Policy 2.2.7 Fraud and Corruption 

New Policy 2.2.8 Volunteer Management 

New Policy 2.1.19 Contract Variation   

14 20 October 2020 New Policy 6.1.3 Sustainable Event Policy 

15 17 November 2020 New Policy 4.1.5 Memorials in Public Places 

16 8 December 2020 Amendment to Policy 2.1.3 Purchasing 

Amendment to Policy 2.2.4 Risk Management 

17 16 February 2021 New Policy 1.1.9 Code of Conduct for Elected Members, Committee 

Members and Candidates.  



 

 

Deletion of Policy 1.2.1 Code of Conduct for Elected Members, 

Committee Members and Employees 

New Policy 3.2.3 Waterwise Pool and Spa Cover 

18 16 March 2021 New Policy 1.2.9 Appointment of Acting Chief Executive Officer 

19 20 April 2021 Amendment to Policy 4.2.2 Foreshore Dinghy Management 

20 18 May 2021 New Policy 1.1.10 Code of Conduct Behaviour Complaints 

Management 

21 22 June 2021 Amendment to Procedures attached to Policy 2.1.3 Purchasing 

22 20 July 2021 Amendment to Policy 2.1.3 Purchasing 

New Policy 3.2.4 Verge Treatment 

23 17 August 2021 Amendment to Policy 1.2.7 COVID19 Leave 

New Policy 1.2.10 Employee Superannuation Co-Contribution 

24 21 September 2021 New Policy 1.1.11 Caretaker Period 

25 19 October 2021 Amendments to Policy 3.1.5 Community Design Advisory Committee 

New Policy 2.2.9 Legislative Compliance & Procedure 

26 16 November 2021 Amendments to Policy 2.1.8 Corporate Credit Card 

27 22 February 2022 Policy 2.1.3 Purchasing 

¶ Increasing purchasing authority for Community Engagement Officer 

to $5,000 in the Procedures attachment 

28 15 March 2022 Amendments to Policy 2.1.2 Investment of Surplus Funds 

29 19 July 2022 Amendments to 

Policy 2.1.4 Rates Exemption 

Policy 2.1.7 Debt Collection 

Policy 2.1.10 Infringement Debt Management 

Policy 2.1.16 Rates Concession 

Policy 2.1.17 Pensioners and Seniors Rebates 

30 15 November 2022 New Policy 4.2.3 Tree Management and Protection in Public Places 

Plan 

31 16 May 2023 Amendment to Policy 3.1.3 Town Centre Redevelopment Guidelines ς 

Local Planning Policy 

32 18 July 2023 New Policy 3.1.4 Payment in Lieu of Parking Plan ς Local Planning 

Policy (supersedes 3.1.4 George Street Parking) 

33 15 August 2023 New Policy 2.2.10 Habitual or Vexatious Complaints 

34 19 March 2024 Amendment to Policy 2.1.8 Corporate Credit Card 

35 10 April 2024 Amendment to Policy 3.1.3 Town Centre Redevelopment Guidelines ς 
Local Planning Policy 
(Council resolved 160523 to authorise further minor modifications 
following deferral gazettal period for amendments to State Planning 
Policy 7.3 Residential Design Codes Vol 1 & 2) 

36 15 October 2024 New Policy 1.1.12 Recordkeeping for Elected Members  

37 19 November 2024 New Policy 2.1.20 Waste Services and Charging 
Revocation of Policy 2.1.13 Rubbish Collection Charge 
Amendments to Policy 3.2.4 Verge Treatment 



 

 

38 18 March 2025 Amendment to Policy 2.1.3 Purchasing 

39 15 July 2025 New Policy 1.3.2 End of Year Office Closure 

40 19 August 2025 Amendments to:  
Policy 1.1.11 Elections ς Caretaker Period 
Policy 4.1.2 Public Art Panel 

41 16 September 2025 Amendment to Policy 2.1.3 Purchasing 

42 28 October 2025 Amendment to Policy 2.1.11 Community Grants & Sponsorship 

43 18 November 2025 New Policy 1.1.13 Recognition of Service ς Council Members 

44 9 December 2025 Amendments to: 
Policy 2.1.2 Investment of Surplus Funds 
Policy 2.1.10 Infringement Debt Management 
Removal of  
Policy 2.1.14 Motor Vehicle Acquisition & Usage 
which has been converted to an Administration Policy 

45 17 March 2026 Deletion of Policy 1.2.3 Staff Recruitment and Retention 

  



 

 

 

TABLE OF CONTENTS  

1. OFFICE OF THE CEO 

1.1 ELECTED MEMBERS 

1.1.1 Payment of Council Members Fees and Allowances 

1.1.2 ICT Support for Elected Members 

1.1.3 Notice of Motions by Elected Members 

1.1.4 Legal Advice 

1.1.5 Honorary Freeman of the Town of East Fremantle 

1.1.6 Elected Member Communication 

1.1.7 Attendance at Events 

1.1.8 Elected Member and CEO Training & Professional Development 

1.1.9 Code of Conduct for Elected Members, Committee Members and Candidates 

1.1.10 Code of Conduct Behaviour Complaints Management Policy 

1.1.11 Elections ς Caretaker Period 

1.1.12  Recordkeeping for Elected Members 

1.1.13 Recognition of Service - Council Members 

1.2 HUMAN RESOURCES 

1.2.1 Code of Conduct for Council Members, Committee Members and Employees 

This Policy has been replaced with Policy 1.1.9 Code of Conduct for Council 
Members, Committee Members and Candidates.  A separate internal Code of 
Conduct for Employees & Contractors has being developed . 

1.2.2 CEO Leave Approval 

1.2.3 Staff Recruitment and Retention 

1.2.4 Gratuity Payment 

1.2.5 Staff Education and Study Leave 

1.2.6 Employee Use of Council Equipment 

1.2.7 COVID-19 Leave 

1.2.8 Whistleblower (Public Interest Disclosure) 

1.2.9 Appointment of Acting Chief Executive Officer 

1.2.10 Employee Superannuation Co-Contribution 

1.3 COMMUNICATIONS & COMMUNITY ENGAGEMENT 

1.3.1 Social Media 

1.3.2 End of Year Office Closure 

2. CORPORATE SERVICES 

2.1 FINANCIAL MANAGEMENT 

2.1.1 Disposal of Surplus Property 

2.1.2 Investment of Surplus Funds 

2.1.4 Rates Exemption 

2.1.5 Donations 

2.1.6 Supplier Payments 

2.1.7 Rates/ Sundry Debtor Recovery (Debt Collection) 



 

 

2.1.8 Corporate Credit Card 

2.1.9 Parking Infringement Appeals 

2.1.10 Infringement Debt Management 

2.1.11 Community Grants & Sponsorship 

2.1.12 Leeuwin Carpark (No 1) & Launching Ramp ς Parking for Ratepayers 

2.1.13 Rubbish Collection Charge ς Domestic Service ς No Separate Charge (Revoked 
19/11/24) 

2.1.14 Motor Vehicle Acquisition & Usage 

2.1.15 Waste Services for Community and Sporting Organisations 

2.1.16 Rates Concession Policy 

2.1.17 Pensioners and Seniors Rebates Eligibility 

2.1.18 Cash Backed Reserves 

2.1.19 Contract Variations 

2.1.20   Waste Services and Charging 

2.2 RISK MANAGEMENT 

2.2.1 Legal Representation for Council Members and Employees 

2.2.2 Use of Information Technology 

2.2.3 Related Party Disclosures 

2.2.4 Risk Management 

2.2.5 Internal Audit Charter 

2.2.6 Requests for New or Capital Upgrades to Existing Community Buildings 

2.2.7 Fraud and Corruption 

2.2.8 Volunteer Management 

2.2.9 Legislative Compliance Policy and Procedure 

2.2.10 Habitual or Vexatious Complaints 

3. REGULATORY SERVICES 

3.1 PLANNING 

3.1.1 Residential Design Guidelines 

3.1.2 Signage Design Guidelines - Local Planning Policy 

3.1.3 Town Centre Redevelopment Guidelines ς Local Planning Policy 

3.1.4 Payment in Lieu of Parking Plan ς Local Planning Policy 

3.1.5 Community Design Advisory Committee 

3.1.6 George Street Designated Heritage Area - Local Planning Policy 

3.1.7 Wood Encouragement - Council 

3.1.8 Wood Encouragement ς General 

3.1.9 Percent for Public Art ς Local Planning Policy 

3.2 ENVIRONMENTAL HEALTH 

3.2.1 Healthy Eating 

3.2.2 Noise Attenuation 

3.2.3 Waterwise Pool & Spa Cover Policy 

3.2.4 Verge Treatment Policy 

4. OPERATIONS 

4.1 PUBLIC INFRASTRUCTURE 



 

 

4.1.1 Removal of Graffiti 

4.1.2 Public Art Panel 

4.1.3 Public Art 

4.1.4 Directional Signs 

4.1.5 Memorials in Public Places 

4.2 PARKS & RESERVES 

4.2.1 Maintenance & Removal of Public and Verge Trees 

4.2.2 Foreshore Dinghy Management 

4.2.3 Tree Management and Protection in Public Places Plan 

5. RANGER SERVICES 

5.1 ANIMAL CONTROL 

5.1.1 Dog Management ς Community Safety 

5.1.2 Dangerous Dog Declarations 

6. COMMUNITY 

6.1 ACTIVITIES 

6.1.1 Community Gardens 

6.1.2 Trading in Public Places 

6.1.3     Sustainable Event 
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мΦмΦм tŀȅƳŜƴǘ ƻŦ /ƻǳƴŎƛƭ aŜƳōŜǊǎ CŜŜǎ ŀƴŘ !ƭƭƻǿŀƴŎŜǎ 

Type: Office of CEO ς Elected Members 

Legislation: Local Government Act 1995 

Delegation: N/A 

Other Related Document:  

Objective 
To clarify the payment method for disbursement of Council member fees and allowances. 

Policy Scope 
This policy relates to elected members. 

Policy  
Payments to Council members to be paid as a proportionate lump sum retrospectively in the month 
following the end of each month, with payments to Council members who resign or retire prior to the 
end of a month being paid on a pro-rata basis. 
 
Newly elected members may seek reimbursement of ICT hardware setup costs as an advance to the 
ICT Allowance.  
 

 
 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 16/12/97 

Policy Amended/Reviewed: 18/3/08, 16/2/16, 17/9/19 

Former Policy No: 4.2.2 

 

  



 

 

   
 

 
 
мΦмΦн L/¢ {ǳǇǇƻǊǘ ŦƻǊ 9ƭŜŎǘŜŘ aŜƳōŜǊǎ  

Type: Office of the CEO ς Elected Members  

Legislation: Section 5.99A of the Local Government Act 1995 
Regulation 31 of the Local Government (Administration) 
Regulations 1996 

Delegation:  

Other Related Document: Policy 1.1.1 Payment of Council Member Fees  

Objective 
The purpose of this Policy is to:  

¶ establish the protocols for providing Information Communication Technology (ICT) support for 

elected members to enable the provision of information to elected members in an electronic 

format; 

¶ outline the expectation in relation to expenditure of elected members annual ICT Allowance. 

Policy Scope 
This policy applies to all elected members and supports the electronic transfer of documents and 

information to enable the Council to make informed decisions. 

Policy  
In accordance with section 5.99A of the Local Government Act 1995 elected members are provided 
with an annual ICT allowance payable to them monthly during their term of office.   

This allowance in part may be used to: 

¶ purchase a digital tablet device, with sim card. 

¶ pay for the monthly data plan for the device ς the plan will be terminated on vacating the position. 

The allowance may also be used for telecommunication expenses. 

The Town will provide training to elected members to develop competencies in the use of the allocated 
digital tablet device. 

The remaining balance of the ICT Allowance will be paid monthly to the elected member. 

Any loss of, or damage to the device is the responsibility of the elected member.  

All equipment purchased via the annual ICT Allowance remains the property of the elected member. 

Responsible Directorate: Corporate Services 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 21/6/16 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.1.5 

 



 

 

 
 

 
 
мΦмΦо bƻǘƛŎŜ ƻŦ aƻǘƛƻƴǎ ōȅ 9ƭŜŎǘŜŘ aŜƳōŜǊǎ 

Type: Office of the CEO ς Elected Members 

Legislation: Local Government Act 1995 

Delegation: N/A 

Other Related Document:  

Objective 
To stipulate the deadline for submission of notice of motions in the preparation of Council agendas. 

Policy Scope 
This policy relates to elected members seeking to propose a notice of motion.  

Policy  
That notices of motion for the next Council meeting be received seven clear days before the finalisation 
of the agenda. 
 

 
 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 16/9/14 

Policy Amended/Reviewed: 21/7/15, 17/9/19 

Former Policy No: 4.1.3 

 

 

 

  



 

 

 
 

 
 
мΦмΦп [ŜƎŀƭ !ŘǾƛŎŜ 

Type: Office of the CEO ς Elected Members 

Legislation: Local Government Act 1995  

Delegation: N/A 

Other Related Document:  

Objective 
This policy is intended to provide clarity regarding the release of legal advice to elected members. 

Policy Scope 
This policy relates to all legal advice received for Council business. 

Policy  
The obtaining of legal advice where considered appropriate is a function of the role of CEO to enable 

ƭŜƎŀƭ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ƻŦ ǘƘŜ /ƻǳƴŎƛƭΩǎ ōǳǎƛƴŜǎǎΦ [ŜƎŀƭ ŀŘǾƛŎŜ ƛǎ ǘƻ ōŜ ƳŀŘŜ ŀǾŀƛƭŀōƭŜ ǘƻ ŜƭŜŎǘŜŘ ƳŜƳōŜǊǎ 

where: 

¶ legal advice is required to ensure that informed decisions can be made by elected members, 

¶ legal advice is obtained regarding a litigation risk, 

¶ Council has requested legal advice, 

¶ legal advice relates to issues of governance. 

All legal advice is confidential and is not to be circulated or divulged to a third party. 

 

 

 
 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 17/11/15 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.1.4 

 

 

  



 

 

 
 

 
 
 
мΦмΦр IƻƴƻǊŀǊȅ CǊŜŜƳŀƴ ƻŦ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜ  

Type: Office of the CEO ς Elected Members 

Legislation: N/A 

Delegation: N/A 

Other Related Document: Honorary Freeman of the Town of East Fremantle Procedure 
PRO/1.1.5 

Objective 
To recognise outstanding and meritorious service to the Town of East Fremantle 

Policy Scope 
This policy applies to all applications for the award of Honorary Freeman of the Town of East Fremantle. 

Policy  
The status of Honorary Freeman of the ¢ƻǿƴ ƛǎ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ƘƛƎƘŜǎǘ ŀǿŀǊŘΦ 

bƻƳƛƴŀǘƛƻƴǎ ŦƻǊ CǊŜŜƳŀƴ ƻŦ ǘƘŜ ¢ƻǿƴ ŀǊŜ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ /ƻǳƴŎƛƭΩǎ IƻƴƻǊŀǊȅ CǊŜŜƳŀƴ ƻŦ ǘƘŜ ¢ƻǿƴ 
procedures.  

An Honorary Freeman of the Town is to be invited to all civic functions of the Town. 

An Honorary Freeman of the Town is to receive a special badge which identifies him/her as Freeman 
of the Town. 

Nominations are to be made in the strictest confidence without the knowledge of the nominee and 
/ƻǳƴŎƛƭ ƛǎ ǘƻ ŎƻƴǎƛŘŜǊ ǘƘŜ ƳŀǘǘŜǊ ōŜƘƛƴŘ ŎƭƻǎŜŘ ŘƻƻǊǎΦ bƻ ǊŜŎƻǊŘ ƻŦ ǘƘŜ ƴƻƳƛƴŜŜΩǎ ƴŀƳŜ ƛǎ ǘƻ ōŜ 
recorded in the Council or Committee minutes whether supported or not by Council.    

Attachment 
Freeman of the Town Procedure & Application Form 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 19/8/14 

Policy Amended/Reviewed: 21/7/15, 17/9/19 

Former Policy No: 1.1.1 

 

  



 

 

 

HONORARY FREEMAN OF THE TOWN OF EAST FREMANTLE PROCEDURE 

(PRO1.1.5) 

 

Objective 

The objective of this procedure is to provide guidelines for determining any nomination for Freeman 

of the Town. 

Procedure  

Nominations are to be lodged on the attached form with the Chief Executive Officer detailing the 

reasons why the person is worthy of the award and is to be signed by at least six members of the 

Council.   

The Chief Executive Officer is to consider nominations for the granting of the status of Honorary 

Freeman of the Town and make a recommendation to Council on the merit of the nomination.    

The decision to make the award is to be supported by a Special Majority of the Council (75%).   

 

  



 

 

 

Nomination - Honorary Freeman  
 

Name of Person Nominated for consideration: 

_______________________________________ 

Please complete in detail: 

1. Length of service in a field (or fields) of activity: 

 

 

 

 

 
2. Level of commitment to the field (or fields) of activity 

 

 

 

 

 

 

 
3. Personal leadership qualities 

 

 

 

 

 

 

 



 

 

4. any benefits to the community of the Town of East Fremantle and 
include more broadly, to the state of Western Australia or to the nation 
ǊŜǎǳƭǘƛƴƎ ŦǊƻƳ ǘƘŜ ƴƻƳƛƴŜŜΩǎ ǿƻǊƪ 

 

 

 

 

 

 

 

 
5. Special achievements of the nominee. 

 

 

 

 

 

 

 

 

 

Signed (Elected Members) 

             

 

             

 

 

             

 

 

 

  



 

 

 

 
 
мΦмΦс 9ƭŜŎǘŜŘ aŜƳōŜǊ /ƻƳƳǳƴƛŎŀǘƛƻƴ 

Type: Office of the CEO ς Elected Members 

Legislation: Local Government (Rules of Conduct) Regulations 2007 
State Records Act 2000 - SRC Standard 8 ς Managing Digital 
Information 
State Records Office Guideline ς Management of Digital Records 

Delegation:  

Other Related Document: Code of Conduct Policy 1.2.1  

 

Objective 
To establish protocols for the Town of East Fremantle official communications with our community to 

ensure the Town is professionally and accurately represented, to maximise a positive public perception 

and response to the Town. 

Policy Scope 
This policy applies to: 

1. communications initiated or responded to by the Town of East Fremantle with our community; 

and 

2. elected members when making comment in either their Town role or in a personal capacity. 

Policy Statement 

1. Official Communications 

The purposes of ¢ƻǿƴΩǎ ƻŦŦƛŎƛŀƭ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎ ƛƴŎƭǳŘŜΥ 

¶ sharing information required by law to be publicly available. 

¶ sharing information that is of interest and benefit to the Community. 

¶ promoting the Town of East Fremantle events and services. 

¶ promoting Public Notices and community consultation / engagement opportunities. 

¶ answering questions and responding to requests for information relevant to the role of the Town. 

¶ eeceiving and responding to community feedback, ideas, comments, compliments and 

complaints. 

¢ƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ official communications will be consistent with relevant legislation, 

policies, standards and the positions adopted by the Council.  Our communications will always be 

respectful and professional. 

The Town of East Fremantle will use a combination of different communication modes to suit the type 
of information to be communicated and the requirements of the community or specific audience, 
including: 

¶ website; 

¶ advertising and promotional materials; 

¶ media releases prepared for the Mayor, to promote specific Town of East Fremantle positions; 

https://www.slp.wa.gov.au/legislation/statutes.nsf/law_s34895.html
http://www.sro.wa.gov.au/sites/default/files/src_standard_8_-_june_2016.pdf
http://www.sro.wa.gov.au/sites/default/files/src_standard_8_-_june_2016.pdf
http://sro.wa.gov.au/sites/default/files/guideline_digital_records_v2.pdf


 

 

¶ social media; and 

¶ community newsletters, letter drops and other modes of communications undertaken by the 

¢ƻǿƴΩǎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ ŀǘ ǘƘŜ ŘƛǎŎǊŜǘƛƻƴ ƻŦ ǘƘŜ /9hΦ  

2. Speaking on behalf of the Town of East Fremantle 

The Mayor is the official spokesperson for the Town and may represent the Town of East Fremantle 

and may represent the Town in official communications, including; speeches, comment, print, 

electronic and social media. [ s.2.8(1)(d) of the Local Government Act 1995] 

Where the Mayor is unavailable, the Deputy Mayor may act as the spokesperson. 

[s.2.9 and s.5.34 of the Local Government Act 1995] 

The CEO may speak on behalf of the Town, where authorised to do so by the Mayor.  

[s.5.41(f) of the Local Government Act 1995] 

The provisions of the Local Government Act 1995 essentially direct that only the Mayor, or the CEO if 

authorised, may speak on behalf of the Local Government.  It is respectful and courteous to the office 

of Mayor to refrain from commenting publicly, particularly on recent decisions or contemporary issues, 

until such time as the Mayor has had opportunity to speak on behalf of the Town. 

Communications by Elected Members, whether undertaken in an authorised official capacity or as a 
personal communication, must not: 

¶ bring the Town into disrepute;  

¶ ŎƻƳǇǊƻƳƛǎŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƛƴ ǘƘŜƛǊ ǊƻƭŜ ǿƛǘƘ ǘƘŜ ¢ƻǿƴ; 

¶ ƛƳǇƭȅ ǘƘŜ ¢ƻǿƴΩǎ ŜƴŘƻǊǎŜƳŜƴǘ ƻŦ ǇŜǊǎƻƴŀƭ ǾƛŜǿǎ;  

¶ imply the Elected Member is speaking on behalf of the Town, unless authorised to do so; or 

¶ disclose, without authorisation, confidential information.  

Social media accounts or unsecured website forums must not be used to transact meetings which 

relate to the official business of the Town. 

Elected member communications must comply with the Code of Conduct and the Local Government 

(Rules of Conduct) Regulations 2007. 

3. Responding to Media Enquiries, Developing Media Statements, Press Releases 

All enquiries from the Media for an official Town of East Fremantle comment, whether made to an 

individual Elected Member or Employee, must be directed to the CEO or a person authorised by the 

CEO.  Information will be coordinated to support the Mayor or CEO (where authorised) to make an 

official response on behalf of the Town. 

Elected Members may make comments to the media in a personal capacity ς refer to clause 7.1 below. 

4. Website 

¢ƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜ ǿƛƭƭ Ƴŀƛƴǘŀƛƴ ŀƴ ƻŦŦƛŎƛŀƭ ǿŜōǎƛǘŜΣ ŀǎ ƻǳǊ ŎƻƳƳǳƴƛǘȅΩǎ ƻƴ-line resource to 

ŀŎŎŜǎǎ ǘƻ ǘƘŜ ¢ƻǿƴΩǎ ƻŦŦƛŎƛŀƭ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎΦ 

5. Social Media 

The Town of East Fremantle uses Social Media to facilitate interactive information sharing and to 

provide responsive feedback to our community.  Social Media will not however, be used by the Town 



 

 

ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ƻǊ ǊŜǎǇƻƴŘ ǘƻ ƳŀǘǘŜǊǎ ǘƘŀǘ ŀǊŜ ŎƻƳǇƭŜȄ ƻǊ ǊŜƭŀǘŜ ǘƻ ŀ ǇŜǊǎƻƴΩǎ ƻǊ ŜƴǘƛǘȅΩǎ ǇǊƛǾŀǘŜ 

affairs. 

The Town of East Fremantle currently maintains the following Social Media accounts: 

¶ Facebook  

The Town of East Fremantle may also post and contribute to Social Media hosted by others, so as to 

ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ¢ƻǿƴΩǎ strategic objectives are appropriately represented and promoted. 

The Town of East Fremantle actively seeks ideas, questions and feedback from our community 

however, we expect participants to behave in a respectful manner.  The Town will moderate its Social 

Media accounts to address and where necessary delete content deemed to be: 

¶ offensive, abusive, defamatory, inaccurate, false or misleading; 

¶ promotional, soliciting or commercial in nature; 

¶ unlawful or incites others to break the law; 

¶ information which may compromise individual or community safety or security; 

¶ repetitive material copied and pasted or duplicated;  

¶ content that promotes or opposes any person campaigning for election to the Council, 

appointment to official office, or any ballot;  

¶ content that violates intellectual property rights or the legal ownership of interests or another 

party; and 

¶ any other inappropriate content or comments at the discretion of the Town of East Fremantle. 

²ƘŜǊŜ ŀ ǘƘƛǊŘ ǇŀǊǘȅ ŎƻƴǘǊƛōǳǘƻǊ ǘƻ ǘƘŜ ¢ƻǿƴΩǎ ǎƻŎƛŀƭ ƳŜŘƛŀ ŀŎŎƻǳƴǘ ƛǎ ƛŘŜƴǘƛŦƛŜŘ ŀǎ ǇƻǎǘƛƴƎ ŎƻƴǘŜƴǘ 

which is deleted is accordance with the above, the Town may at its complete discretion block that 

contributor for a specific period of time or permanently. 

Social Media is not an official forum for providing detailed responses to comments posted on the Town 

ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜ ǎƻŎƛŀƭ ƳŜŘƛŀ ǇƭŀǘŦƻǊƳǎ ŀƴŘ ǿƘŜǊŜ ŀǇǇǊƻǇǊƛŀǘŜ ǘƘŜ ¢ƻǿƴΩǎ ŦŀŎŜbook administrator 

may use the following statement if a comment or query comes from a member of the public via social 

media: 

"Hi <<name>>, thank you for connecting with us on Facebook. We are unable to action requests via 

Social Media - please email your message to admin@eastfremantle.wa.gov.au. Thank you for your 

kind attention. " 

5.1 Use of Social Media in Emergency Management and Response 

The Town will use the following Social Media accounts to communicate and advise our community 

regarding Emergency Management: 

¶ Facebook 

¶ Website 

6. Record Keeping and Freedom of Information 

hŦŦƛŎƛŀƭ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎ ǳƴŘŜǊǘŀƪŜƴ ƻƴ ōŜƘŀƭŦ ƻŦ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΣ ƛƴŎƭǳŘƛƴƎ ƻƴ ǘƘŜ ¢ƻǿƴΩǎ 

Social Media accounts and third party social media accounts must be created and retained as local 

ƎƻǾŜǊƴƳŜƴǘ ǊŜŎƻǊŘǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ¢ƻǿƴΩǎ wŜŎƻǊŘ YŜeping Plan and the State Records Act 

2000. These records are also subject to the Freedom of Information Act 1992. 

mailto:admin@eastfremantle.wa.gov.au


 

 

Elected Member communications that relate to their role as an Elected Member are subject to the 

ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ wŜŎƻǊŘ YŜŜǇƛƴƎ tƭŀƴ ŀƴŘ ǘƘŜ State Records Act 2000. Elected Members 

ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǘǊŀƴǎŦŜǊǊƛƴƎ ǘƘŜǎŜ ǊŜŎƻǊŘǎ ǘƻ ǘƘŜ ¢ƻǿƴΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΦ 9ƭŜŎǘŜŘ aŜƳōŜǊ ǊŜŎƻǊŘǎ 

are also subject to the Freedom of Information Act 1992. 

7. Personal Communications 

Personal communications and statements made privately; in conversation, written, recorded emailed, 

texted or posted in personal social media, have the potential to be made public, whether intended or 

not. 

On the basis that personal or private communications may be shared or become public at some point 

in the future, Elected Members should ensure that their personal or private communications do not 

breach the requirements of this policy, the Code of Conduct and the Local Government (Rules of 

Conduct) Regulations 2007. 

7.1 Elected Member Statements on Town Matters 

An Elected Member may choose to make a personal statement publicly on a matter related to the 

business of the Town of East Fremantle. 

Any public statement made by an Elected Member, whether made in a personal capacity or in their 

Local Government representative capacity, must: 

¶ clearly state that the comment or content is a personal view only, which does not necessarily 

represent the views of the Town of East Fremantle. 

¶ be made with reasonable care and diligence; 

¶ be lawful, including avoiding contravention of; copyright, defamation, discrimination or 

harassment laws; 

¶ be factually correct; 

¶ avoid damage to the reputation of the local government; 

¶ not reflect adversely on a decision of the Council; 

¶ not reflect adversely on the character or actions of another Elected Member or Employee; 

¶ maintain a respectful and positive tone and not use offensive or objectionable expressions in 

reference to any Elected Member, Employee or community member. 

An Elected Member who is approached by the media for a personal statement may request the 

assistance of the CEO. 

Comments which become public and which breach this policy, the Code of Conduct or the Local 

Government (Rules of Conduct) Regulations 2007, may constitute a minor breach of the Local 

Government Act 1995 and may be referred for investigation. 

Responsible Directorate: Office of the Chief Executive Officer 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 20/11/18 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.4.4 

 

  



 

 

 

 
 
мΦмΦт !ǘǘŜƴŘŀƴŎŜ ŀǘ 9ǾŜƴǘǎ 

Type: Office of the CEO - Elected Members 

  

Legislation: Section 5.90A of the Local Government Act 1995 

Delegation: Nil 

Other Related Document: Nil. 

Purpose  
This policy addresses attendance at any events, including concerts, conferences, functions or sporting 

events, whether free of charge, part of a sponsorship agreement, or paid by the local government. The 

purpose of the policy is to provide transparency about the attendance at events of Elected Members, 

the Chief Executive Officer (CEO) and all Employees of the Town of East Fremantle. 

Objective 
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.  

Attendance at an event in accordance with this policy will exclude the gift holder from the requirement 

to disclose an interest if the ticket is above $300 and the donor has a matter before Council. Any gift 

received that is less than $300 (either one gift or cumulative over 12 months from the same donor) 

also does not need to be disclosed as an interest. Receipt of the gift will still be required under the gift 

register provisions. 

Policy Scope 

Invitations 

1. All invitations of offers of tickets for an elected member, CEO or employee to attend an event 

should be in writing and addressed to the CEO. 

2. Any invitation or offer of tickets not addressed to the CEO is not captured by this policy and must 

be disclosed in accordance with the gift and interest provisions in the Act. 

3. A list of events and attendees authorised by the local government in advance of the event is at 

Annexure A. 

Approval of attendance 

Where an invitation is received to an event that is not pre-approved, it may be submitted for approval 
no later than three business days prior to the event for approval as follows:  
 
ω 9ǾŜƴǘǎ ŦƻǊ ǘƘŜ aŀȅƻǊ ǿƛƭƭ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ 5ŜǇǳǘȅ aŀȅƻǊΤ  

ω 9ǾŜƴǘǎ ŦƻǊ /ƻǳƴŎƛƭƭƻǊǎ ǿƛƭƭ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ aŀȅƻǊΤ ŀƴŘ  

ω 9ǾŜƴǘǎ ŦƻǊ ǘƘŜ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ hŦŦƛŎŜǊ ǿƛƭƭ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ aŀȅƻǊΦ  

¶ Events for staff to be approved by the Chief Executive Officer 
 

  



 

 

Considerations for approval of the event include:  

ω ŀny justification provided by the applicant when the event is submitted for approval.  

ω ǘhe benefit to the Town of the person attending.  

ω ŀlignment to the TownΩǎ {ǘǊŀǘŜƎƛŎ hōƧŜŎǘƛǾŜǎΦ  

ω ǘhe number of Town representatives already approved to attend.  
 
Approved Events  

Listed in Annexure (A) 

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.  

 
If the event is a free event to the public then no action is required.  
 
If the event is ticketed and the Elected Member or Chief Executive Officer pays the full ticketed price 
and does not seek reimbursement then no action is required.  
 
If the event is ticketed and the Elected Member or Chief Executive Officer pays a discounted rate or is 
provided with a free ticket then the recipient must disclose receipt of the tickets (and any other 
associated hospitality) within 10 days. 

Payments in respect of attendance 

1. Where an invitation or ticket to an event is provided free of charge, the local government may 

contribute to appropriate expenses for attendance, such as travel and accommodation, for events 

outside the district if the Council determines attendance to be of public value. 

2. For any events where a member of the public is required to pay, unless previously approved and 

listed in Attachment A, the Council will determine whether it is in the best interests of the local 

government for an elected member or the CEO or another officer to attend on behalf of the 

Council. 

3. If the Council determines that a council member or CEO should attend a paid event, the local 

government will pay the cost of attendance and reasonable expenses, such as travel and 

accommodation. 

4. Where partners of an authorised local government representative attend an event, any tickets for 

that person, if paid for by the local government, must be reimbursed by the representative unless 

expressly authorised by the Council. 

 
Definitions  
Elected Members includes the Mayor and all Councillors.  
 
In accordance with Section 5.90A of the Local Government Act 1995 an event is defined as a:  
ω Concert  
ω Conference  
ω Function  
ω Sporting event  
ω Occasions prescribed by the Local Government (Administration) Regulations 1996.  

 

 



 

 

 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 21/4/20 

Policy Amended/Reviewed:  

 

 



 

 

 

Annexure A ς Pre-Approved Events 

 

The Town approves attendance at the following events by Elected Members, the Chief Executive 

Officer and employees of the Town: - 

a) Meetings or event of clubs or organisations within the Town of East Fremantle;  

b) Local Government Insurance  Service (LGIS); 

c) Planning Institute of Australia 

d) Urban Development Institute of Australia WA Division Inc 

e) Local Government Chief Officer Group Australia & NZ  

f) Any State or national sporting event 

g) A government department of another State, a Territory or the Commonwealth;  

h) Events hosted by Clubs or Not for Profit Organisations within the Town of East Fremantle to 
which the Town, Elected Member, Chief Executive Officer or employee has been officially 
invited;  

i) Town sponsored functions or events;  

j) Community art exhibitions;  

k) Cultural events/festivals;  

l) Events run by a Local, State or Federal Government;  

m) Events run by the Richmond Primary School;  

n) Opening or launch of an event or facility within the Town of East Fremantle;  

o) South West group event(s) & Conferences; and  

p) Where Mayor, Elected Member, Chief Executive Officer or staff representation has been 
formally requested. 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 
 

 
 
 
мΦмΦу 9ƭŜŎǘŜŘ aŜƳōŜǊ ŀƴŘ /9h ¢ǊŀƛƴƛƴƎ ϧ tǊƻŦŜǎǎƛƻƴŀƭ 5ŜǾŜƭƻǇƳŜƴǘ  

Type: Office of the CEO ς Elected Members 

Legislation: Local Government Act 1995 
Local Government (Administration) Regulations 1996 

Delegation: N/A 

Other Related Document:  

Objective 
The policy provides a framework for Elected Members and the Chief Executive Officer (CEO) in relation 
to training and professional development. 

This policy is developed in accordance with the Local Government Act 1995 Sections 5.126(1), 5.127, 5.128 

and the Local Government (Administration) Regulations 1996. 

Policy Scope 
This policy applies to Elected Members or the CEO where stated. 

Policy  
1. Elected Member Mandatory Training 

a. An Elected Member, must complete the course titled Council Member Essentials, in 
accordance with section 5.126(1) of the Local Government Act 1995 and the Local 
Government (Administration) Regulations 1996, within a period of twelve months beginning 
on the day on which the Elected Member commences their term of office. 

b. The mandatory training is valid for five years. 

c. The Council Member Essentials, consists of the following modules: 

1. Understanding Local Government; 
2. Serving on Council; 
3. Meeting Procedures; 
4. Conflicts of Interest; and 
5. Understanding Financial Reports and Budgets. 

The course is provided by the following bodies ς 

ω North Metropolitan TAFE; 

ω South Metropolitan TAFE; 

ω West Australian Local Government Association (WALGA). 

d. An Elected Member is exempt from the requirements outlined in section 5.126(1) of the 
Local Government Act 1995 if the Elected Member passed either of the following courses 
within the period of five years ending immediately before the day on which the Elected 
Member commences their term of office: 

ω Council Member Essentials; 

ω 52756 WA Diploma of Local Government (Council Member); 



 

 

 

ω The Elected Member passed the course titled LGASS00002 Council Member Skill Set 
before 1 July 2019 and within a period of five years ending immediately before the day 
on which the Elected Member commences their term of office. 

e. In accordance with section 5.127 of the Local Government Act 1995 and regulation 35 of 
the Local Government (Administration) Regulations 1996, the Town must prepare a report 
for each financial year on the mandatory training completed by Elected Members during the 
financial year. The report must be published on the TownΩs website within one month after 
the end of the financial year to which the report relates. 

2.  Elected Member and CEO Training and Professional Development 

2.1  Approved Training and Professional Development Allocation 
a. Training and professional development activities which this policy applies shall 

generally be limited to the following: 

ω WA Local Government Association Council (WALGA) and Australian Local 
Government Association (ALGA) conferences. 

ω Special Ψone offΩ conferences called for or sponsored by the WALGA and/or 
ALGA on important issues. 

ω Annual conferences of the major professions in local government and other 
institutions of relevance to local government activities. 

ω Accredited organisations offering training relevant to the role and responsibilities 
of Elected Members and the CEO. 

ω WALGA Council Member Training and Development. 

ω Other local government-specific training courses, workshops and forums, relating 
to such things as understanding the roles/ responsibilities of Elected Members, 
meeting procedures, etc. 

ω Subscriptions for professional memberships that assist an Elected Member in 
fulfilling their role on Council. Note, the CEO professional membership allocation 
is in accordance with their contract conditions and is not included in the allocation. 

ω Conferences or study tours (SWG) that assist in delivering the initiatives and 
projects that have been outlined in the ¢ƻǿƴΩǎ Strategic Community Plan, or 
Council resolutions. 

2.2  Continuous Professional Development 
a. In accordance with section 5.128 of the Local Government Act 1995, Elected 

Members are encouraged to identify their individual continuing professional 
development needs to enhance their effectiveness and address skill gaps as required. 

b. As the needs of individual Elected Members may vary, each Elected Member is 
encouraged to seek the assistance of the CEO and Mayor in analysing their particular 
requirements and in identifying appropriate courses, seminars and training to meet 
those needs. 

c. In determining the professional development activities for individuals, Elected 
Members should consider the current or future strategic direction and activities of the 
Town and its priorities and the skills that will be needed to give effect to the direction. 

3. Funding Allocation 

a.  Elected Members are entitled to a Training and Professional Development allocation, as 
determined under Clause 2.1. 

b. A provision of up to $3,000 pa per Councillor, will cover costs associated with attendance at 
training and development activities. This includes any actual costs (including registration, 
accommodation, meals and travel) which has been incurred. 



 

 

 

c. A provision of up to $6,000 pa for the Mayor and CEO, will cover costs associated with 
attendance at training and development activities. 

d. Elected Members will only be registered for professional development activities if the 
Elected Member has sufficient funds in their expense allocation to meet the costs, unless 
Council resolves that attendance by that Elected Member would be of specific benefit to the 
Town and resolves to allocate additional funding for any shortfall. 

e. The costs associated with the mandatory training including the Council Member Essentials 
and the 52756WA Diploma of Local Government (Council Member) will be funded outside 
of the Elected Members Training and Professional Development allocation.  This includes 
any actual costs (including registration, accommodation, meals and travel) which has been 
incurred. 

f. Elected Members may elect to utilise a portion of their allocation for Professional 
Membership. Professional Membership must relate to their role as an Elected Member in 
local government and be approved by the CEO. 

g. Elected Members who request professional membership to be paid in a year that their term 
of office is not a full financial year will only have the proportion paid for the days of the 
membership period they hold office. 

h. Any activities for Advocacy and Lobbying, will not be included in the Elected Member or CEO 
Training and Professional Development allocation and will be determined as part of the 
annual budget. The amount is outside of the allocation mentioned within this policy and 
will cover all costs associated with the activity. 

i. Unexpended funds at the end of the year will not be carried over to the next financial year, 
unless approved by Council. 

j.  Internal workshops, strategic planning days, whole of Council training and development and 
internal training programs are not included in an Elected Member or CEOΩs training and 
professional development allocation. 

4.  Approval for Training or Professional Development 

a. The CEO may approve Elected Members training and professional development 
applications and the Mayor may approve the CEOΩs where the: 

i. Application complies with this policy; 

ii. Training and development activity is to be held within Australia or New Zealand; and 

iii. Elected Member has sufficient funds available in their allocation for training and 
development activity to meet the costs of attendance. 

b. A resolution of Council is required to approve Elected Members or CEO request to attend 
training and professional development where: 

i. application does not comply with this policy; 

ii. estimated event expenses exceed the available balance of the Elected MemberΩs 
expense allocation; or 

c. Generally, two but no more than three Elected Members may attend a particular training 
or development activity outside Western Australia at the same time, unless Council has 
resolved for additional Elected Members to attend. Note: approval of attendance at a 
training or professional development activity should not impede a quorum at any 
scheduled Council or Committee meetings. 

d. Elected Members or the CEO who wish to participate in training or professional 
development activities must email their request to EA to CEO. All applications are to be 
forwarded to the CEO in reasonable time to meet the registration deadline. Where practicable 



 

 

 

the Town will utilise the Ψearly birdΩ registration option. Approvals in respect to the CEO must 
be forwarded to the Mayor for approval. 

  



 

 

 

5. Travel, Accommodation, Meals and Incidentals 

a. Where practicable, travel requests should be provided at least one month prior to the travel 
date to allow adequate time for bookings to be made, this will allow the Town to take 
advantage of any available discounts for early purchase. 

b. The cost of air travel to and from destinations is to be by the shortest most practical route 
unless additional travel is contemplated before or after a conference. 

c. All air travel is to be by Economy Class at a time that is convenient to the Elected Member or 
the CEO. The cost of any upgrade to business class shall be paid for by the Elected Member or 
CEOs. Any costs incurred to allocate a seat in Economy Class will be at the expense of the 
Town. Note: The travel period will be the day before the commencement of the activity and 
the day after the conclusion of the activity. 

d. Elected Members, who use their private vehicle for conference travel, will be reimbursed 
for vehicle costs in accordance with the Public Service Award 1992 to a maximum amount 
equivalent to what it would have cost to travel by air. 

e. Accommodation will be booked, where practicable, at the associated venue or, if unavailable, 
at premises in close proximity to the venue. Bookings will include accommodation the night 
before and the night of the closing of the event. If there are no flights available either the 
day before or the day after the event, the Elected Member may be required to use their 
allocation to cover the additional accommodation, meals and incidentals related to the 
additional length of time as a result of flights not being available the day before and/or the 
day after the event. 

f. The Town will reimburse Elected Members and the CEO for reasonable daily living expenses 

whilst away for the duration of conference or professional development, on the production 

of receipts to verify the expense. 

h. Where an Elected Member or CEO chooses to arrive earlier or extend their stay at the 

location of a conference or deviates from the travel arrangements, then the Elected Member 

and CEO will be responsible for the full cost associated with that extended stay and/or 

variation to travel arrangements for private purposes. The exception would be if the flight 

schedules determine an extended stay is required. 

i. Hire cars will only be paid for by the Town if the CEO or in the case of the CEO, the Mayor, 

consider it the most effective means of travel when attending the conference or professional 

development. Standard taxi fares (or similar services) or public transport for reasonable 

travel requirements will be reimbursed upon return, on the production of receipts to verify 

the expense. 

j. Where an Elected Member or CEO is accompanied by another person for Training and 
Development or Advocacy and Lobbying activities, costs for or incurred by the accompanying 
person including but not limited to travel, meals, registration and/or participation in any 
event program, are to be borne by the Elected Member, CEO or the accompanying person and 
will not be paid for by the Town. The only exclusion is for the payment of accompanying 
persons to attend the conference dinner, with such costs will be met by the Town. 

5.1 Claiming Expenses 
a. Elected Members are advised that care needs to be taken in making application for 

claims for reimbursement of expenses and to differentiate between expenditure 
incurred in their private capacity and expenditure necessary to fulfil their role as an 
Elected Member. 

b. Reimbursement of expenses is conditional upon adequate evidence of such expenditure 
in the form of invoices or receipts 



 

 

 

c.  All claims for reimbursement must be submitted to the Office of the Mayor and 
Councillors on the provided claim form, within two weeks of the Elected Member 
returning to the Town. Final claims relating to the financial year must be submitted by 
31 July of that year (31 days after the end of the financial year). No back payment of 
claims relating to prior financial years will be permitted. 

5.2  Travel Insurance 
a. Travel insurance for Town related business trips, including cover for expenses for 

medical treatment, emergency medical evacuation, flight cancellations, lost baggage 
and personal effects will be paid for by the Town. 

b. Elected Members and the CEO must determine whether the benefits and endorsements 
of the above insurance cover is adequate. Elected Members and the CEO may wish to 
obtain their own insurance cover, at their own cost, to ensure the benefits and 
endorsements are adequate for their individual needs. 

 
 
DEFINITIONS  

Incidentals: Includes snacks/food that is consumed outside of breakfast, lunch and dinner, drinks, 
laundry and dry cleaning, stationery, official telephone calls and internet. 

 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 19/5/20 

Policy Amended/Reviewed:  
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Town of East Fremantle - Model code of conduct 

Division 1 ð Preliminary provisions 

1. Citation  

  This is the Town of East Fremantle Code of Conduct for Council Members, Committee 

Members and Candidates. 

 
2. Terms used 

 (1) In this code ð  

 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 2 ð General principles 

3. Overview of Division 

  This Division sets out general principles to guide the behaviour of council members, 

committee members and candidates. 

 

4. Personal integrity 

 (1) A council member, committee member or candidate should ð  

 (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 ð  

 (a) act in 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. 

 

5. Relationship with others 

 (1) A council member, committee member or candidate should ð  

 (a) treat others with respect, courtesy and fairness; and 

 (b) respect and value diversity in the community. 
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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 ð  

 (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 3 ð Behaviour 

7. Overview of Division 

  This Division sets out ð  

 (a) 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 ð  

 (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 ð  

 (a) 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 ð  

 (a) 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 ð  
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 (a) must not 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 

 (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 

 (f) must immediately 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 ð  

 (a) in writing 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. 

 

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) A finding 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 ð  

 (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 ð  

 (a) engage in mediation; 

 (b) undertake counselling; 

 (c) undertake training; 

 (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 ð  

 (a) its finding and the reasons for its finding; and 
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 (b) if its finding is that the alleged breach has occurred ð its decision under 

subclause (4). 

 

13. Dismissal of complaint 

 (1) The local government must dismiss a complaint if it is satisfied that ð  

 (a) the behaviour to which the complaint relates occurred at a council or committee 

meeting; and 

 (b) either ð  

 (i) the behaviour was dealt with by the person presiding at the meeting; or 

 (ii)  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 ð  

 (a) in writing; 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 ð 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) A reference in this Division to a council member includes a council member when acting as 

a committee member. 

 

17. Misuse of local government resources 

 (1) In this clause ð  

 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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 resources of a local government includes ð  

 (a) local government property; and 

 (b) services provided, or paid for, by a local government. 

 (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 ð  

 (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) In this clause ð  

 local government employee means a person ð  

 (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 ð  

 (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) act in 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 ð  

 (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. 
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21. Disclosure of information 

 (1) In this clause ð  

 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; 

 confidential document means a document marked by the CEO, or by a person authorised by 

the CEO, to clearly show that the information in the document is not to be disclosed; 

 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 ð  

 (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 ð  

 (a) at a closed meeting; or 

 (b) to the extent specified by the council and subject to such other conditions as the 

council determines; or 

 (c) that is already in the public domain; or 

 (d) to an officer of the Department; or 

 (e) to the Minister; or 

 (f) to a legal practitioner for the purpose of obtaining legal advice; or 

 (g) if the disclosure is required or permitted by law. 

 

22. Disclosure of interests 

 (1) In this clause ð  

 interest ð  

 (a) 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 ð  

 (a) 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 ð  

 (a) that they 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. 
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 (5) If, under subclause (2)(a), a council member discloses an interest in a written notice given to 

the CEO before a meeting, then ð  

 (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 ð  

 (a) 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. 

 (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. 

 

 

 

 

Responsible Directorate: Office of the Chief Executive Officer 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 24/9/96 
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Policy Objective 
To establish, in accordance with Clause 15(2) of the Local Government (Model Code of Conduct) 

Regulations 2021 and the Town of East Fremantle Code of Conduct for Council Members, the 

procedure for dealing with complaints about alleged breaches of the behaviour requirements included 

in Division 3 of the Town of East Fremantle Code of Conduct for Council Members, Committee 

Members and Candidates.  

To give effect to the Town of East FremantleΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ an effective, transparent, fair and 

accessible complaints handling process that supports high standards of behaviour of Council 

Members, Committee Members and Candidates.  

Policy Scope 
This Policy applies to complaints made in accordance with Clause 11 of the Town of East Fremantle 

Code of Conduct for Council Members, Committee Members and Candidates. 

This Policy applies to Council Members, Committee Members, Candidates and any person who 

submits a complaint in accordance with this Policy. 

Definitions 
Act means the Local Government Act 1995. 

Behaviour Complaints Committee means the Committee established by the Council in accordance 

with s.5.8 of the Act for the purpose of dealing with Complaints. The role of the Behaviour Complaints 

Committee is outlined in Part 2.3 of this Policy.  

Behaviour Complaints Officer means a person authorised in writing by the CEO exercising delegated 

authority under clause 11(3) of the Code of Conduct to receive complaints and withdrawals of 

complaints. The role of the Behaviour Complaints Officer is addressed in Part 2.1 of this Policy. 

Breach means a breach of Division 3 of the  Town of East Fremantle Code of Conduct for Council 

Members, Committee Members and Candidates. 

Candidate means a candidate for election as a Council Member, whose nomination has been accepted 

by the Returning Officer under s.4.49 of the Act, but does not include a Council Member who has 

nominated for re-election. A person is a Candidate from the date on which their nomination is 

accepted, until the Returning Officer declares the election result in accordance with s.4.77 of the Act. 

Candidate Complaint means a Complaint alleging a Breach by a Candidate. Candidate Complaints are 

dealt with in Part 3.2 of this Policy. 

Code of Conduct means the Town of East Fremantle Code of Conduct for Council Members, 

Committee Members and Candidates. 

Committee means a committee of Council, established in accordance with s.5.8 of the Act. 

Committee Member means a Council Member, employee of the Town of East Fremantle or other 

person who has been appointed by the Council to be a member of a Committee, in accordance with 
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s.5.10(1) of the Act. A person is a Committee Member from the date on which they are appointed, 

until their appointment expires or is terminated by Council resolution.   

Complaint means a complaint submitted under Clause 11 of the Code of Conduct. 

Complainant means a person who has submitted a Complaint in accordance with this Policy. 

Complaint Assessor means a person appointed by the Behaviour Complaints Officer in accordance 

with Part 2.2 and Part 3.8 of this Policy. 

Complaint Documents means the Complaint Form and any supporting information, evidence, or 

attachments provided by the Complainant. 

Complaint Form means the form approved under clause 11(2)(a) of the Code of Conduct by Council 

resolution.  

Council means the Council of the Town of East Fremantle. 

Council or Committee Meeting means a formal meeting of the Council or a Committee that is called 

and convened in accordance with the Act. It does not include informal meetings, such as workshops 

or briefings. 

Council Member means a person who is currently serving a term of office as an elected member of 

the Council in accordance with the Act. 

Finding means a finding made in accordance with clause 12(1) of the Code of Conduct as to whether 

the alleged Breach has or has not occurred. 

Plan means a Plan that may be prepared and implemented under clause 12(4)(b) of the Code of 

Conduct, to address the behaviour of the person to whom the complaint relates (the Respondent), if 

a Finding has been made that a Breach has occurred.  

Response Documents means the response provided by the Respondent to the Complaint, and 

includes any supporting information or evidence that is supplied. 
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Policy Statement 

1. Principles  

1.1 Procedural fairness  

The principles of procedural fairness, or natural justice, will apply when dealing with a Complaint 

under this Policy. In particular: 

¶ the Respondent will be afforded a reasonable opportunity to be heard before any findings are 
made, or a plan implemented; 

¶ the decision maker should be objective and impartial, with an absence of bias or the 
perception of bias; and 

¶ any findings made will be based on proper and genuine consideration of the evidence. 

1.2 Consistency  

The application of this Policy should lead to consistency in process and outcomes. While each 

Complainant and Respondent will be dealt with according to their circumstances, and each Complaint 

considered and determined on its merits, similar circumstances will result in similar decisions. 

1.3 Confidentiality  

The Town of East Fremantle will take all reasonable steps to maintain confidentiality when dealing 

with the Complaint, in order to protect both the Complainant and Respondent.  

Council Members, Local Government employees and contractors who have a role in handling a specific 

complaint will be provided with sufficient information to fulfil their role. They must manage this 

information securely, and must not disclose or inappropriately use this information.  

Complainants will be advised of the level of confidentiality they can expect, and that breaches of 

confidentiality on their part may prejudice the progress of their Complaint. 

Note: A breach of confidentiality by Council Members or Committee Members under an adopted 
Complaints Policy would breach the Code of Conduct clause 8(2)(b) requirement to comply with all 
Local Government Policies. In the case of Council Members, this may also be a breach of Rule of 
Conduct 18(1).   

1.4 Accessibility  

The Town of East Fremantle will ensure that information on how to make a complaint, including this 

Policy, is available at the Town of East FremantleΩǎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ .ǳƛƭŘƛƴƎ ŀƴŘ ƻƴ ǘƘŜ Town of East 

FremantleΩǎ ǿŜōǎƛǘŜΦ ¢ƘŜ Town of East Fremantle will make information available in alternative 

formats if requested.  

Any person wishing to make a complaint may contact the Behaviour Complaints Officer if they require 

assistance in completing the complaint form or otherwise navigating the complaints process. 

Behaviour Complaints Officer ς Chief Executive Officer 

Phone : 9339 9339 

Email: gtuffin@eastfremantle.wa.gov.au  

mailto:gtuffin@eastfremantle.wa.gov.au
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2. Roles   

2.1 Behaviour Complaints Officer  

The Behaviour Complaints Officer is authorised in accordance with clause 11(3) of the Code of Conduct 

to accept complaints and withdrawal of complaints.  

The Behaviour Complaints Officer is not an advocate for the complainant or the respondent. The 

Behaviour Complaints Officer provides procedural information and assistance to both Complainant 

and Respondent. 

The Behaviour Complaints Officer will liaise with and provide administrative support to a Complaint 

Assessor appointed under this Policy. 

The Behaviour Complaints Officer will liaise with the Local Government to facilitate the calling and 

convening of Council or Behaviour Complaints Committee meetings if required.  

In undertaking their functions, the Behaviour Complaints Officer will apply the Principles of this Policy. 

2.2 Complaint Assessor  

The Complaint Assessor is appointed by the Behaviour Complaints Officer in accordance with Part 3.8 

of this Policy. 

The Complaint Assessor is an impartial third party who will undertake the functions specified in this 

Policy. In undertaking their functions, the Complaint Assessor will apply the Principles of this Policy. 

The Complaint Assessor will liaise with the Behaviour Complaints Officer to manage the administrative 

requirements of dealing with the Complaint in accordance with this Policy.  

2.3 Behaviour Complaints Committee  

The Behaviour Complaints Committee is a Committee of Council established in accordance with s.5.8 

of the Act for the purpose of dealing with Complaints. 

The Behaviour Complaints Committee is a Committee of Council Members only. The membership and 

purpose of the Behaviour Complaints Committee is outlined in Behaviour Complaints Committee 

Terms of Reference. 

3. Procedure  

3.1 Making a complaint  

Any person may make a Complaint alleging that a Council Member, Committee Member or Candidate 

has behaved in a way that constitutes a breach of Division 3 of the Code of Conduct [clause 11(1) of 

the Code of Conduct]. 

A Complaint must be made within one (1) month after the alleged Breach [clause 11(2)(c) of the Code 

of Conduct].  

A Complaint must be made by completing the Behaviour Complaint Form in full and providing the 

completed forms to the Behaviour Complaints Officer.  

A Complaint must be made in accordance with the Behaviour Complaint Form and specify which 

requirement(s) of the Code of Conduct is alleged to have been breached. 
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A Complaint is required to include the name and contact details of the Complainant therefore 

anonymous complaints cannot be accepted. 

Where a Complaint Form omits required details, the Behaviour Complaints Officer will invite the 

Complainant to provide this information in order for the Complaint to be progressed. 

Where a Complaint is made more than 1 month after the alleged breach, the Behaviour Complaints 

Officer will give the Complainant written notice that the Complaint cannot be made [clause 11(2)(c) 

of the Code of Conduct].  

3.2 Candidate Complaints  

A Complaint in relation to a Candidate must be made in accordance with 3.1, above, but cannot be 

dealt with unless the Candidate is subsequently declared elected as a Council Member. 

Within 7 days after receiving a Candidate Complaint, the Behaviour Complaints Officer will provide 
written notice:  

¶ To the Complainant confirming receipt, and advising of the procedure for candidate 
complaints; and 

¶ To the Respondent, including a summary of the complaint, and advising of the procedure for 
candidate complaints. 

 

No action will be taken until the results of the election are declared by the Returning Officer. If the 

respondent is elected, then the complaint will be dealt with in accordance with this Policy. Timeframes 

that would otherwise commence on the receipt of a Complaint will be taken to commence on the 

election date.  

If the Respondent is not elected, the Behaviour Complaints Officer will provide the Complainant with 

notice that the Respondent has not been elected and that the Complaint cannot be dealt with [clause 

15(1) of the Code of Conduct].  

3.3 Withdrawing a Complaint  

A Complainant may withdraw their Complaint at any time before a Finding has been made in relation 

to the Complaint [clause 14 of the Code of Conduct]. 

A Complainant may withdraw a Complaint by advising the Behaviour Complaints Officer in writing that 

they wish to do so. 

After receiving a written withdrawal of the Complaint, the Behaviour Complaints Officer will take all 

necessary steps to terminate the process commenced under this Policy. 

3.4 Notice to Complainant  

Within 7 days after receiving a Complaint, the Behaviour Complaints Officer will provide written notice 

to the Complainant that: 

¶ confirms receipt of the Complaint; 

¶ outlines the process that will be followed and possible outcomes; 

¶ explains the application of confidentiality to the complaint;  

¶ includes a copy of this Policy; and 

¶ if necessary, seeks clarifications or additional information. 
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If the Complaint Form indicates that the Complainant agrees to participate in Alternative Dispute 

Resolution, the Behaviour Complaints Officer will advise the Complainant of the process in accordance 

with Part 3.6 of this Policy. 

3.5 Notice to Respondent  

Within 14 days after receiving a Complaint, the Behaviour Complaints Officer will provide written 

notice to the Respondent that: 

¶ advises that a Complaint has been made in accordance with the Code of Conduct and this 
Policy; 

¶ includes a copy of the Complaint Documents; 

¶ outlines the process that will be followed, the opportunities that will be afforded to the 
Respondent to be heard and the possible outcomes;  

¶ includes a copy of this Policy; and 

¶ if applicable, advises that further information has been requested from the Complainant and 
will be provided in due course. 

If the Complainant has agreed to participate in Alternative Dispute Resolution, the Behaviour 

Complaints Officer will ask the Respondent if they are also willing to participate in accordance with 

Part 3.6 of this Policy. 

3.6 Alternative Dispute Resolution  

The Town of East Fremantle recognises that Alternative Dispute Resolution may support both parties 

reach a mutually satisfactory outcome that resolves the issues giving rise to the Complaint. Alternative 

Dispute Resolution requires the consent of both parties to the Complaint and may not be appropriate 

in all circumstances.  

To commence the process, the Behaviour Complaints Officer will, as the first course of action upon 

receiving a complaint, offer the Complainant and the Respondent the option of Alternative Dispute 

Resolution. If both parties agree to participate in Alternative Dispute Resolution, the Behaviour 

Complaints Officer will pause the formal process.  

The objective of Alternative Dispute Resolution will be to reach an agreed resolution that satisfies the 

Complainant that the formal process is no longer required, allowing them to withdraw the Complaint, 

in accordance with Part 3.3 of this Policy. For example, an offer by a Respondent to issue a voluntary 

apology in response to a Complaint, even in the absence of a request from the Complainant, qualifies 

for consideration as Alternative Dispute Resolution.    

If Alternative Dispute Resolution is commenced, both the Complainant and Respondent may decline 

to proceed with the process at any time. The process may also be terminated on the advice of a third 

party who is providing assistance to the Local Government, such as a facilitator or mediator.   

If Alternative Dispute Resolution is terminated or does not achieve an agreed outcome that results in 

the withdrawal of the Complaint, the Behaviour Complaints Officer will resume the formal process 

required under this Policy. 

3.7 Order of Complaints  

Complaints will normally be dealt with in the order in which they are received. 
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If more than one Complaint is received that relates to the same alleged behaviour, the Behaviour 

Complaints Officer may decide to progress those Complaints concurrently. 

3.8 Appointment of Complaints Assessor  

If Alternative Dispute Resolution is not commenced, is terminated or does not achieve an agreed 

outcome resulting in the withdrawal of the Complaint, the Behaviour Complaints Officer will appoint 

a suitably qualified and experience Complaint Assessor, in accordance with the Town of East 

CǊŜƳŀƴǘƭŜΩǎ tǳǊŎƘŀǎƛƴƎ tƻƭƛŎȅΦ  

The Behaviour Complaints Officer will endeavour to appoint a Complaint Assessor within a reasonable 

period. The Behaviour Complaints Officer will provide written notice of the appointment to the 

Complainant and the Respondent. 

3.9 Search of Local Government Records  

The Complaint Assessor may request the Behaviour Complaints Officer to search for any relevant 

ǊŜŎƻǊŘǎ ƛƴ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ wŜŎƻǊŘ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳΦ 

In particular, if the behaviour is alleged to have occurred at a Council or Committee Meeting, the 

Behaviour Complaints Officer will be requested to identify any Local Government records that provide 

evidence that may support a decision as to whether: 

¶ the behaviour occurred at a Council or Committee Meeting,  

¶ the behaviour was dealt with by the person presiding at the meeting, and/or 

¶ the Respondent has taken remedial action in accordance with the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ 
Meeting Procedures Local Law 2016. 

The Complaints Assessor must provide the Respondent with a copy of any records that are identified. 
In addition, where a clarification or additional information has been sought from the Complainant by 
either the Behaviour Complaints Officer or the Complaint Assessor, copies must also be provided to 
the Respondent. 

3.10 Assessment of the Complaint  

The Complaint Assessor will undertake an assessment of the Complaint in accordance with the process 

outlined in the Notices given under Part 3.4 and Part 3.5 of this Policy. 

The Complaint Assessor must ensure that the Respondent is provided with a reasonable opportunity 

to be heard before forming any opinions, or drafting the Complaint Report or recommendations.  

3.11 Complaint Report  

The Complaint Assessor will prepare a Complaint Report that will:  

¶ outline the process followed, including how the Respondent was provided with an 
opportunity to be heard; 

¶ include the Complaint Documents, the Response Documents and any relevant Local 
Government Records as attachments; and 

¶ include recommendations on each decision that may be made by the Complaints Committee; 
and 

¶ include reasons for each recommendation, with reference to Part 4 of this Policy. 

¶ provide the Respondent with a copy of the draft Complaint Report, and give them 7 days to 
make a submission before the report is finalised. 
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If the Complaint Report recommends that a Plan is prepared and implemented in accordance with 
clause 12(4)(b) of the Code of Conduct and Part 4.4 of this Policy, the Complaint Report must include 
a Proposed Plan. 

The Complaint Assessor will liaise with the Behaviour Complaints Officer to include the Complaint 
Report in the Agenda for a meeting of the Complaints Committee. The Behaviour Complaints Officer 
will be responsible for preparation of an Officer Report with the Complaint Report provided as a 
confidential attachment. The recommendations of the Complaint Report will be provided as the 
Officer Recommendations. 

3.12 Complaints Committee Meeting  

The Agenda will be prepared on the basis that the part of the meeting that deals with the Complaint 
Report will be held behind closed doors in accordance with s.5.23(2) of the Act. 

The Behaviour Complaints Committee will consider the Complaint Report and attachments and give 
due regard to the recommendations.  

In accordance with Regulation 11(d)(a) of the Local Government (Administration) Regulations 1996, 
reasons for any decision that is significantly different from the Officer Recommendation must be 
recorded in the meeting minutes. 

If the behaviour that is the subject of the Complaint is alleged to have occurred at a Council or 
Committee Meeting, the Behaviour Complaints Committee will determine whether or not to dismiss 
the Complaint in accordance with Clause 13 of the Code of Conduct and Part 4.2 of this Policy. 

If the Behaviour Complaints Committee dismisses a Complaint, the Behaviour Complaints Officer must 

give the Complainant and the Respondent written notice of the decision and the reasons for the 

decision in accordance with clause 13(2) of the Code of Conduct. This concludes the process for this 

Complaint. 

If the Complaint is not dismissed, the Behaviour Complaints Committee will consider the Complaint 
and make a Finding as to whether the alleged Breach that is the subject of the Complaint has or has 
not occurred, in accordance with clause 12 of the Code of Conduct and Part 4.3 of this Policy. 

If the Behaviour Complaints Committee finds that the alleged Breach did not occur, the Behaviour 

Complaints Officer must give the Complainant and the Respondent written notice of the Finding and 

the reasons for the Finding in accordance with clause 12(7)(a) of the Code of Conduct. This concludes 

the process for this Complaint. 

If the Behaviour Complaints Committee finds that the alleged breach did occur, the Committee will 

decide whether to take no further action in accordance with clause 12(4)(a) of the Code of Conduct 

or prepare a plan to address the behaviour in accordance with clause 12(4)(b) of the Code of Conduct 

and Part 4.4 of this Policy. 

If the Behaviour Complaints Committee decides to take no further action, the Behaviour Complaints 

Officer must give the Complainant and the Respondent written notice of this decision and the reasons 

for the Finding in accordance with clause 12(7)(a) of the Code of Conduct. This concludes the process 

for this Complaint. 

If the Behaviour Complaints Committee decides to prepare a Plan, the Committee will first consult 
with the Respondent in accordance with clause 12(5)* of the Code of Conduct. The Behaviour 
Complaints Committee will consider any submissions made by the Respondent before preparing and 
implementing a Plan. 
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3.13 Compliance with Plan Requirement  

The Behaviour Complaints Officer will monitor the actions in timeframes set out in a Plan.  

Failure to comply with a requirement included in a Plan is a minor breach under section 5.105(1) of 

the Act and clause 23 of the Code of Conduct. 

The Behaviour Complaints Officer must provide a report advising Council of any failure to comply with 

a requirement included in a Plan.  

4.  Decision Making  

4.1 Objective and Principles  

All decisions made under this Policy will reflect the Policy Objectives and the Principles included in 

Part 1 of this Policy. 

4.2 Dismissal  

The Behaviour Complaints Committee must dismiss a Complaint in accordance with clause 13(1)(a) 

and (b) of the Code of Conduct if it is satisfied that -   

(a) the behaviour to which the Complaint relates occurred at a Council or Committee 
Meeting; and 

(b) either τ  
(i) the behaviour was dealt with by the person presiding at the meeting; or 
(ii) the Respondent has taken remedial action in accordance with the Town of 

East Fremantle Meeting Procedures Local Law 2016.   

4.3 Finding  

A Finding 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 [clause 12(3) of the 
Code of Conduct].  

This may involve first considering whether the behaviour occurred, on the balance of probabilities, 

and then whether that behaviour constituted a breach of a requirement of Division 3 of the Code of 

Conduct. 

4.4 Action  

In deciding whether to take no further action, or prepare and implement a Plan, the Complaints 

Committee may consider: 

¶ the nature and seriousness of the breach(es); 

¶ the Respondent's submission in relation to the contravention; 

¶ whether the Respondent has breached the Code of Conduct knowingly or carelessly; 

¶ whether the Respondent has breached the Code of Conduct on previous occasions; 

¶ likelihood or not of the Respondent committing further breaches of the Code of Conduct; 

¶ personal circumstances at the time of conduct; 

¶ need to protect the public through general deterrence and maintain public confidence in Local 
Government; and 

¶ any other matters which may be regarded as contributing to or the conduct or mitigating its 
seriousness. 
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4.5 Plan Requirements  

The Proposed Plan may include requirements for the Respondent to do one (1) or more of the 
following: 

¶ engage in mediation;  

¶ undertake counselling;  

¶ undertake training;  

¶ take other action the Complaints Committee considers appropriate (e.g. an apology). 
 
The Proposed Plan should be designed to provide the Respondent with the opportunity and support 
to demonstrate the professional and ethical behaviour expected of elected representatives expressed 
in the Code of Conduct. 
 
The Proposed Plan may also outline:  

¶ the actions to be taken to address the behaviour(s);  

¶ who is responsible for the actions;  

¶ any assistance the Local Government will provide to assist achieve the intent of the Plan; and  

¶ a reasonable timeframe for the Plan action(s) to be addressed by the Respondent.  
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Behaviour Complaints Committee Terms of Reference 

Objective  

To establish Terms of Reference for the Behaviour Complaints Committee of the Town of East 

Fremantle. 

Scope  

These Terms of Reference apply exclusively to the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ .ŜƘŀǾƛƻǳǊ /ƻƳǇƭŀƛƴǘǎ 

Committee. 

Committee Function  

The Behaviour Complaints Committee is a Committee of Council established in accordance with s.5.8 

of the Local Government Act 1995 (the Act) for the purpose of dealing with Behaviour Complaints 

made under Division 3 of the Town of East FremantleΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŦƻǊ /ƻǳƴŎƛƭ aŜƳōŜǊǎΣ 

Committee Members and Candidates (Code of Conduct). 

The extent of authority provided to the Behaviour Complaints Committee is specified in the relevant 

Delegated Authority, and includes: 

¶ Dismissing a behaviour complaint in accordance with clause 13 of the Code of Conduct and 
providing reasons for any such dismissal. 

¶ Making a Finding as to whether an alleged complaint has or has not occurred, based upon 
evidence from which it may be concluded that it is more likely that the breach occurred than 
it did not occur [clause 12(3) of the Code of Conduct]. 

¶ Determining reasons for such a Finding. 

¶ Where a Finding is made that a breach has occurred, determining: 

o To take no further action; or 

o Prepare and implement a plan to address the behaviour of the person to whom the 
complaint relates. 

The extent of authority of the Behaviour Complaints Committee is limited by Condition of the 

Delegated Authority.  

Membership  

The Complaints Committee is a Committee of Council Members only in accordance with s.5.9(2)(a) of 

the Act.  



 

   

Membership of the Behaviour Complaints Committee will comprise of a minimum of three Council 

Members, appointed by Council in accordance with s.5.10 of the Act. 

In addition, at least two Council Members will be appointed as Deputy Committee Members in 

accordance with s.5.11A of the Act. 

The Delegated Authority Condition prescribes that if an appointed Committee Member is identified in 

the Complaint as either the Complainant or the Respondent, they are to recuse themselves from the 

/ƻƳƳƛǘǘŜŜΩǎ CǳƴŎǘƛƻƴ ōȅ ǇǊƻǾƛŘƛƴƎ ŀƴ ŀǇƻƭƻƎȅΦ ¢ƘŜȅ ŀǊŜ ǘƻ be replaced for the duration of the 

handling of the subject Complaint by a Deputy Committee Member, selected by the Presiding Member 

of the Committee.  

There is no external membership associated with this Group. 

Term of membership  

Two (2) years in line with the local government election cycle.   

Presiding Member/Chairperson   

The members shall elect a meeting Chairperson from the Group membership as required. 

Meeting Schedule  

Meetings are to be scheduled as required by the CEO or Behaviour Complaints Officer in consultation 

with the Committee Presiding Member. 

Delegated Authority  

The Behaviour Complaints Committee will act under Delegated Authority in accordance with s.5.16 of 

the Act. The delegation is recorded in the Town of East Fremantle Register of Delegations. 

It is a Condition of Delegated Authority that the Behaviour Complaints Committee will be unable to 

exercise delegated authority if the Complainant or Respondent attend as a Complaints Committee 

Member. 

Committee Governance  

Complaints Behaviour Committee meetings are required to: 

¶ ōŜ ŎŀƭƭŜŘ ŀƴŘ ŎƻƴǾŜƴŜŘ ōȅ ǘƘŜ /9hΣ ŀǎ ǊŜǉǳƛǊŜŘΣ ƛƴ Ŏƻƴǎǳƭǘŀǘƛƻƴ ǿƛǘƘ ǘƘŜ /ƻƳƳƛǘǘŜŜΩǎ 
Presiding Member; 

¶ include public question time [Admin.r.5] 

¶ make the Committee Notice Papers and Agenda publicly available [s.5.94(p), s.5.96A(f)], with the 
exception of agenda content that relates to that part of the meeting which will be closed to 
members of the public under s.5.23(2) [Admin.r.14]; and 

¶ make Committee minutes publicly available [s.5.94(n), s.5.96A(h)], with the exception of Minutes 
content that relates to that part of the meeting which was closed to the public or was 
determined as confidential under s.5.23(2). 

  



 

   

Administration  

Town officers will:  

¶ be responsible for coordinating meetings;  

¶ circulate an agenda before each meeting to Committee Members;  

¶ tŀƪŜ aƛƴǳǘŜǎ ƻŦ ǘƘŜ ƳŜŜǘƛƴƎ ŀƴŘ ǊŜƎƛǎǘŜǊ ǘƘŜƳ ƛƴ ǘƘŜ /ƛǘȅΩǎ 5ƻŎǳƳŜƴǘ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳΦ 
 

 

Document Control Box 

Document Responsibilities: 

Owner: CEO Owner Business Unit: Office of the CEO 

Reviewer:  Decision Maker: Council 

Compliance Requirements: 

Legislation: Local Government Act 1995 
Local Government (Model Code of Conduct) Regulations 2021 
 

Other:  

Organisational: Council Policy 1.1.10 Code of Conduct Behaviour Complaints Management 
Delegated Authority DA84 Behaviour Complaints Committee 
 

 

https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a465.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a465.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_s52479.html


 

   

 

 
 

 

Behaviour Complaint Form 
$ÉÖÉÓÉÏÎ σ ÏÆ ÔÈÅ #ÏÄÅ ÏÆ #ÏÎÄÕÃÔ ÆÏÒ #ÏÕÎÃÉÌ -ÅÍÂÅÒÓȟ 

#ÏÍÍÉÔÔÅÅ -ÅÍÂÅÒÓ ÁÎÄ #ÁÎÄÉÄÁÔÅÓ 

 

 



 

   

Instructions 
for:  

 
Making a complaint about an alleged breach of the Town 
of East Fremantle Code of Conduct for Council Members, 
Committee Members and Candidates 

 

Behaviour Complaint 

tƭŜŀǎŜ ǊŜŀŘ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ .ŜƘŀǾƛƻǳǊ /ƻƳǇƭŀƛƴǘǎ tƻƭƛŎȅ ƻƴ ƻǳǊ ǿŜōǎƛǘŜ 

www.eastfremantle.wa.gov.au  before submitting a complaint. This Policy details: 

¶ How the Town of East Fremantle will process and determine a Behaviour Complaint; and 

¶ How confidentiality of the complaint will be handled. 
 

To make a valid Behaviour Complaint: 

 δ
The allegation must relate to a breach of the behaviour standards in Division 3 of the Town of East 
CǊŜƳŀƴǘƭŜΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŦƻǊ /ƻǳƴŎƛƭ aŜƳōŜǊǎΣ /ƻƳƳƛǘǘŜŜ aŜƳōŜǊǎ ŀƴŘ /ŀƴŘƛŘŀǘŜǎΦ 

 δ

Complete all sections of the Behaviour Complaint Form attached, including any additional information 
that will support assessment of the complaint. The Behaviour Complaints Officer may contact you to 
clarify or ask for more information. 

 δ
The completed Behaviour Complaint Form MUST be lodged with the Town of East Fremantle Behaviour 
Complaints Officer within one (1) month of the alleged behaviour breach. 

Rules of Conduct Complaint 

A Rules of Conduct Complaint refers to a breach of the Rules of Conduct outlined in Division 4 of the Town of 

9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŦƻǊ /ƻǳƴŎƛƭ aŜƳōŜǊǎ ŀƴŘ /ŀƴŘƛŘŀǘŜǎΣ ƛƴŎƭǳŘƛƴƎ /ƻǳƴŎƛƭ aŜƳōŜǊǎ ǿƘŜƴ 

acting as a Committee Member. This type of complaint is determined by the Local Government Standards 

Panel, administered through the Department of Local Government, Sport and Cultural Industries. Further 

information about Rules of Conduct Complaints may be obtained from: 

¶ Department of Local Government, Sport and Cultural Industries: (08) 6552 7300 or 
www.dlgsc.wa.gov.au; OR 

¶ ¢ƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ wǳƭŜǎ ƻŦ /ƻƴŘǳŎǘ /ƻƳǇƭŀƛƴǘǎ hŦŦƛŎŜǊΥ όлуύ фооф фооф 
gtuffin@eastfremantle.wa.gov.au  

Need Advice? 

LŦ ȅƻǳ ǊŜǉǳƛǊŜ ŀŘǾƛŎŜ ƛƴ ƳŀƪƛƴƎ ŀ .ŜƘŀǾƛƻǳǊ /ƻƳǇƭŀƛƴǘΣ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ .ŜƘŀǾƛƻǳǊ 

Complaints Officer on (08) 9339 9339 by email   

http://www.eastfremantle.wa.gov.au/
http://www.dlgsc.wa.gov.au/
mailto:gtuffin@eastfremantle.wa.gov.au


 

   

Behaviour Complaint Form  
Town of East Fremantle Code of Conduct for Council Members, Committee Members 

and Candidates  

 

 

Name of Person Making the Complaint  

Complainant Name:  

Given Name/s and Family 
Name 

 

Contact Details  

Residential Address:  

 

 

Postal Address:  

 

 

Phone:  Day-time:  Mobile:  

Email :  

 

 

 

Complaint Details:  

1. Insert Name of Person alleged to 
have committed a behavior 
breach:  

 

 

2. Select the position that the 
person was fulfilling at the time 
the person committed the 
alleged behaviour breach:  

Council Member of the Town of East Fremantle   δ

Member of a Committee of the Town of East 
Fremantle  

 δ

Candidate for election at the Town of East 
Fremantle  

 δ

 

3. Date that the alleged behaviour breach 
occurred:  

 

 

 

4. Location where the alleged behaviour 
breach occurred:  
 

 

  



 

   

5. Which of the behaviours prescribed in Division 3 of the Town of East Fremantleôs Code 
of Conduct do you allege this person has breached?  

Clause 8. Personal integrity   
(1)  A council member, committee member or candidate ð 

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

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

(2)  A council member or committee member ð 

(a)  must not be impaired by alcohol or drugs in the performance of their official duties; 
and  δ

(b)  must comply with all policies, procedures and resolutions of the local government.  δ

Clause 9. Relationship with others  
A council member, committee member or candidate ð 

(a)  must not bully or harass another person in any way; and  δ

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

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

(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 

 δ

(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. 

 δ

Clause 10. Council or committee meetings  
When attending a council or committee meeting, a council member, committee member or 
candidate ð 

(a)  must not act in an abusive or threatening manner towards another person; and  δ

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

(c)  must not repeatedly disrupt the meeting; and  δ

(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  δ

(e)  must comply with any direction given by the person presiding at the meeting; and  δ

(f)  must immediately cease to engage in any conduct that has been ruled out of order 
by the person presiding at the meeting.  δ

 

  



 

   

6. State the full details of the alleged breach.  

 

 

 

 

 

 

 

 

 

 

 

 

 

7 List any additional information you have provided as part of this complaint:  
Please ensure all information relevant to the alleged breach has been attached. This information will be 
the basis on which the complaint is considered. 

 

 

 

 

 

 

9 Have you made any efforts to resolve the complaint with the Respondent?  
Please note, you MUST complete this section  

YES  δ If yes, please describe the efforts that you have made. 

 

 

 

NO  δ If no, please include a brief statement explaining why you have not made any efforts to 
resolve the issue with the person complained about. 

 

 

 

 



 

   

10 The Town of East Fremantle has a policy that the Complainant and the Respondent be offered the 
opportunity to participate in an Alternative Dispute Resolution process, that if agreed to by BOTH 
parties, will be undertaken before the complaint is dealt with.   

The objective is to support both parties to reach a mutually satisfactory outcome that resolves the 
issues and restores the relationship between them. An outcome may be that as the Complainant, you 
will have absolute discretion to withdraw or continue with this Complaint. 

Please contact the Behaviour Complaints Officer if you would like more information. 

Would you agree to participate in an Alternative Dispute Resolution 
process?  

YES  δ

NO  δ

 

11 Desired outcome of the Complaint  
Please explain what you would like to happen as a result of lodging this complaint, including the 
opportunity to participate in Alternative Dispute Resolution. 

 

 

 

 

 

 

 

COMPLAINANT  please sign and date 

Signature:  
 

Date:  
 

 

Please submit completed Behaviour Complaint to:  

 

The Town of East CǊŜƳŀƴǘƭŜΩǎ .ŜƘŀǾƛƻǳǊ /ƻƳǇƭŀƛƴǘǎ hŦŦƛŎŜǊΥ 

Mailing Address:  gtuffin@eastfremantle.wa.gov.au  
In person: 135 Canning Highway, East Fremantle 

 

OFFICE USE ONLY:   Received by the Council appointed Behaviour Complaints Officer  
Authorised Officerôs 
Name:  

 

Authorised Officerôs 
Signature:  

 

Date received:  
 

 

mailto:gtuffin@eastfremantle.wa.gov.au


 

   

 
Code of Conduct for Council Members, Committee 

Members and Candidates  

Behaviour Complaint  

Statutory Declaration  

Oaths, Affidavits and Statutory Declarations Act 2005 

 

Must be completed and submitted with the completed Behaviour Complaint Form 

I 
 

 Insert your name 

  

 Insert your residential address 

  

 Insert your occupation 

  

Sincerely declare that the information I have provided in the attached Behaviour  

Complaint dated  _____________________                _ 

 Insert date 

is a true and accurate representation of the alleged behavior breach.  

 
This declaration is true and I know that it is an offence to make a declaration knowing that it 

is false in a material particular.  

 
This declaration is made under the Oaths, Affidavits and Statutory Declarations  

Act 2005   At:   
 place 

On:  
 date 

By:   
 signature of the person making the declaration 
  

In the presence of:   
signature of authorised witness 



 

   

See over page for list of 
authorised witnesses 
prescribed in the Oaths, 
Affidavits and Statutory 
Declarations Act 2005 

 
print name  

 
qualification as such a witness 

 



 

   

 

 

 
  



 

   

 
 

мΦмΦмм 9ƭŜŎǘƛƻƴǎ ς /ŀǊŜǘŀƪŜǊ tŜǊƛƻŘ  

Type: Office of the CEO ς Elected Members 

Legislation: Local Government Act 1995  
Local Government (Functions and General) Regulations 1996 
Town of East Fremantle Code of Conduct ς Elected Members, 
Committee Members and Candidates 
Electoral Act 1907 (WA) 
Electoral Act 1918 (Commonwealth) 

Delegation: N/A 

Other Related Document:  

Purpose 
This policy supplements the caretaker provisions of the Local Government Act 1995 to provide 

additional guidance in the lead up to election day, ensuring that major decisions which would bind an 

incoming Council are avoided where possible, preventing the use of public resources in ways that can 

be seen to be advantageous to, or promoting candidates, and also ensuring employees act impartially 

in relation to candidates. 

 

This policy has implications for major decision making, public consultation, publications, publishing of 

information, the use of Town of East Fremantle resources and access to information and advice. 

 

This policy is to be applied in conjunction with all other relevant legislation, local laws, delegations, 

policies, procedures and processes of the Town, providing guidance to ensure the continuation of 

ordinary business. 

 

Policy Statement  
1.  Legislation  

1.1. This policy applies in addition to, and does not derogate from, the requirements of the 

Local Government 1995, and the Local Government (Functions and General) Regulations 

1996.  

1.2. In the event of any inconsistency the legislative provisions prevail.  

1.3. This policy is to be read in conjunction with all other relevant legislation, local laws, 

delegations, policies, procedures, and processes of the Town, providing guidance to 

ensure the continuation of ordinary business. 

  



 

   

2. Scope 

2.1. This Policy applies to council members and Town employees during a Caretaker Period 

and covers: 

2.1.1 Notices of Motions submitted by council members; 

 

2.1.2 Decisions made by Council; 

2.1.3 Information and material published by the Town; 

2.1.4 Attendance at and participation in functions and events; 

2.1.5 ¦ǎŜ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ǊŜǎƻǳǊŎŜǎΤ Access to information held by the Town; and 

2.1.6 Employee engagement with candidates and/or council members. 

 

2.2 While candidates who are not sitting council members cannot be compelled to comply 

with a Council policy, such candidates will be made aware of this policy and 

encouraged to cooperate with its implementation. In addition, candidates will be 

ƛƴŦƻǊƳŜŘ ƻŦ ǘƘŜ ά/ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŦƻǊ /ƻǳƴŎƛƭ aŜƳōŜǊǎΣ /ƻƳƳƛǘǘŜŜ aŜƳōŜǊǎ ŀƴŘ 

/ŀƴŘƛŘŀǘŜǎέ and that a breach of the requirements of the Code of Conduct could result 

in a complaint being brought against the candidate should they be elected to Council 

(per section 5.104(6) of the Act and clause 11 of the Code of Conduct).] 

 

2.3.  This policy only applies to decisions made during the Caretaker Period and not the 

announcement of decisions made prior to the Caretaker Period, however, as far as 

practicable any such announcements should be made before the Caretaker Period 

begins. 

 

3. Definitions 

Act means the Local Government Act 1995 

 

Caretaker Period has the meaning defined in section 1.4A(1) of the Act.  



 

   

 

CEO means the Chief Executive Officer, who is the most senior employee in the 

organisation. The CEO is appointed by and directly accountable to the 

Council. 

 

council member means ŀ ǇŜǊǎƻƴ ŜƭŜŎǘŜŘ ǳƴŘŜǊ ǘƘŜ !Ŏǘ ŀǎ ŀ ƳŜƳōŜǊ ƻŦ /ƻǳƴŎƛƭΦ ¢ƘŜ ¢ƻǿƴΩǎ 

council members include the Mayor, Deputy Mayor and Councillors (as 

defined by the Act). 

 

Election Day means the day fixed under the Local Government Act 1995 for the holding of 

ŀƴȅ Ǉƻƭƭ ƴŜŜŘŜŘ ŦƻǊ ŀƴ ŜƭŜŎǘƛƻƴΦ CƻǊ ǘƘŜ ǇǳǊǇƻǎŜǎ ƻŦ ǘƘƛǎ ǇƻƭƛŎȅΣ Ψ9ƭŜŎǘƛƻƴ 5ŀȅΩ 

generally excludes an Extraordinary Election Day unless otherwise specified 

in this policy. 

1.4A. Caretaker period  

(1) In this Act τ 

caretaker period, in relation to a local government, means a period that τ  

(a) begins at the close of nominations (as defined in section 4.49(a)) for a 

relevant election for the local government; and  

(b) ends τ  

(i) on the day after the day on which the returning officer declares 

the result of the relevant election under section 4.77; or  

(ii) if section 4.57(1) applies to the relevant election τ on the day 

after the day on which the close of nominations falls; or  

(iii) if section 4.58(1) applies to the relevant election τ on the day 

after the day on which the candidate dies 

(2) In subsection (1) τ 

relevant election means any of the following τ 

(a) an ordinary election; 

(b) an inaugural election; 

(c) an election under section 4.11, 4.12, 4.13 or 4.14; 

(d) an election under section 4.15 after an election that is a relevant 

election under paragraph (a), (b) or (c) or this paragraph is 

declared invalid. 



 

   

electoral material means any advertisement, handbill, pamphlet, notice, letter or article that is 

intended or calculated to affect the result in an election, but does not include 

any materials produced by the Town relating to the election process by way 

of information, education or publicity, or materials produced by or on behalf 

of the Returning Officer for the purposes of conducting an election. 

 

electoral purpose  means the purpose of persuading electors to vote in a particular way at an 

election, referendum or other poll held under the Local Government Act 

1995, the Electoral Act 1907 or the Commonwealth Electoral Act 1918. 

 

events and functions means gatherings for the purpose of discussion, review, acknowledgement, 

communication, consultation, celebration or promotion of any matter 

relevant to the Town and/or its stakeholders and may take the form of 

conferences, workshops, forums, launches, promotional activities, social 

occasions such as dinners and receptions, including gatherings coordinated 

or facilitated by the Town or an external entity. 

 

major policy decision excludes anything that constitutes a significant act, means any:  

 1. Decisions relating to the remuneration of the CEO or any other 

designated senior officer;  

 2. Decisions relating to the Town entering into a sponsorship 

arrangement with Town residents or community organisations;  

 3. Irrevocable decisions that commit the Town to substantial 

expenditure or significant unforeseen action;  

 4. Irrevocable decisions that will have unforeseen significant impact on 

the Town or the community;  

 5. Reports requested or initiated by a council member, candidate or 

ƳŜƳōŜǊ ƻŦ ǘƘŜ ǇǳōƭƛŎ ǘƘŀǘΣ ƛƴ ǘƘŜ /9hΩǎ ƻǇƛƴƛƻƴΣ Ƴŀȅ ōŜ ǇŜǊŎŜƛǾŜŘ 

within the general community as an issue that adversely reflects upon 

ǘƘŜ /ƻǳƴŎƛƭΩǎ ŘŜŎƛǎƛƻƴ making process and has the potential to call into 

question whether decisions are soundly based and in the best 

interests of the community. 

 

public consultation means a process which involves an invitation to individuals, groups, 

organisations or the community generally to comment on an issue, proposed 

action or proposed policy, but does not include consultation required to be 

undertaken in order to comply with a written law. 

 

Prevailing Circumstances is defined by clause 8 of this policy.   

 

significant act has the meaning given in section 3.73 (1) of the Act. 



 

   

 

 

Division 5 τ Caretaker period 

 

3.73 Restrictions on what local government may do during caretaker period 

 

(1) In this section ς  

 

emergency means  

 

(a) the occurrence, or imminent occurrence, of an event, situation or condition that is a 

hazard under the definition of that term in the Emergency Management Act 2005 section 

3; or 

(b) a public health emergency as defined in the Public Health Act 2016 section 4(1) 

 

land transaction has the meaning given in section 3.59(1) 

 

major land transaction has the meaning given in section 3.59(1) 

 

major trading undertaking has the meaning given in section 3.59(1)  

 

significant act means any of the following - 

 

(a)  making a local law (including making a local law to amend or repeal a local law); 

(b)  entering into, or renewing or terminating, the contract of employment of the CEO or 

of a senior employee; 

(c)  entering into a major land transaction; 

(d)  entering into a land transaction that is preparatory to entry into a major land 

transaction; 

(e)  commencing a major trading undertaking 

(f) entering into a contract, or other agreement or arrangement, in prescribed 

circumstances; 

(g) inviting tenders in prescribed circumstances; 

(h) deciding to do anything referred to in paragraphs (a) to (g); 

(i) an act done under a written law or otherwise that is a prescribed act. 

 

(2) During a caretaker period, a local government must not do a significant act.  

 

(3) Subsections (4) to (6) apply despite subsection (2).  



 

   

 

4. Caretaker Period  

4.1 The Caretaker Period is defined in the Act. 

4.2 The CEO will ensure as far as reasonably practicable that all council members and 

employees are aware of this policy at least 30 (thirty) days prior to the start of the 

Caretaker Period. 

 

5. Significant Acts 

5.1 Significant acts are dealt by the Act. 

5.2 In accordance with Section 3.73(2) of the Act, a local government must not do a significant 

act during a Caretaker Period.  

5.3 This prohibition is subject only to the exceptions prescribed in the Act and is not subject 

to Prevailing Circumstances or other exceptions detailed in this policy. 

 

6. Public Consultation 

6.1 It is prohibited under this policy for public consultation to be commenced during the 

Caretaker Period on an issue which is contentious. 

(4) A local government may do a significant act during a caretaker period if τ  

 

(a) ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘΩǎ ŘŜŎƛǎƛƻƴ ǘƻ Řƻ ǘƘŜ ǎƛƎƴƛŦƛŎŀƴǘ ŀŎǘ ǿŀǎ ƳŀŘŜ ōŜŦƻǊŜ ǘƘŜ 

caretaker period; and  

(b) any prescribed requirements are met.  

(5) A local government may do a significant act during a caretaker period if it is necessary for the 

local government to do the significant act during the caretaker period in order to comply with 

any of the following τ  

 

(a) a written law;  

(b) an order of a court or tribunal;  

(c) a contractual obligation of the local government under a contract entered into 

by the local government before the caretaker period.  

(6) The Departmental CEO may authorise a local government to do a significant act during a 

caretaker period if the Departmental CEO is satisfied that it is necessary for the local 

government to do the significant act during the caretaker period τ  

 

(a) because of an emergency; or  

(b) to ensure the proper operation of the local government. 

 



 

   

6.2 Despite subclause 4.1, public consultation may be commenced during a Caretaker Period 

if: 

6.2.1 the process has substantially commenced and/or approvals are in place; or 

6.2.2 the consultation is a mandatory statutory process or required under existing 

policy. 

 

7. Major Policy Decisions 

7.1 As far as reasonably practicable, the Chief Executive Officer should avoid scheduling 

major policy decisions for consideration during a Caretaker Period and instead should 

ensure that such decisions are either: 

7.1.1 Considered by the Council prior to the Caretaker Period; or 

7.1.2 Scheduled for determination by the incoming Council. 

 

7.2 Major policy decisions may be considered by Council if the CEO is satisfied that 

Prevailing Circumstances apply. 

 
7.3 As far as reasonably practicable, the Chief Executive Officer should avoid scheduling 

matters related to major policy decisions for discussions at Council Forums, 

Workshops or Briefings during a Caretaker Period.  

 

7.4 Matters related to major policy decisions may be scheduled for discussions at Council 

Forums, Workshops or Briefings during a Caretaker Period if the CEO is satisfied that 

Prevailing Circumstances apply. 

 
8.  Prevailing Circumstances 

8.1. When determining whether Prevailing Circumstances apply, the CEO is to have regard 

to a number of circumstances including, but not limited to:  

8.1.1 whether the decision is significant. 

8.1.2 the urgency of the issue. 

8.1.3 whether the process has substantially commenced and/or approvals are in 

place. 

8.1.4 the possibility of legal and/or financial repercussions if it is deferred. 

8.1.5 whether the consultation is a mandatory statutory process or required under 

existing policy. 

8.1.6 whether the decision is likely to be controversial or contentious, and in the 

best interests of the Town.  

 

8.2 If the CEO is satisfied that Prevailing Circumstances apply, the CEO is required to 

provide council members with advice setting out:  

8.2.1 the reasons why Prevailing Circumstances apply; and  

8.2.2 how potential electoral impacts will be managed or mitigated.  

 



 

   

8.3 Details of advice provided under this clause are to be retained, with the Forum, 

Workshop or Briefing notes, as a Local Government record. 

 

9. Council Member Interactions 

9.1 During the Caretaker Period, council members should take particular care when: 

9.1.1 considering planning matters before the Council in its role as a responsible 

authority, under the Planning and Development Act 2005. [It should be noted 

that items considered by the Joint Development Assessment Panel are done 

so under an independent process and this policy does not apply]; 

9.1.2 undertaking a consultation or advocacy role on behalf of members of the 

community; and 

9.1.3 representing the TownΩǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴǎ ǿƛǘƘ {ǘŀǘŜ ƻǊ CŜŘŜǊŀƭ DƻǾŜǊƴƳŜƴǘ 

entities. 

 
10. Publishing Electoral Material 

10.1 The Town will not print, publish or distribute, or authorise others to print, publish or 
distribute on behalf of the Town ŀƴȅǘƘƛƴƎ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ΨŜƭŜŎǘƻǊŀƭ ƳŀǘŜǊƛŀƭΩ ŘǳǊƛƴƎ ǘƘŜ 
Caretaker Period, other than announcing the election, encouraging residents to 
ensure they are enrolled on the Electoral Roll and encouraging them to vote.  

10.2 In accordance with section 5.42 of the Act the Town will publish the required 
information about all candidates on its website. 

10.3 Other than information published in accordance with the Act, during the Caretaker 
tŜǊƛƻŘ ƴƻ ŀŘŘƛǘƛƻƴǎ ƻǊ ŎƘŀƴƎŜǎ ǿƛƭƭ ōŜ ƳŀŘŜ ǘƻ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ¢ƻǿƴΩǎ ǿŜōǎƛǘŜ 
about current council members who are standing for re-election. 

 
11.  Candidate and/or Council Member Publications 

11.1 Candidates and/or council members who publish electoral material must not claim or 
represent that the electoral material originates from or is authorised by the Town.  

11.2 The Town of East Fremantle logo or crest or anything resembling them must not be 
used in electoral material. 

 
12.  Town of East Fremantle Publications 

12.1 There will be no interviews with council members or images of any council member in 
ǘƘŜ ¢ƻǿƴΩǎ ǇǊƛƴǘŜŘ ƳŀǘŜǊƛŀƭ ŘǳǊƛƴƎ ǘƘŜ Caretaker Period. 

 
12.2 This clause does not apply to information published prior to the Caretaker Period. 
 

13.  Media 

13.1  Council members will not use their position as an elected representative or their 
access to Town staff or resources to gain media attention in support of their or any 
ŎŀƴŘƛŘŀǘŜΩǎ ŜƭŜŎǘƛƻƴ ŎŀƳǇŀƛƎƴΦ 

13.2  During the Caretaker Period there will be no proactive publicity shots used by the 
Town in any form involving any council member, except the Mayor. 

13.3  The Mayor will still be quoted in media responses during the Caretaker Period when 
providing information as spokesperson on behalf of the Town. 



 

   

13.4  Proactive statements in the media will be monitored under the direction of the CEO 
during the Caretaker Period to ensure compliance with these provisions. 

13.5  Proactive media during the Caretaker Period will be restricted to operational matters 
or issues already resolved by Council. 

13.6  Candidates may not use the TownΩǎ ǎƻŎƛŀƭ ƳŜŘƛŀ ŀŎŎƻǳƴǘǎ ǘƻ ǇǊƻŦƛƭŜ themselves, their 
campaign or provide any responses or comments to questions or statements on the 
TownΩǎ ǎƻŎƛŀƭ ƳŜŘƛŀ ǇŀƎŜǎΦ 

 
14. Attendance and Participation at Events/Functions 

14.1 Public Events Hosted by External Bodies 
14.1.1 Council members may continue to attend events and functions hosted by 

external bodies during the Caretaker Period and may appear on externally 
managed social media pages. 

 
14.2 Town of East Fremantle organised Civic Events/Functions/Official Openings 

14.2.1 Events and/or functions organised by the Town and held during the Caretaker 
Period will be limited to only those that the CEO, in conjunction with the 
Mayor, considers essential to the operation of the Town. 

14.2.2 Council members nominating as a candidate for local, state or federal 
government elections should not, where practicable, have any formal role at 
events/functions organised or sponsored by the Town during the Caretaker 
Period, other than the provision of a short welcome, when appropriate. Any 
determination of whether it is otherwise appropriate for a councillor to 
officiate at a Town arranged event/function will be at the discretion of the 
CEO, in conjunction with the Mayor. 

14.2.3 Council members must not distribute any campaign material or promote their 
campaign at any Town of East Fremantle organised civic events, functions, 
official openings, or similar. 

 

14.3. Delegates to Community and Advisory Groups 
14.3.1 Council members appointed to community groups and other external 

organisations as representatives of the Town shall not use their attendance at 
meetings of these groups to either recruit assistance with electoral 
ŎŀƳǇŀƛƎƴƛƴƎ ƻǊ ǘƻ ǇǊƻƳƻǘŜ ǘƘŜƛǊ ǇŜǊǎƻƴŀƭ ƻǊ ƻǘƘŜǊ ŎŀƴŘƛŘŀǘŜΩǎ ŜƭŜŎǘƻǊŀƭ 
campaigns. 

 

15. Use of Town of East Fremantle Resources 

15.1  The Town of East Fremantle Code of Conduct ς Elected Members, Committee 
Members and Candidates ǇǊƻƘƛōƛǘǎ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ǊŜǎƻǳǊŎŜǎ ŦƻǊ ŜƭŜŎǘƻǊŀƭ 
purposes. 

15.2  The TownΩǎ ŜƳǇƭƻȅŜŜǎ Ƴǳǎǘ ƴƻǘ ōŜ ŀǎƪŜŘ ǘƻ ǳƴŘŜǊǘŀƪŜ ŀƴȅ ǘŀǎƪǎ ŎƻƴƴŜŎǘŜŘ directly 
or indirectly with an election campaign. 

15.3  In any circumstances where the use of Town resources might be construed as being 
ǊŜƭŀǘŜŘ ǘƻ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ŜƭŜŎǘƛƻƴ ŎŀƳǇŀƛƎƴΣ ŀŘǾƛŎŜ ƛǎ ǘƻ ōŜ ǎƻǳƎƘǘ through the CEO. 

15.4  Community groups who wish to hire Town owned premises to interview or record 
(audio visual) election candidates in a public forum may do so, subject to the relevant 
venue hire charge being paid in accordance with the Towǹ s normal practices. 

 



 

   

16. Access to Town Held Information 

16.1  All candidates will have equal rights to access publicly available information from the 
TownΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΦ 

16.2  Information, briefing material and advice prepared or secured by employees for a 
council member must be necessary to the carrying out of the ŎƻǳƴŎƛƭ ƳŜƳōŜǊΩǎ role.  

16.3 Information received or accessed in the role of a council member is not to be used for 
electoral purposes. This includes claiming personal credit for previous Council 
decisions in marketing material. 

 
17.  Media Advice 

17.1 Any requests for media advice or assistance from council members during the 
Caretaker Period will be referred to the CEO.  

17.2 No media advice will be provided in relation to election issues or in regard to publicity 
that involves specific council members participating in the relevant election.  

17.3 If satisfied that advice sought by a council member during the Caretaker Period does 
not relate to the election or publicity involving any specific council member, the CEO 
may authorise the provision of a response to such a request.  

17.4 The Town will not arrange any media opportunities for council members during the 
Caretaker Period. 

 

18.  Town of East Fremantle Employees 

18.1  During the Caretaker Period no Town employee may make any public statement that 
relates to an election issue.  

18.2 Employees must avoid assisting council members in ways that could create a 
perception of being used for electoral purposes. 

18.3 Employees must not accept employment (voluntary or paid) related to local elections 
for any candidate. 

18.4 Employees must not interact with council members or candidates on their social 
media pages during the Caretaker Period. 

 
19. Local Government Election Process Enquiries 

19.1 All election process enquiries from candidates, whether current council members or 
not, will initially be directed to the Returning Officer, or, where the matter is outside 
the responsibility of the Returning Officer, to the CEO or delegate. 

 
20. Electoral Signs 

20.1  Electoral signage is not permitted within road reserves (this includes Council verges 
outside private properties). This is based on a requirement for: 
20.1.1  Pedestrian safety; 
20.1.2  Risk aversion and exposed liability to the Town for injuries or damage; and 
20.1.3  Vehicle safety for manoeuvrability and sightlines. 

20.2  Electoral signage is not permitted on Town Reserves or Town infrastructure.  
20.3  The installation of signage on private property requires permission from the owner. 

 
21. Implementation of Caretaker Practices during State and Federal Government Elections 

21.1  Council members who nominate or are pre-selected by a political party to contest a 
state or federal election, should avoid any appearance that their position on Council 



 

   

is being used as a platform for their state or federal election campaign during the 
election period. 

21.2  A council member may choose to take leave of absence from the Council for such 
period as they see fit and should, as soon as practicable after nominating or being pre-
selected, notify the CEO in writing, who in turn will advise the other council members. 

21.3  For state or federal elections, the Caretaker Period commences from the date of the 
election writ issued by the Governor or Governor General, as is relevant. 

 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 21/9/21 

Policy Amended/Reviewed: 19/8/25 

 

  



 

   

 

мΦмΦмн wŜŎƻǊŘƪŜŜǇƛƴƎ ŦƻǊ 9ƭŜŎǘŜŘ aŜƳōŜǊǎ  

Type: Office of the CEO  

Legislation: State Records Act 2000 

Delegation:  

Other Related Document:  

 

Objective 
The State Records Act 2000 is the primary legislation that governs recordkeeping in Western Australia. 

The State Records Commission was established under the terms of Part 8 of the State Records Act 

2000. 

¢ƘŜ {ǘŀǘŜ wŜŎƻǊŘǎ /ƻƳƳƛǎǎƛƻƴΩǎ ǇƻƭƛŎȅ ŦƻǊ [ƻŎŀƭ DƻǾŜǊƴƳŜƴǘ 9ƭŜŎǘŜŘ aŜƳōŜǊǎ ǊŜŎƻǊŘǎ ƛǎ ŀǎ ŦƻƭƭƻǿǎΥ 

άLƴ ǊŜƭŀǘƛƻƴ ǘƻ ǘƘŜ ǊŜŎƻǊŘƪŜŜǇƛƴƎ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘ ŜƭŜŎǘŜŘ ƳŜƳōŜǊǎΣ ǊŜŎƻǊŘǎ Ƴǳǎǘ 

be created and kept which properly and adequately record the performance of member functions 

arising from their participation in the decision-making processes of Council and Committees of Council. 

This requirement should be met through the creation and retention of records of meetings of Council 

and Committees of Council of local government and other communications and transactions of elected 

members which constitute evidence affecting the accountability of the Council and the discharge of its 

business. 

Local governments must ensure that appropriate practices are established to facilitate the ease of 

ŎŀǇǘǳǊŜ ŀƴŘ ƳŀƴŀƎŜƳŜƴǘ ƻŦ ŜƭŜŎǘŜŘ ƳŜƳōŜǊǎΩ ǊŜŎƻǊŘǎ ǳǇ ǘƻ ŀƴŘ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ŘŜŎƛǎƛƻƴ-making 

ǇǊƻŎŜǎǎŜǎ ƻŦ /ƻǳƴŎƛƭΦέ 

This policy has been prepared for Elected Members to assist them in meeting their recordkeeping 

requirements. 

Policy Scope 
The Town of East Fremantle recognises that its records are an important information resource and 

that sound records management practices will contribute to the overall efficiency and effectiveness of 

the organisation. 

Good records management practices also enable: 

ω Access to accurate information 

ω Demonstration of accountability 

ω Evidence of events and decisions 

ω Compliance with legislative requirements; and 



 

   

ω Provision of a historical record for the business and society 

Complete and accurate records of all business decisions and transactions regardless of format are to 

be retained by all Elected Members. If requested by the Town of East FremantleΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΣ ǘƘŜǎŜ 

are to be provided to the Records Officer to be recorded in the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ recordkeeping 

system and managed in accordance with legislative requirements, the Town of East Fremantle 

Recordkeeping Plan and Records Management Policies and Procedures. 

Policy 
Creating and Keeping Records 

All Elected Members are to create and maintain records relating to their role as an Elected Member, 

which convey information relating to local government business or functions. These records can be 

forwarded to the Records Officer/Governance Officer for capture into the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ 

recordkeeping system. 

Elected Members must ensure that: 

ω Records relating to the business of the local government are distinguished from those that 

relate to their political responsibilities or any personal matters. 

ω Records in their possession are securely stored and protected from damage and 

unauthorised access. 

ω All records created are dated and the originator is identified. 

ω Records are factual and non-emotive as they could be subject to Freedom of Information 

application/s. 

Refer to Appendix 1 ς LƴŦƻǊƳŀǘƛƻƴ {ƘŜŜǘ ǇǊƻŘǳŎŜŘ ōȅ ǘƘŜ {ǘŀǘŜ wŜŎƻǊŘǎ hŦŦƛŎŜ ƻŦ ²! ά[ƻŎŀƭ 

DƻǾŜǊƴƳŜƴǘ 9ƭŜŎǘŜŘ aŜƳōŜǊǎ wŜŎƻǊŘǎΥ ²ƘƛŎƘ wŜŎƻǊŘǎ ǘƻ /ŀǇǘǳǊŜΚέ ŦƻǊ ŜȄŀƳǇƭŜǎ ƻŦ ǿƘŀǘ ǎƘƻǳƭŘ ōŜ 

captured into the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ recordkeeping system. 

Disposal of Records 

Disposal of records is by way of archiving (either with the State Records Office or within the local 

government as a state archive), permanent retention within the local government, or destruction. 

Elected Members must not personally undertake destruction of any records. 

!ǘ ǘƘŜ ŜƴŘ ƻŦ ŀƴ 9ƭŜŎǘŜŘ aŜƳōŜǊΩǎ ǘŜǊƳ ƛƴ ƻŦŦƛŎŜΣ ŀƴȅ ƻǊƛƎƛƴŀƭ ǊŜŎƻǊŘǎ ƛƴ ǘƘŜƛǊ ǇƻǎǎŜǎǎƛƻƴ Ƴǳǎǘ ōŜ 

retained by the Elected Member or, alternatively, returned to the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ Records 

Management Services via the Personal Assistant to the Mayor. 

Records Management Services will then arrange for the destruction or retention of the records in 

accordance with the General Disposal Authority for Local Government Records* . 

Any copies of records held by an Elected Member can be destroyed by way of shredding at the end of 

their term in office. Alternatively, the copies (clearly marked as such) can be returned to the Personal 

Assistant to the Mayor who will arrange for them to be destroyed. 

Procedures 



 

   

Incoming Correspondence 

All mail received by the Town of East Fremantle addressed to Elected Members, excluding that which 

is marked private, personal or confidential, will be opened by the Records Officer and processed with 

ǘƘŜ ǊŜǎǘ ƻŦ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƛƴŎƻƳƛƴƎ ƳŀƛƭΦ 

The hard copy documents will be retained within the Records department and filed accordingly, in 

compliance with the General Disposal Authority for Local Government Records. 

Incoming mail for Elected Members that is considered to be ephemeral*, party political or personal 

will not be scanned into the recordkeeping system and instead will be given to the Personal Assistant 

to the Mayor who will arrange for it to be forwarded to the Elected Member. 

Mail received directly by Elected Members at their personal address, that relates to local government 

business, should be forwarded to the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ Records Officer via 

admin@eastfremantle.wa.gov.au for recording in the recordkeeping system and for appropriate 

storage and retention. 

Elected Members Responses 

If an Elected Member responds directly to a ratepayer / customer (other than simply providing a 

routine reply or information), a copy of the response should be provided to the Town of East Fremantle 

for capture into the recordkeeping system. This can be done by: 

¶ /ŎΩƛƴƎ ƻǊ ŦƻǊǿŀǊŘƛƴƎ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŜƳŀƛƭŜŘ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ wŜŎƻǊŘǎ hŦŦƛŎŜǊκDƻǾŜǊƴŀƴŎŜ 
Officer who will register the email in the recordkeeping system, or 

¶ Scanning the response and emailing it to the Records Officer/Governance Officer who 
will register the response in the recordkeeping system, or 

¶ Sending a hard copy of the response to the Records Officer/Governance Officer who will 
scan and register the response in the recordkeeping system. 

¶ Making a record of a verbal response in the form of a file note or record of conversation 
and sending a copy by email or in hard copy to the Records Officer/Governance Officer 
who will register it into the recordkeeping system. 

It is acknowledged that a lot of ratepayer / customer communication is done on an informal basis and 

where these discussions do not impact on the business outcomes of the Town of East Fremantle; a 

record does not need to be captured into the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ recordkeeping system. 

Emails 

All emails that are Records sent to, or by, the Mayor will be registered into the recordkeeping system 

by the Personal Assistant to the Mayor. 

9Ƴŀƛƭǎ ƳŀǊƪŜŘ ǘƻ ǘƘŜ ŀǘǘŜƴǘƛƻƴ ƻŦ ŀƴ 9ƭŜŎǘŜŘ aŜƳōŜǊκǎ όƛƴŎƭǳŘƛƴƎ ǘƘƻǎŜ ǘƘŀǘ ŀǊŜ ŎŎΩŘ ǘƻ ŀƴ 9ƭŜŎǘŜŘ 

Member or include an Elected Member in the To field) that are sent to the ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ 

main email address admin@eastfremantle.wa.gov.au will be registered into the recordkeeping system 

by the Records Officer. 

If an Elected Member receives an email directly to their Town of East Fremantle email address (or to 

any other personal email address) that relates to local government business; and has not been sent to 

ƻǊ ŎŎΩŘ ǘƻ admin@eastfremantle.wa.gov.au; a copy of the email (and any responses sent by the Elected 



 

   

Member) must be forwarded to the Records Officer/Governance Officer who will register the email/s 

into the recordkeeping system. 

Definitions 
Ephemeral Records 

Ephemeral records include information that has a very short-term value and typically does not need 

to be captured into a business information system for the purposes of retention. 

General Disposal Authority (GDA) for Local Government Records 

The General Disposal Authority for Local Government Records is approved by the State Records 

Commission and is designed to provide consistency throughout local government in disposal activities 

and decisions. It is the official and continuing authority for the disposal of local government records 

within Western Australia. 

Business, Corporate or Government Records 

A business, corporate or government record is information recorded in any form that is created or 

received and maintained by an organisation in the transaction of business and kept as evidence of such 

activity. 

Significant Records 

Significant records are records that are designated as State archives.   

LŦ ǘƘŜ ŀŎǘƛǾƛǘȅ Ƙŀǎ ŀƴȅ ƻŦ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎǎΣ ƛǘ ƛǎ ŘŜŜƳŜŘ ǎƛƎƴƛŦƛŎŀƴǘΥ  

¶ ǎǳōǎǘŀƴǘƛŀƭƭȅ ƛƳǇŀŎǘǎ ǘƘŜ ǿƘƻƭŜπƻŦπƭƻŎŀƭπƎƻǾŜǊƴƳŜƴǘ ŦǳƴŎǘƛƻƴ 

¶ ǎǳōǎǘŀƴǘƛŀƭƭȅ ƛƳǇŀŎǘǎ ǘƘŜ ƛƳǇƭŜƳŜƴǘŀǘƛƻƴ ƻǊ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ƭŜƎƛǎƭŀǘƛƻƴΣ ǊŜƎǳƭŀǘƛƻƴǎ ƻǊ ƭƻŎŀƭ 
ƎƻǾŜǊƴƳŜƴǘ ǇƻƭƛŎȅ 

¶ ǎǳōǎǘŀƴǘƛŀƭƭȅ ƛƳǇŀŎǘǎ ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘϥǎ ōǳǎƛƴŜǎǎΣ ǎǘǊǳŎǘǳǊŜ ƻǊ ǇƻƭƛŎȅ 

¶ ǎǳōǎǘŀƴǘƛŀƭƭȅ ƛƳǇŀŎǘǎ ƻōƭƛƎŀǘƛƻƴǎΣ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ƻǊ ƭƛŀōƛƭƛǘƛŜǎ ƻŦ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘ ƻǊ ǘƘŜ 
{ǘŀǘŜ 

¶ ǎŜǘǎ ŀ ƭŜƎŀƭ ƻǊ ǎǳōǎǘŀƴǘƛǾŜ ǇǊŜŎŜŘŜƴǘ 

¶ ƎŜƴŜǊŀǘŜǎ ƻǊ ƛƴǾƻƭǾŜǎ ǎǳōǎǘŀƴǘƛŀƭ ŎƻƳƳǳƴƛǘȅ ƻǊ ǇǳōƭƛŎ ƛƴǘŜǊŜǎǘΣ ŘŜōŀǘŜ ƻǊ ŎƻƴǘǊƻǾŜǊǎȅ 

¶ ƛƴǾƻƭǾŜǎ ƛƴƴƻǾŀǘƛǾŜΣ ǳƴƛǉǳŜ ƻǊ ǇǊŜŎŜŘŜƴǘπǎŜǘǘƛƴƎ ǇǊŀŎǘƛŎŜǎΣ ǘŜŎƘƴƛǉǳŜǎ ƻǊ ƳŜǘƘƻŘǎ 

aŀƴȅ ŦǳƴŎǘƛƻƴǎκŀŎǘƛǾƛǘƛŜǎ ǿƛƭƭ ƘŀǾŜ ǊŜŎƻǊŘǎ ǘƘŀǘ ŀǊŜ {ƛƎƴƛŦƛŎŀƴǘ ŀƴŘ ǊŜŎƻǊŘǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ƘŜƴŎŜ ǘƘŜ 

Dw5! ƘŀǾƛƴƎ {ƛƎƴƛŦƛŎŀƴǘ ŀƴŘ hǘƘŜǊ ŀǘ Ƴŀƴȅ ŜƴǘǊƛŜǎ ƛƴ ǘƘŜ Dw5!Σ ŜΦƎΦ 

No Function/Activity Description Disposal 

Action 

Custody 

63 INSPECTIONS hŦŦƛŎƛŀƭ ŜȄŀƳƛƴŀǘƛƻƴǎΧ   

63.1 Significant Significant inspections or tests, 

ǘƘŀǘ Ƴŀȅ ǊŜƭŀǘŜ ǘƻΥΧ 

Archive Retain as State 

Archive 

63.2 Other Other inspections, not included 

in previous section.  

Includes: 

Destroy Retain 7 years 

after action 



 

   

ω ǊƻǳǘƛƴŜ ƛƴǎǇŜŎǘƛƻƴǎ ǊŜƭŀǘƛƴƎ 

ǘƻΧ 

completed, then 

Destroy 

Vital Records 

Vital Records are records that are required to operate the organisation during a disaster and/or 

required to re-establish the organisation after a disaster situation. 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision Making Authority: Council  

Policy Adopted: 15/10/24 

Policy Amended Reviewed:  
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мΦмΦмо wŜŎƻƎƴƛǘƛƻƴ ƻŦ {ŜǊǾƛŎŜ π /ƻǳƴŎƛƭ aŜƳōŜǊǎ 

Type: Office of the CEO ς Council Members 

Legislation: ¶ Local Government Act 1995 (WA) 

¶ Local Government (Administration) Regulations 1996 

(WA), Regulation 34AC (Gifts to retiring council 

members) 

Delegation: Nil 

Other Related Document: Nil 

 

1. Objective 
This policy provides a framework for recognising the service of retiring Council Members in a fair, 

transparent and consistent manner, consistent with the Local Government Act 1995 (WA) and the 

Local Government (Administration) Regulations 1996 (WA). 

2. Policy Scope 
This policy applies to all Council Members of the Town of East Fremantle who are retiring following 

the conclusion of a full term of office. 

3. Definitions 
¶ Town ς means the Town of East Fremantle 

¶ Council Member - Means a person elected under the Local Government Act 1995 (WA) as a 

member of the council of the Town and includes the Mayor of the Town. 

¶ RetirementΥ ¢ƘŜ ŎƻƴŎƭǳǎƛƻƴ ƻŦ ǎŜǊǾƛŎŜ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ŜȄǇƛǊȅ ƻŦ ŀ /ƻǳƴŎƛƭ aŜƳōŜǊΩǎ ǘŜǊƳ 

where the Council Member either does not seek re-election or is not re-elected.  

¶ Gift: As defined under the Local Government Act 1995 (WA), being a disposition of property 

or the conferral of a financial benefit without adequate consideration. 

4. Policy Statement 

4.1 Eligibility  

4.1.1 A retiring Council Member will receive a gift where: 

¶ They have completed at least one full four-year term; and 

¶ ¢ƘŜƛǊ ŘŜǇŀǊǘǳǊŜ ƳŜŜǘǎ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ άǊŜǘƛǊŜƳŜƴǘέ ǳƴŘŜǊ ǘƘƛǎ ǇƻƭƛŎȅΦ 

4.1.2 A Council Member who has been disqualified from office in accordance with s2.22 of the 

Local Government Act 1995 (WA) will not be eligible for a gift. 



 

   

[Note: s2.22 refers to Disqualification because of convictions.] 

 

4.2 Value of Gifts 

4.2.1 A gift to the value of $100 per year of service, up to a maximum of $1,000, in accordance 

with Regulation 34AC. 

4.2.2 Any council-owned property retained by a Council Member must be valued at 

depreciated (residual) value and counted within the prescribed limit. 

 

4.3 Roles and Responsibilities 

The CEO will ς  

¶ Confirm eligibility when a Council Member is due to retire. 

¶ Monitor the terms of service of individual Council Members.   

¶ Arrange the item of memorabilia and gift.  

 

4.4 Presentation ς  

4.4.1 The gift will be presented by the Mayor or nominee at an ordinary or special meeting of 

council, or an appropriate civic recognition event. 

 

4.4.2 In the event of the death of a Council Member the Town will work respectfully with the 

family to ensure appropriate recognition is provided in the Council MemberΩǎ ƳŜƳƻǊȅΦ 

 

4.5 Record-keeping ς The gift will be noted in council minutes and, if applicable, in the gifts 

register. 

 

4.6 Recognition Functions 

Council may hold a civic event to recognise the contribution of retiring Council Members. 

Expenditure must be reasonable, budgeted, and consistent with community expectations. 

 

4.7 Review 

This policy will be reviewed every four years in line with the local government election cycle, 

or earlier if legislative amendments require. 

 

Responsible Directorate: Office of the Chief Executive Officer 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

 

Document Control 

Version Date Adopted Review Date Minute Reference Notes 

1.0 18/11/25 [insert] 111811 New policy 

  



 

   

 

 
 

 
 
мΦн I¦a!b w9{h¦w/9{ 

мΦнΦм /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŦƻǊ /ƻǳƴŎƛƭ aŜƳōŜǊǎΣ /ƻƳƳƛǘǘŜŜ aŜƳōŜǊǎ ŀƴŘ 
9ƳǇƭƻȅŜŜǎ 

 
This Policy has been replaced with Policy 1.1.9 Code of Conduct for Council Members, Committee 
Members and Candidates.  A separate internal Code of Conduct for Employees & Contractors has 
being developed . 

  



 

   

 

 
 
мΦнΦн /9h [ŜŀǾŜ !ǇǇǊƻǾŀƭ 

Type: Office of the CEO ς Human Resources 

Legislation: Local Government Act 1995  

Delegation: DA1 Acting Chief Executive Officer 

Other Related Document: Employment Contract 

Objective 
This policy is intended to provide guidance to the Chief Executive Officer about the taking of leave 

and the recording leave transactions. 

Policy Scope 
This policy will affect the Chief Executive Officer. 

Policy  

Leave Applications 

The Chief Executive Officer shall liaise with, and obtain the approval of the Mayor prior to the taking 

ƻŦ ŀƴȅ ŦƻǊƳ ƻŦ ƭŜŀǾŜ ŀŎŎǊǳŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ hŦŦƛŎŜǊΩǎ ŎƻƴǘǊŀŎǘ ƻŦ ŜƳǇƭƻȅƳŜƴǘΦ 

¢ƘŜ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ hŦŦƛŎŜǊ ǎƘŀƭƭ ǇǊƻǾƛŘŜ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ƭŜŀǾŜ ŦƻǊƳ ŦƻǊ ǘƘŜ aŀȅƻǊΩǎ ǎƛƎƴŀǘǳǊŜ ǘƻ 

substantiate the leave transactions recorded on the payroll system. 

Councillors will be advised when leave has been approved and the arrangements for an Acting Chief 

Executive Officer. 

Leave Accruals 

Leave shall be taken regularly to promote wellbeing and to avoid leave balances accruing to excessive 

levels. 

The Chief Executive Officer shall not accrue, without Council approval, more than 10 weeks annual 

leave. 

Long service leave must be taken within three years of the leave becoming due unless Council approves 

otherwise. 

Council will be advised of the leave balances annually after the anniversary of the contract of 

ŜƳǇƭƻȅƳŜƴǘ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ǘƘŜ /9hΩǎ ŀƴƴǳŀƭ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿΦ 

Responsible Directorate: Office of the Chief Executive Officer 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 



 

   

Policy Adopted: 18/08/15 

Policy Amended/Reviewed: 17/09/19 

Former Policy No: 4.1.1 

 

  



 

   

 

 
 
 
мΦнΦо {ǘŀŦŦ wŜŎǊǳƛǘƳŜƴǘ ŀƴŘ wŜǘŜƴǘƛƻƴ 

Type: Office of the CEO ς Human Resources 

Legislation:  

Delegation:  

Other Related Document:  

 

This policy has been reclassified as an administration policy 
  



 

   

 
 

 
 
мΦнΦп DǊŀǘǳƛǘȅ tŀȅƳŜƴǘ 

Type: Office of the CEO ς Human Resources 

Legislation: Local Government Act 1995 
Local Government (Administration) Regulations 1996 

Delegation: DA74 Authority to make Gratuity Payments to Departing Staff 

Other Related Document: Nil 

Policy Statement 
The Policy, which is discretionary, allows the CEO and Council to make a payment to recognise the 
loyal and dedicated service of employees to the Town of East Fremantle. 
 
When an employee leaves their employment or is made redundant, they may be given a good or 
service as a token of appreciation for their commitment and service to the Town of East Fremantle. 

Policy Scope 
This Gratuity Policy outlines the circumstances in which gratuity payments may be made to an 
employee. This policy should be read in conjunction with section 5.50 of the Local Government Act 
1995 and Local Government Administration Regulations 1996, specifically regulation 19a. A gratuity 
payment is paid in addition to any amount which an employee is entitled to under a contract of 
employment or industrial instrument. This policy does not form a contractual entitlement for any 
employee of the Local Government. 

Policy  

Commitment 
The Town of East Fremantle is committed to recognising long serving employees within the 
parameters set by the Local Government Act 1995 and the associated regulations. 

Eligibility for Gratuity Payments 
An employee may be entitled to a gratuity payment as outlined within this policy based on the 
ŎƻƳǇƭŜǘŜŘ ȅŜŀǊǎ ƻŦ ǎŜǊǾƛŎŜ ǿƘŜƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǎŜǊǾƛŎŜǎ ŀǊŜ ŎŜŀǎƛƴƎ ǿƛǘƘ ǘƘŜ [ƻŎŀƭ DƻǾŜǊƴƳŜƴǘ 
for any of the reasons identified below: 

¶ Resignation (not as a result of any performance management or investigation being 
conducted by the Local Government); 

¶ Retirement; or 

¶ Redundancy.  
 

An employee who has been dismissed by the Town of East Fremantle for any reason other than 
redundancy, will not be eligible to receive any Gratuity Payment under this policy. 



 

   

Council delegates, in the case of any payment up to the value of $1,000, to the Chief Executive 
Officer, following consultation with the Mayor. Any payment over the value of $1,000, will require 
the express approval of Council. 

Prescribed Amounts for Gratuity Payments 

bǳƳōŜǊ ƻŦ ¸ŜŀǊǎΩ {ŜǊǾƛŎŜ Amount of Gratuity 

Continuous service 0 years and up to 10 
years 
 

A Statement of Service and a gift, or contribution towards 
a gift, up to the value of $0 

CEO discretion   

5 to a maximum of 10 Years Continuous 
Service  

$100 per year for every completed year over 5 years of 
continuous service up to a maximum of $500 
 

10 to a maximum of 20 Years Continuous 
Service 

$100 per year for every year over 10 years of continuous 
service up to a maximum of $1,000 
 
Items are to be presented to the employee by the Mayor 
or nominated representative, at a function to be 
determined by the Chief Executive Officer. 
 

Council discretion   

20 Years Continuous Service and above $150 per year of continuous service up to a maximum of 
$5,000 
 
A report is to be presented to Council for approval prior to 
payment.  
 
Items are to be presented to the employee by the Mayor 
or nominated representative, at a function to be 
determined by the Chief Executive Officer. 
 

 
In deciding if a gratuity will be granted, the CEO or Council will take into consideration the service record 
ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΦ  tŀǊǘƛŎǳƭŀǊ ŀǘǘŜƴǘƛƻƴ ǿƛƭƭ ōŜ ǇŀƛŘ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǘǘƛǘǳŘŜ όƭƻȅŀƭǘȅ ϧ ŘŜŘƛŎŀǘƛƻƴύ 
ǘƻǿŀǊŘǎ /ƻǳƴŎƛƭΩǎ ƻōƧŜŎǘƛǾŜǎ ŀƴŘ ǘƘŜ ǿƛƭƭƛƴƎness to contribute over their term of employment.  

The Town of East Fremantle acknowledges that at the time this policy was introduced, employees may 
be entitled to payments in addition to this policy as a result of accrued unused long service leave 
benefits, redundancy payments or notice periods as prescribed by, legislation or a relevant industrial 
instrument. The Town of East Fremantle has considered these provisions when setting the prescribed 
amount of any gratuity payment in this policy. 

Determining Service 
For the purpose of this policy, continuous service shall be deemed to include: 

¶ any period of absence from duty on annual leave, long service leave, paid compassionate leave, 
accrued paid personal leave and public holidays;  



 

   

¶ any period of authorised paid absence from duty necessitated by sickness of or injury to the 
employee up to a maximum of three months in each calendar year, but not including leave without 
pay or parental leave; or  

¶ any period of absence that has been supported by an approved workers compensation claim up 
to a maximum absence of 12 months. 

For the purpose of this policy, continuous service shall not include: 

¶ any period of unauthorised absence from duty unless Town of East Fremantle determines 
otherwise; 

¶ any period of unpaid leave unless the Town of East Fremantle determines otherwise; or 

¶ any period of absence from duty on parental leave unless the Town of East Fremantle determines 
otherwise. 

Financial Liability for Taxation 
The employee accepts full responsibility for any taxation payable on a gratuity payment, and agrees to 
fully indemnify the Town of East Fremantle in relation to any claims or liabilities for taxation in relation 
to the gratuity payment. 

Payments in addition to this Policy 
The Town of East Fremantle agrees not to make any gratuity payment in addition to that contained 
within this policy until the Policy has been amended to reflect the varied amount and the Town of East 
Fremantle has caused local public notification to be given in relation to the variation. 

Financial Implications 

¶ The Town acknowledges that at the time the policy was introduced, the financial implications to 
the Town were understood and that these financial implications had been investigated based on 
the workforce position current at that time. 

¶ The Town will take reasonable steps to notify employees prior to the variation of this policy or the 
introduction of any new gratuity policy.  

Consequences of Breaching this Policy 

The policy constitutes a lawful instruction to anyone involved in administering a gratuity payment. Any 
breaches of the policy may lead to disciplinary action. 

Variation to this Policy 
¢Ƙƛǎ ǇƻƭƛŎȅ Ƴŀȅ ōŜ ŎŀƴŎŜƭƭŜŘ ƻǊ ǾŀǊƛŜŘ ŦǊƻƳ ǘƛƳŜ ǘƻ ǘƛƳŜΦ !ƭƭ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ōŜ 
notified of any variation to this policy by the normal correspondence method.  

  

Responsible Directorate: Office of the CEO 

Reviewing Officer: CEO 

Decision making Authority: Council 

Policy Adopted: 19/06/18 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.2.8 

 



 

   

 
 

 
 
мΦнΦр {ǘŀŦŦ 9ŘǳŎŀǘƛƻƴ ŀƴŘ {ǘǳŘȅ [ŜŀǾŜ  

Type: Office of the CEO ς Human Resources 

Legislation:  

Delegation: N/A 

Other Related Document:  

Objective 
¢ƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜ ό¢ƘŜ ¢ƻǿƴύ ƛǎ ŎƻƳƳƛǘǘŜŘ ǘƻ ǘƘŜƛǊ ŜƳǇƭƻȅŜŜΩǎ ŀŎŀŘŜƳƛŎ ŀƴŘ ǇŜǊǎƻƴŀƭ 
development in order to maintain knowledgeable, efficient workforce as well as assisting with staff 
retention.  

¢Ƙƛǎ ǇƻƭƛŎȅ ǇǊƻǾƛŘŜǎ ƎǳƛŘŀƴŎŜ ƛƴ ŀŘƳƛƴƛǎǘŜǊƛƴƎ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǊŜǉǳŜǎǘ ŦƻǊ ŦǳǊǘƘŜǊ ŜŘǳŎŀǘƛƻƴ ŀƴŘ 
specifies what the Town will reimburse employees for expenses incurred as well as leave allocation 
while undertaking approved courses of study, as part of their career planning.  

Policy  
Study assistance relates to any qualification gained through University/TAFE/College which has a 
national recognisable attainment. Any approved course of study offered by a recognised institution or 
organisation, eg Australian Institute of Management (AIM), and Western Australian Local Government 
Association (WALGA). 

Permanent employees who have completed 12 months service 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, subject to CEO approval.  

The Chief Executive Officer is authorised to approve Study Assistance based on advice from the 
relevant Manager/Executive Manager. 

Applications from the CEO for recognised study programmes will be authorised by the Mayor & Deputy 
Mayor. 

All requests for assistance from the Town should be made and approved within a financial year and 
not be carried into a second financial year.  

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 (or prospective) work duties and 
responsibilities. 

The Town will allocate in the Annual Budget a sum to assist with the costs associated with employee 
study assistance. 

  



 

   

Financial Assistance 
The Town will consider reimbursement up to $2,500 in any year for education through a recognised 
provider (i.e. TAFE or University), upon payment receipt and statement of results confirming the 
course/ unit has been successfully completed to the satisfaction of the Chief Executive Officer. 

When it is financially advantageous to do so, or at the discretion of the CEO, the Town will consider 
paying the fees incurred upfront providing a Deed of Agreement is entered into with the employee. 
The Deed of Agreement will include the following items:  

(a)  The Town may pay in advance for an employee who wishes to pay their fees up front in order to 
receive the discount offered by their respective Educational Institution.  

(b)  Employees who receive this assistance from the Town will be required to pay back 100% of the 
¢ƻǿƴΩǎ ŎƻƴǘǊƛōǳǘƛƻƴ ǎƘƻǳƭŘ ǘƘŜȅ ƭŜŀǾŜ ǘƘŜ ¢ƻǿƴΩǎ ŜƳǇƭƻȅƳŜƴǘ ǿƛǘƘƛƴ мн ƳƻƴǘƘǎ ǎŜǊǾƛŎŜ 
following the completion of each unit of study.  

(c)  Should an employee leave the Town part way through completion of a unit(s) of study, the 
ŜƳǇƭƻȅŜŜ ǿƛƭƭ ōŜ ǊŜǉǳƛǊŜŘ ǘƻ Ǉŀȅ ōŀŎƪ ǘƘŜ ŜƴǘƛǊŜǘȅ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ŎƻƴǘǊƛōǳǘƛƻƴ ƳŀŘŜ ŀǾŀƛƭŀōƭŜ ǘƻ 
the employee for that unit of study. 

(d)  LŦ ƴŜŎŜǎǎŀǊȅ ǘƘŜ ¢ƻǿƴ ǿƛƭƭ ŘŜŘǳŎǘ млл҈ ƻŦ ǘƘŜ ŎƻƴǘǊƛōǳǘƛƻƴ ŦǊƻƳ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǘŜǊƳƛƴŀǘƛƻƴ ǇŀȅΣ 
if they leave prior to 12 months service following the completion of each unit of study, and 100% 
for any incomplete unit of study. Any payments made by the Town for incomplete units of study 
will be recovered in full from the employee. 

(e)  If the course/unit is not completed, or not successfully passed, a determination will be made by 
the Chief Executive Officer as to whether the funds will need to be refunded to the Town.   

The Town will not make any contribution towards the books, parking, campus fines, memberships, 
guild fees, travel costs or other costs associated with the course of study undertaken (ie no mileage 
will be paid).  

The need for an employee to repeat a unit/course shall be deemed to be unsatisfactory performance 
and the employee will not receive further assistance from the Town in relation to that particular 
unit/course.  

Time off for Study 
The Town will consider up to five (5) hours per week, subject to operational needs, paid time off for 
employees who wish to gain higher education through a recognised provider (ie University or TAFE).  
For part-time employees the time off will be on a pro-rata basis. 

¶ For time off to study to be approved, employees must satisfy the Town that all endeavours 
have been made to study outside working hours, eg 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. 

 
Variation to this Policy 
¢Ƙƛǎ ǇƻƭƛŎȅ Ƴŀȅ ōŜ ŎŀƴŎŜƭƭŜŘ ƻǊ ǾŀǊƛŜŘ ŦǊƻƳ ǘƛƳŜ ǘƻ ǘƛƳŜΦ !ƭƭ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ōŜ 
notified of any variation to this policy by the normal correspondence method.  



 

   

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 18/9/2018 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.2.10 

 

  



 

   

 
 

 
 
мΦнΦс 9ƳǇƭƻȅŜŜ ¦ǎŜ ƻŦ /ƻǳƴŎƛƭ 9ǉǳƛǇƳŜƴǘ 

Type: Office of the CEO ς Human Resources 

Legislation:   

Delegation:  

Other Related Document:  

Objective 
¢Ƙƛǎ ǇƻƭƛŎȅ ƛǎ ƛƴǘŜƴŘŜŘ ǘƻ ŀŘǾƛǎŜ ǎǘŀŦŦ ƻŦ /ƻǳƴŎƛƭΩǎ Ǉƻǎƛǘƛƻƴ ƻƴ ǘƘŜ ǇǊƛǾŀǘŜ ǳǎŜ ƻŦ /ƻǳƴŎƛƭ ŜǉǳƛǇƳŜƴǘΦ 

Policy Scope 
This policy will affect all staff. 

Policy  
There is to be no ǇǊƛǾŀǘŜ ǳǎŜ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ŜǉǳƛǇƳŜƴǘ ōȅ ŜƳǇƭƻȅŜŜǎ ƛƴ ŀƴȅ ŎƛǊŎǳƳǎǘŀƴŎŜǎΣ ŜƎ ōȅ 
employees in lieu of unpaid overtime. 

All Town equipment should be marked to clearly identify it as belonging to the Town. 

!ƴȅ άǇǊƛǾŀǘŜ ǿƻǊƪǎέ ǎƘƻǳƭŘ ōŜ ǊŜŎƻǊŘŜŘ ƛƴ ŘŜǘŀƛƭ ŀƴŘ those records archived and kept as official Council 
records. 
 

 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 17/02/1998 

Policy Amended/Reviewed: 18/03/2008, 17/9/19 

Former Policy No: F8.3 

 

  



 

   

 

 
мΦнΦт /h±L5πмф [ŜŀǾŜ   

Type: Office of the CEO ς Human Resources 

Legislation: Local Government Industry Award 2010 

Delegation:  

Other Related Document: PRO1.2.7 COVID-19 Procedure 

Objective 
The objective of this Policy is to outline the terms and conditions associated with leave related to the 
COVID-19 pandemic. This policy covers provisions that are in addition to other leave provisions 
prescribed by the National Employment Standards and the Local Government Industry Award 2010. 

Policy Scope 
This Policy is intended to supplement employment conditions contained in awards, and legislation but 
not to override them.  To ascertain the rights and responsibilities of both the Town of East Fremantle 
(the Town) and employees, the parties should always refer to the primary documentation, e.g. Local 
Government Industry Award 2010. 

Policy  
COVID-19 Leave has been introduced to provide an additional level of assistance for employees who 
are affected by the COVID-19 pandemic. 

COVID-19 Leave is not accruable and is only available after paid personal leave has been exhausted.  
The leave can only be accessed once in a 12 month period. 

²ƛǘƘ ǊŜǎǇŜŎǘ ǘƻ ǿƻǊƪŦƻǊŎŜ ŦƭŜȄƛōƛƭƛǘƛŜǎ ŀǾŀƛƭŀōƭŜ ǘƻ ǘƘŜ ¢ƻǿƴΩǎ ǇŜǊƳŀƴŜƴǘ ŀƴŘ ŦƛȄŜŘ ǘŜǊƳ ŜƳǇƭƻȅŜŜǎΣ 
the Town will adopt the following:- 

The Town will grant up to two weeks (10 working days) pro-rata of paid COVID-19 Leave to permanent 
and fixed term employees who: 

1. have exhausted all accrued personal/sick leave and who provide evidence that: 

¶ they have tested positive to COVID-19; or 

¶ they are required to self-isolate based on an Australian Government or Health Department 
directive due to COVID-19; or 

¶ they are required to be the primary care giver (establishing the type of care giver role to be 
undertaken) for another person who has COVID-19 or is required to self-isolate and is a 
dependent of the employee; 

¶ cannot access school or other care arrangements because of COVID-19. 

¶ have not accessed COVID-19 leave in the prior 12 months. 

2. are required to self isolate based on an Australian Government or Health Department directive, 
whilst awaiting results of a COVID-19 test. Should a positive test result be delivered, the employee 
is to exhaust all personal/sick leave prior to accessing further COVID-19 leave. 

The above would not apply to casual employees. 



 

   

The CEO has discretion to approve additional COVID-19 leave based on extenuating circumstances. 
The Town will take a pragmatic approach to evidence requirements informed by current information 
about health risks and the like. 

Evidence to support a claim for COVID-19 Leave includes medical evidence and/or a Statutory 
Declaration confirming the requirements for COVID-19 Leave to be used. 

In situations concerned with being the primary care giver, employees may be asked to provide a 
documented explanation of the circumstances along with other evidence. 

Employees may access a combination of existing leave provisions required during the pandemic, which 
include: 

i. Annual Leave  
ii. Personal/Sick Leave 
iii. Long Service Leave 
iv. Rostered Day Off accruals 
v. Compassionate Leave 
vi. Public Service Holidays 
vii. Unpaid Leave. 

 
Employees who may be at higher risk than the general population in respect to COVID-19 are 
encouraged to continue to work, or work from home where possible.  

Nothing in this policy prevents the CEO from amending work arrangements of staff in line with the 
¢ƻǿƴΩǎ .ǳǎƛƴŜǎǎ /ƻƴǘƛƴǳƛǘȅ tƭŀƴ ŀƴŘ /ƻƳƳƻƴǿŜŀƭǘƘ ƻǊ {ǘŀǘŜ DƻǾŜǊƴƳŜƴǘ ŘƛǊŜŎǘƛƻƴΦ 

COVID-мф [ŜŀǾŜ ǿƛƭƭ ōŜ ŎŀƭŎǳƭŀǘŜŘ ōŀǎŜŘ ǳǇƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŎƻƴǘǊŀŎǘŜŘ ƻǊŘƛƴŀǊȅ ƘƻǳǊǎ ƛƴ ŀ ǘǿƻ ǿŜŜƪ 
pay period in their substantive position, excluding any additional penalties, rates, allowances, 
overtime, etc. 
 
National Lockdown 
Should the Federal Government provide a directive that all activities are to stop (national lockdown), 
all permanent and part time staff (excluding casuals) that cannot work from home due to their duties 
(ie gardeners) will be stood down and paid at their ordinary rate (wage standard) for a period of up to 
two (2) weeks, after which time a review will be undertaken in relation to onςgoing payments. 
 
General 

¶ COVID-19 Leave does not apply to casuals. 

¶ Employees who are sick (excluding COVID-19) can access existing personal or sick leave 
entitlements.  

¶ Employees are expected to attend work or notify the employer of reasons for not attending. 
Employees not attending work without notification will be deemed to be on leave without pay. 

¶ Employees found to not have adhered to self-isolation or other requirements related to the 
pandemic situation may be excluded from accessing COVID-19 Leave, or be required to 
reimburse it to the Town if confirmed it was not used for its intended purpose 

¶ The CEO reserves the right to make the final decision on the application of the Policy. 

¶ This Policy remain in force until further notice and may be amended or ceased by the Town at 
any time. 

  



 

   

 

Responsible Directorate: Office of the Chief Executive Officer 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 21/4/20 

Policy Amended/Reviewed: 17/8/21 

 

Attachment: 

COVID 19 Leave Procedures 

  



 

   

 

COVID 19 LEAVE PROCEDURES (PRO1.2.7) 

 
This procedure outlines the process to be undertaken when applying for COVID-19 Leave in line with 
our policy. 
 
COVID-мф [ŜŀǾŜ ƛǎ ƴƻǘ ŀŎŎǊǳŀōƭŜ ŀƴŘ ƛǎ ƻƴƭȅ ŀǾŀƛƭŀōƭŜ ŀŦǘŜǊ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŜȄƛǎǘƛƴƎ ǇŀƛŘ tŜǊǎƻƴŀƭ [ŜŀǾŜ 
has been exhausted.  
 
The Town may grant up to two weeks of paid COVID-19 Leave to employees who provide evidence 
that:  

¶ they have tested positive to COVID-19; or  

¶ they are required to self-isolate based on an Australian Government or Health Department 
directive due to COVID-19;  

¶ or they are required to be the primary care giver (establishing the type of care giver role to be 
undertaken) for another person who has COVID-19 or is required to self-isolate and is a 
dependent of the employee;  

¶ cannot access school or other care arrangements because of COVID-19; or  

¶ as otherwise approved by the CEO based on extenuating circumstances.  
 
COVID-19 Leave may be taken in more than one period but cannot exceed two weeks paid in total in 
a 12 month period. 
 
CALCULATION FOR PAYMENT 
COVID-мф [ŜŀǾŜ ǿƛƭƭ ōŜ ŎŀƭŎǳƭŀǘŜŘ ōŀǎŜŘ ǳǇƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜǎΩ ŎƻƴǘǊŀŎǘŜŘ ƻǊŘƛƴŀǊȅ ƘƻǳǊǎ ƛƴ ŀ ǘǿƻ ǿŜŜƪ 
pay period in their substantive position, excluding any additional penalties, rates, allowances, 
overtime, etc. 
 
EVIDENCE TO SUPPORT CLAIM 
Evidence to support a claim for COVID-19 Leave includes medical evidence and/or a Statutory 
Declaration confirming the requirements for COVID-19 Leave to be used.  

 
In situations concerned with being the primary care giver, employees may be asked to provide a 
documented explanation of the circumstances along with other evidence. 
 
HOW TO APPLY FOR COVID-19 LEAVE 
{ǳōƳƛǘ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ƛƴ 5ŜŦƛƴƛǘƛǾ ǎŜƭŜŎǘƛƴƎ άhǘƘŜǊέ ŀǎ [ŜŀǾŜ ¢ȅǇŜΣ ǘƘŜƴ ǳƴŘŜǊ [ŜŀǾŜ wŜŀǎƻƴ ǎŜƭŜŎǘ  
COVID Leave, upload evidence documents to support claim. 
 
EMPLOYEES WITH REASONABLE CONCERN ABOUT EXPOSURE 
Employees may seek not to attend work because of reasonable concern about exposure to COVID-19, 
even though the employee is not required to self-isolate. They may apply for the applicable leave type 
for this purpose (i.e. personal leave if unwell otherwise annual, long service leave or unpaid leave).  
 
The Town will take a pragmatic and precautionary approach to these circumstances, informed by 
current information about health risks.  



 

   

Any employee who believes they have a reasonable concern should raise that concern with their 
Supervisor. The Supervisor in consultation with Human Resources / WHS will determine if a reasonable 
concern exists based upon a risk assessment (made using information and expert guidance available 
at the time).  
 
Following an individual assessment of risk, the Town may decide to:  

¶ accommodate the employee in a different workspace or work environment  

¶ accommodate working from home arrangements where possible;  

¶ allow the employee to access available Leave or COVID-19 Leave or take leave without pay.  
 
The same evidence requirements for accessing COVID-19 Leave apply. 
 
GENERAL 
COVID-19 Leave does not apply to casuals.  
 
There is no requirement for COVID-19 Leave to be re-credited by an employee and it does not affect 
ŀƴ ŜƳǇƭƻȅŜŜΩǎ !ƴƴǳŀƭ ƻǊ [ƻƴƎ {ŜǊǾƛŎŜ [ŜŀǾŜ ŜƴǘƛǘƭŜƳŜƴǘǎΦ  
 
Employees found to not have adhered to self-isolation or other requirements related to the pandemic 
situation may be excluded from accessing COVID-19 Leave, or be required to reimburse it to the Town 
if confirmed it was not used for its intended purpose. 
 
 

  



 

   

 

 
 
 
мΦнΦу ²ƘƛǎǘƭŜōƭƻǿŜǊ όtǳōƭƛŎ LƴǘŜǊŜǎǘ 5ƛǎŎƭƻǎǳǊŜύ 

Type: Office of the CEO ς Human Resources 

Legislation: Public Interest Disclosure Act 2003 

Delegation:  

Other Related Documents: Code of Conduct (Policy No 1.2.1) 
Public Interest Disclosure Procedures 

Objective 
To encourage employees, elected members, contractors and consultants to report unlawful unethical, 

ƻǊ ǳƴŘŜǎƛǊŀōƭŜ ŎƻƴŘǳŎǘ όάaƛǎŎƻƴŘǳŎǘέύ ǘƘŀǘ ǘƘŜȅ ƎŜƴǳƛƴŜƭȅ ōŜƭƛŜǾŜ Ƙŀǎ ōŜŜƴ committed by a person 

ƻǊ ǇŜǊǎƻƴǎ ƛƴ ōǊŜŀŎƘ ƻŦ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘΣ ǇƻƭƛŎƛŜǎ ƻǊ ǘƘŜ ƭŀǿΦ 

¢ƻ ŘŜƳƻƴǎǘǊŀǘŜ ǘƘŜ ¢ƻǿƴΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ŀ ŦŀƛǊ ǿƻǊƪǇƭŀŎŜ ŀƴŘ ƻǳǘƭƛƴŜ ǘƘŜ ǇǊƻŎŜǎǎ ŦƻǊ ƳŀƴŀƎƛƴƎ 

matters of Misconduct. 

To protect individuals who in good faith report conduct which they reasonably believe to be 

Misconduct, on a confidential basis, without fear of reprisal, dismissal or discriminatory treatment. 

To assist in ensuring that matters of Misconduct and/or unethical behaviour are identified and dealt 

with appropriately. 

¢ƻ ǎǘŀǘŜ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ǘƘŜ ŀƛƳǎ ŀƴŘ ƻōƧŜŎǘƛǾŜǎ ƻŦ ǘƘŜ Public Interest 

Disclosure Act 2003, the purpose of which is to facilitate the disclosure of information in the public 

interest, and to provide protection to those who make a disclosure or who are the subject of a 

disclosure. 

Policy  
¢ƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜ όάǘƘŜ ¢ƻǿƴέύ ƛǎ ŎƻƳƳƛǘǘŜŘ ǘƻ ǘƘŜ ŀƛƳǎ ŀƴŘ ƻōƧŜŎǘƛǾŜǎ ƻŦ ǘƘŜ Public Interest 

Disclosure Act 2003. It recognises the value and importance of employees and others to enhance 

administrative and management practices, and strongly supports disclosures being made as to alleged 

Misconduct. 

The Town will not tolerate Misconduct and has developed its Whistleblower Policy and PID Procedures 

to assist elected members, employees, contractors, consultants and members of the public to raise 

concerns through a constructive and safe process. 

The Town will achieve this through the creation of an open working environment in which elected 

members, employees (whether they are full-time, part-time or casual), contractors and consultants, 

as well as members of the public, are able to raise concerns regarding actual or suspected Misconduct. 



 

   

The Town recognises that any genuine commitment to detecting and preventing Misconduct must 

include a mechanism whereby employees and others can report their concerns freely and without fear 

of reprisal or intimidation. The Whistleblower Policy and PID Procedure provides such a mechanism, 

and encourages the reporting of such conduct. 

¢ƘŜ ¢ƻǿƴ ǿƛƭƭ ŜƴŘŜŀǾƻǳǊ ǘƻ ǇǊƻǾƛŘŜ ǇǊƻǘŜŎǘƛƻƴ ǘƻ ά²ƘƛǎǘƭŜōƭƻǿŜǊǎέ ŦǊƻƳ ŀƴȅ ŘŜǘǊƛƳŜƴǘŀƭ ŀŎǘƛƻƴ ƛƴ 

reprisal for the making of a public interest disclosure. 

¢ƘŜ ¢ƻǿƴΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ όάǘƘŜ /ƻŘŜέύ ǊŜǉǳƛǊŜǎ ŜƭŜŎǘŜŘ ƳŜƳōŜǊǎ ŀƴŘ ŜƳǇƭƻȅŜŜǎ ǘƻ ƻōǎŜǊǾŜ ƘƛƎƘ 

standards of business and personal ethics in the conduct of their duties and responsibilities. As elected 

members and employees and representatives of the Town, everyone has a responsibility to practice 

honesty and integrity in fulfilling their responsibilities and to comply with all applicable laws and 

regulations. 

All information, documents, records and reports relating to the investigation of reported Misconduct 

will be confidentially stored and retained in an appropriate and secure manner, in accordance with the 

Public Disclosure Act 2003. 

 

Responsible Directorate: Office of the CEO 

Reviewing Officer: CEO 

Decision making Authority: Council 

Policy Adopted: 15/9/20 

Policy Amended/Reviewed:  

 

  



 

   

 
 

 
 
 

мΦнΦф !ǇǇƻƛƴǘƳŜƴǘ ƻŦ !ŎǘƛƴƎ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ hŦŦƛŎŜǊ 

Type: Office of the CEO ς Human Resources 

Legislation: Local Government Act 1995 

Delegation: DA1 Acting Chief Executive Officer 

Other Related Documents: Policy 1.2.2 CEO Leave Approval 

Objective 
To ensure compliance with Local Government Act 1995 s5.39C by having a policy regarding the 
employment of an acting Chief Executive Officer. 

Scope 
To provide a framework and guidelines for the employment of an acting CEO. 

Policy  
Section 5.39C of the Local Government Act requires the adoption of a policy regarding the employment 
of an acting Chief Executive Officer (CEO). 

Council delegates (DA1) to the CEO, appointment of an internal employee higher duties Acting CEO 
subject to the following conditions: 

1. The relief appointment is for a period not exceeding 5 weeks.  

2. Policy 1.2.2 CEO Leave Approval ς requires the CEO to obtain approval from the Mayor prior to 
taking to leave.  

The Chief Executive Officer must inform the elected members of all proposed Acting CEO 
arrangements. 

For CEO vacancy periods over 5 weeks the appointment of the Acting CEO shall be determined by 
Council.   

The CEO shall report to Council any proposal to fill an Acting CEO role over five weeks with as much 
advanced notice as possible. In this case the CEO may recommend a suitable internal candidate for 
higher duties. 

If the /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ hŦŦƛŎŜǊΩǎ Ǉƻǎƛǘƛƻƴ ōŜŎƻƳŜǎ ǾŀŎŀƴǘΣ ŀƭƭ ŀŎǘƛƴƎ ŀǊǊŀƴƎŜƳŜƴǘǎ ŀǊŜ ǘƻ ōŜ ŘŜǘŜǊƳƛƴŜŘ 
by the Council.  

Section 5.39C of the Local Government Act 1995 prevents the appointment of an Acting CEO for a 
period greater than 12 months.  

  



 

   

 

Responsible Directorate: Office of the Chief Executive Officer 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 16/3/21 

Policy Amended/Reviewed:  

 

  



 

   

 
 
мΦнΦмл 9ƳǇƭƻȅŜŜ {ǳǇŜǊŀƴƴǳŀǘƛƻƴ /ƻπ/ƻƴǘǊƛōǳǘƛƻƴ  

Type: CEO 

Legislation: Fringe Benefits Assessment Act 1986 
Superannuation Industry (Supervision) Act 1993 
Superannuation Guarantee (Administration) Act 1992 

Delegation: Chief Executive Officer 

Other Related Document: Nil 

Objective 
The Town of East Fremantle is committed to recruiting and retaining appropriately skilled and 
qualified    employees to deliver the full range of services required of the local government. 

Employee benefits, including additional superannuation contributions, can assist in recruitment and 
retention of staff. 

Policy  
The Town of East Fremantle will co-contribute up to an additional 5% ƻŦ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŦƻǊǘƴƛƎƘǘƭȅ 
wage to a complying superannuation fund (in accordance with the Superannuation Industry 
(Supervision)  Act 1993) of the ŜƳǇƭƻȅŜŜΩǎ ŎƘƻƛŎŜ ǎƘƻǳƭŘ ŀƴ ŜƳǇƭƻȅŜŜ ŎƘƻƻǎŜ ǘƻ ǎŀƭŀǊȅ ǎŀŎǊƛŦƛŎŜ ƛƴǘƻ 
their complying superannuation fund.  

An employee can salary sacrifice between 1% and 5% of their salary which will be matched by a 
Council co-contribution of the same percentage. 

Employees can salary sacrifice over 5% but any amount over 5% will not be matched as a co-
contribution.   

Employees are required to enter into an individual employment agreement prior to commencing salary 
sacrificing. 

All employees will receive the compulsory superannuation contribution as per the Superannuation 
Guarantee (Administration) Act 1992. 

Should the statutory superannuation guarantee charge percentage increase, the maximum Council co-
contribution will decrease by the same percentage, with these two components amounting to a 
maximum of 16 per cent, noting that this can only be applied to new employees at the Town. 

Variation to this Policy 
¢Ƙƛǎ ǇƻƭƛŎȅ Ƴŀȅ ōŜ ŎŀƴŎŜƭƭŜŘ ƻǊ ǾŀǊƛŜŘ ŦǊƻƳ ǘƛƳŜ ǘƻ ǘƛƳŜΦ !ƭƭ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ōŜ 
notified of any variation to this Policy by the normal correspondence method. 

 

  



 

   

Responsible Directorate: CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 17/8/21 

Policy Amended/Reviewed:  
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мΦоΦм {ƻŎƛŀƭ aŜŘƛŀ 

Type: Office of the CEO ς Communications & Community Engagement 

Legislation:  

Delegation:  

Other Related Document: Code of Conduct Policy (1.2.1);  
Workplace Behaviours 

Objective 
To provide protocols for using social media to undertake official business and guidelines for employees 
in their personal use of social media.  

CƻǊ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘƛǎ tƻƭƛŎȅ ΨŜƳǇƭƻȅŜŜǎΩ ŘŜƴƻǘŜǎ ŜƳǇƭƻȅŜŜǎΣ ǾƻƭǳƴǘŜŜǊǎΣ ŎƻƴǘǊŀŎǘƻǊǎ ŀƴŘ ƛŦ 
applicable Elected Members. 

Policy Scope 
The Social Media Policy outlines protocols for using social media to undertake official Town of East 
Fremantle Business and provides guidance for employees in their personal use of social media. 

This policy aims to inform employees how to use social media appropriately and has been developed 
to assist employees to use social media so they can participate in the use of social media while being 
mindful of their responsibilities. 

The Social Media Policy applies to all Town of East Fremantle employees volunteers and managers 
should ensure their staff and volunteers are aware and understand this policy. 

wŜŦŜǊŜƴŎŜ ǎƘƻǳƭŘ ŀƭǎƻ ōŜ ƳŀŘŜ ǘƻ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ Code of Conduct. 

Policy 
This Policy applies to the official use of social media, where employees have been authorised by the 
Chief Executive Officer to use social media as a communication tool, to engage the community or to 
distribute content on behalf of the Town. 

¢Ƙƛǎ ƛƴŎƭǳŘŜǎ ǇƻǎǘƛƴƎ ǘƻ ǘƘŜ ¢ƻǿƴΩǎ ƻŦŦƛŎƛŀƭ ǎƻŎƛŀƭ ƳŜŘƛŀ ŀŎŎƻǳƴǘκǎ όŜƎ CŀŎŜōƻƻƪύ ŀƴŘ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ŀǎ 
a representative on a third-party site (eg news comment, online forum). 

This policy also provides guidance to employees in their personal use of social media.  Employees are 
ǊŜƳƛƴŘŜŘ ƻŦ ǘƘŜƛǊ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǳƴŘŜǊ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŀƴŘ ƻǘƘŜǊ 
policies, procedures and processes. 

  



 

   

Official use of social media 
The same high standards of conduct and behaviour expected of the Town staff also applies when 
participating online through social media.  Online participation should reflect and uphold the values, 
integrity and reputation of the Town of East Fremantle. 

Officers managing the Town of East Fremantle social media account/s are responsible for engaging 
online with the general public and other stakeholders in an official capacity. 

{ǘŀǘŜƳŜƴǘǎ κ ŎƻƳƳŜƴǘǎ ƳŀŘŜ ŦǊƻƳ ǘƘŜ ¢ƻǿƴΩǎ ǎƻŎƛŀƭ ƳŜŘƛŀ ŀŎŎƻǳƴǘκǎ Ƴǳǎǘ ƴƻǘΥ 

¶ endorse or make judgements about specific individuals, groups, businesses, services or 
agencies. 

¶ dƛǎŎǳǎǎ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ǎǳǊǊƻǳƴŘƛƴƎ ǘƘŜ ¢ƻǿƴΩǎ ǎǇŜŎƛŦƛŎ ǊŜƭŀǘƛƻƴǎƘƛǇ ǿƛǘƘ ƛƴŘƛǾƛŘǳŀƭǎΣ ƎǊƻǳǇǎΣ 
businesses, services or agencies. 

¶ make personal judgements about any matter pertaining to the Town of East Fremantle, 
including decisions of Council, management, staff, policy, procedure or process. 

¶ engage in any on-line discussion involving specific individual circumstances or personal details.  
If this occurs the employee should direct the person/s involved to an alternative medium (eg 
email, telephone, letter) as appropriate. 

Principles for official use of social media 
All employees who are authorised to use or manage social media as an official communication tool 
need to be familiar with and apply the following principles: 

¶ ¢ƘŜ ¢ƻǿƴΩǎ ƻŦŦƛŎƛŀƭ ǎƻŎƛŀƭ ƳŜŘƛŀ ŀŎŎƻǳƴǘκǎ Ƴǳǎǘ ōŜ ŀŘƳƛƴƛǎǘŜǊŜŘ ōȅ ŀƴ ŀǳǘƘƻǊƛǎŜŘ ƻŦŦƛŎŜǊκǎΦ 

¶ Before commencing a social media project it must be approved by the executive manager of the 
relevant department and the Chief Executive Officer. 

¶ Always use authorised Town of East Fremantle contact details, not personal details, when 
posting to or responding from social media accounts. 

¶ Maintain confidentiality and only post publicly available information.  Under no circumstances 
should official or confidential information be disclosed. 

¶ Do not make commitments or engage in activities on behalf of the Town unless you are 
authorised by the Chief Executive Officer to do so. 

¶ Protect your own privacy and personal information and do not disclose private details of other 
employees.  Do not disclose details of private conversations unless you have obtained explicit 
consent from all relevant parties. 

¶ Avoid statements that advocate or criticise decisions, policies, procedures and processes of the 
Town. 

¶ Always be courteous, polite and respectful.  Be sensitive to diversity and avoid arguments or 
making personal attacks.  Do not post obscene, defamatory, threatening, harassing, 
discriminatory or hateful content. 

¶ Make sure the information you publish is correct as people may make decisions based on the 
information you post.  

¶ Respect copyright. 

¶ YŜŜǇ ǊŜŎƻǊŘǎ ƻŦ ŀƭƭ Ǉƻǎǘǎ ȅƻǳ ƳŀƪŜ ƛƴ ŀƴ ƻŦŦƛŎƛŀƭ ŎŀǇŀŎƛǘȅ ŀǎ ǎŜǘ ƻǳǘ ƛƴ ǘƘŜ ¢ƻǿƴΩǎ wŜŎƻǊŘ YŜŜǇƛƴƎ 
Procedures and Record Keeping Plan. 



 

   

¶ Review content before you post it and have another employee review the content before 
posting it. 

Personal use of social media 
Town of East Fremantle employees should be aware that content published on social media is, or may 
become, publicly available even from personal social media accounts. 

Employees must ensure they: 

¶ aǊŜ ƳƛƴŘŦǳƭ ǘƘŀǘ ǘƘŜƛǊ ōŜƘŀǾƛƻǳǊ ŀǘ ŀƭƭ ǘƛƳŜǎ ƛǎ ōƻǳƴŘ ōȅ ǘƘŜ ¢ƻǿƴΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘΣ ŜǾŜƴ 
outside work hours and when material is posted using an alias or pseudonym. 

¶ make clear that any views are expressed are their own and not those of the Town of East 
Fremantle. 

¶ do not use a work email address to register personal social media accounts. 

¶ do not make comments that are obscene, defamatory, threatening, harassing, discriminatory or 
hateful to or about, work, colleagues or peers, Elected Members or the Town of East Fremantle. 

¶ do not to publish, post or release any information that is considered confidential, private or not 
public, including confidential information in regards to the Town of East Fremantle, personal 
information of employees, Elected Members and other individuals associated with the Town of 
East Fremantle. 

¶ do not post comments or images that are or could be perceived to be: 

ü made on behalf of the Town of East Fremantle. 

ü compromising the capacity to fulfil duties as an employee of the Town in an impartial and 
unbiased manner (this applies particularly where comment is made about a decision of 
Council, management, staff, policy, procedure or process). 

ü unreasonable criticism about an individual, community group, or other stakeholders. 

ü compromising public confidence in the Town. 

¶ remember the Internet is not anonymous and everything written on the Web can be traced back 
to its author one way or another. 

¶ do not return fire, if a negative post or comment is found online about the Town of East 
Fremantle or one of its representative, do not counter with another negative post.   

As a local government employee, there is no clear line between your work life and your personal life.  
Always be honest and respectful in both capacities.  

Employees should be aware that the Town may observe content and information made available by 
employees through social media.   

As comments made by staff on their personal Facebook account may not be considered private, 
employees should use their best judgement, when posting material, that it is neither inappropriate 
nor harmful to the Town of East Fremantle, its members of council, employees or residents.   

It should also be noted that comments / postings made by staff on their personal Facebook Account 
pertaining to the Town that are or could be perceived to be in breach of the Town of East Fremantle 
Code of Conduct or any other Town policy, procedure or process will be dealt with seriously and this 
Ƴŀȅ ƛƳǇŀŎǘ ƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜƳǇƭƻȅƳŜƴǘ ǿƛǘƘ ǘƘŜ ¢ƻǿƴΦ 

 



 

   

 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Human Resources Coordinator 

Decision making Authority:  

Policy Adopted: 21/3/17 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.4.1 

 



 

   

 
 

мΦоΦн 9ƴŘ ƻŦ ¸ŜŀǊ hŦŦƛŎŜ /ƭƻǎǳǊŜ   

Type: Office of the CEO - Communication & Community Engagement 

Legislation: Local Government Act 1995 section 1.7 
Local Government (Administration) Regulations 1996 Regulation 
3A 

Delegation: N/A 

Other Related Document:  

Objective 
To provide guidelines for the closure of Town buildings and facilities over the Christmas and New Year 

period. 

Policy  
 

1. Scope 

This Policy applies to employees in the Administration office, Town depot (Technical Services) and 

Commonwealth Home Support Program (Neighbourhood Link) over the Christmas and New Year 

period. 

 

2. Town Services 

The Administration office will be closed for business from the end of the last working day prior to 

ǘƘŜ /ƘǊƛǎǘƳŀǎ 5ŀȅ ǇǳōƭƛŎ ƘƻƭƛŘŀȅ ŀƴŘ ǿƛƭƭ ǊŜƻǇŜƴ ƻƴ ǘƘŜ ŦƛǊǎǘ ǿƻǊƪƛƴƎ Řŀȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ bŜǿ ¸ŜŀǊΩǎ 

Day public holiday.  

 

The Town Depot will be closed on public holidays and will operate with a skeleton staff on working 

days during the Christmas and New Year period. 

 

The Commonwealth Home Support Program (Neighbourhood Link) will be closed for 

approximately three weeks including the Christmas and New Year period.   

 
The Chief Executive Officer will have discretion to vary the times of closure so that the period may 

ƛƴŎƭǳŘŜ ǳǇ ǘƻ ƻƴŜ Řŀȅ ǇǊƛƻǊ ǘƻ /ƘǊƛǎǘƳŀǎ 5ŀȅ ŀƴŘ ǳǇ ǘƻ ǘǿƻ Řŀȅǎ ŀŦǘŜǊ bŜǿ ¸ŜŀǊΩǎ 5ŀȅΦ 

 
3.  Advice to the Public 

Members of the public will be advised of closure times and dates in keeping with the principles of 

local public notice as defined by the Local Government Act 1995 and Local Government 

(Administration) Regulations 1996. ¢Ƙƛǎ Ƴŀȅ ƛƴŎƭǳŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ōŜƛƴƎ ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ ¢ƻǿƴΩǎ 



 

   

ǿŜōǎƛǘŜΣ ǇǳōƭƛŎ ƴƻǘƛŎŜ ƻƴ ǘƘŜ ¢ƻǿƴΩǎ ƴƻǘƛŎŜōƻŀǊŘΣ ǎƻŎƛŀƭ ƳŜŘƛŀ ŀƴŘ ŀŘǾŜǊǘƛǎŜƳŜƴǘ ƛƴ ǘƘŜ ƭƻŎŀƭ 

newspaper. 

 

Clients of the Commonwealth Home Support Program will be directly advised of the dates of 

closure of that service. 

 

 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 15/7/25 

Policy Amended/Reviewed:  
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нΦмΦм 5ƛǎǇƻǎŀƭ ƻŦ {ǳǊǇƭǳǎ tǊƻǇŜǊǘȅ 

Type: Corporate Services ς Financial Management 

Legislation: LGA 1995 s3.39 Power to remove and impound,  
s3.47 Disposal of confiscated or uncollected goods, s3.58(2),(3) 
& (5) Disposing of property 

Delegation: DA63 Disposing of Property, Confiscated or Uncollected Goods 

Other Related Document:  

Objective 
To provide public transparency and guidance to officers in the disposal of minor surplus goods, plant 

and equipment or confiscated or uncollected goods to achieve the best possible price. 

Policy Scope 
This policy will affect the Chief Executive Officer exercising delegated authority in the disposal of 

surplus plant and equipment or confiscated goods. 

Policy Classifications 

Surplus   

The property has served its useful life and no longer provides a productive capacity. 

Confiscated 

Disposal or sale of goods that have been: 

¶ ordered to be confiscated under Section 3.43 

¶ impounded and have not been collected within the periods shown in LGA s3.47(2b). 

Policy  
The Chief Executive Officer acting under delegated authority may dispose of goods, plant and 

equipment that are surplus to the requirements of the Town, or confiscated or uncollected goods 

where the market value of the property is less than $50,000.  Conditions governing the disposal of 

property are set out below: 

Equipment that is surplus to the requirements of the Town can be disposed of where the market value 

of the property is less than $50,000. 

All goods, plant and equipment with an estimated market value above $1,000 are to be: 

¶ advertised for sale in the local area; or  



 

   

¶ sold by public auction; or 

¶ offered for sale by public tender. 

All goods, plant and equipment with an estimated market value of $1,000 or less are to be: 

¶ advertised for sale in the local area 

¶ offered for sale in a transparent and accountable manner. 

The cost of selling surplus items is not to exceed the market value of those items. 

The CEO may either proceed with such a sale or if appropriate instead donate the property available 

for sale to suitable not for profit community groups or schools. 

In the absence of any sale being made in accordance with the above, it is at the absolute discretion of 

the CEO to dispose of any surplus goods, plant and equipment in any manner thought fit by the CEO. 

 

 

Responsible Directorate: Corporate Services 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 15/9/15 

Policy Amended/Reviewed: 17/9/19 

Former Policy No. 4.2.1 

 

 

 

 

  



 

   

 
 

 
нΦмΦн LƴǾŜǎǘƳŜƴǘ ƻŦ {ǳǊǇƭǳǎ CǳƴŘǎ  

Type: Corporate Services ς Financial Management 

Legislation: Section 6.14 of the Local Government Act 1995 
Part 111 Investments of the Trustees Act 1962  
Regulation 19, 19C, 28 & 49 of the Local Government (Financial 
Management) Regulations 1996 
Australian Accounting Standards 

Delegation: DA6  Investment of Funds 

Other Related Document:  

Objectives 
¢Ƙƛǎ ǇƻƭƛŎȅ ǇǊƻǾƛŘŜǎ ƎǳƛŘŜƭƛƴŜǎ ƻƴ Ƙƻǿ ǘƻ ƛƴǾŜǎǘ ǘƘŜ ƭƻŎŀƭ ƎƻǾŜǊƴƳŜƴǘΩǎ ǎǳǊǇƭǳǎ ŦǳƴŘǎΣ ǿƛǘƘ 
consideration of risk and at the most favourable rate of interest available to it at the time, while 
ensuring that its liquidity requirements are being met. 

While exercising the power to invest, consideration is to be given in preservation of capital, liquidity 

and the return of investment;  

¶ Preservation of capital is the principal objective of the investment portfolio. Investments are to 
be performed in a manner that seeks to ensure security and safeguarding the investment 
portfolio.  

¶ The investment portfolio will ensure there is sufficient liquidity to meet all reasonably anticipated 
cash flow requirements, as an when they fall due, without incurring significant costs due to the 
unanticipated redemption of an investment. 

¶ The investment is expected to achieve a predetermined market average rate of return that takes 
ƛƴǘƻ ŀŎŎƻǳƴǘ ǘƘŜ /ƻǳƴŎƛƭΩǎ Ǌƛǎƪ ǘƻƭŜǊŀƴŎŜΦ !ƴȅ ŀŘŘƛǘƛƻƴŀƭ ǊŜǘǳǊƴ ǘŀǊƎŜǘ ǎŜǘ ōȅ /ƻǳƴŎƛƭ ǿƛƭƭ ŀƭǎƻ 
consider the risk limitation and prudent investment principles.  

Fossil Fuel Free Investments 
Prior to placing investments, preference will be given to competitive quotations from financial 
institutions that are deemed not to invest in or finance the fossil fuel industry where: 

a)  ǘƘŜ ƛƴǾŜǎǘƳŜƴǘ ƛǎ ŎƻƳǇƭƛŀƴǘ ǿƛǘƘ /ƻǳƴŎƛƭΩǎ ƛƴǾŜǎǘƳŜƴǘ ǇƻƭƛŎȅ ǿƛǘƘ ǊŜƎŀǊŘǎ ǘƻ Ǌƛǎƪ ƳŀƴŀƎŜƳŜƴǘ 
guidelines, and  

b)  a price preference of 0.1% compared to the most favourable investment quotation is to be 
provided to financial institutions that are deemed not to invest in or finance the fossil fuel 
industry. 

Examples of Fossil Fuel Free Investments include, but are not limited to the following: 

¶ Green Term Deposits ς These term deposits mobilise capital towards assets, also known as 
Green Eligible Assets, that facilitate and support the transition to a low carbon economy ς such 
as renewable energy products, green commercial buildings, green residential buildings, energy 
efficiency (low carbon initiatives), clean transportation and sustainable water and wastewater 
management and pollution prevention and control. 



 

   

¶ Environmental, Social & Governance (ESG) Term Deposits ς Funds invested with this line of term 
deposits will be allocated towards Sustainability Linked Loans (SLLs). SLLs incentivise the 
ōƻǊǊƻǿŜǊΩǎ ŀŎƘƛŜǾŜƳŜƴǘ ŀƎŀƛƴǎǘ ǇǊŜŘŜǘŜǊƳƛƴŜŘ ǎǳǎǘŀƛƴŀōƛƭƛǘȅ ǇŜǊŦƻǊƳŀƴce objectives. 

¶ Availability of fossil fuel free investment products will be reviewed at least on an annual basis.  

Policy Scope 
Officers shall refrain from personal activities that would conflict with the proper execution and 
ƳŀƴŀƎŜƳŜƴǘ ƻŦ /ƻǳƴŎƛƭΩǎ ƛƴǾŜǎǘƳŜƴǘ ǇƻǊǘŦƻƭƛƻΦ ¢Ƙƛǎ ǇƻƭƛŎȅ ǊŜǉǳƛǊŜǎ ƻŦŦƛŎŜǊǎ ǘƻ ŘƛǎŎƭƻǎŜ ŀƴȅ ŎƻƴŦƭƛŎǘ ƻŦ 
interest to the CEO. 

This investment policy prohibits any investment carried out for speculative purposes including: 

¶ Deposits with an institution that is not an authorised deposit-taking institution as defined in the 
Banking Act 1959 (Commonwealth) Section 5; 

¶ The use of leveraging (borrowing to invest) of an investment; 

¶ A state treasury that is not the Western Australian Treasury Corporation established by the 
Western Australian Treasury Corporation Act 1986; 

¶ Term deposits for a fixed term of more than 12 months;  

¶ Invest in bonds that are not guaranteed by the Commonwealth government, or a State or 
Territory government; 

¶ Investment in bonds with a term to maturity of more than 3 years; 

¶ Investment in a foreign currency; 

¶ Derivative based instruments; 

¶ Principal only investments or securities that provide potentially nil or negative cash flow; 

¶ Stand alone securities issued that have underlying futures, options, forward contracts and swaps 
of any kind. 

Without approvals from Council, investments are limited to: 

¶ State/Commonwealth Government Bonds; 

¶ Interest Bearing Deposits; 

¶ Bank accepted/endorsed bank bills. 

Policy  
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 Policy, and not for speculative purposes.  

Investments obtained are to comply with key criteria limiting i) overall credit exposure of the portfolio 
and exposure to individual institutions, and ii) the term to maturity of securities. 

(i) Overall Portfolio and Individual Limits 
To control the credit quality on the entire portfolio, the following credit framework limits the 
percentage of the portfolio exposed to any particular credit rating category. Exposure to an 
individual counterparty/institution will be restricted by its credit rating so that single entity 
exposure is limited, as detailed in the table below:  



 

   

Long Term Rating 

 

Short Term Rating 

 

Direct Investments 

Maximum % with 

any one institution 

Maximum % of 

Total Portfolio by 

Credit Rating 

AAA  A1+(F1+) 100% 100% 

AA  A1(F1) 100% 100% 

A  A2(F2) 40% 80% 

The rating categories are the minimum requirement for both long term and short term ratings 
per institution that will determine individual and total portfolio exposure. Unless stated 
otherwise, rating categories include + and ς variations. 

The policy allows Town to hold the working capital and investment funds in one institution as 
long as the credit rating of the institution is AA or above.  

 (ii) Term to Maturity Framework 
The investment portfolio is to be invested within the following maturity constraints: 

Portfolio %= <1 year   100% Max - 60% Min 

Portfolio % >1 year <3 years 40% Max Investment performance is benchmarked 
against the cash rate. 

(iii) Professional Advice 
a)  The Town may from time to time engage the services of suitably qualified investment 

professionals to provide assistance in investment strategy formulation, portfolio 
implementation and monitoring. 

b) Any such advisor must be licensed by the Australian Securities and Investment Commission. 
The advisor must be an independent person who has no actual or potential conflict of 
interest in relation to investment products being recommended and is free to choose the 
most appropriate product within the terms and conditions of this Investment Policy. 

c) Any independent advisor engaged by the Town is required to provide written confirmation 
that they do not have any actual or potential conflicts of interest in relation to the 
investments they are recommending or reviewing. 

A monthly report will be provided to Council, in support of the monthly financial activity statement, 
which will detail the investment portfolio in terms of divestment of fossil fuel industry supported 
investments, performance, percentage exposure of total portfolio by rating category and maturity 
date framework. 

If any of the investments are downgraded such that they no longer fall within the risk management 
guidelines, they will be divested as soon as practicable.  

¢ƘŜ ǘŀōƭŜ ōŜƭƻǿ ŘŜǘŀƛƭǎ ǘǿƻ ǊŀǘƛƴƎ ŀƎŜƴŎƛŜǎΩ ŎǊŜŘƛǘ ǊŀǘƛƴƎǎ ŦƻǊ ǎƘƻǊǘ ŀƴŘ ƭƻƴƎ ǘŜǊƳ ƛƴǾŜǎǘƳŜƴǘǎΦ Lǘ 
includes a grade explanation for each credit rating, which can be substituted, if required, with similar 
categories of rating from other recognised ratings agencies. 



 

   

The short term <365 days rating as defined by Standard & Poors (or Fitch) is: 

A1+(F1+) Superior, extremely strong degree of safety for timely payment 

A1 (F1) Superior, a strong degree of safety for timely payment  

A2 (F2) Strong, a satisfactory capacity for timely payment  

The long term ratings as defined by Standard & Poors and Fitch is: 

AAA  Highest quality, an extremely strong capacity to repay 

AA+ to AA- High quality, a very strong capacity to repay 

A+ to A- Above average quality, a strong capacity to repay 

 

 

 

Responsible Directorate: Corporate Services 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 21/06/16 

Policy Amended/Reviewed: 17/9/19, 17/3/20, 15/3/22, 9/12/25 

Former Policy No: 4.2.3 

 

 

 

 

 

  



 

   

 

2.1.3 Purchasing 
 

Type: Corporate Services ς Financial Management 

Legislation: Local Government Act 1995 

Local Government (Functions and General) Regulations 1996 

Delegation: DA35 Ordering Thresholds 

Other Related Document: Purchasing Procedures PRO2.1.3 

Policy 
The Town of East Fremantle (the ά¢ƻǿƴέύ is committed to delivering best practice in the 
purchasing of goods, services and works that align with the principles of transparency, probity 
and good governance and complies with the Local Government Act 1995 όǘƘŜ ά!Ŏǘέύ ŀƴŘ tŀǊǘ п 
of the Local Government (Functions and General) Regulations 1996Σ όǘƘŜ άwŜƎǳƭŀǘƛƻƴǎέύΦ 
Procurement processes and practices to be complied with are defined within this Policy and the 
¢ƻǿƴΩǎ prescribed procurement procedures. 

 

This Policy aims to ensure all procurement decisions are made in a consistent manner using an 
equitable process that will help to mitigate risk, demonstrate value and achieve the most 
advantageous outcome for the Town. 

Policy Statement 
Procurement decisions will be made using the following principles: 

 

(1) Ethical Behaviour and Fair Dealing 
Employees of the Town must conduct all procurement and business relationships with 
honesty, integrity, fairness, diligence and a high degree of care, ensuring processes are 
appropriate and compliant. Procurement processes must be transparent and free from bias 
and will be supported by Employee Code of Conduct and a Statement of Business Ethics, 
approved by the CEO outlining the behavioural standards expected by the Town from its 
employees, suppliers and contractors in conducting its business. Any canvassing of the 
¢ƻǿƴΩǎ 9ƭŜŎǘŜŘ aŜƳōŜǊǎ ƻǊ ǎǘŀŦŦ ƛǎ ǎǘǊƛŎǘƭȅ ǇǊƻƘƛōƛǘŜŘ ƻn current procurement activity. 

(2) Value for Money (VFM) 
Achieving value for money reflects the best possible outcome by considering cost and non-
cost factors in procurement decisions. Non-cost factors are important in reducing risk and 
determining whole of life outcomes that do not adversely impact the community or 
environment.  

These include safety and quality considerations, fit for purpose (specification), timeliness, 
sustainability (social and environment ς circular supply), economic (local & regional) and 
relevant service benchmarks. Where a higher cost conforming offer is recommended, there 



 

   

should be clear and demonstrable benefits over and above the lowest total priced 
conforming offer. 

The Town recognises that in achieving long term value for money, appropriate strategic 
business partners may be developed with suppliers for specific supply categories. All strategic 
procurement partners will be reviewed on a periodic basis as per their associated 
arrangement, to a minimum period of every three (3) years from the commencement of the 
partnership. The acceptance of higher priced submissions must always be supported by 
justification, presenting demonstrable benefits proportionate to the level of activity. 

All pre-qualified, approved, and strategic business partnership suppliers will be systematically 
reviewed in line with contract terms and performance criteria (at least three yearly or as 
required). This requirement will assess whether VFM continues to be achieved by the Town 
with any renewal or extension of contract arrangements. 

(3) Open and Effective Competition 
Competition is encouraged through the sourcing requirements of the procurement thresholds 
(below) and any allowable exemptions as outlined within this Policy. 

The expected level of effective competition will depend on the pre-determined market 
engagement strategy (public, selective, pre-qualified) as identified in the procurement plan 
and the assessed level of procurement risk to the Town. Town employees are to source 
across a range of diverse suppliers, to ensure market opportunities are considered. 

 

Purchasing Value Definition 
Determining purchasing value is to be based on the following considerations: 

1. Exclusive of Goods and Services Tax (GST); 

2. The actual or expected value of a contract over the full contract period, including all 
options to extend; or the extent to which it could be reasonably expected that the Town 
will continue to purchase a particular category of goods, services or works and what total 
value is or could be reasonably expected to be purchased. A best practice suggestion is 
that if a purchasing threshold is reached within three years for a particular category of 
goods, services or works, then the purchasing requirement under the relevant threshold 
(including the tender threshold) must apply. 

3. Must incorporate any variation to the scope of the purchase and be limited to a 10% 
tolerance of the original purchasing value. 

Purchasing Thresholds 

The table below prescribes the purchasing process that the Town must follow, based on the 
purchase value: 

  



 

   

 

Purchase Value 
Threshold 

Purchasing Requirement 

Up to $5,000 
(exc GST) 

Purchase directly from a supplier using a Purchasing or Corporate 
Credit Card issued by the Town, or obtain at least one (1) oral or 
written quotation from a suitable supplier, either from: 

¶ an existing panel of pre-qualified suppliers administered by the 
Town; or 

¶ a pre-qualified supplier on the WALGA Preferred Supply Program 
(e-Quotes) or State Government Common Use Arrangement 
(CUA); 

or 
¶ from the open market. 

Over $5,001 and up to 
$20,000 
(exc GST) 

Request at least two (2) written quotations from suppliers following a 
brief outlining the specified requirement, either from: 

¶ an existing panel of pre-qualified suppliers administered by the 
Town; or 

¶ a pre-qualified supplier on the WALGA Preferred Supply Program 
(e-Quotes) or State Government CUA; or 

¶ from the open market. 

The purchasing decision is to be based upon assessment of the 
ǎǳǇǇƭƛŜǊΩǎ ǊŜǎǇƻƴǎŜ ǘƻΥ 

¶ a written brief outline of the specified requirement for the goods; 
services or works required; and 

¶ value for money criteria, not necessarily the lowest price. 

Over $20,001 and up to 
$50,000 

Request at least three (3) written quotations from suppliers following a 
brief outlining the specified requirement, either from: 

¶ an existing panel of pre-qualified suppliers administered by the 
Town; or 

¶ a pre-qualified supplier on the WALGA Preferred Supply Program 
or State Government CUA; or 

¶ from the open market. 

The purchasing decision is to be based upon assessment of the 
ǎǳǇǇƭƛŜǊΩǎ ǊŜǎǇƻƴǎŜ ǘƻΥ 

¶ a written brief outline of the specified requirement for the goods; 
services or works required; and 

¶ value for money criteria, not necessarily the lowest price. 

The procurement decision is to be represented using the Brief 
Evaluation Report Template. 



 

   

Over $50,001 and up to 
$250,000 
(exc GST) 

Request at least three (3) written quotations from suppliers by 
formal invitation under a Request for Quotation, containing price 
and detailed specification of goods and services required. The 
procurement decision is to be based on pre-determined evaluation 
criteria that assesses all value for money considerations in 
accordance with the definition stated within this Policy. 

Quotations within this threshold may be obtained from: 

¶ an existing panel of pre-qualified suppliers administered by the 
Town; or 

¶ a pre-qualified supplier on the WALGA Preferred Supply 
Program (e-Quotes) or State Government CUA; or 

¶ from the open market. 

Requests for quotation from a pre-qualified panel of suppliers 
(whether administered by the Town through the WALGA preferred 
supply program or State Government CUA) are not required to be 
invited using a Request for Quotation form, however at least three 
written quotes are still required to be obtained. 

The purchasing decision is to be based upon assessment of the 
ǎǳǇǇƭƛŜǊΩǎ ǊŜǎǇƻƴǎŜ ǘƻΥ 

¶ a detailed written specification for the goods, services or works 
required and 

¶ pre-determined evaluation criteria that assesses all best and 
sustainable value considerations. 

The procurement decision is to be represented using the Evaluation 
Report template. 

Over $250,000 
(exc GST) 

Where the purchasing requirement is not suitable to be met through 
a panel of pre-qualified suppliers, or any other tender-exempt 
arrangement as listed under section 8 of this Policy, conduct a public 
Request for Tender process in accordance with the Regulations, this 
policy and the ¢ƻǿƴΩǎ tender procedures. The procurement decision 
is to be based on pre-determined evaluation criteria that assesses all 
value for money considerations in accordance with the definition 
stated within this Policy. 

¢ƘŜ ǇǳǊŎƘŀǎƛƴƎ ŘŜŎƛǎƛƻƴ ƛǎ ǘƻ ōŜ ōŀǎŜŘ ǳǇƻƴ ǘƘŜ ǎǳǇǇƭƛŜǊΩǎ ǊŜǎǇƻƴǎŜ 
to: 

¶ a specification of the goods, services or works (for a tender exempt 
process including the WALGA Preferred Supplier Arrangement); or 
a detailed specification for the open tender process; and 

¶ pre-determined evaluation criteria that assesses all best and 
sustainable value considerations. 

The procurement decision is to be represented using the Evaluation 
Report template. 

 



 

   

Unless otherwise approved in writing by the Chief Executive Officer, the Town will maintain a 
principal period of three (3) years for all initial procurement activities and contracts. The Town 
will periodically review recent past purchasing activity across its operations to identify categories 
of supply for which the Town will have continuing need, and which can be aggregated into single 
contract arrangements in order to achieve best value for money and efficiency in future 
purchasing activity. 

The assessment of aggregated expenditure for the same category of supply capable of being 
supplied by a single supplier will determine the Purchasing Value threshold applicable to future 
purchasing activity. 

Waiver of Quotation 

Where this policy requires a certain number of quotations to be obtained, but it is not possible 
to obtain that number of quotations, then best endeavors must be used to obtain as many 
quotes as possible. 

If it is not possible to obtain the required number of quotations then: 

1. the requirement to obtain that number of quotations may be waived by the Chief Executive 
Officer or Executive Manager Corporate Services if the purchase is below $20,000 and 
justification has been provided by an officer with appropriate authority to incur the liability. 
The following are examples of where an exemption may be approved: 

¶ Supplier is a sole provider registered in the Town of East Fremantle 

¶ Supplier is an Aboriginal Business 

¶ Supplier is Disability Enterprise 

¶ Delivery of goods or services is time critical 

¶ The local government has good reason to believe that, because of the unique nature of 
the goods or services required or for any other reason, it is unlikely that there is more 
than one potential supplier 

2. all other requirements of this policy applicable to that type or value of purchase apply. 

 

The following supply categories are also exempt from quotation requirements, provided that the 

total value of Procurement does not exceed $250,000 ex GST over a three-year period. 

1. Purchasing from Legal Service Providers 

The Town of East Fremantle will utilise the WALGA preferred supplier contract for legal services. 
The selection of the service provider will be undertaken by the Chief Executive Officer or relevant 
Executive Manager (under delegated authority) based on factors including the panel provider 
undertaking similar work on behalf of the Town, specialist expertise as well as being based on 
standard contract performance. This supply category is exempt from the minimum quotation 
requirements. 

2. Procurement of labour hire 

The Town of East Fremantle will ensure due diligence is carried out when procuring labour hire 
from recognised personnel providers in the market, with suppliers to be registered with WALGA. 
The Town will undertake to ensure the most qualified and suitable person is hired under an 

arrangement with the labour hire provider. Whilst cost will be considered as part of the 



 

   

evaluation of suppliers, the most important criteria will be that the hired person is best fit  for the 
Town and someone who will carry out their duties and responsibilities in-ƭƛƴŜ ǿƛǘƘ ǘƘŜ ¢ƻǿƴΩǎ 
ŜǘƘƻǎΦ ¢Ƙƛǎ ŘƻŜǎ ƴƻǘ ǇǊŜŎƭǳŘŜ ǘƘŜ ǾŀƭǳŜ ŦƻǊ ƳƻƴŜȅ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ǇǳǊŎƘŀǎƛƴƎ ǇƻƭƛŎȅΦ This 
supply category is exempt from the minimum quotation requirements. 

3. Purchasing from Uniform Providers 

The Town of East Fremantle will utilise the WALGA Preferred Panel for the procurement of 
uniforms. Purchasing for Corporate Uniforms and Protective Clothing is exempt from the general 
requirements of this Policy, and only requires one quote to be obtained. All purchases are still 
subject to a value for money judgement prior to issuing a Purchase Order. 

4. Purchasing from Stationery Suppliers 

The Town of East Fremantle will utilise either the WALGA preferred supplier contract or Social 
Enterprises (Disability and Aboriginal Corporations) for stationery purchases. The Town will 
endeavour to ensure value for money is realised as well as purchasing sustainable office supplies 
where possible. This supply category is exempt from the minimum quotation requirements. 

5. Purchasing of Accounting and Strategic Financial Services 

The Town of East Fremantle will 73tilize the WALGA preferred supplier contract for Accounting 
and Strategic Financial Services. The selection of the service provider will be undertaken by the 
Chief Executive Officer or relevant Executive Manager (under delegated authority) based on 
factors including the panel provider undertaking similar work on behalf of the Town, specialist 
expertise as well as being based on standard contract performance. This supply category is 
exempt from the minimum quotation requirements. 

6. Specific Organisational Expertise 
The Town of East Fremantle acknowledges that on occasion, contractors may have a unique 
understanding of Council procedures and/or software obtained through previous experience with 
the Town.   
 
In cases where this specific expertise or knowledge of the Council is demonstrated to be 
beneficial to the Town or provides significant cost savings, purchases may be made from these 
contractors without obtaining the minimum number of quotations required.  This exception 
recognises that such specialised knowledge and experience may lead to enhanced efficiency, 
reduced risk, and cost and time savings.  This supply category is exempt from the minimum 
quotation requirements. 

7. Other Exemptions 

The Town is also not required to undertake a competitive procurement process for the following 
where the total value of Procurement does not exceed $250,000 ex GST over a three-year period: 

(a) annual renewals for software maintenance, support and licensing fees, 

(b) engagement of artists or performers, 

(c) memberships and subscriptions, 

(d) provision of advertising services, 

(e) provision of utility services, 

(f) provision of software and support by a third-party provider from a software developer that 
is known to the Town, that demonstrates value for money. 



 

   

Sustainable Procurement and Corporate Social Responsibility 

The Town is committed to providing a preference to suppliers that demonstrate sustainable 
business practices and high levels of corporate social responsibility (CSR). Where appropriate, 
the Town shall endeavour to provide an advantage to suppliers demonstrating that they minimise 
environmental and negative social impacts and embrace CSR. Sustainable and CSR 
considerations must be balanced against value for money outcomes in accordance with the 
¢ƻǿƴΩǎ ǎǳǎǘŀƛƴŀōƛƭƛǘȅ ƻōƧŜŎǘƛǾŜǎΦ 

For formal procurement decisions, the Town may weight sustainability up to a total of 20%, 
with a maximum of 10% able to be assigned for any one of the following elements: 

1. Environmental 

Procurement that minimises unnecessary resource consumption, considers whole of life 
costs and delivers beneficial environmental economic outcomes is encouraged. 

The Town will support the purchasing of recycled and environmentally sustainable 
products whenever a value for money assessment demonstrates benefit toward 
ŀŎƘƛŜǾƛƴƎ ǘƘŜ ¢ƻǿƴΩǎ ǎǘǊŀǘŜƎƛŎ ŀƴŘ ƻǇŜǊŀǘƛƻƴŀƭ ƻōƧŜŎǘƛǾŜǎΦ 

Qualitative weighted selection criteria will be used in the evaluation of Requests for Quote 
and Tenders to provide advantages to suppliers which: 

(a) demonstrate policies and practices that have been implemented by the business 

as part of its operations; 

(b) generate less waste material by reviewing how supplies, materials and 

equipment are manufactured, purchased, packaged, delivered, used and disposed; 

and 

(c) encourage waste prevention, recycling, market development and use of 

recycled/recyclable materials. 

2. Social 
Procurement from organisations such as Aboriginal controlled businesses and social 
enterprises including Australian Disability Enterprises is encouraged. 
 

Where possible, Australian Disability Enterprises and Aboriginal businesses are to be invited 
to quote for supplying goods and services under the tender threshold. A qualitative 
weighting may be afforded in the evaluation of quotes and tenders to provide advantages 
to these businesses, or businesses that demonstrate a high level of employment diversity. 

3. Local Economy (with boundaries of the Southwest Group) 

The Town will provide supply opportunities for local organisations that can demonstrate 
economic benefits, either through being a local business, the use of local sub-contractors 
or local employees. This will be dependent on the extent to which the local business can 
demonstrate a contribution to the local economy but does not include any preferential; 
treatment of pricing in the evaluation process. 

Requests for Quotation and Tenders will include a request for Suppliers to provide 
information regarding their sustainable practices and/or demonstrate that their product 
or service offers enhanced sustainable benefits. 



 

   

Examples of criteria include the following: 

1. The Tenderer must provide details of the benefits to the local community from their 
involvement in this contract. Examples may include, but should not be limited to 
things such as: 

- Local employment 

- Use of local service providers 

- Use of local food and beverage providers 

- Sourcing of materials and consumables locally 

2. Community Participation and Benefits ς provide commentary on initiatives to 
support Aboriginal business and indigenous community, local trade support, 
Australian manufacturing, and community benefit (i.e. corporate philanthropy or 
employment development programs for Corporate Social Responsibility such as 
disability enterprise or special needs). 

 

Authorisation of Expenditure 

Acceptance of tenders and quotations and the authorisation of expenditure is to comply with 
ǘƘŜ ¢ƻǿƴΩǎ ǇǳǊŎƘŀǎƛƴƎ ǊŜǉǳƛǊŜƳŜƴǘǎΣ ŀǎǎƻŎƛŀǘŜŘ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ ǿƛǘƘƛƴ ǘƘŜ ǊŜƭŜǾŀƴǘ 
delegation or limit of authority. 

All purchases of goods or services other than those goods or services deemed an emergency or 
those outside of normal business hours are only to be purchases after the approval of an 
appropriate purchase requisition and the receipt of a relevant purchase order. 

The confirmation of any purchase after the completion of a quotation / tender process must be 
authorised by an officer to whom authority to incur a liability has been delegated ensuring that 
sufficient funds have ōŜŜƴ ǇǊƻǾƛŘŜŘ ŦƻǊ ƛƴ ǘƘŜ ¢ƻǿƴΩǎ ŀƴƴǳŀƭ ōǳŘƎŜǘΦ 

Record Management 

Records of all purchasing activity must be retained in compliance with the State Records Act 
2000 ό²!ύΤ ǘƘŜ ¢ƻǿƴΩǎ wŜŎƻǊŘǎ YŜŜǇƛƴƎ tƭŀƴ ŀƴŘ ŀǎǎƻŎƛŀǘŜŘ ǇǊƻŎǳǊŜƳŜƴǘ ǇǊƻŎŜŘǳǊŜǎΦ 

For each procurement activity, such documents may include: 

¶ the Procurement initiation document such as a procurement business case which justifies 
the need for a contract to be created (where applicable); 

¶ procurement Planning and approval documentation which describes how the 
procurement is to be undertaken to create and manage the contract; 

¶ request for Quotation/Tender documentation; 

¶ copy of public advertisement inviting tenders, or the notice of private invitation 
(whichever is applicable); 

¶ copies of quotes/tenders received; 

¶ evaluation documentation, including individual evaluators note and clarifications sought; 

¶ approval of award documentation; 

¶ all correspondence to respondents notifying of the outcome to award a contract; 

¶ contract Management Plans which describes how the contract will be managed; and 

¶ copies of contract(s) with supplier(s) formed from the procurement process. 
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PURCHASING PROCEDURES (PRO2.1.3) 

1. Council purchase orders are to be signed only by Officers authorised by Council, namely the: 

¶ Chief Executive Officer; (unlimited) 

¶ Executive Manager Corporate Services; Limit $50,000 (With exceptions for below 
Liability Payments): 
- Loan Repayments - ($200,000.00) 
- DFES ESL Payments ς As required based on ESL payment schedule 
- Insurance Invoices - ($250,000.00) 
- ATO Payments (PAYG, GST Payable, & FBT Payable) ς ($150,000.00) 
- Superannuation Liability Payments ς as required to meet statutory requirements 
- Payment of wages ς As required  

¶ Executive Manager Regulatory Services; Limit $50,000 

¶ Executive Manager Technical Services; Limit $50,000 

¶ Operations Supervisor; Limit $15,000 

¶ Supervisor Infrastructure and Assets, Limit $15,000 

¶ Finance Manager, Limit $15,000 

¶ Manager People and Culture; Limit $5,000 

¶ Coordinator Corporate Services; Limit $5,000 

¶ Executive Assistant/Governance Coordinator; Limit $5,000 

¶ Coordinator Regulatory Services; Limit $5,000 

¶ Coordinator ς Operations; Limit $5,000 

¶ Manager CHSP (CHSP related purchases only); Limit $5,000 

¶ Manager Community Engagement and Communication; $5,000 

¶ Senior Ranger; Limit $2,000 

¶ Principal Environmental Health Officer; Limit $1,500 
or those Officers acting in the positions  

All of the above thresholds are GST exclusive. 

 

2. Authority limitations apply to any purchase including signing contracts in accordance with 
Delegation DA8 and DA9; 

 
3. An official purchase order must be placed for all goods or services (including ŎƻƴǎǳƭǘŀƴǘǎΩ 

opinions, e.g. legal, engineering, town planning, etc.) ordered, prior to an invoice being 
received by the Town.  Should an invoice be received without a purchase order having been 
created, a Creditor Request Form must be completed and authorised prior to payment of the 
invoice; 

 
4. Standing Purchase Order ς these are commitments made against a particular supplier for 

goods or services that are regularly procured over a specified period, usually one financial 
year. The full value of the commitment is restricted to the amount in the approved budget, 
allowing for a spread over more than one supplier. Standing order numbers will need to 
be quoted to the supplier for inclusion in their invoice. Standing orders will be expedited 
by Finance at the end of each financial year and will need to be re-established in the new 
financial year. 

 
5. Emergency Order ς emergency orders can only be processed outside the procurement 



 

 

process when any of the following events are likely to occur: 

¶ Possible cause of injury or loss of life 

¶ Potential to result in destruction of property 

¶ Possible loss or disruption to the ¢ƻǿƴΩǎ ǎǘŀƪŜƘƻƭŘŜǊǎ ƻǊ ŎƻǊŜ ŦǳƴŎǘƛƻƴǎ 

¶ Will seriously impair the reputation of the Town in the local or wider community. 
 

In such cases, the purchaser will initially make a purchase commitment with a third party 
without following all of the processes in this procedure. The purchase order is to be raised 
as soon as possible following the initial commitment and prior to the invoice being received. 

 
6. When ordering by telephone a purchase order number must be quoted and the original of 

ǘƘŜ ƻǊŘŜǊ ǘƻ ōŜ ŦƻǊǿŀǊŘŜŘ ǘƻ ǘƘŜ ǎǳǇǇƭƛŜǊ ŜƴŘƻǊǎŜŘ ά/ƻƴŦƛǊƳŀǘƛƻƴ ƻŦ ¢ŜƭŜǇƘƻƴŜ hǊŘŜǊ ƻƴ 
άόŘŀǘŜύέΦ 
 

7. {ƘƻǳƭŘ ŀƴ ŜȄŎŜǇǘƛƻƴ ǘƻ ǘƘŜ ǇǳǊŎƘŀǎƛƴƎ ǇƻƭƛŎȅ ōŜ ŀǇǇƭƛŜŘ ǘƻ ŀƴ ƻǊŘŜǊΣ ŀƴ ŀǳǘƘƻǊƛǎŜŘ ΨŜȄŎŜǇǘƛƻƴ 
ŦƻǊƳΩ must be attached to the Requisition/Purchase order in Synergysoft for the exemption to 
be valid. 
 

8. All Officers are to ensure that when issuing a Council order for goods or services that a 
current account number (which will reflect the Budget estimate for those goods or services) 
be quoted on the Council order. This will ensure that:- 

8.1 expenditure is allocated to the correct Budget item (with the job number account 

being noted on the Council order); and 

8.2 that sufficient funds are identified against the job number account before 

expenditure is authorised. 

 
9. In order that costs are adequately controlled before issuing a Council purchase order 

Officers must check against their current Budget estimates for the current financial year 
and monthly expenditure reports to ensure that there are sufficient funds to cover the cost 
of the goods or services being ordered; 

 
10. Roles of Finance: 

¶ Finance Officers will provide initial training and support to Authorised Purchasing Officer; 

¶ Finance staff will review purchase orders on a periodic basis to ensure compliance 
with the Purchasing Policy including ensuring that all relevant quotes are attached. 
An email will be sent to the Purchaser seeking a valid reason why the Purchasing Policy 
was not complied with and they will be asked to provide the requested number of quotes to be 
attached to the purchase order.   A report will be prepared yearly for presentation to the 
Audit and Risk  Committee. 

¶ DƻƻŘǎ ǊŜŎŜƛǇǘ ŀƳƻǳƴǘǎ ǿƛƭƭ ōŜ ƳŀǘŎƘŜŘ ǘƻ ǎǳǇǇƭƛŜǊΩǎ ƛƴǾƻƛŎŜ ŀƴŘ ǇǊƻŎŜǎǎŜŘ ŦƻǊ 
payment in line with their terms. Any variance greater than 10% will be referred to 
the Purchaser. 

¶ Purchase orders will be reviewed every three months to ensure obsolete orders are 
expedited. 

 
11. Where possible, The Town is to use environmentally friendly paper products including 

recycled paper; 
 
12. All purchases must also comply with Policy 2.1.3 ς Purchasing Policy.  



 

 

 

 
нΦмΦп wŀǘŜǎ 9ȄŜƳǇǘƛƻƴ  
 

Type: Corporate Services ς Financial Management 

Legislation: Local Government Act 1995  
Charities Act 2013 

Delegation: DA79 Determine Applications for Rate Exemption 

Other Related Document:  

Objective 
Establish a consistent approach to determine whether land is not ratable under Section 6.26 of the 

Local Government Act 1995.  

Policy Scope 
This policy is applicable to local organisations and ratepayers within the Town of East Fremantle who 

are eligible for a charitable rate exemption. 

Definitions 

Charity has the meaning given to it by the Charities Act 2013 (Commonwealth);  

Charitable purpose has the meaning given to it by the Charities Act 2013 (Commonwealth). 

Policy  
Council is committed to adhering to the Local Government Act 1995 and providing guidance to 

applicants who apply for an exemption of local government land rates charges for charitable purposes. 

This policy relates to the charitable rates exemption to charitable organisations based within the Town 

that provide assistance to the Town and/or broader community. 

Land Use ς Exclusively for Charitable Purposes 

The land use for which the charitable organisation is applying for an exemption under section 

6.26(2)(g) of the Local Government Act 1995 must be for the exclusive use for charitable purposes as 

defined in the Charities Act 2013 and these include: 

(a) the purpose of advancing health; 

(b) the purpose of advancing education; 

(c) the purpose of advancing social or public welfare; 

(d) the purpose of advancing religion; 

(e) the purpose of advancing culture; 

(f) the purpose of promoting reconciliation, mutual respect and tolerance between groups of 

individuals that are in Australia; 

(g) the purpose of promoting or protecting human rights; 

(h) the purpose of advancing the security or safety of Australia or the Australian public; 

(i) the purpose of preventing or relieving the suffering of animals; 

(j) the purpose of advancing the natural environment; or 



 

 

(k) any other purpose beneficial to the general public that may reasonably be regarded as 

analogous to, or within the spirit of, any of the purposes mentioned in paragraphs (a) to (j); 

and 

must not be a disqualifying purpose under the meaning given by the Charities Act 2013 

(Commonwealth). 

Application for Rate Exemption 

To be considered by the Town for approval, each application for a charitable rate exemption under 

section 6.26(2)(g) of the Local Government Act 1995 must be made in writing by completing an 

Application for Rate Exemption form. 

Review of Rates Exemption. 

In accordance with this policy, it is a requirement for organisations who have been approved for rates 

exemption to reapply for a rate exemption every two years.  

Applications should be submitted in May of the year the approval ends to ensure continuation can 

occur upon approval.  Correct forms must be used and these can be acquired by contacting the Town 

of East Fremantle Rates Section.  

 

Where the land use supporting the exemption is altered to no longer support a charitable exemption, 

applicants are to inform the Town within 14 days so as to update the rate record  

Delegation  

This policy allows the Council of the Town of East Fremantle to delegate to the Chief Executive Officer 

and any of its powers under the Act to approve applications for Rates Exemptions. 

 

 

 

Responsible Directorate: Corporate Services   

Reviewing Officer: Manager Corporate Services  

Decision making Authority: Council 

Policy Adopted: 21/08/18 

Policy Amended/Reviewed: 16/07/19, 17/9/19, 19/7/22 

Former Policy No: 4.2.9 

 

 

  



 

 

 
 

 
 
нΦмΦр 5ƻƴŀǘƛƻƴǎ 

Type: Corporate Services ς Financial Management 

Legislation: Local Government Act 1995  

Delegation: DA51 Donations to Community Groups and Individuals 

Other Related Document: Community Grants & Sponsorship Policy 2.1.11 

Objective 
To ensure that funds allocated within the budget for donations to the community and recreation clubs 
are allocated in a rational manner without Council being required to consider such requests in what 
might be considered an emotive atmosphere. 
 
Council shall adopt a schedule of donations to organisations for inclusion in the annual budget and 
when an application is received from such an organisation then administrative action shall be taken in 
accordance with the amounts stated in the policy. 

Policy  
Council will make an allocation in the annual budget of an amount for donations requested on an 
adhoc basis during the year. The criteria for allocating to requests will be on the following basis:  

(a) Charitable and Community Benefit Organisations 
Public Appeals from organisations that provide a service to persons resident in the community of 

East Fremantle ς Limit $200 

(b) Youth* Sponsorship 

i. Applications from individuals who are representing the State or Australia at national or 

international level whether as an individual or as part of a team.  

ii. Applications for intellectual and cultural representation will be considered with this item.  

Limit interstate $300 and international $500 as a contribution to travel costs. 

Applications cannot be considered from persons who previously received a sponsorship. 

* Youth be defined as between 12 and 24 years of age.  

(c) Amounts Determined by Council 

i. Funding for appeals, which arise from major events or catastrophes and are usually part of a 
[ƻǊŘ aŀȅƻǊΩǎ !ǇǇŜŀƭ ǎǳŎƘ ŀǎ CƭƻƻŘǎΣ CƛǊŜΣ /ȅŎƭƻƴŜǎ ŜǘŎΦ   

ii. Council may determine contribution in excess of the limits specified above where there are 
extraordinary costs involved in the funding application. 

  

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 16/12/1997 

Policy Amended: 18/3/2008, 20/11/2018, 17/9/19, 19/5/20 

Former Policy No: 4.2.11 

 



 

 

 
 

 
 
нΦмΦс {ǳǇǇƭƛŜǊ tŀȅƳŜƴǘǎ 

Type: Corporate Services ς Financial Management 

Legislation: Local Government Act 1995 
Local Government (Administration) Regulations 1996 
Local Government (Functions and General) Regulations 1996 

Delegation:   

Other Related Document: Purchasing Policy 2.1.3 
Corporate Purchasing Card Policy 2.1.8 
General Conditions of Contract for the Supply of Goods & 
Services under a Purchase Order PRO2.1.6 

Policy Statement 
This Policy, which is mandatory, allows the CEO to make payments to creditors in order to carry 
out the ordinary course of business with respect to the payment of accounts for the Town of East 
Fremantle.   

Policy Scope 
This Supplier Payments Policy outlines the manner in which creditor payments are to be made to a 
supplier. This policy should be read in conjunction with section 6.5 of the Local Government Act 1995 
and Local Government (Financial Management) Regulations 1996, specifically: 

¶ ǊŜƎǳƭŀǘƛƻƴ рΣ ǿƘƛŎƘ ǎǇŜŎƛŦƛŜǎ ǘƘŜ /9hΩǎ ŘǳǘƛŜǎ ŀǎ ǘƻ ŦƛƴŀƴŎƛŀƭ ƳŀƴŀƎŜƳŜƴǘ 

¶ regulation 11, which specifies that procedures are to be made for the correct authorisation and 
payment of accounts, and  

¶ regulation 13, which specifies that a list of payments made is required to be presented at ordinary 
council meetings. 

Local Government (Functions and General) Regulations 1996 are also complied with in relation to 
ŀŘƘŜǊƛƴƎ ǘƻ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ǇǳǊŎƘŀǎƛƴƎ ǇƻƭƛŎȅ (Regulation 11A). 

This policy will also specify the manner in which creditors are to be established and to ensure that the 
payment of creditor invoices are made in a timely manner and in accordance with the Town of East 
CǊŜƳŀƴǘƭŜΩǎ ǘŜǊƳǎ ƻŦ ǘǊŀŘŜΦ  

The policy will also specify how the timely payment of invoices will be measured and monitored. 

This policy does not cover payments made via the use of a Corporate Purchasing Card.  Please refer to 
Policy 4.3.6 for compliance with the Corporate Purchasing Card Policy. 

Policy  

Creation of a new creditor or the updating of an existing creditor 
.ŜŦƻǊŜ ŀ ŎǊŜŘƛǘƻǊ ƛǎ ǇŀƛŘΣ ŀƭƭ ǎǘŀŦŦ ƳŜƳōŜǊǎ ƭƛŀƛǎƛƴƎ ǿƛǘƘ ŎǊŜŘƛǘƻǊǎ Ƴǳǎǘ ǇǊƻǾƛŘŜ ǘƘŜ ŎǊŜŘƛǘƻǊ ǿƛǘƘ ŀ άbŜǿ 
κ ¦ǇŘŀǘŜ /ǊŜŘƛǘƻǊ 5Ŝǘŀƛƭǎέ ŦƻǊƳΦ  ¢Ƙƛǎ ŦƻǊƳ ƛǎ ŎƻƳǇƭŜǘŜŘ ōȅ ǘƘŜ ŎǊŜŘƛǘƻǊ ŀƴŘ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ CƛƴŀƴŎŜ 
Officer so that the creditor master file can be established in the finance system.  The Finance Officer 
will allocate the creditor with a new Creditor Code, which is a sequential number that follows the 
creditor number file list. This form is also used when a change ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ŀ ŎǊŜŘƛǘƻǊΩǎ ƳŀǎǘŜǊ ŦƛƭŜ 
details. 



 

 

This form details the creditor/supplier details, including their bank account details. Once entered by 
the Finance Officer into the finance system the form is reviewed by the Manager Finance and 
Administration, and authorised by the Executive Manager Corporate and Community Service.  

¢ƘŜ ŎƻǊǊŜŎǘ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ǘƘŜ άbŜǿ κ ¦ǇŘŀǘŜ /ǊŜŘƛǘƻǊ 5Ŝǘŀƛƭǎέ ŦƻǊƳ ǿƛƭƭ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜǊŜ ƛǎ ƴƻ ŘŜƭŀȅ 
ƛƴ ǘƘŜ ǇŀȅƳŜƴǘ ƻŦ ŀ ŎǊŜŘƛǘƻǊΩǎ ƛƴǾƻƛŎŜΦ 

All creditors will also receive a General Conditions of Contract for the Supply of Goods and Services 
Under a Purchase Order document.  This document details the terms and conditions that the Town of 
East Fremantle (the Principal) and the supplier (the Contractor) must adhere to in the provision of 
goods and services. 

Receipt of invoices for payment  
All invoices received for payment by the Town of East Fremantle are to be submitted to the Finance 
Officer.  On receipt of an invoice the Finance Officer date stamps the invoice. The Finance Officer will 
then begin the process to ensure that an invoice is correctly certified and authorised, data entered 
correctly into the finance system, and paid within its credit terms or in accordance with any contractual 
agreement. 

Responsibilities of the Certifying Officer and Authorising Officer 
Once an invoice has been received, the Finance Officer stamps the invoice with the Certifying Stamp 
and delivers the invoice to the certifying officer for signing. 
 
The invoice is then certified by the staff member incurring the expenditure on behalf of the Town of 
East Fremantle to ensure the following: 

¶ ǘƘŀǘ ǘƘŜ ǊŜŎŜƛǇǘ ƻŦ ǘƘŜ ƎƻƻŘǎ ŀƴŘ ǎŜǊǾƛŎŜǎ ƛǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ŎƻƴŘƛǘƛƻƴǎ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ  
purchase order/contract, and 

¶ that any variations to works or price has been minor in nature. 
 
¢ƘŜ CƛƴŀƴŎŜ hŦŦƛŎŜǊ ŀƭǎƻ ǎǘŀƳǇǎ ǘƘŜ ƛƴǾƻƛŎŜ ǿƛǘƘ ǘƘŜ ά!ǳǘƘƻǊƛǎŀǘƛƻƴ ŦƻǊ tŀȅƳŜƴǘέ ǎǘŀƳǇΦ  ¢ƘŜ ǎǘŀŦŦ 
member responsible for authorising the payment signs the invoice to ensure the following: 

¶ that the quantity and price per item match the quotation 

¶ that the nominated account to be charged is valid, appropriate and that there are sufficient funds 
available to cover the allocation of costs associated with the invoice, and 

¶ that the staff member is duly authorised to approve the expenditure.  
 

Duties of the Finance Officer prior to making payment 

The Finance Officer then checks the validity of the invoice to ensure that it is in accordance with ATO 
requirements, details of which are as follows: 

¶ the invoice is addressed to The Town of East Fremantle 

¶ ǘƘŜ ŎǊŜŘƛǘƻǊΩǎ ƛŘŜƴǘƛǘȅ ς their name and business address 

¶ ǘƘŜ ŎǊŜŘƛǘƻǊΩǎ !ǳǎǘǊŀƭƛŀƴ .ǳǎƛƴŜǎǎ bǳƳōŜǊ 

¶ the date the invoice was issued 

¶ a description of the goods and services, including the quantity (if applicable) and the price, and 

¶ The GST amount (if any) payable. 

Should the invoice received not be a valid tax invoice the Finance Officer is required to withhold 46.5% 
withholding tax from the payment of the creditor. An exception to this is where an ATO Statement by 
a Supplier form is completed and provided with the invoice. 

Payment of Accounts Payable Invoices 
Once the invoice has been duly certified and authorised, the Finance Officer enters the invoice into 
the finance system and matches the invoice to the authorised purchase order recorded against the 



 

 

ŎǊŜŘƛǘƻǊ ǘƘŀǘ Ƙŀǎ ōŜŜƴ ŜǎǘŀōƭƛǎƘŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ Purchasing Policy 
No. 4.2.4. 

For invoices that do not have a purchase order, a Creditor Processing Form is required to be completed.  
This form ensures that invoice is duly certified and authorised, is a valid tax invoice, is within budget 
and the nominated general ledger account to be charged is correct. 

The payment of utilities to do not require a purchase order or a Creditor Processing Form, however, 
the payment of these expenditures is monitored against budget. 

¢ƘŜ CƛƴŀƴŎŜ hŦŦƛŎŜǊ ŜƴǎǳǊŜǎ ǘƘŀǘ /ƻǳƴŎƛƭ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊǎ ƻǊ ά/ǊŜŘƛǘƻǊ tǊƻŎŜǎǎƛƴƎ CƻǊƳέ ŀǊŜ ǎƛƎƴŜŘ 
only by Officers authorised by Council, namely the:  

¶ Chief Executive Officer; (as per Budget)  

¶ Executive Manager Corporate Services; Limit $50,000 

¶ Executive Manager Regulatory Services; Limit $50,000  

¶ Executive Manager Technical Services Limit $50,000  

¶ Operations Supervisor; Limit $15,000  

¶ Supervisor Infrastructure and Assets $15,000 

¶ Manager Finance, Limit $15,000  

¶ Manager People and Culture; Limit $5,000  

¶ Manager Corporate Services; Limit $5,000 

¶ EA/Governance Coordinator; Limit $5,000  

¶ Coordinator Regulatory Services; Limit $5,000  

¶ Coordinator Operations; Limit $5.000 

¶ Coordinator CHSP (CHSP related purchases only); Limit $5,000 

¶ Marketing & Communications Officer; Limit $5.000 

¶ Senior Ranger; Limit $2,000 

¶ Community Engagement Officer; Limit $5,000 

¶ Principal Environmental Health Officer; Limit $1,500  

or those Officers acting in the positions from time to time.  

The Town will comply with any agreed payment terms and endeavours to take advantage of discounts 
offered for prompt payment.  

If no payment terms are specified on the invoice, the invoice will pay within 30 days of receipt. 

EFT and cheque payments are processed fortnightly on Wednesdays, unless a prompt payment is 
required. 

The Finance Officer prepares a batch of invoices for payment from the finance system together with 

the Creditors to be Paid listing, and an Authorisation Form that must be authorised by any two (2) of 

the following: 

(1)  Chief Executive Officer  

(2)  Executive Manager Corporate Service 

(3)  Manager Finance  

Once the batch is reviewed and authorised the payment of the invoices can be prepared. Payments 
are generally made via EFT or when required by cheque. 



 

 

Two signatories are required to authorise an EFT and to sign a cheque. 

Cheques are pre-printed on Council stationery, pre-numbered and issued in numerical sequence.  

Unused cheques are stored securely.  

Monthly Council Meetings - submission of accounts paid  
Each month the Finance Officer prepares a listing of payments made by the Town of East Fremantle.  
The listing is reviewed by the Manager Finance & Administration and Executive Manager Corporate 
Services and presented to Council for approval. 

Record Keeping 
On completion of a payment run the Finance Officer attaches the invoices to the EFT remittance or plain 
paper copy of the cheque (as appropriate) and files the batches sequentially in folders stored securely. 

Measuring and monitoring the performance of supplier payments 
The Finance Officer maintains a Creditors Non Compliance and Improvements Register.  This register 
monitors issues of non-compliance between the approval of purchase orders and the approval of 
invoices for payment.  The following supplier payment issues are monitored: 

¶ invoices that vary greater that 10% above the purchase order amount 

¶ purchase orders that are dated after the invoice date 

¶ purchase orders that do not follow the correct quote procedure in accordance with the Purchasing 
Policy 

¶ the justification for a sole supplier arrangement 

¶ purchase orders have a request for tender or a request for quote number state when applicable 

¶ purchase orders have a WALGA  or Common Use Arrangement contract number stated when 
applicable  

On completion of a payment run the Finance Officer enters the details of any invoice which has been 
paid after 30 days or after its terms of trade (if less than 30 days) into the Late Creditor Payments Register.  

The maintenance of these registers detail any non-compliance, measures the number of invoices that 
are non-compliant and allows the Finance team to improve the performance of the Town of East 
Fremantle in paying its invoices.   

The use of these registers will also assist in identifying any breaches of this policy. 

Consequences of Breaching this Policy 
The policy constitutes a lawful instruction to staff members involved in administering accounts payable 
transactions. Any breaches of the policy may lead to disciplinary action. 

Variation to this Policy 
¢Ƙƛǎ ǇƻƭƛŎȅ Ƴŀȅ ōŜ ǾŀǊƛŜŘ ŦǊƻƳ ǘƛƳŜ ǘƻ ǘƛƳŜΦ !ƭƭ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ōŜ ƴƻǘƛŦƛŜŘ ƻŦ ŀƴȅ 
variation to this policy by the normal correspondence method.  

Responsible Directorate: Finance and Administration 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 19/03/19 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.2.12 

 

Attachment 

General Conditions of Contract for the Supply of Goods and Services under a Purchase Order 



 

 

 

GENERAL CONDITIONS OF CONTRACT FOR THE SUPPLY OF GOODS AND SERVICES UNDER A 

PURCHASE ORDER (PRO2.1.6) 

1 SUPPLY OF GOODS AND SERVICES 

1.1 The Contractor must supply the Goods or Services to the Principal in accordance with the 

Contract. 

1.2 Unless expressly agreed to in writing by the Principal and referenced in the Contract, to 

ǘƘŜ ŜȄǘŜƴǘ ǇŜǊƳƛǘǘŜŘ ōȅ [ŀǿΣ ƴƻ ƻǘƘŜǊ ǘŜǊƳǎ ƻǊ ŎƻƴŘƛǘƛƻƴǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ 

own terms and conditions even where they have been provided to the Principal or signed 

by a representative of the Principal, will apply or have any legal effect in connection with 

the supply of the Goods, the performance of the Services or the Contract. 

1.3 Where the Contract relates to Goods or Services the subject of a separate contract 

between the Contractor and the Principal, the terms of the separate contract also apply 

to the extent of any inconsistency with the Contract unless the Principal has clearly stated 

otherwise on the Purchase Order. 

2 CONTRACTOR'S OBLIGATIONS 

2.1 The Contractor must ensure that it and the Contractor's Personnel, in performing the 

Contractor's Obligations under the Contract: 

(a) comply with all applicable Laws, any standards and procedures made available by 

the Principal to the Contractor, and any reasonable instructions given by the 

Principal; 

(b) do not interfere with the Principal's activities or the activities of any other person 

at the Delivery Point or any place the Contractor provides the Services; 

(c) carry out and perform the Contractor's Obligations in a safe manner in a way which 

does not prejudice safe working practices, safety and care of property or continuity 

of work; 

(d) unless otherwise set out in the Contract, supply all plant, resources and equipment 

necessary to perform the Services; and 

(e) provide all such information and assistance as the Principal reasonably requires. 

3 RECEIPT, INSPECTION AND ACCEPTANCE OF GOODS AND SERVICES 

3.1 The Contractor must deliver the Goods in full to the Delivery Point and perform the 

Services at the times stated in the Contract. In this respect, time will be of the essence of 

the Contract. 

3.2 Acceptance of the Goods or Services by the Principal does not constitute approval of the 

Goods or Services or prejudice any claim the Principal may have in connection with the 

Goods or Services. 

3.3 Acceptance of the Goods or Services occurs on the earlier of: 

(a) a representative of the Principal notifying the Contractor in writing that the Goods 

or Services have been accepted; or 

(b) the lapse of 14 days after delivery of the Goods to the Delivery Point without the 

Principal notifying the Contractor in writing that the Goods have been rejected. 



 

 

3.4 The Contractor must allow the Principal or a representative of the Principal, upon 2 

.ǳǎƛƴŜǎǎ 5ŀȅǎΩ ǿǊƛǘǘŜƴ ƴƻǘƛŎŜ ŦǊƻƳ ǘƘŜ tǊƛƴŎƛǇŀƭ ŀƴŘ ŘǳǊƛƴƎ ǎǘŀƴŘŀǊŘ ōǳǎƛƴŜǎǎ ƘƻǳǊǎΣ ǘƻ 

inspect, examine, review and witness tests of the Goods or Services, or the performance 

of the Goods or Services and to carry out site inspections at the Contractor's premises. 

4 TITLE AND RISK 

4.1 Title in the Goods will pass from the Contractor to the Principal upon payment of the 

Contract Price. The Contractor warrants that title in the Goods will be transferred to the 

Principal without any encumbrances or liens. 

4.2 Risk in the Goods will pass to the Principal on acceptance of the Goods in accordance with 

clause 3.3. 

5 VARIATIONS 

The Contractor must not change the Goods or Services, including an addition, reduction or 

omission to any part of the Goods or Services except in accordance with a written direction of 

the Principal in which case the Contractor must comply with that direction and the Contract 

Price will be adjusted by an amount agreed in writing by the parties. 

6 INVOICING AND PAYMENT 

6.1 The Principal must pay the Contract Price to the Contractor for the Goods and the 

Services. 

6.2 The Contract Price is inclusive of all costs and expenses including packaging, freight, 

delivery, insurance, the cost of any miscellaneous services, compliance with the Contract 

and Taxes and, subject to clause 5, no additional amounts will be payable by the Principal. 

6.3 Subject to clause 6.4, on or promptly after the later of the Date of Delivery of the Goods 

or the Date of Completion of the Services (as applicable), the Contractor must submit an 

Invoice to the Principal for the amount due to the Contractor. 

6.4 If agreed in writing by the Principal, the Contractor may submit an Invoice to the Principal 

at the end of each month for any Services performed during that or previous months 

provided those Services have not already been included in a previous Invoice issued to 

the Principal. 

6.5 An Invoice must include: 

(a) the Purchase Order number; 

(b) a description of the Goods delivered, including the quantity of Goods and the Date 

of Delivery; or 

(c) a description of the Services performed; 

(d) the amount being claimed for the Goods and the Services; 

(e) the amount of any applicable GST; 

(f) if applicable, Include the Walga Preferred Supplier discount associated with the 

purchase and 

(g) any further information reasonably requested by the Principal. 

6.6 If an Invoice does not contain the information required in clause 6.5, the Principal may, 

at its option, complete the missing details or return the incomplete Invoice to the 

Contractor, in which case the Contractor must submit a replacement Invoice compliant 

with clause 6.5. 



 

 

6.7 Subject to the Contractor submitting an Invoice in accordance with clause 6.5 or a 

compliant Invoice in accordance with clause 6.6, the Principal must pay the amount 

payable within 30 days or as otherwise agreed by the parties. 

6.8 Payment under this clause 6 will not be taken as proof or admission that all, or any part 

of, the Goods or the Services have been delivered or performed (as the case may be) to 

the satisfaction of the Principal, but will be taken to be payment on account only. 

6.9 The Contractor agrees that the Principal may: 

(a) deduct from moneys due to the Contractor any money due or which may become 

due from the Contractor to the Principal under, or in connection with, the Contract; 

and 

(b) withhold payment of any amounts payable under the Contract pending resolution 

of any dispute. 

7 GOODS AND SERVICES TAX 

7.1 If GST is imposed on any supply made by the Contractor in connection with the Contract, 

the Contractor may recover from the Principal, in addition to the Contract Price, an 

amount equal to the GST payable in respect of that supply. 

7.2 The Contractor must first provide the Principal with an Invoice before the Principal will 

pay the GST amount to the Contractor. 

8 QUALITY OF GOODS AND SERVICES 

8.1 The Contractor must ensure that: 

(a) all Goods or Services conform to the description of the Goods or Services set out in 

the Contract; 

(b) all Goods and Services are fit for their intended purpose and to the extent Services 

performed are design Services, the works being designed will be fit for their 

intended purpose; 

(c) if the Contractor provided the Principal with a demonstration of the Services or 

represented that a result could be achieved by the Services before the Principles 

issues the Purchase Order, the Services correspond in nature and quality with the 

services demonstrated or the services that achieved that result (as the case may 

be); and 

(d) any Goods are new and of merchantable quality. 

8.2 ¢ƘŜ /ƻƴǘǊŀŎǘƻǊ ǿŀǊǊŀƴǘǎ ǘƘŀǘ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ tŜǊǎƻƴƴŜƭ ŜƴƎŀƎŜŘ ǘƻ ǇŜǊŦƻǊƳ ǘƘŜ {ŜǊǾƛŎŜǎ 

have all the necessary skills, training and qualifications to carry out the Services in 

accordance with the Contract. 

8.3 ¢ƘŜ /ƻƴǘǊŀŎǘƻǊ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ tǊƛƴŎƛǇŀƭ Ƙŀǎ ǘƘŜ Ŧǳƭƭ ōŜƴŜŦƛǘ ƻŦ ŀƴȅ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ 

warranties that may be applicable to the Goods (and the Contractor must, at its cost, 

ǇǳǊǎǳŜ ŀƴȅ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ǿŀǊǊŀƴǘƛŜǎ ƻƴ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ōŜƘŀƭŦύΦ 

  



 

 

9 DEFECTS 

9.1 At any time prior to the expiry of the Defects Liability Period, the Contractor must, at its 

Ŏƻǎǘ ŀƴŘ ŀǘ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ŘƛǊŜŎǘƛƻƴΣ ǇǊƻƳǇǘƭȅ ǊŜŎǘƛŦȅ ŀƭƭ 5ŜŦŜŎǘǎ ƻǘƘŜǊ ǘƘŀƴ ŀ 5ŜŦŜŎǘ 

caused by the negligence of the Principal. 

9.2 Nothing in this clause 9 prejudices any other right that the Principal may have against the 

Contractor arising out of the failure of the Contractor to supply the Goods or perform the 

Services in accordance with the Contract. 

9.3 If the Principal directs the Contractor to rectify a Defect and the Contractor fails to rectify 

that Defect within a reasonable time specified by the Principal: 

(a) the Principal may, without prejudice to any other rights the Principal may have 

against the Contractor, rectify the Defect itself; and 

(b) the rectification costs incurred by the Principal will be a debt due and payable on 

demand from the Contractor to the Principal. 

9.4 Where any Defect has been rectified under the Contract, the rectification work will be the 

subject of an additional Defects Liability Period commencing on the date the relevant 

rectification works are completed. 

10 CONFIDENTIAL INFORMATION 

The Contractor must not use any Confidential Information or disclose any Confidential 

LƴŦƻǊƳŀǘƛƻƴ ƻǘƘŜǊ ǘƘŀƴ ǘƻ ŀƴȅ ƻŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ tŜǊǎƻƴƴŜƭ ǿƘƻ ƴŜŜŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ 

ǇŜǊŦƻǊƳ ǘƘŜ {ŜǊǾƛŎŜǎ ƻǊ ŘŜƭƛǾŜǊ ǘƘŜ DƻƻŘǎΣ ǘƻ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ ƭŜƎŀƭ ŀŘǾƛǎŜǊǎ ƻǊ ǿhere required 

by Law. 

11 INTELLECTUAL PROPERTY 

11.1 Subject to clause 11.3, the Contractor IP remains vested in the Contractor and the 

Principal IP remains vested in the Principal. 

11.2 The Principal will own all Intellectual Property that the Contractor creates in the 

performance of the Services and the supply of the Goods. 

11.3 The Contractor grants to the Principal a non-exclusive, perpetual, royalty-free, 

irrevocable, transferable, sub- licenseable licence (with the right to grant sub-licenses on 

the same terms) to use the Contractor IP to the extent necessary to use the Goods and 

the Services. 

12 INSURANCE 

12.1 Where the Contract is for Goods, the Contractor must effect and maintain with a 

reputable insurer goods insurance covering insurance of the Goods against all risks to the 

point of delivery at the Delivery Point and, if the Goods are rejected by the Principal, from 

the time the Contractor collects the Goods from the Principal, for an amount not less than 

the full replacement costs of the Goods. 

12.2 Where the Contract is for Services, the Contractor must effect and maintain with a 

reputable insurer the following insurance policies for the entirety of the term of the 

Contract: 

(a) public and products liability insurance covering liability for damage to property and 

the death of or injury to any person (other than as covered under a workers 

compensation policy) in an amount of not less than $10 million in respect of each 

and every claim, unlimited as to the number of occurrences for public liability; 



 

 

(b) workers compensation insurance as required by Law, including cover for common 

law liability for an amount of not less than $50 million for any one occurrence; 

(c) motor vehicle insurance covering all vehicles, plant and equipment (whether 

owned, hired or leased) used in connection with the Contract for loss or damage of 

not less than the market value and third party liability of not less than $20 million 

in respect of each and every claim; 

(d) ƛƴǎǳǊŀƴŎŜ ŎƻǾŜǊƛƴƎ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ ƻǿƴ ǇǊƻǇŜǊǘȅΣ ƎƻƻŘǎΣ ƳŀǘŜǊƛŀƭǎ ƻǿƴŜŘΣ ƘƛǊŜŘΣ 

leased or used by the Contractor, for an amount not less than the market value of 

those insured items; and 

(e) any additional insurance required by an applicable Law or reasonably requested by 

the Principal; and 

(f) where the Contractor is providing professional services, professional indemnity 

insurance of not less than $2 million for each claim and in the aggregate for all 

claims arising in the same insurance period, covering the liability of the Contractor 

ŦƻǊ ŀƴȅ ǇǊƻŦŜǎǎƛƻƴŀƭ ǎŜǊǾƛŎŜǎ ǇǊƻǾƛŘŜŘ ōȅ ǘƘŜ /ƻƴǘǊŀŎǘƻǊ ŀƴŘ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ 

Personnel under the /ƻƴǘǊŀŎǘΦ ²ƘŜǊŜ ǘƘƛǎ ƛƴǎǳǊŀƴŎŜ ƛǎ ŜŦŦŜŎǘŜŘ ƻƴ ŀ ΨŎƭŀƛƳǎ ƳŀŘŜΩ 

basis, the policy must be maintained for a period of at least 7 years after the 

Completion Date or the earlier termination of the Contract. 

12.3 The Contractor must provide to the Principal, within 3 business days of a written request, 

certificates of currency for each of the insurance policies required under clauses 12.1 or 

12.2 (or both, as applicable). 

12.4 {ǳōƧŜŎǘ ǘƻ ŎƭŀǳǎŜ мтΦпΣ ƛŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊ ǎǳōŎƻƴǘǊŀŎǘǎ ŀƴȅ ǇŀǊǘ ƻŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ 

Obligations, then the Contractor must ensure that every subcontractor effects and 

maintains all of the insurances required under clause 12.1 or 12.2 (or both, as applicable), 

as appropriate for the work being performed by that subcontractor, before the 

ǎǳōŎƻƴǘǊŀŎǘƻǊ ŎƻƳƳŜƴŎŜǎ ŀƴȅ ƻŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ hōƭƛƎŀǘƛƻƴǎΦ 

13 INDEMNITY AND LIMITS OF LIABILITY 

13.1 ¢ƘŜ /ƻƴǘǊŀŎǘƻǊ ƛƴŘŜƳƴƛŦƛŜǎ ǘƘŜ tǊƛƴŎƛǇŀƭ ŀƴŘ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ƻŦŦƛŎŜǊǎΣ ŜƳǇƭƻȅŜŜǎΣ ŀƎŜƴǘǎ 

and contractors for and against any claims (including third party claims) and losses 

suffered or incurred by any of them arising out of, or in connection with, any wrongful act 

ƻǊ ƻƳƛǎǎƛƻƴ ƻŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊ ƻǊ ŀƴȅ ƻŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ tŜǊǎƻƴƴŜƭΦ ¢Ƙƛǎ ƛƴŘŜƳƴƛǘȅ ǿƛƭƭ ōŜ 

reduced to the extent that the claim or loss is caused by the negligence of the Principal 

ƻǊ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ǇŜǊǎƻƴƴŜƭΦ 

13.2 Neither party is liable to the other for Consequential Loss. 

14 TERMINATION 

14.1 The Principal may terminate the Contract by notice to the Contractor: 

(a) ŀǘ ŀƴȅ ǘƛƳŜ ŀƴŘ ƛƴ ƛǘǎ ŀōǎƻƭǳǘŜ ŘƛǎŎǊŜǘƛƻƴ ōȅ ƎƛǾƛƴƎ т ŘŀȅǎΩ ƴƻǘƛŎŜ ǘƻ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΤ 

(b) if the Contractor commits a breach of the Contract and fails to remedy that default 

within 14 days of the Principal giving notice of the breach; or 

(c) immediately if an Insolvency Event occurs. 

14.2 On termination of the Contract, the Contractor must promptly return to the Principal any 

ƻŦ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ /ƻƴŦƛŘŜƴǘƛŀƭ LƴŦƻǊƳŀǘƛƻƴΣ ǇǊƻǇŜǊǘȅ ŀƴŘ ŘƻŎǳƳŜƴǘǎ ǿƘƛŎƘ ǘƘŜ tǊƛƴŎƛǇŀƭ 

owns or in which the Principal has an interest. 



 

 

14.3 If the Contract is terminated under clause 14.1(a): 

(a) the Principal must pay the Contractor that part of the Contract Price for any 

/ƻƴǘǊŀŎǘƻǊΩǎ hōƭƛƎŀǘƛƻƴǎ ǇŜǊŦƻǊƳŜŘ ǇǊƛƻǊ ǘƻ ǘŜǊƳƛƴŀǘƛƻƴ ǘƘŀǘ ƘŀǾŜ ƴƻǘ ŀƭǊŜŀŘȅ 

been paid by the Principal; and 

(b) the Contractor is not entitled to, and the Principal is not liable for, any additional 

amounts whatsoever. 

14.4 Subject to clause 14.3, termination of the Contract, however it may occur, does not 

prejudice any claim that either party may have against the other under the Contract on 

termination. 

15 NOTICES 

Any notice or other communication relating to the Contract must be in writing, signed by the 

sender or its agent, and either hand delivered, sent by pre-paid post, faxed or emailed to the 

other party at the address, fax number or email address set out in the Purchase Order. 

16 DISPUTES 

16.1 Neither party may commence any action, bring any proceedings or seek any relief or 

remedy in a court, except interlocutory or equitable relief, from a court in respect of a 

dispute until they have complied with the dispute resolution process in accordance with 

this clause 16. 

16.2 If any dispute arises between the parties in relation to the Contract, either party must 

give notice of the dispute to the other party. 

16.3 A senior representative of each of the parties must promptly meet and attempt to resolve 

the dispute. If the parties are unable to resolve a dispute within 21 days of the notice 

referred to in clause 16.2, then either party may issue court proceedings. 

17 GENERAL 

17.1 The Contract states all the express terms of the agreement between the parties in respect 

of its subject matter. It supersedes all prior representations, discussions, negotiations, 

understanding and agreements in respect of its subject matter. 

17.2 The Contract is governed by the law in force in Western Australia and each party 

irrevocably submits to the non- exclusive jurisdiction of courts exercising jurisdiction in 

Western Australia. 

17.3 The Contractor must not assign or novate the Contract or assign any other right, benefit 

or interest under the Contract to any person or entity without the prior written consent 

of the Principal. 

17.4 The Contractor must not, without the prior written consent of the Principal, which 

ŎƻƴǎŜƴǘ Ƴǳǎǘ ƴƻǘ ōŜ ǳƴǊŜŀǎƻƴŀōƭȅ ǿƛǘƘƘŜƭŘΣ ǎǳōŎƻƴǘǊŀŎǘ ŀƴȅ ƻŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ 

Obligations. 

17.5 No term or provision of the Contract will be construed against a party on the basis that 

the Contract or the term or provision in question was put forward or drafted by that party. 

17.6 The Contract is a non-exclusive contract for the supply of Goods or Services and it does 

not prevent the Principal from entering into other contracts for the supply or 

performance of the same or similar goods or services with other contractors. 



 

 

17.7 Any provision of the Contract which is illegal, void or unenforceable will be ineffective to 

the extent only of that illegality, voidness or unenforceability without invaliding the 

remaining provisions. If the Principal is restructured by Law, then the rights and 

obligations of the Principal under the Contract are novated to and assumed by the 

appropriate legal entity as determined by the Principal or the successors of the Principal 

under the restructure. 

17.8 Clauses 4, 6.8, 6.9, 10, 11, 12.2(f), 13, 14.4 and 17 survive the termination or expiry of the 

Contract. 

18 DEFINITIONS 

Completion Date means the date on which performance of the Services is completed. 

Conditions of Contract means these general conditions of contract for the supply of goods and 

services under a purchase order. 

Confidential Information means the Contract and information (regardless of its form) which is 

ŘƛǎŎƭƻǎŜŘ ŘƛǊŜŎǘƭȅ ƻǊ ƛƴŘƛǊŜŎǘƭȅ ōȅ ǘƘŜ tǊƛƴŎƛǇŀƭ ǘƻ ǘƘŜ /ƻƴǘǊŀŎǘƻǊ ƻǊ /ƻƴǘǊŀŎǘƻǊΩǎ tŜǊǎƻƴƴŜƭ ǿƘƛŎƘ 

ƛǎ ǘǊŜŀǘŜŘ ƻǊ ŘŜǎƛƎƴŀǘŜŘ ŀǎ ŎƻƴŦƛŘŜƴǘƛŀƭΣ ƻǊ ǿƘƛŎƘ ǘƘŜ /ƻƴǘǊŀŎǘƻǊ ƻǊ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ tersonnel 

ought to know is confidential, but does not include information which is or becomes public 

ƪƴƻǿƭŜŘƎŜ όƻǘƘŜǊ ǘƘŀƴ ōȅ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ ŘƛǎŎƭƻǎǳǊŜ ƻǊ ōǊŜŀŎƘ ƻŦ ǘƘŜ /ƻƴǘǊŀŎǘύΦ 

Consequential Loss means any loss of production, loss or revenue, loss of profit, loss of business 

reputation, business interruptions, loss of opportunities, loss of anticipated savings or wasted 

overheads. 

Contract means the Conditions of Contract and the relevant Purchase Order. 

Contract Price means the price for the Goods or Services (exclusive of GST) set out in the 

Purchase Order. 

Contractor means the contractor specified in the Purchase Order. 

Contractor IP means any Intellectual Property of the Contractor (or Intellectual Property 

licensed to the Contractor by a third party) which: 

(a) is in existence before the date of the Contract or comes into existence after the 

date of the Contract other than in connection with the Contract, the Goods or the 

Services; and 

(b) which the Contractor makes available, contributes, brings to or uses in connection 

with the Contract. 

/ƻƴǘǊŀŎǘƻǊΩǎ hōƭƛƎŀǘƛƻƴǎ ƳŜŀƴǎ ŀƭƭ ƻŦ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ ƻōƭƛƎŀǘƛƻƴǎ ǳƴŘŜǊ ǘƘŜ /ƻƴǘǊŀŎǘΦ 

/ƻƴǘǊŀŎǘƻǊΩǎ tŜǊǎƻƴƴŜƭ ƳŜŀƴǎ ǘƘŜ /ƻƴǘǊŀŎǘƻǊΩǎ ƻŦŦƛŎŜǊǎΣ ŜƳǇƭƻȅŜŜǎΣ ŀƎŜƴǘǎ ŀƴŘ ǎǳōŎƻƴǘǊŀŎǘƻǊǎ 

and their respective employees and agents. 

Date of Delivery means the date on which the Goods are delivered to the Delivery Point. 

Day means a business day that is not a Saturday, Sunday, a public holiday in Western Australia 

or 27, 28, 29, 30 or 31 December. 

Defect means any defect, error, damage, deficiency, fault or inadequacy in the design, 

performance, workmanship, quality or makeup of the Goods or Services. 

Defects Liability Period means a period of 12 months commencing: 



 

 

(a) in respect of the Goods, on the Date of Delivery; and 

(b) in respect of the Services, on the Completion Date, 

and, where relevant, any additional period of time specified in accordance with clause 9.4. 

Delivery Point means the place set out in the Purchase Order for delivery of the Goods or 

otherwise notified by the Principal in writing. 

Goods means any goods, materials, supplies, equipment or other items set out in the Purchase 

Order. 

GST means goods and services tax or similar value added tax levied or imposed in Australia 

pursuant to A New Tax System (Goods and Services Tax) Act 1999 (Cth). 

Insolvency Event means in respect of the Contractor, the following events: appointment of an 

administrator, appointment of a liquidator, appointment of a provisional liquidator, 

appointment of a controller (including any receiver or receiver and manager), insolvency, 

bankruptcy, winding up or any event analogous to these events. 

Intellectual Property means all intellectual and industrial property rights, including trade marks, 

copyright (including future copyright), inventions, patents, designs, circuits and other eligible 

layouts, database rights, including any application or right to apply for registration of any of 

these rights. 

Invoice means any document or record treated by the Commissioner of Taxation as an invoice 

or as a document entitling a recipient to an input tax credit. 

Law means any law in force in Australia, whether common law, equity or any law under any 

statute, subordinate legislation, ordinance or code. 

Principal means the party ordering or receiving the Goods or Services in accordance with the 

Contract, being that party specified in the Purchase Order. 

Principal IP means any Intellectual Property of the Principal (or licensed to the Principal by a 

third party) which the Principal makes available, contributes, brings to or uses in connection 

with the Contract. 

Purchase Order ƳŜŀƴǎ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ ŦƻǊƳ ŦƻǊ ǘƘŜ DƻƻŘǎ ƻǊ {ŜǊǾƛŎŜǎΦ 

Services means any services set out in the Purchase Order, including the delivery of any 

goods and performance of services ancillary to the Services. 

Tax means any income, land, indirect and other taxes, levies, imposts, deductions, charges, 

duties, compulsory loans and withholdings, including financial institutions duty, debits tax or 

other taxes whether incurred by, payable by return or passed on to another person and includes 

any interest, penalties, charges, fees, fines or other amounts imposed in respect of any of the 

above, but does not include GST. 

19 INTERPRETATION 

In the Contract: 

(a) a reference to άDƻƻŘǎ ƻǊ {ŜǊǾƛŎŜǎέ ƛǎ ǘƻ ōŜ ǊŜŀŘ ŀǎ άDƻƻŘǎ ƻǊ {ŜǊǾƛŎŜǎΣ ƻǊ ōƻǘƘ ƻŦ ǘƘŜƳΣ 

ŀǎ ŀǇǇƭƛŎŀōƭŜέΤ 

(b) the singular includes the plural and the plural includes the singular; 



 

 

(c) a reference to a clause or party of the Contract is a reference to a clause of, and a party 

to, the Contract; 

(d) a reference to legislation includes all delegated legislation made under it and 

amendments, consolidations, replacements or re-enactments of any of them; 

(e) ǘƘŜ ǿƻǊŘǎ ΨƛƴŎƭǳŘŜΩΣ ΨƛƴŎƭǳŘŜǎΩ ŀƴŘ ΨƛƴŎƭǳŘƛƴƎΩ Ƴǳǎǘ ōŜ ŎƻƴǎǘǊǳŜŘ ǿƛǘƘƻǳǘ ƭƛƳƛǘŀǘƛƻƴ ŀǎ ǘƻ 

what else might be included; and 

(f) Part 1F of the Civil Liability Act 2002 (WA) does not apply to the Contract. 

 

 

  



 

 

 

 
 
нΦмΦт wŀǘŜǎκ {ǳƴŘǊȅ 5ŜōǘƻǊ wŜŎƻǾŜǊȅ ό5Ŝōǘ /ƻƭƭŜŎǘƛƻƴύ 

Type: Corporate Services ς Financial Management 

Legislation: Refer to References 

Delegation: DA76 Write Off Debt 

Other Related Document:  

Objective 
The purpose of this policy is to outline the Town of East Fremantle process for efficient and effective 
management of outstanding Rates and Sundry Debtor Accounts. 

Policy Scope 
The Town of East Fremantle will exercise its debt recovery powers, as outlined in Part 6 of the Local 
Government Act 1995, in order to reduce the overall debt burden on ratepayers. It will be guided by 
the principles of: 

ω ensuring that debt collection procedures are carried out in a fair and equitable manner; 

ω making the processes used to recover outstanding debt clear, simple to administer and cost 
effective; 

ω transparency by making clear the obligations of its ratepayers and sundry debtors to the 
processes used by Council in ensuring that they meet their financial obligations; 

ω equity by having regard to providing the same treatment for ratepayers and sundry debtors with 
similar circumstances; 

ω flexibility by responding where necessary to changes in the local economy; 

ω ensuring the Town of East Fremantle is compliant with all regulatory obligations; 

ω promoting effective governance and definition of roles and responsibilities; 

ω upholding recognition from the public and industry for the Town of East Fremantle practices that 
withstand probity. 

Definitions 

Debtor an individual, organisation or other party that transacts with the Town where goods or services 
are provided, use of facilities are made available, fines and license fees are levied and any other 
transaction that results in an expected future payment to the Town. 

General Procedure Claim όDt/ύέ means the claim lodged with the Magistrates Court where the value 
of the claim or the relief claimed does not exceed $75,000. 

Property Seizure and Sale Order (PSSO) is a court order that authorises a bailiff to seize and sell as 
ƳǳŎƘ ƻŦ ǘƘŜ ƧǳŘƎƳŜƴǘ ŘŜōǘƻǊΩǎ ǊŜŀƭ ƻǊ ǇŜǊǎƻƴŀƭ ǇǊƻǇŜǊǘȅ ŀǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ǎŀǘƛǎŦȅ ǘƘŜ ƧǳŘƎƳŜƴǘ ŘŜōǘ 
wholly or partially. 

Financial Hardship A person in a situation of vulnerability may have low income or, as a result of their 
circumstances, be experiencing a financial shock, leading to difficulties in paying rates by the due date. 
¢Ƙƛǎ Ŏŀƴ ǘŀƪŜ ǘƘŜ ŦƻǊƳ ƻŦ ΨǇŀȅƳŜƴǘ ŘƛŦŦƛŎǳƭǘƛŜǎΩ ƻǊ ΨŦƛƴŀƴŎƛŀƭ ƘŀǊŘǎƘƛǇΩΦ 

  



 

 

Policy 

1. Recovery of Sundry Debtor Accounts 
The recovery of outstanding sundry debtors will be collected in a fair and timely manner. Sundry 
debts are due for payments 21 days from date of issue. The process for sundry debt collection is 
as follows: 

(a) Sundry debtors will be issued an invoice as soon as possible after the amount is known, 
providing 21 day payment terms. 

(b) A statement (or form of reminder) will be issued as soon as practicable after the invoice 
becomes due and payable, requesting payment within 14 days. 

(c) At the end of 14 days, communication will be issued advising that legal action may be taken 
without further warning should the debt remain outstanding beyond 7 days. 

Where the customer fails to pay in full by the expiry of the period defined above, credit may be 
suspended or services limited and legal action may be commenced. 

Legal action ς debts will be assessed to ascertain the ability to recover. If the cost of legal action 
exceeds the amount of the debt, the amount may be considered for write off, subject to Council 
delegation, once all non-legal recovery actions have been exhausted. 

2. Recovery of Rate and Service Charges 
The recovery of outstanding rates will be collected in a fair and timely manner. Rate notices are 
due for payment 35 days from date of issue in accordance with the Local Government Act 1995. 

Amounts that remain outstanding past the prescribed due date may have interest applied, up 
to a maximum interest rate as legislated and imposed annually by Council as part of the Annual 
Budget. Interest is calculated on the number of days from the due date of payment until the day 
the payment is received by the Town of East Fremantle. This includes overdue amounts where 
the rate payer has elected to pay by an instalment option. 

Accounts unpaid by the due date shown on the Rate Notice 
Where accounts remain outstanding after the prescribed due date, a Reminder Notice shall be 
issued requesting full payment within fourteen (14) days (this to be commenced within two weeks 
of accounts falling due).  

Accounts that remain outstanding after the due date of the Reminder Notice are to be issued 
with a Final Notice requesting full payment within nine (9) days (to be commenced within a week 
of accounts falling due). 

Accounts that remain outstanding after the due date of the Final Notice are to be issued with a 
Final Demand requesting full payment within seven (7) days (to be commenced within a week of 
accounts falling due). 

Accounts with eligible persons registered to receive a pensioner or senior rebate under the Rates 
and Charges (Rebates and Deferments) Act 1992 will not be subjected to the above recovery 
process however those accounts with service charges or rates that are unable to be deferred 
(Seniors) from the previous year will be subject to a communique requesting payment of overdue 
charges. 

Accounts unpaid after the expiry date shown on the Final Demand 
Where amounts remain outstanding after the expiry date shown on the Final Demand and no 
communication has been entered into, recovery action will commence. 

!ŎŎƻǳƴǘǎ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ ¢ƻǿƴΩǎ ŘŜōǘ ŎƻƭƭŜŎǘƛƻƴ ŀƎŜƴŎȅ ŦƻǊ ƛǎǎǳŀƴŎŜ ƻŦ ŀ Cƛƴŀƭ 5ŜƳŀƴŘ 
(Agency Letterhead) with a due date of fourteen (14) days. The demand is to be issued by mail 
and email (if an email exists). 



 

 

Those accounts with existing action carried over from the previous year will receive a demand 
ŦǊƻƳ ǘƘŜ ¢ƻǿƴΩǎ ǎƻƭƛŎƛǘƻǊǎΦ 

Seizure of Rent for Non Payment of Rates 
Where the property owner of a leased or rented property on which Rates and Service Charges are 
outstanding cannot be located or refuses to settle Rates and Service Charges owed, a Notice may 
be served on the lessee or tenant under the provisions of Section 6.60 of the Local Government 
Act 1995 requiring the lessee or tenant to pay to the Town the rent due that they would otherwise 
pay under the lease/tenancy agreement as it becomes due, until the amount in arrears has been 
paid. 

Options to recover rates debt where rates remain unpaid 
Under the guidance of the Towns debt collection service provider, legal action may be undertaken 
to recover outstanding rates and charges. This action may include General Procedure Claims and 
Property Seizure and Sale Orders (Goods). Any costs incurred in undertaking legal action in a Court 
of competent jurisdiction are recoverable from ratepayers under section 6.56 of the Local 
Government Act 1995. 

Options to recover rates debt where rates are in arrears for in excess of three (3) years. 
(i) Lodging a Caveat on the Title for Land 

If rates and service charges which are due to Council in respect of any rateable land have 
been unpaid for at least three (3) years a caveat may be registered on the title for the land, 
under the provisions of Section 6.64 (3) of the Local Government Act 1995. The approval of 
Council is required before this course of action is undertaken. 

(ii) Sale of Property 
If rates and service charges which are due to Council in respect of any rateable land have 
been unpaid for at least  three (3) years, Council may take possession of the land under the 
provisions of Section 6.64 of the Local Government Act 1995. The approval of Council is 
required to be obtained before this course of action is undertaken. 

3. Write off Debts  
The Chief Executive Officer and the Executive Manager Corporate Services have the authority to 
write-off individual debts up to $500.00 in accordance with Delegation DA76 ς Write off Debt, 
excluding late payment interest and Service Charges applicable to the Emergency Services Levy. 

4. Financial Hardship  
While evidence of hardship will be required, the Town recognises that not all circumstances are 
alike. The Town will consider a range of individual circumstances including, but not limited to, the 
following situations: 

¶ Recent unemployment or under-employment. 

¶ Sickness or recovery from sickness.  

¶ Low income or loss of income.  

¶ Unanticipated circumstances such as caring for and supporting extended family.   

Ratepayers will be required to provide information about their individual circumstances that may 
be relevant. This includes demonstrating a capacity to make some payment where possible and 
entering into a formal payment arrangement. The Town will consider all circumstances, applying 
the principles of fairness, integrity and confidentiality whilst complying with all statutory 
responsibilities. 

Where a ratepayer meets the Financial Hardship Criteria, payment arrangements will incur a $0 
administration fee and the Town reserves the right to waive late penalty interest, excluding the 
late payment interest and Service Charges applicable to the Emergency Services Levy.  

  



 

 

5. Payment Arrangements 
Payment arrangements are facilitated in accordance with Section 6.49 of The Local Government 
Act 1995 and will be offered to rate payers in circumstances evident of financial hardship. A 
ǇŀȅƳŜƴǘ ŀǊǊŀƴƎŜƳŜƴǘ Ƴǳǎǘ ōŜ ƴŜƎƻǘƛŀǘŜŘ ǘƻ ǊŜŦƭŜŎǘ ŀ ǊŀǘŜǇŀȅŜǊΩǎ ŎŀǇŀŎƛǘȅ ǘƻ ǊŜǇŀȅ ƻǳǘǎǘŀƴŘƛƴƎ 
rates and contain the details of the agreed repayment schedule.  

These payment arrangements will include the following: 
1. It is the responsibility of the ratepayer to ensure that the agreed payment amounts are paid 

on or before the agreed due date. 
2. The Town of East Fremantle requires full payment of the outstanding rates by the end of the 

financial year.  
3. If a ratepayer requires an extension on this timeframe an end date must be negotiated and 

approved by the Executive Manager Corporate Services. 
4. The ratepayer will be responsible for informing the Town of any change in circumstance that 

jeopardises the agreed repayment schedule. 

For the purpose of recovering rates and service charges, where a ratepayer defaults on more than 
two repayments, the payment arrangement will become void and be subject to the TownΩs debt 
recovery procedures outlined  in this policy .  

6. Management Reporting 
Rates Debtors: 
The Town has adopted a benchmark target of 5% for its outstanding rates ratio. The monthly 
financial report to Council is to include a receivables note detailing the total amount of rates 
outstanding, and a breakdown of rates outstanding between one and two years, two and three 
years, and more than three years. Management are required to maintain a status report of 
recovery action against all rates in arrears of more than one year. 

Sundry Debtors: 
The Town has adopted a benchmark of less than 10% of sundry debtors exceeding 90 days 
outstanding. The monthly financial report to Council is to include an aged receivables note 
detailing the total amount outstanding against current, 30 days, 60 days and 90+ days. 
Management are required to maintain a status report of recovery action against all sundry debts 
in arrears of more than 90 days. 

Roles and Responsibilities 

¶ The Chief Executive Officer shall be responsible for the application of delegations of authority 
in regards to the Policy. 

¶ The Executive Manager Corporate Services shall be responsible for referring matters to Council 
in regards to this Policy and the collection of outstanding debts. 

¶ The Manager Administration and Finance shall be responsible for the review and monitoring of 
the operations of the Policy (or delegate to the Revenue Officer functions of operation of the 
Policy). 

¶ The Corporate Service Team shall be responsible for the day to day operations of the Policy. 

7. Legislation 

ω Local Government Act 1995: Part 6, Division 4, Clause 6.13 - Interest on money owing to local 
governments  

ω Local Government Act 1995: Part 6, Division 6, Clause 6.45 ς Options for payment of rates and 
service charges 

ω Local Government Act 1995: Part 6, Division 6, Clause 6.51 - Accrual of interest on overdue 
rates or service charges 

ω Local Government Act 1995: Part 6, Division 6, Clause 6.56 - Rates or service charges 
recoverable in court 

ω Local Government Act 1995: Part 6, Division 6, Clause 6.60 - Local government may require 



 

 

lessee to pay rent 
ω Local Government Act 1995: Part 6, Division 6, Clause 6.64 - Actions to be taken 
ω Local Government (Financial Management) Regulations 1996 

ω Rates and Charges (Rebates and Deferments) Act 1992 

 

Responsible Directorate Corporate Services 

Reviewing Officer Executive Manager Corporate Services 

Decision Making Authority Council 

Policy Adopted 18/9/18 

Policy Amended/Review: 19/2/19, 17/9/19, 21/04/20, 19/7/22 

Former Policy No: 4.4.2 
 

 

 

  



 

 

 
 

нΦмΦу /ƻǊǇƻǊŀǘŜ /ǊŜŘƛǘ /ŀǊŘ 

Type: Corporate Services ς Financial Management 

Legislation: Local Government Act 1995 
Local Government (Administration) Regulations 1996 
Local Government (Functions and General) Regulations 1996 

Delegation:  

Other Related Document: Purchasing Policy 2.1.3 
Supplier Payments Policy 2.1.6 
Corporate Credit Card Procedures  
Request to use Town Credit Card 
Credit Card Acquittal 

Policy Statement 
This Policy, which is mandatory, allows the CEO to pay for expenditure, incurred in conducting the 
ordinary course of business for the Town of East Fremantle, via the use of a Corporate Credit Card. 

Policy Scope 
This Corporate Credit Card Policy outlines the way the corporate credit card can be used and provides 
clear guidance and responsibilities of the card users and ensures protection of the Town of East 
CǊŜƳŀƴǘƭŜΩǎ ŦǳƴŘǎΦ ¢Ƙƛǎ ǇƻƭƛŎȅ ǎƘƻǳƭŘ ōŜ ǊŜŀŘ ƛƴ ŎƻƴƧǳƴŎǘion with section 6.5 of the Local Government 
Act 1995 and Local Government (Financial Management) Regulations 1996, specifically: 

¶ ǊŜƎǳƭŀǘƛƻƴ рΣ ǿƘƛŎƘ ǎǇŜŎƛŦƛŜǎ ǘƘŜ /9hΩǎ ŘǳǘƛŜǎ ŀǎ ǘƻ ŦƛƴŀƴŎƛŀƭ ƳŀƴŀƎŜƳŜƴǘΦ 

¶ regulation 11, which specifies that procedures are to be made for the correct authorisation and 
payment of accounts, and  

¶ regulation 13, which specifies that a list of payments made is required to be presented at ordinary 
council meetings. 

 
Local Government (Functions and General) Regulations 1996 are also complied with in relation to 
ŀŘƘŜǊƛƴƎ ǘƻ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ tǳǊŎƘŀǎƛƴƎ tƻƭƛŎȅ (Regulation 11A). 

A purchase order is not required when a corporate credit card is used. However, to adhere to the Local 
Government Act and Regulations, a Request to Use Town Credit Card form must be completed by staff 
members who are not cardholders.  

!ǎ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊǎΩ ƛƴŘƛǾƛŘǳŀƭ ŎǊŜŘƛǘ ŎŀǊŘ ƭƛƳƛǘǎ ŀǊŜ ōŜƭƻǿ ǘƘŜƛǊ ŘŜƭŜƎŀǘŜŘ ǇǳǊŎƘŀǎƛƴƎ ŀǳǘƘƻǊƛǘȅ ƭƛƳƛǘǎΣ 
expenditure incurred via credit card is therefore in accordance with appropriate delegated authority. 

Each month a listing of payments made via Corporate Credit Cards is required to be presented to 
Council for approval. 

Policy  

Eligibility 

The provision of a Corporate Credit Card is a facility offered by Council to Management occupying 

certain positions which must be authorised by the CEO. In the instance of a corporate card for the CEO 

authorisation is either by the Mayor or Executive Manager Corporate Services. 



 

 

Guidelines for credit card usage 

¶ The card must be used for Council business expenditure only. The monthly limit assigned to each 
cardholder varies from $500 to $15,000, the cardholder must ensure there are sufficient funds in 
the budget prior to usage. 

¶ The card must not be used for personal use. 

¶ The card must not be used for the withdrawal of cash through any facility, whether it is a Bank, 
ATM or EFTPOS facility. 

¶ ¢ƘŜ ŎŀǊŘ Ƴǳǎǘ ƴƻǘ ōŜ ǳǎŜŘ ōȅ ƻŦŦƛŎŜǊǎΩ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊ ǳƴƭŜǎǎ ǘƘŜ ŎŀǊŘƘƻƭŘŜǊ Ƙŀǎ ƎƛǾŜƴ 
prior approval on the Credit Card Request form. 

¶ The card must not be used for fuel purchases in instances where the cardholder has a Fuel Card 
facility available. 

¶ The cardholder must practice due diligence and strict care to maintain the security of their card, 
ensuring that it is kept in their possession at all times. 

¶ The card must be returned to the Finance Manager, prior to leave periods more than four weeks. 
The card must also be returned if the cardholder is reassigned to a new position where the use is 
not required or where their employment is terminated. 

¶ Cards must not be used to obtain personal rewards such as frequent flyer points or any other 
rewards, including flight point awards.  

¶ The card shall not be used for payment of fines, for example a parking or a speeding offence which 

was incurred whilst on Council business. 

¶ If direct debits are to be utilised the direct debit will be recorded in the Direct Debit Register 

Maintained by the Finance Manager and approved by the Executive Manager Corporate Services. 

¶ The card should only be used in limited circumstances when a Supplier will not accept payment via 

EFT or cheque, otherwise a purchase order must be raised and the Supplier paid in accordance with 

the Towns Supplier Payments Policy. 

¶ The card is permitted to be used when payment is expected COD. 

¶ bƻ άǘƛǇǎέ ǎƘŀƭƭ ōŜ ǇŀƛŘ ǳǎƛƴƎ ŀ /ƻǊǇƻǊŀǘŜ /ǊŜŘƛǘ /ŀǊŘΦ 

¶ Purchases through the internet should be restricted to trusted, secure sites. 

Where an inappropriate expense occurs 

Where an inappropriate expenditure occurs, the value of the expenditure shall be recovered from the 

cardholder. Should there be an accidental contravention, the Finance Manager is to be notified and 

the Council reimbursed immediately. 

Formal acknowledgement of procedure conditions 

 Staff issued with Corporate Credit Cards are in a position of trust regarding the use of public funds. 

Improper use of that trust may render the cardholder liable to disciplinary action, legal action, or 

criminal prosecution.  

All Corporate Credit Cardholders are to acknowledge receipt of their corporate credit card by signing a 

Corporate Credit Card Acknowledgment and Conditions of Use form (attachment A). 

All Corporate Credit Cards issued will be recorded on the Credit Cardholders Personnel file. (Human 

Resources) 

Cardholder responsibilities 

Cardholders are required to abide by the ¢ƻǿƴΩǎ internal procedures. 



 

 

Where cardholders fail to fulfil the ¢ƻǿƴΩǎ ƛƴǘŜǊƴŀƭ ǇǊƻŎŜŘǳǊŜǎ ƻǊ requirements, the CEO may cancel 

the card and revoke purchasing delegations. 

Procedure for lost, stolen or damaged cards 

Cardholders are personally responsible and accountable for the safe custody of the issued card. 

Cardholders must: 

¶ Always keep the Corporate Credit Card with them. This will ensure the card is always secure to 

safeguard against theft or loss. 

¶ report the loss or theft of a card to the supplying bank immediately in accordance with the ōŀƴƪΩǎ 

terms and conditions, and notify the Finance Manager; 

¶ not disclose or carry with the card any PIN that has been issued with the card. 

Procedures for cessation of employment 

Upon cessation of employment with the Town, the cardholder must ensure that: 

¶ all outstanding transactions are cleared and properly accounted for. 

¶ the card is returned to the Finance Manager for cancellation and destruction; and 

¶ sign off the return of the Credit Card from Human Resources. 

Consequences of Breaching this Policy 
The policy constitutes a lawful instruction to staff members involved in administering corporate credit 
card transactions. Any breaches of the policy may lead to disciplinary action. 

Variation to this Policy 
¢Ƙƛǎ ǇƻƭƛŎȅ Ƴŀȅ ōŜ ǾŀǊƛŜŘ ŦǊƻƳ ǘƛƳŜ ǘƻ ǘƛƳŜΦ !ƭƭ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ōŜ ƴƻǘƛŦƛŜŘ ƻŦ ŀƴȅ 
variation to this policy by the normal correspondence method.  

 

Responsible Directorate: Finance and Administration 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 19/03/19 

Policy Amended/Reviewed: 17/09/19, 16/11/21, 19/03/24 

Next Review Date: March 2024 

 

 

 

 

  



 

 

 

 
 
нΦмΦф tŀǊƪƛƴƎ LƴŦǊƛƴƎŜƳŜƴǘ !ǇǇŜŀƭǎ 

Type: Corporate Services ς Financial Management 

Legislation:  

Delegation: DA62 Withdrawal, Amendment & Collection of Infringement 
Notices 

Other Related Document: Town of East Fremantle Parking Local Law 2016 

Objective 
The objectives of this policy are to provide:  

1.  a consistent approach to the review of parking infringement notices issued under Town of East 
Fremantle Parking Local Law 2016; and,  

2.  a clear framework for assessing parking infringement notice appeals.  

Policy Scope 
This policy relates to all parking infringements issued within the Town of East Fremantle. 

Policy  
The following general principles will be considered when determining the outcome of appeals against 
parking infringement notices:  

¶ Were the elements of the offence met?  

¶ Was the customer unable to comply with the relevant provisions of the law for a reason or due 
to a significant circumstance that was out of their control?  

All parking infringement appeals must be received within 28 days of the issue of the infringement 
notice and will be assessed on their individual merit.  

Methods for lodging an appeal are as follows: 

1. All appeals must be in writing 

2. Appeals can be submitted via: 

(a) email to admin@eastfremantle.wa.gov.au  

(b)  completing the hard copy appeals form available in person, from Customer Service 

(c) using the online form via the Town of East Fremantle website. 

Officers will apply a 15 minute leniency prior to issuing a parking infringement notice for exceeding a 
time limit.  

In exceptional circumstances or in circumstances of repetitive offences by the same person, it may be 
appropriate for officers to make a decision that varies from the position outlined in this policy.  

The following tables outline the circumstances under which parking infringement notices that are 

subject to an appeal will, may be or will not be withdrawn:  

  

mailto:admin@eastfremantle.wa.gov.au


 

 

Table 1. Circumstances under which an infringement will  be withdrawn 

Circumstances Evidence required 

Vehicle breakdown due to mechanical 
fault. 

¶ Statutory declaration outlining the nature of the 
ōǊŜŀƪŘƻǿƴΣ ǿƘȅ ǘƘŜ ǾŜƘƛŎƭŜ ŎƻǳƭŘƴΩǘ ōŜ ƳƻǾŜŘ ŀƴŘ Ƙƻǿ 
the vehicle was moved; or 

¶ Receipts from a vehicle towing company; or 

¶ Receipts from a reputable mechanic. 

Medical Emergency. ¶ 5ƻŎǘƻǊΩǎ ŎŜǊǘƛŦƛŎŀǘŜΤ ƻǊ 

¶ Correspondence from St John Ambulance, a hospital, 
medical surgery, doctor; or 

¶ Statutory declaration. 

Infringement issued in error or to the 
wrong person. 

¶ Evidence demonstrating the error such as; a valid ticket 
(and appropriately displayed), or photograph, or correctly 
parked vehicle; or 

¶ Proof that the vehicle did not belong to the nominated 
driver/owner at the time the infringement was issued; 

¶ Registration papers; or 

¶ Statutory declaration. 

Town of East Fremantle ticket machine, 
pay by phone software (if available) or 
equipment fault. 

Evidence demonstrating the Town of East Fremantle ticket 
machine, pay by phone software, or equipment was faulty; 
e.g. photograph or screenshot. 

Person is not the driver at the time of the 
offence. 

Correctly filled out nomination form submitted within 28 
days of the infringement date. 

Directed by a Town Officer or Law 
Enforcement Officer to park contrary to 
signs and/ limitations. 

¶ Statutory declaration outlining the nature of the 
ŘƛǊŜŎǘƛƻƴΣ ǿƘȅ ǘƘŜ ǾŜƘƛŎƭŜ ŎƻǳƭŘƴΩǘ ōŜ ƳƻǾŜŘΤ and 

¶ Evidence from the Law Enforcement Officer indicating 
the nature of the direction.  

Table 2. Circumstances under which an infringement may be withdrawn 

Circumstances Evidence required 

A valid ticket was purchased 

(Failure to display a valid parking ticket) 

¶ A copy of the valid ticket that relates to the parking 
infringement notice under appeal, including correct 
vehicle registration details; or 

¶ Extract from bank statement confirming payment 
details. 

Compassionate grounds; including but 
not limited to family bereavement, 
genuine financial hardship and diagnosed 
mental illness. 

Evidence specific to the matter at hand, which may include, 
but not be limited to, a Statutory declaration, Centrelink 
documentation, Health care card, Doctors certificate, letter 
from a hospital/surgery/doctor. 

The signage in the area was missing, 
obscured or damaged to the point where 
it could not be read. 

Photographic evidence of missing, obscured or damaged sign 
at the time of the offence. 



 

 

Infringement issued to a person parked 
in a designated ACROD bay but did not 
display a valid ACROD permit. 

Proof of valid ACROD permit. 

Table 3. Circumstances under which an infringement will not be withdrawn: 

Circumstances 
¶ Exceeding a time limit. 

¶ Forgot to purchase and display a valid parking ticket. 

¶ Lack of available parking bays. 

¶ Arranging payment or getting change. 

¶ Appointment or a meeting ran over time. 

¶ Transportation services were late. 

¶ Had to make or take an important phone call. 

¶ Did not see or did not understand the parking restrictions. 

¶ Did not see or did not understand how to use a ticket machine. 

¶ Where a vehicle is parked in a dangerous or obstructive location that has the potential to cause 
nuisance, injury or damage. 

¶ Where an unauthorised vehicle is parked in a designated ACROD parking bay. 

 

 

Responsible Directorate: Corporate Services 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 19/06/18 

Policy Amended/Reviewed: 16/10/18, 20/08/19, 17/9/19 

Former Policy No: 4.2.7 

 

  



 

 

 

 
нΦмΦмл LƴŦǊƛƴƎŜƳŜƴǘ 5Ŝōǘ aŀƴŀƎŜƳŜƴǘ 

Type: Corporate Services ς Financial Management 

Legislation: Local Government Act 1995  

Delegation:  

Other Related Document: Parking Infringement Appeals Policy 2.1.9 

Objective 
The objective of this policy is to outline the process for collection of infringements, the referral process 
to the Fines Enforcement Registry, and the process to write off debt for unpaid infringements. 

Policy Scope 
This Policy applies to all infringements issued by the Town of East Fremantle under delegated State 
DƻǾŜǊƴƳŜƴǘ ƭŜƎƛǎƭŀǘƛƻƴ ŀƴŘ ǘƘŜ ¢ƻǿƴΩǎ [ƻŎŀƭ [ŀǿǎΦ /ƻǳƴŎƛƭ ƛǎ ŎƻƳƳƛǘǘŜŘ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŜƴŦƻǊŎŜƳŜƴǘ 
is carried out in the public interest and is transparent, fair, efficient and consistent. 

Policy  

Infringement Notice Process 
Infringement notice is issued - 28 days to pay.  

Registration is submitted after 28 days to obtain ownership details to the Department of Transport 

(obtaining ownership details). 

Issuance of a Final Demand - 28 days to pay.  

Appeals need to be lodged within 28-days of the infringement notice being issued. The due date will 
not be amended irrespective of the appeal being received. Appeals received after the 28 day period 
will not be considered unless under exceptional circumstances. 

Unpaid Infringement Notices will be forwarded to the Fines Enforcement Registry (FER) to recover the 
outstanding infringement following the non-payment of a Final Demand.  

The Senior Ranger is to review and authorise those infringements being referred to FER. 

Fines Enforcement Registry (FER) 
Amounts that remain outstanding past the prescribed due date of the Final Demand will be referred 
to the Fines Enforcement Registry resulting in additional fees and charges.  

The debt will remain active with the Fines Enforcement Registry for a period of eight (8) years until 
paid or recommended for write-off by them (quarterly reports), after which it will be written off under 
delegated authority. 

Infringements written off are to be withdrawn from FER via the eCourts portal. 

Interstate/  International Drivers & Infringements with no Ownership detail 

Where ownership details are unable to be obtained from the Department of Transport and the 
reasoning is confirmed as an interstate registration, the infringement status will be updated to reflect 
ΨLƴǘŜǊǎǘŀǘŜ wŜƎƻΩΦ  



 

 

Infringements where ownership detail is unable to be obtained (unregistered vehicles or illegal plates, 

ŜǘŎύ ŀǊŜ ǘƻ ƘŀǾŜ ŀ ǎǘŀǘǳǎ ǊŜŦƭŜŎǘƛƴƎ Ψ!Ŏǘƛƻƴ 5ŜŦŜǊǊŜŘΩΦ 

Management Reporting  
The monthly financial report to council is to include the balance of Infringements receivable. 
 
Infringements written off in the preceding financial year by the Chief Executive Officer under 

delegation will be referred to Council for information advising the amount written off and reasoning.  

Financial Hardship 

1. Financial hardship is not a ground for review. 

2. Where a person is experiencing financial hardship and is unable to pay their outstanding 
infringement, the Town may assist the applicant, where applicable, to negotiate a payment plan. 

3. To be eligible for a payment plan, the infringement must not have been referred to the Fines 
Enforcement Registry. 

4. If the payment plan is requested after the fine has been registered with FER, the applicant will be 
able to enter into an arrangement with FER directly. 

5. The payment plan must not include more than 4 payments and be paid in full within 90 days of 
the date of Final Demand. 

Each payment arrangement requires the approval in accordance with the Delegation 1.3.9 

Roles and Responsibilities  

¶ Ranger Services shall be responsible for the issuance of Infringement Notices  

¶ The Revenue Officer shall be responsible for the recovery of the Infringements. 

¶ The Executive Manager Corporate Services shall be responsible for referring matters to Council in 
regard to this Policy. 

¶ The Manager Finance shall be responsible for the review and monitoring of the operations of this 
Policy. 

¶ The Corporate Service Team and Technical Services Team shall be responsible for the day-to-day 
operations of this policy. 

 

Responsible Directorate: Corporate Services 

Reviewing Officer: Manager Finance 

Decision making Authority: Council 

Policy Adopted: 18/9/18 

Policy Amended/Reviewed: 20/8/19, 17/9/19, 19/7/22, 9/12/25 

Former Policy No: 4.4.3 

 

 
 

  



 

 

 

 
 
нΦмΦмм /ƻƳƳǳƴƛǘȅ DǊŀƴǘǎ ϧ {ǇƻƴǎƻǊǎƘƛǇ 

Type: Corporate Services ς Financial Management 

Legislation:  

Delegation:  

Other Related Document: Community Assistance Grants & Sponsorship Funding Guidelines 
Community Grants & Sponsorship Process 

Objective 
To provide financial assistance to community groups and individuals that will build capacity within the 
community, stimulate volunteering and youth development, and deliver sustainable, accessible and 
demonstrated social, environmental and economic benefits. 

Policy Scope 
Funding for individuals and incorporated not-for-profit organisations/associations that are resident- 
based or those providing services within the East Fremantle community. 

Policy  
The Community Grants Assistance Program aims to provide assistance to individuals and incorporated 
associations that can deliver meaningful benefits and outcomes in the following target areas: 

ω Community Development 
ω Sport and Recreation 
ω Economic Development 
ω Environment and Heritage 
ω Culture and the Arts 
ω Emergency Services 

Grant Categories 

ά/ƻƳƳǳƴƛǘȅ !ǎǎƛǎǘŀƴŎŜ DǊŀƴǘǎέ refers to funding towards infrastructure and equipment. Examples 
of this type of funding are uniforms or equipment.  

ά{ǇƻƴǎƻǊǎƘƛǇǎέ refers to funding towards events, projects (annual or one off), Community Bus use and 
Photocopying/Printing.  

Funding of up to $5,000 will be considered for Community Assistance Grants.  

Funding of up to $3,000 will be considered for Sponsorship Funding.  

Council contributions will generally be limited to: 

$0 - $1,000 100% funded 

$1,001 - $3,000 50% matching contribution (dollar for dollar up to $3,000) 

$3,001 - $5,000 1/3 matching contribution 

The value of in-kind work undertaken by volunteers may not exceed one third of the completed 
value of the project. The voluntary work should be described and valued at a rate of $20 per hour 
(generally $15 per hour for unskilled works and $20 per hour for skilled labour).  



 

 

Minor grants are to be considered by the Mayor.  Formal acquittal processes are not mandatory but 
may be requested if considered appropriate. 

Funding Application Assessment Criteria  
Consideration will be given to priority areas, not limited to, emergency services, education, youth, 
sports, recreation, heritage and culture within the Town of East Fremantle.  

Only one application for assistance towards one project will be assessed for the provision of minor 
sporting, recreation, cultural or other project.  

The applicant organisation must operate from the Town of East Fremantle and beneficiaries must be 
residents of the Town of East Fremantle. If managed by an outside group, demonstrated evidence that 
a high percentage of members/users reside in the Town of East Fremantle must be included in the 
application.  

Only groups who can demonstrate that they are a not-for-profit community organisation will be 
considered eligible for funding.  

Community Assistance Grants Occasional Committee  
The Community Assistance Grants Occasional Committee will consist of the following membership;  

¶ Mayor (or his/her representative) & two Councillors  

¶ 2 x staff members  

¶ 2 x  Community members.  

Retrospective Funding  
No application for retrospective projects will be considered as part of this grant/funding scheme.  

Projects may not materially commence before the announcement of successful applicants.  

Ineligibility 
State and Federal Government agencies, incorporated associations whose members derive individual 
benefit or financial return from their activities, individuals outside of Travel Subsidy and Youth 
Encouragement grants. 

Perception of Bias 
In accordance with best practice public sector transparency and accountability principles, all 
committee members and staff who are, or have in the last three years, been a board member, 
committee member, executive member or life member of an association applying for funds, shall 
disqualify themselves from all aspects of the consideration process from receipt of application through 
to consideration at the Community Grants Committee. 

 

Responsible Directorate: Corporate Services 

Reviewing Officer: CEO 

Decision making Authority: Council 

Policy Adopted: 21/06/16 

Policy Amended/Reviewed: 17/9/19, 19/11/19, 28/10/25 

Former Policy No: 1.2.2 

 

  



 

 

 
 

 
нΦмΦмн [ŜŜǳǿƛƴ /ŀǊǇŀǊƪ όbƻ мύ ϧ [ŀǳƴŎƘƛƴƎ wŀƳǇ ς tŀǊƪƛƴƎ ŦƻǊ 

wŀǘŜǇŀȅŜǊǎ 

Type: Corporate Services ς Financial Management 

Legislation: LGA 1995 

Delegation: N/A 

Other Related Document: Parking and Parking Facilities Local Law 
Leeuwin Carpark & Launching Ramp ς Parking for Ratepayers 
Procedure PRO2.1.12 

Objective 
To provide subsidised parking for East Fremantle ratepayers using the Leeuwin (No 1) carpark and 

launching ramp. 

Policy Scope 
This policy will affect:  

¶ resident/owners of the Town who own a boat and trailer 

¶ reception staff in checking documentation for issue of a parking permit 

¶ /ƻǳƴŎƛƭΩǎ wŀƴƎŜǊ {ŜǊǾƛŎŜǎ ƛƴ ŀŘƳƛƴƛǎǘŜǊƛƴƎ ǘƘŜ ǳǎŜ ƻŦ ǇŀǊƪƛƴƎ ǇŜǊƳƛǘǎ 

Policy  
To issue a permit to eligible East Fremantle ratepayers who are occupiers of their rateable property 
to park their vehicle and boat trailer in the Leeuwin (No 1) Carpark.  

Permits are available to East Fremantle owner/occupiers who are required to produce evidence that 
ǘƘŜ ƳƻǘƻǊ ǾŜƘƛŎƭŜΣ ōƻŀǘ ŀƴŘ ǘǊŀƛƭŜǊ ŀǊŜ ǊŜƎƛǎǘŜǊŜŘ ŀǘ ǘƘŜƛǊ ƴƻǊƳŀƭ ŀōƻŘŜΦ hǊƛƎƛƴŀƭǎ ƻŦ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴŎŜΣ 
motor vehicle, trailer and boat registrations must be presented when making application.  

 
 
Attachment: 
Leeuwin Carpark & Launching Ramp ς Parking for Ratepayers Procedure  

 

Responsible Directorate: Corporate Services 

Reviewing Officer: Manager Finance & Administration 

Decision making Authority: Council 

Policy Adopted: 18/11/97 

Policy Amended/Reviewed: 21/3/00, 16/2/16, 11/12/18, 17/9/19 

Former Policy No: 2.2.1 

 

  



 

 

 

 

LEEUWIN CARPARK & LAUNCHING RAMP ς PARKING FOR RATEPAYERS PROCEDURE (PRO2.1.12) 

Objective 

To ensure permits for subsidised parking for East Fremantle ratepayers using the Leeuwin (No 1) 

carpark and launching ramp are issued as per the Policy. 

Procedure  

1. For renewal, owner/occupiers of the Town of East Fremantle are to produce evidence that the 
ƳƻǘƻǊ ǾŜƘƛŎƭŜΣ ōƻŀǘ ŀƴŘ ǘǊŀƛƭŜǊ ŀǊŜ ǊŜƎƛǎǘŜǊŜŘ ŀǘ ǘƘŜƛǊ ƴƻǊƳŀƭ ŀōƻŘŜΦ hǊƛƎƛƴŀƭǎ ƻŦ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴŎŜΣ 
motor vehicle, trailer and boat registrations must be presented every year when making 
application.  

2. Provide a ƭŀƳƛƴŀǘŜŘ ǇŜǊƳƛǘ ǘƘŀǘ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ōŜ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ŘǊƛǾŜǊΩǎ ǎƛŘŜ ƻŦ ǘƘŜ ŦǊƻƴǘ ǿƛƴŘƻǿ 
(bottom right). If permit is not displayed correctly, a parking infringement notice may be issued. 

3. The permit is only valid when both the authorised vehicle and trailer are attached and parked 
within the No 1 (Leeuwin) car park. 

4. The holder of the permit is required to comply with all other local laws in the parking area.  It 
does not entitle the holder to a reserved parking bay. 

5. Maximum of one permit per owners of rateable property, regardless of additional properties 
owned. 

6. All permits expire on 31 August each year and only one permit is to be issued per year. 

7. Any breach of condition may result in revocation of parking permit and a refusal of future 
applications. 

8. Council staff maintain a register of all permits. 

 
 

  



 

 

 
 

 
 
 
нΦмΦмо wǳōōƛǎƘ /ƻƭƭŜŎǘƛƻƴ /ƘŀǊƎŜ ς 5ƻƳŜǎǘƛŎ {ŜǊǾƛŎŜ ς bƻ {ŜǇŀǊŀǘŜ 

/ƘŀǊƎŜ όwŜǾƻƪŜŘ мфκммκнпύ 

Type: Corporate Services ς Financial Management 

Legislation: LGA 1995 

Delegation: N/A 

Other Related Document:  

Objective 
¢ƻ ǊŜŎƻǊŘ /ƻǳƴŎƛƭΩǎ ŘŜǘŜǊƳƛƴŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ƭŜǾȅƛƴƎ ƻŦ ŘƻƳŜǎǘƛŎ ǊǳōōƛǎƘ ŎƘŀǊƎŜǎΦ 

Policy Scope 
This policy will affect all ratepayers (residential) of the Town. 

Policy  
Council will not levy separate charges for rubbish or recycling collections for household/domestic 
properties.  

 

Responsible Directorate: Finance & Administration 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 16/12/97 

Policy Amended/Reviewed: 18/03/08, 17/9/19 

Former Policy No: F2.2 

 

  



 

 

 

 

 
 
нΦмΦмп aƻǘƻǊ ±ŜƘƛŎƭŜ !Ŏǉǳƛǎƛǘƛƻƴ ϧ ¦ǎŀƎŜ 

Type: Corporate Services ς Financial Management 

Legislation: LGA 1995 

Delegation: N/A 

Other Related Document:  

This policy has been reclassified as an administration policy 
  



 

 

 

 

 

нΦмΦмр ²ŀǎǘŜ {ŜǊǾƛŎŜǎ ŦƻǊ /ƻƳƳǳƴƛǘȅ ŀƴŘ {ǇƻǊǘƛƴƎ hǊƎŀƴƛǎŀǘƛƻƴǎ 

Type: Corporate Services   

Legislation: Waste Avoidance and Resource Recovery Act 2007 

Delegation: Council  

Other Related Document: Waste Local Law 2017 
Waste Plan 2020 (In development) 

Objective 
The objective of this policy is ǘƻ ǇǊƻǾƛŘŜ ŎƭŜŀǊ ƎǳƛŘŀƴŎŜ ǘƻ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ community 
and sporting organisations of waste and recycling services and the associated fees and charges. 

Policy Scope 
Community and sporting organisations within East Fremantle, will be eligible for a full concession on 

1 (one) general waste service, including one 240 litre lime green-lidded FOGO bin, one 240 litre red 

lidded general waste bin and one 240 litre yellow lidded recycling bin.  

This policy applies to:  

¶ all community organisations using a 240L MGB for MSW  in East Fremantle; 

¶ all sporting organisations using 240L MGB for MSW  in East Fremantle.  

Policy Statement  
The Town of East Fremantle is required by law to provide a waste collection service to all residents 

within the TownΩs local government area. The TownΩs approach to waste collection services is a 

demonstration of its commitment to:  

¶ reducing waste, maximising recycling and avoiding landfill; 

¶ engaging with the community through a range of events, programs and partnerships to influence 

positive waste and recycling behaviours and to better educate our younger generation in waste 

disposal, which seeks to encourage sustainable choices into the future 

ω  providing exemplary customer services to community members 

¶ improving and protecting public safety and health and  

¶ assisting organisations and businesses to operate efficiently and therefore successfully. 

The objective of this Policy is to meet the goals of the State Waste Strategy and the ¢ƻǿƴΩǎ [ƻŎŀƭ ²ŀǎǘŜ 
Plan (in development). 
 
The goal of the State Waste Strategy is to exceed the State current benchmark of 50% for waste 
ǊŜŎƻǾŜǊȅ ŀƴŘ ǘƘŜ ¢ƻǿƴΩǎ Ǝƻŀƭ ƛǎ ǘƻ ŀŎƘƛŜǾŜ ŀ ƳƛƴƛƳǳƳ ƻŦ ср҈ ŦƻǊ ǿŀǎǘŜ ǊŜŎƻǾŜǊȅΦ  

 
Policy  
To meet waste recovery targets, the Town regularly undertakes research into the different types and 

volumes of waste collected. Following the rollout of FOGO to residential properties within the Town, 



 

 

Council is committed to further provide the FOGO service to multiunit developments, businesses and 

community and sporting organisations. 

To date, the provision of waste services to community and sporting organisation was on an ad hoc and 

ŦǊŜŜ ōŀǎƛǎ ǘƻ ŘŜƳƻƴǎǘǊŀǘŜ ǘƘŜ ¢ƻǿƴΩǎ ǎǳǇǇƻǊǘ ƻŦ ǘƘŜǎŜ ƻǊƎŀƴƛǎŀǘƛƻƴǎΦ ¢Ƙƛǎ Policy will ensure that the 

waste services in both community and sporting organisation are consistent with the services provided 

in the Town.  

The collection of waste is subject to health and safety conditions to protect residents and community 

members. These conditions include the provision of a regular waste collection service, to ensure safe 

handling and prevent the accumulation of waste at residential and commercial premises, and in public 

spaces. 

Community and sporting organisations within East Fremantle will be eligible for a concession on 1 

(one) 240 litre lime green-lidded FOGO bin, 1 (one) 240 litre red -lidded general rubbish bin and 1 (one) 

240 litre yellow- lidded recycling bin.  

Additional bins can be obtained outside the standard general waste service at an additional cost. 

²ŀǎǘŜ {ŜǊǾƛŎŜ /ƘŀǊƎŜǎ ŀǊŜ ƭŜǾƛŜŘ ŀǎ ǇŜǊ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ {ŎƘŜŘǳƭŜ ƻŦ CŜŜǎ ŀƴŘ /ƘŀǊƎŜǎ 

adopted by Council each year.  

The Waste Service fee is an annual fee and calculated on a proςrata basis from the date the bin is 

delivered to the premises and will included on a rates notice as a separate charge. 

Application Process 
Community organisations and sporting clubs within East Fremantle will be required to complete a form 
for all additional bins requested for a property. A review of the application will be completed by the 
Waste Education Officer to ensure organisations and clubs are meeting their waste disposal 
responsibilities.  
 

Responsible Directorate: Corporate Services 

Reviewing Officer: Rates Officer  

Decision making Authority: Council 

Policy Adopted: 18/02/20 

Policy Amended/Reviewed:  

 

  



 

 

 

 
 
нΦмΦмс wŀǘŜǎ /ƻƴŎŜǎǎƛƻƴ tƻƭƛŎȅ 

Type: Corporate Services 

Legislation: Local Government Act 1995 

Local Government Financial Management Regulations 1996 

Delegation: DA14 Rates and Service Charges Agreements 

Other Related Document: Strategic Community Plan 2020-2030 
 

Objective 
The objective of this policy is to describe the criteria that determine which properties council may 

consider eligible for a rates concession and how an application of concession is processed and 

administered over time. 

Policy Scope 
The core matters addressed by the policy include which type of entities or landowners are eligible to 

be considered for a concession and the types of activities being conducted at the property that could 

be determined as qualifying of a concession. 

Policy 
¢ƘŜ wŀǘŜǎ /ƻƴŎŜǎǎƛƻƴ tƻƭƛŎȅ ǎƘŀƭƭ ōŜ ŀǇǇƭƛŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ /ƻǳƴŎƛƭΩǎ .ǳŘƎŜǘ ŀƴŘ wŀǘƛƴƎ 

Resolutions with the result that eligible property owners undertaking specified activities at the 

property receive a concession on their rates. 

This policy does not consider the concessions applicable for pensioners as the Rates and Charges 

(Rebates and Deferments) Act 1992 deals with such matters. 

This policy does not consider whether land is eligible to be exempt from rating; such determinations 

are made by reference to the appropriate legislation and endorsed by Policy 2.1.4 Rates Exemption. 

Eligible Property Owners 

Property owners that are eligible to be considered for a concession: 

(1) Incorporated Associations and Not for Profit Organisations; or 

(2) Property Owners that are natural persons suffering hardship. 

For a property owner to be granted a concession by Council, they must not only be an eligible property 

owner but Council must be satisfied that activities being conducted on the property or services being 

delivered from the property are consistent with activities described as eligible for a concession. 

  



 

 

Eligible Activities at the property 

Eligible activities or services delivered at the property considered eligible to be considered for a 

concession. 

Eligible Property Owner Eligible Activities or Services Delivered at the property 

Incorporated Associations and 

Not for Profit Organisations 

ω The relief of those in need by reason of youth, age, ill-

health, disability, financial hardship or other 

disadvantage; or 

ω The assistance or encouragement for the arts or cultural 

development, or 

ω The provision of early childhood care and are affiliated 

with the Crèches and Kindergarten Association or is a 

community based early childhood provider; or 

ω The provision of facilities for the conduct of amateur sport 

or recreational activities subject to any revenue from 

licensed premises, entrance fees or membership fees 

being deemed incidental to the main activity of 

conducting the sporting or recreational activities. 

Property owners suffering 
hardship 

ω Property is owner occupied: and 

ω Hardship status is confirmed by a financial assessment of 

ǘƘŜ ǇǊƻǇŜǊǘȅ ƻǿƴŜǊΩǎ ŎƛǊŎǳƳǎǘŀƴŎŜǎΣ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ 

¢ƻǿƴΩǎ 5Ŝōǘ /ƻƭƭŜŎǘƛƻƴ tƻƭƛŎȅΦ 

Concession available upon application approval 

Eligible Property Owner Eligible Activities or Services Delivered at the property 

Incorporated Associations and 

Not for Profit Organisations 

¶ General Rates Concession of 25% 

Property Owners suffering 
hardship 

ω Deferral of liability to pay rates for 6 months. All 

administrative charges and interest penalty will be waived 

for the deferral period of 6 months. 

Roles and Responsibilities 

The Executive Manager Corporate Services has overall responsibility for the delivery of the objectives 

of this policy, including compliance with all relevant legislation. 

Guidelines 

Corporate Services is responsible for the management of enquiries and the processing of new 

applications. Approval of financial hardship applications will be approved by the Chief Executive 

Officer, or delegate, under Delegation DA14 Rates and Service Charges Agreements. 

This Policy has been developed in response to the COVID-19 Health Pandemic. This policy will be 

reviewed and put for endorsement on a year to year basis. 

All adjustments to the rates levied will be managed by the Corporate Services team. 



 

 

Key Stakeholders 

N/A 

Monitoring and Evaluation 

Applications received for consideration of a rates concession will be assessed against this policy 

criteria to ensure consistency across all requests. 

Definitions 

A Not for Profit Organisation or Incorporated Association is an organisation that incorporates in its 

objectives and constitution that it does not make a profit which is distributed to the directors or 

principals but is only distributed for the purpose of the continued operation of the organisation. An 

Association is incorporated under the Associations Incorporation Act 2015. 

Property owner suffering hardship is a person in a situation of vulnerability, may have low income or, 

as a result of their circumstances, be experiencing a financial shock, leading to difficulties in paying 

ǊŀǘŜǎ ōȅ ǘƘŜ ŘǳŜ ŘŀǘŜΦ ¢Ƙƛǎ Ŏŀƴ ǘŀƪŜ ǘƘŜ ŦƻǊƳ ƻŦ ΨǇŀȅƳŜƴǘ ŘƛŦŦƛŎǳƭǘƛŜǎΩ ƻǊ ΨŦƛƴŀƴŎƛŀƭ ƘŀǊŘǎƘƛǇΩΦ 

 

 

Responsible Directorate: Executive Manager Corporate Services 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 16/06/20 

Policy Amended/Reviewed: 19/7/22 

 

  



 

 

 
 

 
 
нΦмΦмт tŜƴǎƛƻƴŜǊǎ ŀƴŘ {ŜƴƛƻǊǎ wŜōŀǘŜǎ 9ƭƛƎƛōƛƭƛǘȅ 

Type: Corporate Services  

Legislation: Local Government Act 1995  
Rates and Charges (Rebates and Deferments) Act 1992 

Delegation:  

Other Related Document: Strategic Community Plan 2020-2030 

Objective 
This Policy will assist Corporate Services in its administrative processes relative to the provisions of the 

Pensioner and Senior Concessions Scheme. This Scheme provides Pensioners and Seniors with a rebate 

or deferment of their Local Government Rates and Emergency Service Levy charges.   

Policy Scope 
Rebates granted to Pensioners and Seniors under the Rates and Charges (Rebates and Deferments) 

Act 1992 are funded by the Government of Western Australia. Eligible Pensioners and Seniors can 

either obtain a rebate on, or defer, their Local Government Rates and their Emergency Service Levy 

charge.  

Rebates only apply to Local Government Rates and the Emergency Service Levy charge. All other 

service charges must be paid in full by the due date. The amount of the rebate depends on the type of 

concession an applicant holds. 

Policy 
The rebate of Local Government Rates and Emergency Service Levy charge shall be applied in 

accordance with the Pensioners and Seniors Concessions Scheme, with a result that if an applicant is 

a Pensioner or Senior, they can apply to receive a rebate or concession on charges for Local 

Government Rates and Emergency Service charges. 

Eligible Property Owners 
The Eligibility Criteria for rebates are as follows: 

a) The applicant(s) must own and reside in the property on 1 July of the rating year. 

b) There must be no rates in arrears from a previous financial year unless a payment arrangement 

has been entered into.   

c) If the applicant is a Pensioner, they must hold a current Pensioner Concession card. 

d) An applicant in receipt of both a Seniors card issued by the Department of Communities and a 

Commonwealth Seniors Health Card has the same entitlements as a Pensioner. 

e) A Senior, must hold a current Seniors card issued by the Department of Communities. 

To own means an applicant must: 

- be the registered owner or co-owner of the property on the Certificate of Title (where the 

property is co-owned a partial concession may apply), or 

- have a right to reside or life tenancy at the property under the terms of a Will (probate) and be 

responsible for the payment of rates and charges raised against the property, or 



 

 

- hold a long-term lease (greater than 5 years) in a retirement village, park home, lifestyle village 

or caravan park. 

Entitlement to the Concession 
Eligible Pensioners and Seniors can either obtain a rebate on, or defer, their Local Government Rates 
and Emergency Services Levy charge. The amount of the concession depends on the type of concession 
card an applicant holds: 

Pensioner Concession Card or State Concession Card  

¶ Receive up to 50% rebate on Rates limited to a maximum (capped) amount legislated each 
year. 

¶ The option to defer Rates and Emergency Service Levy may be available if the required criteria 
is met. 

¶ Receive a rebate on the Emergency Service charge, limited to a maximum (capped) amount 
legislated each year. 

WA Seniors Card and Commonwealth Seniors Health Card 

¶ Entitlements as provided for above for the Pensioner Concession Card or State Concession 
Card. 

WA Seniors Card 

¶ Receive up to 25% rebate limited to a maximum (capped) amount legislated each year. 

¶ There is no option to defer rates. 

Rebate or Deferment Option  
Rebate Option  
To claim a rebate, eligible concession applicants will be required to pay the amount due on the rate 
notice by 30 June of the current financial year. 

If payments are received after the due date and the applicant only holds a Seniors card, an applicant 
will lose the rebate for that financial year and must pay the full amount due. Applicants holding the 
equivalent of a full Pensioner Concession will automatically defer their Rate and Emergency Service 
charge where payment is not received by 30 June of the current financial year. 

Deferment Option  
Local Government Rates and Emergency Service charges will be automatically deferred if the amount 
required to be paid on the rates notice is not paid by 30 June of the current financial year. Charges will 
not be deferred if the property is: 

- occupied under a right to reside or life tenancy under the terms of a Will of a deceased estate,  

- subject to co-ownership, other than spouse/de facto, where not all owners are eligible 
Pensioners,  

- subject to a long-term lease in a retirement village, or 

- occupied by eligible applicants that hold a WA Seniors Card only. 

Deferment charges will remain as a debt on the property rates account until the amount is paid in full.  
Deferred rates and service charges are not required to be paid until the entitlement to defer ceases 
(i.e. applicant moves out, sells the property, dies and leaves no surviving spouse/de facto). Deferred 
rates and service charges may be paid at any time, but a rebate cannot be claimed when they are paid. 
Penalty interest is not applicable on deferred rates accounts.  

  



 

 

Pro-rata Provisions  
When applicants become eligible Pensioners or Seniors during a financial year, it is important that they 
advise the Town as soon as possible. The pro-rata provisions allow for a rebate based on the date of 
registration during that financial year (i.e. calculated on how many days of that year an applicant was 
registered), provided they owned and occupied the property as at 1 July of the current financial year. 

Change in Circumstances  
Eligible Pensioners and Seniors Concession card holders will be responsible for informing the Town of 
any change in circumstance that jeopardises their rebate entitlements. Concession card holders must 
immediately advise the Town if they:  

- are issued with a new card or their card is cancelled/expired,  

- have changed any of their details that were provided on the original registration,  

- sell or transfer an interest in all, or part, of the property or move to another address,  

- have a spouse who ceases occupation of the property, or  

- as a WA Seniors Card holder, become an eligible Pensioner or the holder of a Commonwealth 
Seniors Health Card.  

Multi -residential Properties not Strata Titled  
If an applicant has land with multiple homes which have not been strata-titled (e.g. duplex properties, 
group housing complexes), rebates may be apportioned according to the ownership interests and the 
extent the owner uses the property for residential purposes (i.e. what part of the land is occupied by 
the Pensioner and/or Senior for their use).  

Commercial Properties Occupied by Pensioners and Seniors 
Concessional arrangements are targeted at residential property owned and occupied by Pensioners 
and Seniors. If the property is owner-occupied by the applicant and is also partly used for commercial 
purposes, the rebate may be apportioned according to the ownership interests and the extent that 
the property is used as a residence. In such cases, the Town will make a determination on the extent 
of the entitlement to a rebate. 

Application Process  
An applicant should register their entitlement as soon as they receive their concession card.  

Applications are made via the Water Corporation. The Water Corporation will notify the Town once 
the application has been processed. 

Registration of the concession card will take effect from the date that it is received by the Water 
Corporation.  

An applicant can only claim a concession on Local Government Rates charges and Emergency Services 
Levy charge on one property in any one financial year. 

If a concession card holder has Local Government Rates and service charges in arrears, a rebate or 
deferment may be obtained if a satisfactory arrangement to pay the rates arrears has been entered 
into and approved by the Executive Manager of Corporate Services.  

Roles and Responsibilities 
The Revenue Officer has the overall responsibility for the management of all enquires and all 
administrative processes associated with this policy.   

  



 

 

Review Process 
1. Deferred Rates  

A schedule of Deferred Rates will be provided to the Office of the Auditor General at the end of 
each financial year.   

2. Information obtained from the Data Ineligibility reports received from Revenue WA (Office of 
State Revenue) in June/July of each year are to be applied against the applicants. Sourcing of 
verifiable information can be from the Water Corporation or Australian Government ς Services 
Australia (Centrelink Business Online). 

 

Key Stakeholders 
Revenue WA (Department of Finance - Office of State Revenue) 
Water Corporation 
Office of the Auditor General  

Monitoring and Evaluation 
Applications received for a Pensioners and Seniors rebate be assessed against this policy criteria to 
ensure consistency across all requests.   

 

Responsible Directorate: Executive Manager Corporate Services 

Reviewing Officer: Manager Administration and Finance 

Decision making Authority: Council 

Policy Adopted: 16/06/20  

Policy Amended/Reviewed: 19/7/22 

 

  



 

 

 
 
 
 
нΦмΦму /ŀǎƘ .ŀŎƪŜŘ wŜǎŜǊǾŜǎ 

Type: Corporate Services ς Financial Management 

Legislation: Local Government Act 1995  

Delegation:  

Other Related Document:  

Objective 
To provide strategic support and direction for the establishment and utilisation of Cash Backed 
Reserves (Reserves).  

Background 
Reserves are accounts established and held within the municipal fund to hold cash retained by the 
Town for the purpose of: 

¶ reducing business risk; 

¶ improving financial management; 

¶ improving strategic capacity; 

¶ meeting asset renewal needs; or 

¶ meeting statutory obligations and other external requirements.  

The balance of cash held in reserve accounts are restricted to the defined purpose for which the 
reserve account was established. 

Changes to the purpose for which money is held in a cash reserve can be achieved in accordance with 
the requirements as set out in the Local Government Act 1995.      

Policy  
This Policy provides direction to management in relation to a framework surrounding decisions to 

place funds into a reserve account. 

Linkage to the Long Term Financial Plan  

Cash reserves are a mechanism to assist in achieving the strategic objectives of the Town and the 

decision to allocate cash to/from a reserve account is made within the context of its implication on 

the long term financial sustainability of the Town. 

Inter-Generational Equity 
The Town will seek to achieve intergenerational equity in its use of reserve savings as a means of 

funding long lived assets to achieve an alignment of the cost of funding the asset(s) and the 

consumption of the benefit.  

  



 

 

Establishment of Reserve Accounts  
The Town will generally support the establishment of cash reserves in accordance with Appendix A of 
this policy, to achieve the following outcomes: 

Purpose Rationale for Establishment 

Business Risk 
 

Reserves may be established to minimise the impact on Council operations in 
any one year from unanticipated events. Unanticipated events can arise from 
the impact of natural disasters where the financial risks cannot be fully 
recouped under an insurance policy or disaster funding.  

In addition, unanticipated events may include draws on employee 
entitlements such as annual leave or sick leave or the unanticipated failure of 
assets critically important to maintaining service levels.   

Financial 
Management 

To manage the transition from a past budget period to a future accounting 
period, reserves may be established to hold restricted funds for transfer to a 
future period to match/offset the respective expenditure.    

Reserves may also be established to be used to accumulate funds for 
significant operating expenses that occur on a recurrent basis but do not 
require an annual allocation in every budget year.   

Strategic Capacity 
 

On occasions, the Town is offered strategic opportunities by the State/Federal 
government or the private sector to partner in the provision and delivery of 
community initiatives and programs. These are usually in the form of external 
grants or contributions which require a financial contribution from the Town. 
Sufficient notice may not be provided to develop a specific financing strategy 
to take advantage of these opportunities. Strategic Reserves may be 
established to maintain a level of savings to access these opportunities subject 
to the outcomes ŀƭƛƎƴƛƴƎ ǿƛǘƘ ǘƘŜ ¢ƻǿƴΩǎ ǎǘǊŀǘŜƎƛŎ ŎƻƳƳǳƴƛǘȅ Ǝƻŀƭǎ ŀƴŘ 
priorities. 

Meeting Future 
Needs for Asset 
Management 

Reserves may be established to save for the future renewal of assets with the 
funding of anticipated future expenditure needs which provides the Town a 
financing tool to manage issues of intergenerational equity, reduce reliance on 
borrowing to fund long lived assets and to overcome the restriction of a single 
budget by smoothing the funding allocation over the longer term. 

Statutory 
Obligations 

The Local Government Act requires selected revenue streams to be 
quarantined and to only fund the purpose for which the revenue was raised.  

Examples are nominated service charges and specified area rates. Any revenue 
collected in a budget year not used for the purpose for which it was raise must 
be held in a reserve until it is applied to the purpose in future periods. Money 
held in these Reserves cannot be used for any other purpose. 

Developer contributions are collected in accordance with Community 
Infrastructure Plans to be used to fund specific assets in nominated areas.  

Interest on Investment of Reserves 
Subject to the balance of the reserve being below the maximum levels as outlined in this policy, 
interest earned on cash in Reserve accounts shall be transferred to the reserve account as a deposit.   

Monitoring and Reporting 
The minimum and maximum levels of cash held in each reserve (if applicable) will be determined in 

accordance with Appendix A of this Policy. The level of reserves will be reported in the budget annually 

in accordance with minimum and maximum levels as set out in this policy.  



 

 

The minimum levels as set out in this policy are to be considered as a goal and may not be able to be 

achieved at times due to events that impact the use of the reserve. If minimum levels are not achieved, 

the long term financial plan is to include strategies to return the cash reserves to the minimum balance 

in accordance with the levels set out in this policy. 

If the maximum levels, as set out in this policy, are achieved for the relevant reserve account, future 

transfers of cash to the reserve (including interest earning from the investment of the reserve) may be 

suspended until such time as a report is prepared to the Council to review the levels and purpose of 

the reserve account.    

 

Responsible Directorate: Corporate Services 

Reviewing Officer: Manager Administration and Finance 

Decision making Authority: Council 

Policy Adopted: 16/06/20 

Policy Amended/Reviewed:  
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Category Sub Category Purpose Reserve Name Minimum 
Reserve 
Balance 

Maximum 
Reserve 
Balance 

Forecast Reserve 
Balance30 June 2020 

Recommended Target 
Balance/Reserve Transfer 

Rule 

Operational 

Timing 
Adjustments 

To assist with 
the matching 
of revenue 
and 
expenditure 
across 
accounting 
periods. 

¶ Unspent Grants 
Reserve 
 

¶ Committed 
Works Reserve 

Determined by the amount 
of funds to be transferred 
across financial years. 

$0 
 

 

Statutory  To achieve 
statutory 
compliance in 
accordance 
with relevant 
legislation 

Service charges 
specified area rates 
or external 
restrictions. 

¶ Town Planning 
Reserve 

¶ Old Police 
Station Reserve 

Determined in accordance 
with legislation and/or 
project requirements 

Town Planning = $50k 
 
Old Police = $0 

 

Accumulated 
Liabilities 

To offset 
liabilities 
generated as 
a result of 
past 
accounting 
periods.  

Employee 
Entitlements/ 
Revaluations costs 

¶ Non-Current 
Leave Reserve 

50% of the 
accumulated 
liability 

100% of the 
accumulated 
liability 

$10k 
No budgeted transfers, 
current LSL liability 
~$90k 

$75k (net transfer in ~$5k 
per yr) 

Strategic 

Natural 
Disaster 

To reduce the 
financial risk 
of 
unanticipated 
events 

Flooding or storm 
damage 

¶ Sustainability 
and 
Environmental 
Initiatives 
Reserve  
 

Equivalent 
to an 
amount 
equal to 1% 
of annual 
general 
funds 

Equivalent 
to an 
amount 
equal to 4% 
of annual 
general 
funds 

$60k $380k (net transfer in 
~$80k per yr) 



 

 

 Community To provide for 
strategic 
actions in 
support of 
identified 
activities that 
cannot be 
funded in the 
one budget 
period  

¶ Arts and 
Sculpture 
Reserve 
 

¶ Aged Services 
Reserve 

Determined by the renewal 
requirements of each 
project. 

Arts = $76.8k 
 
Aged Services = $21.8k 

Arts = $150k average 
balance (net transfer in 
~$25k per yr for next 4 
years) 
 
 

Opportunities To provide for 
the capacity 
to take-up 
unanticipated 
strategic 
opportunities  

¶ Strategic Asset 
Management 
Reserve  

Equivalent 
to an 
amount 
equal to 2% 
of annual 
general 
funds 

Equivalent 
to an 
amount 
equal to 4% 
of annual 
general 
funds 

$100k $380k (net transfer in 
~$25k per yr) 



 

 

Asset 
Management 

Specific  To hold funds 
for the future 
renewal of 
identified 
assets which 
cannot be 
managed in a 
single 
budgetary 
year.     

Significant asset 
renewal needs such 
as facilities of 
regional significance 
or essential services.   

¶ Preston Point 
Facilities 
Reserve 
 

¶ East Fremantle 
Oval 
Redevelopment 
Reserve 

 

¶ Foreshore 
Management 
Reserve 

Determined by the renewal 
requirements of each 
project. 

Preston Point = $36k 
 
EF Oval = $298k 
 
Foreshore = $0 

Preston Point = net transfer 
$100k per annum 
 
EF Oval ς business plan 
recommends establishing a 
sinking fund of $271k per year, 
plus the Town will be required to 
fund any operating deficit with a 
forecast shortfall of $300k in 
year 1. Sinking fund not to 
commence until year 3.  
$300k transfer in Year 
1(Operating Deficit) 
$100k transfer in subsequent 
years as a safety net (Operating 
Deficit) 
Funding model indicates an own 
source contribution of $1m from 
Reserve to the build cost by 
2022/23 ς so $350k transfer in 
2021/22 and 2022/23 required. 
$sinking fund thereafter from Yr 
3 (to be funded from the 
dividend model) 
 
 
Foreshore = $1m (transfer in 
~$100k per yr) 

Light Fleet & 
Plant 
Acquisition 
 

To hold funds 
for asset 
renewal for 
plant & 
vehicles to 
reduce the 
risk of a 

Plant and Vehicles  

¶ Vehicle, Plant 
and Equipment 
Reserve 

10% of the 
current 
replacement 
cost of the 
depreciable 
component 

20% of the 
current 
replacement 
cost of the 
depreciable 
component 

$84k Transfer in annual depreciation 
expense circa $138k 
Transfer out net funding 
requirements 
 
 



 

 

sudden loss 
of service 
potential and 
to assist with 
peak renewal 
demand.      

of each 
asset group 

of each 
asset group 

General To hold funds 
for general 
asset renewal 
for each fixed 
asset class 
(excluding 
plant & 
vehicles) to 
reduce the 
risk of a 
sudden loss 
of service 
potential and 
to assist with 
peak renewal 
demand.      

Waste 
Management, 
Roads, Footpaths, 
Drainage, Parks 
Infrastructure, 
Streetscape, 
Buildings.  
 

¶ Waste Reserve 
 

¶ Streetscape 
Reserve 

 

¶ Drainage Reserve 

1% of the 
current 
replacement 
cost of the 
depreciable 
component 
of each asset 
group 

2.5% of the 
current 
replacement 
cost of the 
depreciable 
component 
of each asset 
group 

 
 
 
 
 
Waste = $0 
 
Streetscape = $75k 
 
Drainage = $150k 

 
 
 
Waste ς in the event that the 
Town imposes a separate waste 
charge on the rates notice, the 
Town could adopt a full cost 
recovery model + 2% (circa 
$32kpa) with the surplus to be 
transferred to Reserve for the 
purpose of funding future waste 
initiatives/liabilities or provide a 
return on investment? 
 
Streetscape = $25k per year for 
major streetscape upgrades 
including George St 
 
Drainage = $700k 
CRC = $2.06m + drainage audit 
findings (no $ values included), 
general allocation in SRP $100k 
per yr  

Developer 
Contributions 

Major To hold 
contributions 
to be used in 
accordance 
with the 
specific major 
plan 

N/A 

Determined by the amount 
of unexpended funds. 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

Miscellaneous To hold 
contributions 
to be used in 
accordance 
with several 
minor plans 

N/A   
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нΦмΦмф /ƻƴǘǊŀŎǘ ±ŀǊƛŀǘƛƻƴǎ  

Type: Corporate Services ς Financial Management 

Legislation: Regulation 5(1)(e) Local Government (Financial Management) 
Regulations 1996 

Delegation: N/A 

Other Related Document:  

Objective 
To determine the circumstances in which a contract for the procurement of goods or services may be 
varied. 

Policy Scope 
This policy applies to all staff. 

Policy  
1. Following the issue of a purchase order for the procurement of goods or services, the contract 

for purchase may be varied where: 

1.1 The contract enables the contract to be varied, and the variation is in accordance with 

variation provisions of the contract; 

1.2 Additional goods or services that were not, or could not have been, foreseen at the 

time the purchase order was issued are required; 

1.3 Sufficient funds are available in the appropriate capital or operating budget to meet the 

additional cost; 

1.4 The value of the contract as a result of the variation does not exceed the purchasing 

limit of the Officer approving the variation; and 

1.5 The value of the additional goods or services required does not exceed the value of the 

initial contract by more than 10% to a maximum of $50,000 pursuant to delegation DA7 

Contract Price Variation. 

2. Contract variations that would result in the procurement of additional goods or services 

where the value of those additional goods or services would exceed the initial contract 

price by more than 10% to a maximum of $50,000 may, in exceptional circumstances, be 

approved by the Chief Executive Officer, subject to the variation not being contrary to the 

requirements of clause 1.2 above, and the reasons for the variation being documented and 

registered as a corporate record. 

3. When approving an invoice for payment, if the amount of the invoice exceeds the amount 

of the corresponding purchase order for the goods or services by more than 10% to a 

maximum of $50,000, payment of the invoice is to be authorised by the Chief Executive 

Officer. 

4. This policy does not permit variations to contracts that are intended, or could reasonably 

be perceived as being intended, to avoid the necessity to comply with Council Policy 9.7 ς 

Purchasing Policy. 
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Responsible Directorate: Executive Manager Corporate Services 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 15/09/20 

Policy Amended/Reviewed:  
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нΦмΦнл  ²ŀǎǘŜ {ŜǊǾƛŎŜǎ ŀƴŘ /ƘŀǊƎƛƴƎ 

Type: Corporate Services ς Financial Management 

Legislation: Local Government Act s 6.16 (2) (b) 
Waste Avoidance and Resource Recovery Act 2007 

Delegation: Not Applicable  

Other Related Document: Policy 2.1.15 Waste Services for Community and Sporting 
Organisations 
Town of East Fremantle Waste Plan 2020-2025 
Waste Local Law 2017  

Objective 
¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘƛǎ ǇƻƭƛŎȅ ƛǎ ǘƻ ǎǘŀǘŜ /ƻǳƴŎƛƭΩǎ Ǉƻǎƛǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǿŀǎǘŜ ƳŀƴŀƎŜƳŜƴǘ, service 

requirements and waste charges within the Town of East Fremantle.  

The community is encouraged to embrace waste minimization principles and maximise the separation 

of waste into the appropriate collection streams of recycling, food organics/garden organics (FOGO) 

and general waste. 

Policy Scope 
The State Government is legislating the imposition of a separate waste charge on the rate notice with 

ǘƘŜ ƻōƧŜŎǘƛǾŜ ƻŦ άǇǊƻǾƛŘƛƴƎ ǘǊŀƴǎǇŀǊŜƴŎȅ ŀƴŘ ŀǿŀǊŜƴŜǎǎ ƻŦ Ŏƻǎǘǎ ŦƻǊ ǊŀǘŜǇŀȅŜǊǎέΦ The Town will 

therefore be levying an annual waste charge for each parcel of rateable land where the service is 

available. The charge is levied through rates notices and includes administration, collection, 

processing, treatment, community education and other activities associated with waste services. 

²ŀǎǘŜ ŎƘŀǊƎŜǎ ǿƛƭƭ ōŜ ŀŘƻǇǘŜŘ ŀƴƴǳŀƭƭȅ ƛƴ /ƻǳƴŎƛƭΩǎ {ŎƘŜŘǳƭŜ ƻŦ CŜŜǎ ŀƴŘ /ƘŀǊƎŜǎΦ 

Whilst the Town provides commercial waste services, businesses are encouraged to arrange their own 

waste services by engaging a commercial waste contractor. 

Council also encourages clubs, schools and not for profit organisations to participate in FOGO and 

ǊŜŎȅŎƭƛƴƎ ŀŎǘƛǾƛǘƛŜǎΦ tǳǊǎǳŀƴǘ ǘƻ tƻƭƛŎȅ нΦмΦмр Ψ²ŀǎǘŜ {ŜǊǾƛŎŜǎ ŦƻǊ /ƻƳƳǳƴƛǘȅ ŀƴŘ {ǇƻǊǘƛƴƎ 

hǊƎŀƴƛǎŀǘƛƻƴǎΩΣ ŀƭƭ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ǿƛƭƭ ōŜ ŜƭƛƎƛōƭŜ ŦƻǊ ŀ full concession on 1 general waste service, 

including a FOGO, recycling and general waste bin. 

Waste charges will be levied with the objective of full cost recovery of direct and indirect costs, which 

include the following services: 

Activity Level of Service Approximate Annual 
Cost 

Kerbside Collection Service - 
FOGO 

240L MGB Collected Weekly $389,146 

Kerbside Collection Service - 
Recycling 

240L MGB Collected Fortnightly 
360L MGB Collected Fortnightly  

$138,724 

https://www.eastfremantle.wa.gov.au/documents/570/waste-local-law-2017
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Kerbside Collection Service ς 
General Waste 

140L MGB Collected Fortnightly  
240L MGB Collected Fortnightly 

$257,571 

General Waste ς Commercial 
Collection  

240L MGB Collected Weekly  $18,868 

Recycling ς Commercial 240L MGB Collected Fortnightly $3,203 

Green Waste Bulk Collection 
Service 

2 Collections Annually  $103,305 

Hard Waste Bulk Collection 
Service 

1 Collection Annually  

Provision of Bulk Bins for Multi-
Unit Dwellings 

On Application $22,503 

Provision of Waste Education On Request  $28,000 

Provision of Residential Tip Passes 1 Tip Pass Annually  $19,965 

Provision of FOGO Bin Caddy and 
Liners 

All residential properties were provided 1 x 
caddy in 2019. New residents to the Town 
receive a caddy on request. 
 
The Town provides one roll of compostable 
liners to residents annually, to be collected 
from the Town Administration Office on 
request.  

 

Provision of access to Fremantle 
Recycling Centre 

4 x bulk waste drop offs. 
Unlimited drop off for recyclable material.  

$113,516 

Public place litter bins at parks, 
reserves and roadsides. 

 184 Bins Collected Weekly $27,348 

Provision of bins for privately run 
events 

Provision of  
FOGO 
Recycling 
General Waste 

 

Policy  
The Town of East Fremantle provides a standard 3 bin collection system for residential and commercial 

properties. There are options for variations to the standard services to meet specific requirements or 

needs of the user at the discretion of Town Officers. 

The following are the key principles of the system: 

1. All residential dwellings within the Town will be charged for a standard three bin FOGO waste 

service This includes multi-unit dwellings where shared bins or bulk bins are being used. This 

principle is very similar to how minimum rates are applied; all residential properties are 

required to make an equitable contribution to the cost of waste services, irrespective of how 

they are consuming services, how much residential waste is being generated or how efficient 

the collection systems are. 

2. The standard three bin collection system is a fortnightly 140L general waste service, a 

fortnightly recycling 240L service and a weekly food and garden organic (FOGO) 240L service. 

3. All commercial properties within the Town will be charged for a standard three bin service 

(unless a private contract is in place) 

4. The standard commercial collection system is a weekly 240L residual waste service and a 

fortnightly comingled recycling 240L service. Where appropriate Commercial Properties will 

also be provided with a 140L or 240L FOGO service which is emptied weekly at no additional 

charge. 
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5. The standard waste collection system must utilise mobile garbage bins supplied by the Town. 

The bins are allocated to and are to remain at the property. Each bin will have a serial number 

affixed, which will be recorded in the rating system. 

6. Residents may be granted an additional general waste bin where it is assessed that there are 

additional waste needs. An additional bin attracts an additional charge. Increase requests will 

be undertaken on a case-by-case basis. Any amendment to service will be pro-rata and 

effective from delivery/removal. 

7. Residents may be granted an increased recycling bin (240L to 360L) at no charge; however, an 

additional recycling bin attracts an additional charge. Increase requests will be undertaken on 

a case-by-case basis.  Any amendment to service will be pro-rata and effective from 

delivery/removal. 

8. Where additional bins are requested, an application form must be signed by the property 

owner or their authorised agents. If an additional bin is no longer required, an application to 

remove the bin must be made in writing by the property owner or their authorised agent.  A 

pro-rata credit will be applied to the property with effect from date of removal. 

9. The Rates Notice is to provide separate descriptions for the Waste Charge and Additional Bin 

Charges. 

10. The Town provides a priority service for eligible residents. 

11. CouncilΩǎ ǿŀǎǘŜ ǇǊƻǾƛŘŜǊ reserves the right not to collect any FOGO or Recycling service as 

well as any additional bins where deemed appropriate on the grounds of ongoing and/or 

regular contamination.  Provided previous notices have been advised to the resident. 

12. 240l mobile garbage bins, inclusive of contents, must not exceed a total weight of greater than 

60 kgs. 

13. Bins damaged through fair wear and tear, which have been vandalized or damaged by the 

Collection Contractor will be replaced at no cost to the owner. Customers may report these 

issues through the Customer Service Officers. For stolen bins, residents may be requested to 

provide a Statutory Declaration to secure a new bin free of charge and Council may investigate 

these instances. 

14. In the event that a collection is missed, and the bin was presented for collection, the Town 

expects the Collection Contractor to collect the missed bin the next business working day if it 

is reported prior to 2pm. 

15. All Council owned bins shall be removed prior to demolition and be reinstated on request, 

once the new dwelling has been completed. An amendment to the service form will be 

required at both events. 

16. Exempt rateable property will be charged according to VEN property use. 

Provision of Kitchen Organics Caddies and Compostable Bags 

The Town will provide all residential properties with an initial Kitchen Organics Caddy and a roll of 

150 Compostable Bags. Additional rolls of 150 Compostable Bags may be made available during the 

year to residents who demonstrate their residency, justify their high usage and may incur a charge. 

Broken or lost kitchen caddies can be purchased from all major retail stores. 

Community Events 

The Town can provide bins for all event requests. Council approved fees and charges will apply. 

Event bin costs are based on the collection being undertaken as part of a normal collection run, 
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enabling standard collection rates to apply. Should a collection be required outside a standard 

collection run then the applicable charge will be per hour to service the bins. 

The Town can provide complete bin stations (waste, recycling, FOGO) for all events held in the Town 

of East Fremantle. 

The charge per bin covers the delivery to/from the site and the disposal of contents (one empty 

prior to removal from site). If an event is cancelled after the bins have been delivered, then the 

event bin charge will remain applicable. 

Pricing 

Western Australian Local Governments have the right to impose different types of charges in 

relation to services beyond the raising of a general rate, including a waste collection rate (section 66) 

or a receptacle charge (section 67) under the Waste Avoidance and Resource Recovery Act 2007 

(WARR Act). The Local Government Act 1995 deals with fees and charges from sections 6.16 to 6.19. 

In summary, a local government may impose a fee or charge for any goods or services it provides. 

Recovery of the cost of disposing of waste from collection should preferably be recovered through the 

waste collection charges. Effective subsidization of waste services by general rates is not seen as 

equitable. 

Sundry waste services and expenses such as litter collection, provision of park and street bins, green 

waste removal are included in the pricing model, and recoverable through fees and charges. 

The following pricing model assumptions apply: 

¶ The current level of service is maintained. 

¶ The split of indirect costs is apportioned 96% residential and 4% commercial based on relative 

rateable assessment numbers. 

¶ The split of disposal costs is apportioned 94% residential and 6% commercial based on prior 

waste audits. 

¶ The standard fee is calculated per rateable assessment rather than by bin. 

¶ The pricing model is not discounted for any income that is received from additional bins. This 

additional income is to be transferred into the Waste Reserve annually. The objective of this 

transfer is to create a pool of available funds that the Town can draw down in the event there 

are unexpected movements in operating costs such as gate fees and overhead contributions.  

The schedule of fees and charges are calculated in the appendices, and are to be reviewed annually 

and adopted by Council: 

 

Responsible Directorate: Corporate and Technical Services 

Reviewing Officer: Finance and Operations 

Decision making Authority: Council 

Policy Adopted: 19/11/24 

Policy Amended/Reviewed:  

Former Policy No. Refer to 2.1.13 
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Appendix 1 ï Schedule of Fees and Charges 2025/26  

Rate Service 
Code 

Description Bin Collection System 2025/26 
Charge 

R-01 Standard Residential Waste 
Charge 

3-Bin FOGO System $412 

C-01 Standard Commercial Waste 
Charge 

3-Bin General Waste/Recycling 
and FOGO where appropriate 

$627 

R-02 Waste Charge per 
Additional FOGO Bin - 
Residential 

FOGO Bin,  $158 

R-03 Waste Charge per Additional 
Recycling Bin - Residential 

Recycling Bin,  $158 

R-04 Waste Charge per Additional 
General Waste Bin - Residential 

General Waste Bin $158 

C-02 Waste Charge per Additional 
Recycling Bin - Commercial 

- Commercial  

Recycling a $237 

C-03 Waste Charge per Additional 
General Waste Bin ς 
Commercial 

General Waste bin $237 

C-04 Waste Charge per Additional 
FOGO Bin - Commercial 

- Commercial  

FOGO $237 

    

RP01 Standard Residential Waste 
Charge ς Concession property  

3-Bin FOGO System $223.00 

M-01 Bin Hire ς private run events  FOGO, General Waste and 
Recycling  

$per bin x per 
lift  

C-05 Concessional Service ς 
Community Groups and 
Sporting Clubs  

FOGO, General Waste and 
Recycling  

$0 

R-05 Residential Recycling upgrade 240-360ltr Recycling $0.00 

R-06 Residential General Waste 
upgrade 

140-240ltr General Waste $100.00 

C-06 Commercial Recycling upgrade 240-360ltr Recycling $100.00 
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Appendix 2 ï Rubbish Bin Request Form  
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Appendix 3 ï Process Map ï Changes to the Rate Record  

 

(assuming form already provided) 

Enquiry received and allocated by Customer Service to Operations 

Operations perform the adjustment ς delivery/removal of bin(s) ς update request and reallocate to 

Customer Service. 

Customer Service complete update to rating record (serial numbers and bin types) and assign to 

Revenue. 

Revenue completes the request upon creating pro-rata rating adjustment on property. 

Regulatory Services to provide all Demolition permits the refuse adjustment form to ensure bin 

removal prior to demolition. 

(interims will be performed in arrears after awaiting any corresponding customer service reports from 

Veolia).  
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Appendix  4 ï Pricing Model  
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нΦнΦм [ŜƎŀƭ wŜǇǊŜǎŜƴǘŀǘƛƻƴ ŦƻǊ /ƻǳƴŎƛƭ aŜƳōŜǊǎ ŀƴŘ 9ƳǇƭƻȅŜŜǎ 

Type: Corporate Services  ς Risk Management 

Legislation: LGA 1995 s6.7(2) Municipal fund & 
s9.56 Certain persons protected from liability for wrongdoing 

Delegation: DA44 Legal Representation Costs for an Elected Member or 
Employee 

Other Related Document:  

Objective 
To provide legal and financial protection for elected members and staff in carrying out their legislative 

functions or responsibilities in a correct and appropriate manner. 

Policy Scope 
This policy will affect elected members and employees. 

Policy  
Explanation of Key Terms 

approved lawyer is to be ς  

(a) ! ΨŎŜǊǘƛŦƛŜŘ ǇǊŀŎǘƛǘƛƻƴŜǊΩ ǳƴŘŜǊ ǘƘŜ tǊƻŦŜǎǎƛƻƴǎ !Ŏǘ нллуΤ 

(b) ŦǊƻƳ ŀ ƭŀǿ ŦƛǊƳ ƻƴ ǘƘŜ ¢ƻǿƴΩǎ ǇŀƴŜƭ ƻŦ ƭŜƎŀƭ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊǎΣ ƛŦ ǊŜƭŜǾŀƴǘΣ ǳƴƭŜǎǎ ǘƘŜ /ƻǳƴŎƛƭ 

considers that this is not appropriate ς for example where there is or may be a conflict of interest 

or insufficient expertise; and 

(c) approved in writing by the Council or the CEO under delegated authority. 

council member or employee means a current or former commissioner, council member, non-elected 

member of a council committee or employee of the Town. 

legal proceedings may be civil, criminal or investigative. 

legal representation is the provision of legal services, to or on behalf of a council member or employee, 

by an approved lawyer that are in respect of ς 

(a)  a matter or matters arising from the performance of the functions of the council member or 

employee; and 

(b) legal proceedings involving the council member or employee that have been, or may be, 

commenced. 

legal representation costs are the costs, including fees and disbursements, properly incurred in 

providing legal representation. 
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legal services includes advice, representation or documentation that is provided by an approved 

lawyer. 

payment by the Town of legal representation costs may be either by ς  

(a)  a direct payment to the approved lawyer (or the relevant firm); or 

(b) a reimbursement to the council member or employee. 

1. Payment Criteria 

1.1 There are four major criteria for determining whether the Town pay the legal representation 

costs of a council member or employee.  These are ς 

(a) the legal representation costs relate to a matter that arises from the performance, by 

the council member or employee, of his or her functions; 

(b) the legal representation cost  are in respect of legal proceedings that have been, or may 

be, commenced; 

(c) in performing his or her functions, to which the legal representation relates, the council 

member or employee have acted in good faith, and have not 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. 

2. Examples of Legal Representation Costs That May Be Approved 

2.1 If the criteria in clause 1 of this policy are satisfied, the Town may approve the payment of 

legal representation costs ς  

(a) where proceedings are brought against a council member or employee in connection 

with his or her functions ς 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 to permit him or her to carry out his or her functions ς for example, where 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 circumstances are involved ς 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. 

2.2 The Town does 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. 

3. Application for Payment 

3.1 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. 

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

(i) the matter for which legal representation is sought; 

(ii) how that matter relates to the functions of the council member or employee making 

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

(iv) the nature of legal representation to be sought (such as advice, representation in 

court, preparation of a document etc); 

(v) an estimated cost of the legal representation; and 

(vi) why it is in the interests of the Town for payment to be made. 

3.3 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. 

3.4 As far as possible, the application is to be made before commencement of the legal 

representation to which the application relates. 

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

or she ς 

(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 7 and any other conditions to which the approval is 

subject; and 

(c) undertakes to repay to the Town any legal representation costs in accordance with the 

provisions of clause 7. 

3.6 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. 

3.7 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. 

4. Legal Representation Costs - Limit 

4.1 The Council in approving an application in accordance with this policy sets a limit on the costs 

to be paid based on the estimated costs in the application. 

4.2 A council member or employee may make a further application to the Council in respect of 

the same matter. 

5. /ƻǳƴŎƛƭΩǎ tƻǿŜǊǎ 

5.1 The Council may ς  

(a) refuse 

(b) grant; or 

(c) grant subject to conditions, 

an application for payment of legal representation costs. 

5.2 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. 
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5.3 In assessing an application, the Council may have regard to any insurance benefits that may 

ōŜ ŀǾŀƛƭŀōƭŜ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀƴǘ ǳƴŘŜǊ ǘƘŜ ¢ƻǿƴΩǎ ŎƻǳƴŎƛƭ ƳŜƳōŜǊǎ άƻǊ ŜƳǇƭƻȅŜŜǎέ ƛƴǎǳǊŀƴŎŜ 

policy or its equivalent. 

5.4 The Council may at any time revoke or vary an approval, or any conditions of approval, for 

the payment of legal representation costs. 

5.5 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 ς  

(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. 

5.6 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. 

5.7 Where the Council makes a determination under clause 5.5, the legal representation costs 

paid by the Town are to be repaid by the Council member or employee in accordance with 

clause 7. 

6. Delegation to the Chief Executive Officer 

6.1  In cases where a delay in the approval of an application may be detrimental to the legal rights 

of the applicant, the CEO may exercise, on behalf of the Council, any of the powers of the 

Council under clause 5.1 and 5.2, to a maximum of $10,000 in respect of each application. 

6.2 An application approved by the CEO under clause 6.1, is to be submitted to the next ordinary 

meeting of the Council.  Council may exercise any of its powers under this policy, including 

its powers under clause 5.4. 

7. Repayment of Legal Representation Costs 

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

Town is to repay the Town ς  

(a) all or part of those costs ς 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 ς where the council 

member or employee receives monies paid for costs, damages or settlement, in 

respect of the matter for which the Town paid the legal representation costs. 

7.2 The Town may take action in a court of competent jurisdiction to recover any monies due 

to it under this policy. 

Responsible Directorate: /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ hŦŦƛŎŜǊΩǎ hŦŦƛŎŜ 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 20/10/15 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.3.1 
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нΦнΦн ¦ǎŜ ƻŦ LƴŦƻǊƳŀǘƛƻƴ ¢ŜŎƘƴƻƭƻƎȅ  

Type: Corporate Services - Risk Management 

Legislation: Copyright Act 1968 
Censorship Act 1995 

Delegation:  

Other Related Document: Acceptable internet Use Procedures PRO2.2.2 

Objective 
This policy provides guidelines for the proper usage of all information technology facilities, including 

electronic data exchange, via internal and external data networks.  It includes: internet access, internet 

Email, internal Email (Exchange), facsimile and any other electronic data transfer using the Town of 

East Fremantle information technology facilities. 

Policy Scope 
This Policy sets the conditions of use for the Town of East Fremantle information technology facilities, 

including the use of the internet and electron mail (Outlook) for all employees, volunteers, contractors 

and Elected Members. 

CƻǊ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘƛǎ tƻƭƛŎȅ ΨŜƳǇƭƻȅŜŜǎΩ ŘŜƴƻǘŜǎ ŜƳǇƭƻȅŜŜǎΣ ǾƻƭǳƴǘŜŜǊǎΣ ŎƻƴǘǊŀŎǘƻǊǎ ŀƴŘ ƛŦ 

applicable Elected Members. 

Policy  

1. Purpose 

This Policy applies to: 

a) All employees of the Town of East Fremantle, whether they are permanent, temporary or 
contracted; 

b) All contractors and volunteers; and 

c) Elected Members using Council equipment. 

It is important therefore that all persons understand and acknowledge their obligations in this area. 

¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜ ŜƳǇƭƻȅŜŜǎ ŀǊŜ ŀŎŎƻǳƴǘŀōƭŜ ŦƻǊ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜƛǊ ¢ƻǿƴΩǎ LƴŦƻǊƳŀǘƛƻƴ 

Technology (IT) facilities.  If these facilities are improperly used, persons found misusing Town facilities 

may be subject to formal disciplinary actions and, potentially, criminal prosecutions. 

¢ƘŜ ¢ƻǿƴΩǎ L¢ ƴŜǘǿƻǊƪ ŀƴŘ ƛǘǎ ŎƻƴƴŜŎǘƛƻƴǎ ǘƻ ƻǘƘŜǊ ƴŜǘǿƻǊƪǎ ŀǊŜ ǘƻ ōŜ ǳǎŜŘ ƻƴƭȅ ƛƴ ŀ ƳŀƴƴŜǊ ǘƘŀǘ ƛǎ 

ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ¢ƻǿƴΩǎ ōǳǎƛƴŜǎǎ ǇǳǊǇƻǎŜǎ ŀƴŘ ǿƛǘƘƛƴ ǘƘŜ ǇǊƛƴŎƛǇƭŜǎ ŀƴŘ guidelines of this Policy 

and associated procedures. 

¢Ƙƛǎ ŘƻŎǳƳŜƴǘ ǎŜǘǎ ƻǳǘ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ Ǉƻǎƛǘƛƻƴ ƻƴ ǘƘŜ ǇǊƻǇŜǊ ǳǎŜ ƻŦ ƛǘǎ L¢ ŦŀŎƛƭƛǘƛŜǎΦ  ¢ƘŜ 

principles sustaining the proper use of the Town of East Fremantle IT facilities are: 

¶ The use of IT Facilities should be consistent with the Town of East Fremantle business 
operations. 



 

6 
 

¶ Limited personal use is permitted but must not interfere with the Town of East Fremantle 
business operations. 

¶ The Town of East Fremantle will not be responsible for the loss of any personal information and 
/ or data stored on any Town owned device, including computers, IPads and mobile telephones. 

¶ Improper use of the Town of East Fremantle IT facilities will be addressed in accordance with 
this policy and may lead to disciplinary action, criminal prosecution, or both. 

The purpose of these guidelines is to safe guard the Town of East Fremantle as well as the individual 

ŦǊƻƳ ǘƘŜ ƳƛǎǳǎŜ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ L¢ ŦŀŎƛƭƛǘƛŜǎΦ 

2. Security 

Viruses 

All necessary precautions will be taken by all staff to ensure viruses are not introduced to the Town of 

East Fremantle computer systems. 

!ƭƭ /5ΩǎΣ ǘƘǳƳō ŘǊƛǾŜǎ ŀƴŘ ŀƴȅ ƻǘƘŜǊ Řŀǘŀ ǎǘƻǊŀƎŜ ŘŜǾƛŎŜǎ ŦƻǊƳŀǘ ŦǊƻƳ ŜȄǘŜǊƴŀƭ ǊŜǎƻǳǊŎŜǎ Ƴǳǎǘ ōŜ 

checked prior to opening or loading any of the data or programs that it contains.   

Employees should check to ensure the media is virus free by: 

1. wƛƎƘǘ ŎƭƛŎƪ ǿƛǘƘ ǘƘŜ ƳƻǳǎŜ ƻƴ ǘƘŜ ΨƳŜŘƛŀΩ ƛƴ ΨŦƛƭŜ ŜȄǇƭƻǊŜǊΩ ŀƴŘ 

2. {ŜƭŜŎǘ ΨǎŎŀƴ ŦƻǊ ǾƛǊǳǎŜǎΩ 

 

Login Protocols 

All users must be issued with a unique User Identification and a password. 

Employees must not give out user details and passwords of the computer system to other Elected 

Members, employees, volunteers and non-employees. 

Employees must provide a copy of their password for any Town owned IPads or mobile telephone to 

the IT Coordinator to be placed on a Register.  If the employee updates / changes the password they 

must inform the IT Coordinator of the change. 
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3. Improper Use of IT Facilities 

¢ƘŜ ƛƳǇǊƻǇŜǊ ǳǎŜ ƻŦ L¢ ŦŀŎƛƭƛǘƛŜǎ Ƴŀȅ ŎƻƳǇǊƻƳƛǎŜ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ōǳǎƛƴŜǎǎ ƻōƧŜŎǘƛǾŜǎΣ 

expose the Town to unfavourable publicity and breach the right of other employees under legislation 

such as the Discrimination Act.  Town of East Fremantle employees, therefore have an ethical and legal 

obligation not to use the IT facilities improperly. 

Without limiting its definition, the improper use of IT facilities may entail one or more of the following: 

¶ Use, which is inconsistent with the Town of East Fremantle business purposes. 

¶ Excessive access of the internet during work time. 

¶ ¦ǎŜ ǿƘƛŎƘ ƛǎ ƻǳǘǎƛŘŜ ǘƘŜ ǎŎƻǇŜ ƻŦ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŀǳǘƘƻǊƛǘȅ ƻǊ ŎƻƴǘǊŀǊȅ ǘƻ ƎǳƛŘŜƭƛƴŜǎ ŀƴŘ 
ƭŜƎƛǎƭŀǘƛƻƴ ŀǇǇƭȅƛƴƎ ǘƻ ǘƘŜ ¢ƻǿƴΩǎ L¢ ŦŀŎƛƭƛǘƛŜǎΦ 

¶ Use which is contrary to broader requirements of the Town of East Fremantle employees such 
as conditions of employment, anti-discrimination legislation, Town of East Fremantle policies, 
etc. 

Penalties for Improper Use 

Any user violating this policy, applicable state and federal laws or Town of East Fremantle policies and 

procedures are subject to Town of East Fremantle disciplinary options. 

In addition, any unauthorised access or attempted access to the Local Government computer system 
or attempted access to any state or Federal Government computing and/or network system is a 
violation of Australian law and is subject to criminal prosecution. 

{ƘƻǳƭŘ ŀƴ ŜƳǇƭƻȅŜŜ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ǿƘƛŎƘ ōǊŜŀŎƘŜǎ ǘƘŜ ¢ƻǿƴΩǎ ǇƻƭƛŎȅ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ŜƳŀƛƭǎΣ ǘƘŜȅ 

should: 

¶ Reply to the email requesting that the sender refrain from sending any such emails in the future; 

¶ Delete the email and any attachments; 

¶ Under no circumstances forward the email; and 

¶ Report the matter to their supervisor. 

LŦ ŀƴ ŜƳǇƭƻȅŜŜ ōŜŎƻƳŜǎ ŀǿŀǊŜ ǘƘŀǘ ǘƘŜǊŜ ŀǊŜ ōǊŜŀŎƘŜǎ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ tƻƭƛŎȅ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǘƘŜ ǳǎŜ ƻŦ 

the Internet occurring the matter should be reported immediately to their manager. 

Examples of Unethical and Unacceptable Use 

Use of the Internet for unethical or unacceptable purposes/activities is not permitted.  This includes 

but is not limited to any of the following activities: 

¶ Violating federal or state laws, in particular Division 6 of the 1995 Censorship Act. 

¶ Violating institutional or third party copyright, licence agreements or other contracts. 

¶ Transmitting, or causing to be transmitted, any communications that may be construed as 
harassment or disparagement of others based on the criteria of anti-discrimination legislation 
ŀƴŘ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ǊŜƭŜǾŀƴǘ ǇƻƭƛŎƛŜǎΦ 

Publishing from a work PC on or over the Internet any information which violates or infringes upon 

the rights of any other person or any information of an abusive, profane nature or material likely to 

be sexually offensive.   

LƴŦƻǊƳŀǘƛƻƴ ǇǳōƭƛǎƘŜŘ ƻƴ ŎƘŀǘ ǎƛǘŜǎΣ ǎǳŎƘ ŀǎ CŀŎŜōƻƻƪ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ κ ǾƻƭǳƴǘŜŜǊΩǎ ǇŜǊǎƻƴŀƭ 

computer. 
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4. Copyright / Defamation 

Copyright is a set of exclusive rights conferred to by law on authors of original material, such as literary 

works, dramatic works, films, records and the like.  All software has copyright.  Software programs, 

ǿƘŜǘƘŜǊ ǇǳōƭƛŎ ŘƻƳŀƛƴ ΨŦǊŜŜǿŀǊŜΩ όƻǿƴŜǊ Ƙŀǎ ƎƛǾŜƴ ǘƘŜ ŎƻǇȅǊƛƎƘǘ ŦǊŜŜύΣ ΨǎƘŀǊŜǿŀǊŜΩ όƻǿƴŜǊ Ƴŀȅ ŀƭƭ 

software to be copied and distributed free of charge provided users pay a certain fee), a commercial 

application or developed by a Government Agency (normally purchased as stand-alone or as multiple-

copy ǎƛǘŜ ƭƛŎŜƴǎŜǎύ ǿƛƭƭ ŎƻƳŜ ǿƛǘƘ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ ŀ ΨŎƻƳǇǳǘŜǊ ǇǊƻƎǊŀƳΩ ƛƴ ǘƘŜ /ƻǇȅǊƛƎƘǘ !Ŏǘ мфсу ŀƴŘ 

ǿƛƭƭ ǘƘǳǎ ǉǳŀƭƛŦȅ ŀǎ ŀ ΨƭƛǘŜǊŀǊȅ ǿƻǊƪΩ ǳƴŘŜǊ ǘƘŜ !ŎǘΦ   

Breaches of copyright legislation can attract severe penalties. 

All outgoing emails will include a disclaimer. 

5. Records Management Procedures 

All electronic documents are subject to the same record keeping requirements as hard copy 

documents, ie incoming and outward work related emails will be registered in the Synergy Record 

System. 

Elected Members should forward all electronic documents relating to the business of Council to the 

Records Officer. 

Attachment 

Acceptable Internet Use Procedure 

 

Responsible Directorate: Office of the Chief Executive Officer 

Reviewing Officer: Human Resources Coordinator 

Decision making Authority:  

Policy Adopted: 21/3/17 

Policy Amended/Reviewed 17/9/19 

Former Policy No: 4.3.2 
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USE OF INFORMATION TECHNOLOGY (PRO2.2.2) 

Acceptable Internet Use 

Statement 

The Internet will be used in a lawful manner that is consistent with the Town of East Fremantle 
ǎǘŀƴŘŀǊŘǎ ƻŦ ōǳǎƛƴŜǎǎ ŎƻƴŘǳŎǘ ŀƴŘ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ƴƻǊƳŀƭ ŜȄŜŎǳǘƛƻƴ ƻŦ ŀ ǇŜǊǎƻƴΩǎ Ƨƻō ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ  

Aim  

The Internet is a worldwide network linking millions of computers and people. The Internet permits 

the sharing of information and ideas between businesses, academic and research organisations, and 

the community at large. 

The aim of this document is to outline the procedures and practices to be employed at all times when 

using the Internet in the Town of East Fremantle workplace.  In doing so, the document specifically 

draws attention to Equal Employment Opportunity (EEO) legislation which has a direct impact on the 

use of the Internet. 

The procedure also provides for stored information derived from the Internet to be regarded as official 

records and, as such, professionally managed.  In establishing that certain information derived from 

ǘƘŜ LƴǘŜǊƴŜǘ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ōŜ άǊŜŎƻǊŘǎέΣ ǇǊƻŎŜŘǳres are defined covering the requirement to retain 

the information in record keeping systems for as long as required under the terms of the Local 

Government Retention and Disposal Schedule.   

Procedure 

1. AUTHORISATION TO USE INTERNET SERVICES 

Town of East Fremantle personnel requiring Internet services must obtain authorisation before 

attempting to use the services. This is provided through the user profile set up by Focus Networks 

ŦƻƭƭƻǿƛƴƎ ŀ ŦƻǊƳŀƭ ǊŜǉǳŜǎǘ ŦǊƻƳ ǘƘŜ ¢ƻǿƴΩǎ L¢ /ƻƻǊŘƛƴŀǘƻǊΦ 

Town of East Fremantle personnel are not permitted to use another officer's user profile.  

Internet (log on) accounts are owned by Town of East Fremantle, therefore, Internet access and 

information obtained is not considered personal under any circumstances.  All user profiles / 

accounts issued by Town of East Fremantle remain the property of Town of East Fremantle at all 

times. 

2. RISK MANAGEMENT 

A Internet Security 

¶ Town of East Fremantle security is maintained by use of a firewall, a dedicated machine 
that controls the flow of traffic through a gateway to the rest of the Internet. 
Unauthorised outside access from the Internet to the Town of East Fremantle internal 
network is not permitted. 

¶ To minimise the risk associated with access to the Internet all Town of East Fremantle 
personnel must follow the guidelines contained in this policy. 

¶ The Town of East Fremantle reserves the right to monitor the use of the Internet to 
ensure policy compliance. 



 

10 
 

¶ All Town of East Fremantle computers with Internet access must have virus scan and 
virus software update established. 

¶ No unauthorised software is to be downloaded from the Internet without the 
permission of the Chief Executive Officer as this may expose the Town of East Fremantle 
to a potential breach of copyright. 

¶ The Town receives a monthly report from their IT Consultants detailing the types of sites 
employees have or have attempted to access as well as virus threats the system has 
prevented from infecting the servers and computers.  The IT Consultants can provide 
ŘŜǘŀƛƭŜŘ ǊŜǇƻǊǘǎ ŦƻǊ ŜŀŎƘ ǳǎŜǊ ǳǇƻƴ ǊŜǉǳŜǎǘ ōȅ ǘƘŜ ¢ƻǿƴΩǎ ŀǳǘƘƻǊƛǎŜŘ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜǎΦ 

B. Quality of Information 

Town of East Fremantle personnel need to be aware that materials published on the Internet 

may not have undergone rigorous quality assurance.  Personnel should exercise extra caution 

and care to ensure the accuracy of Internet information and the authenticity of the authors. 

C. Legal Aspects 

Users of the Internet must respect the law and the legal rights of others.  Copying from the 

Internet should be regarded in the same manner as copying from any other source.  

Copyright does apply to information on the Internet. 

Transmission and receiving of any material through the Internet in violation of any Australian 

Law is prohibited.  This includes, but is not limited to, copyright material, threatening or 

obscene material, material breaching the Equal Opportunity Act or material protected by 

trade secret. 

3. ACCEPTABLE USAGE 

Authorised Town of East Fremantle personnel will use the Internet services in a responsible and 

professional manner to enhance the efficient operation of the organisation. The Internet can be 

used by Town of East Fremantle personnel provided the usage does not contravene the laws of 

Western Australia; there is no additional cost to the Town of East Fremantle nor commercial gain 

to the personnel.  

4. UNACCEPTABLE USE OF THE INTERNET 

Town of East Fremantle personnel are not to use Town resources to access the Internet for the 

following purposes: 

¶ viewing, copying, printing, storing or distributing offensive or pornographic material; 

¶ viewing, copying, printing, storing or distributing libellous, fraudulent, nuisance or malicious 
material; 

¶ viewing, copying, printing, storing or distributing any material that violates an individual's 
rights under the Equal Opportunity Act.  For instance, it is illegal to discriminate based on 
sex, race, age, disability, marital status, religious or political beliefs.  This includes jokes, 
pictures, photos, sketches, or any other material that may be offensive to or prejudiced 
against an individual or group of individuals; 

¶ copying and storing of images and video clips that are not directly related to Town of East 
Fremantle's aims and objectives; 

¶ copying, storing or receiving unauthorised software; 

¶ transmission and/or storage of copyrighted material; 

¶ commercial activities for personal gain or profit; 
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¶ product advertisement or political lobbying; 

¶ disclosure of material which is prohibited under state government legislation or policy; 

¶ accessing, distributing or storing material which could damage the reputation of the 
Authority or lead to civil liability action; 

¶ false representation; 

¶ solicitation of other people including other employees; 

¶ providing information about or lists of, government employees to others; 

¶ commercial solicitations of non-departmental business; 

¶ activities that interfere with your job or jobs of other employees; 

¶ activities that interfere with the operation of any computer network; 

¶ violating any law or rights of any person or group accessing the service under another user 
name and password; and 

¶ use of departmental equipment to unlawfully access other network or systems 

Accessing an inappropriate Internet site will have serious consequences and could lead to 

dismissal. 

Accidental access to inappropriate websites. 

Whilst using the Internet there could be occasions when inappropriate sites are accidentally 

accessed.  Should this occur, you must immediately: 

1. leave the site; 

2. advise your immediate superior of the incident. 

5. SECURITY 

Internet accounts are personal and must not be used by anyone other than the person issued 

with the account.  Town of East Fremantle personnel will be held responsible for all activities and 

the viewing of material originating from their account.  Sharing of Internet access privileges is not 

permitted.  

Town of East Fremantle personnel must log-off their computer when leaving it unattended or lock 

the screen to prevent unauthorised use of the logon and the computer. 

6. SENDING INFORMATION  

Town of East Fremantle personnel must ensure before they transmit information, via the Internet, 
that they have the proper authority to do so. 

7. RECORD AND NON-RECORD INTERNET INFORMATION 

The following should be registered in Synergy and stored as official Town of East Fremantle 

records: 

¶ Internet correspondence which contains information relevant to making a decision within or 
concerning the Town of East Fremantle. 

¶ Internet correspondence conveying information which has the potential to affect business 
decisions within or concerning the Town of East Fremantle. 

¶ Internet correspondence which commits the Town of East Fremantle to certain courses of 
action, allocation of resources or provision of services. 

¶ Internet correspondence which contains information with historical value or data which may 
be required in the future. 
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8. BACKUP 

The Town of East Fremantle will backup all network server electronic transactions for business 
continuation purposes only.   

It is the responsibility of the individual users to backup their own critical information saved in local 

drives, USBs or other media (hard copy).    
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5. GENERAL TECHNICAL THREATS AND COUNTER MEASURES 
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Electronic Mail Procedure 

Statement 

Electronic mail (email) will be used in a lawful manner that is consistent with the Town of East Fremantle 
ǎǘŀƴŘŀǊŘǎ ƻŦ ōǳǎƛƴŜǎǎ ŎƻƴŘǳŎǘ ŀƴŘ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ƴƻǊƳŀƭ ŜȄŜŎǳǘƛƻƴ ƻŦ ŀ ǇŜǊǎƻƴΩǎ Ƨƻō ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ  

Aim  

Email has evolved to become the primary business communication tool within Town of East Fremantle.  To a 

large extent it is replacing internal memos and phone calls.  With the use of email, Town of East Fremantle 

personnel send key information to each other and at the same time to all interested parties. The speed of 

response and the 'informal' nature of the medium result in fairly rapid decisions being facilitated.  Email is one 

of the most effective and efficient means of communication within an organisation and with clients or other 

agencies.  Messages are easy to send and mass distribution is almost instantaneous.  Importantly, email and 

documents deserve the same level of management that is given to all other forms of business records.  

The aim of this document is to outline the procedures and practices to be employed at all times when using email 

in the Town of East Fremantle workplace.  In doing so, the document specifically draws attention to the Equal 

Employment Opportunity (EEO) legislation which has a direct impact on the use of email. 

¢ƘŜ ǇǊƻŎŜŘǳǊŜ ŀƭǎƻ ǇǊƻǾƛŘŜǎ ŦƻǊ ǎǘƻǊŜŘ ŜƭŜŎǘǊƻƴƛŎ ƳŜǎǎŀƎŜǎ ŘŜǊƛǾŜŘ ŦǊƻƳ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ōǳǎƛƴŜǎǎ 

transactions to be regarded as official records and, as such, professionally managed.  In establishing that 

electronic messages are records, procedures are defined covering the requirement to retain electronic messages 

in record keeping systems for as long as required under the terms of the State Records Act 2000.   

Procedure 

1. AUTHORISATION TO USE EMAIL 

Town of East Fremantle personnel are provided authorisation to use email via their User Profile set up 

through Focus Networks.  

It is not permissible to use an account held by another Town of East Fremantle person.  

All email (logon) accounts are owned by Town of East Fremantle, therefore, email sent or received is not 

considered personal under any circumstances.  All accounts issued by Town of East Fremantle and the 

information in the accounts remain the property of Town of East Fremantle at all times. 

2. EMAIL SECURITY 

2.1 Town of East Fremantle security is maintained by use of a firewall, a dedicated machine that controls 
the flow of traffic through a gateway to the rest of the Internet (the Internet is used to transmit email 
outside of Town of East Fremantle).  Unauthorised outside access from the Internet to the Town of East 
Fremantle internal network is not permitted. 

2.2 Town of East Fremantle may monitor the use of email to ensure policy compliance. 

2.3 All Town of East Fremantle personal computers with email access must have virus scan and virus 
software update established. 

2.4 No unauthorised software is to be downloaded using email without the permission of the Chief 
Executive Officer.  Such an act may expose Town of East Fremantle to computer viruses and/or may 
result in Town of East Fremantle breaching copyright. 
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2.5 Email accounts are allocated to an individual and must not be used by anyone other than the owner.  
Town of East Fremantle personnel will be held responsible for all correspondence originating from 
individual accounts.  Sharing of email accounts is not permitted. 

2.6 Town of East Fremantle personnel must log-off a computer when leaving it unattended or lock the 
screen to prevent unauthorised use of the login and the computer. 

3. RISK MANAGE YOUR EMAIL MESSAGES 

3.1 Unlike non-electronic communication, an email message can be created and sent to one or many 

recipients through the use of a keystroke, without review or reflection.  Often such messages are sent 

to provide a quick reply but may result in a misunderstanding of the tonal qualities and intent of the 

email.  Once an email is sent, it is not possible to retrieve or edit the message. 

3.2 Distribution lists are easy to create and readily facilitate the sending of mail to many recipients.  If an 

out of date or incorrect mailing list is used, messages can be dispatched to unintended destinations.  

This may not only be embarrassing but could have commercial or legal implications. 

3.3 Email intended for one person sometimes may be widely distributed because of the ease with which 

recipients can forward it on to others.  A reply to an email message may inadvertently be posted on an 

electronic bulletin board and, as a result, be distributed to all subscribers to the bulletin board service. 

3.4 All Town of East Fremantle personnel should be aware of the potential of misunderstanding and 

distribution errors with regards to email and should manage their usage of email to reduce the risk of 

such errors occurring. 

4. LEGAL OBLIGATIONS 

Users of email must respect the law and the legal rights of others.  Transmission of any material by email in 

violation of any Australian law is prohibited.  This includes, but is not limited to, copyright material, 

threatening or obscene material, material contrary to the EEO principles or material protected by trade 

secret.  

Remember, plagiarising information from emails should be regarded in the same manner as copying from 

any other source.  Copyright does apply to information transmitted via email. 

5. PRIVACY 

There is currently no legislation in Australia that contains any privacy provisions relating to email 
communications. 

The Town of East Fremantle cannot guarantee the privacy or confidentiality of email messages.  While the 

Town of East Fremantle will not monitor the contents of email messages as a routine procedure, it may read, 

copy, store and disclose the contents of email messages at any time.  

Email is inherently not secure.  Employees often believe that email is private, that nobody but the recipients 

will read the messages and that they are free to say anything.  Email should be treated as though it is a 

conversation that has been written down.  It can be "overheard".  

Even after a user deletes an email record from a computer or email account, it may exist on backup facilities.  

Email messages can be saved indefinitely on the receiving computer.  Copies can easily be made and 

forwarded to others either electronically or on paper.  A message is not "deleted" from the system until all 

recipients of the message, and recipients of any forwarded or attached copies, have deleted their copies.  
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EmailΣ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ŎǊŜŀǘŜŘ ƻǊ ǎǘƻǊŜŘ ƻƴ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ŜǉǳƛǇƳŜƴǘΣ Ƴŀȅ ŎƻƴǎǘƛǘǳǘŜ ŀƴ 

official record subject to disclosure under the Freedom of Information Act or other laws.  

Mail sent to outside organisations will be subject to the policies of those organisations.  These policies may 

differ from those of the Town of East Fremantle, especially in relation to privacy.  

²ƘƛƭŜ ƛǘ ƛǎ ƴƻǘ ǘƘŜ ǇǊŀŎǘƛŎŜ ƻŦ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ƳŀƴŀƎŜƳŜƴǘ ǘƻ ǊŜŀŘ ƻǊ ǘƻ ŘƛǎŎǳǎǎ ǘƘŜ ŎƻƴǘŜƴǘ 

of any message, it may be necessary to read an email message that has failed to reach its destination.  This 

may be required to assist with the determination of the intended addressee and to redirect the message to 

the correct address.  

6. ACCEPTABLE USAGE 

Authorised Town of East Fremantle personnel will use the email services in a responsible and professional 

manner to enhance the efficient operation of the organisation.  Town of East Fremantle personnel can use 

email provided usage does not contravene the laws of Western Australia, there is no additional cost to the 

Town of East Fremantle, there is no commercial gain to the employee and there is no risk that the email may 

cause offense or distress to another person. 

Private emailǎ ŦǊƻƳ ŜƳǇƭƻȅŜŜΩǎ ¢ƻǿƴ ŀŎŎƻǳƴǘ ǎƘƻǳƭŘ ōŜ ŦƻǊ ƎŜƴŜǊŀƭ ǇǳǊǇƻǎŜǎ ƻƴƭȅ ŀƴŘ ƴƻǘ ǊŜƭŀǘŜŘ ǘƻ 

ǇŜǊǎƻƴŀƭ ōǳǎƛƴŜǎǎΣ ŎƻƳǇƭŀƛƴǘǎ ƻǊ ŀƴȅ ƻǘƘŜǊ ǎǳōƧŜŎǘ ǘƘŀǘ Ƴŀȅ ōǊŜŀŎƘ ǘƘŜ ¢ƻǿƴΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘΣ ǇƻƭƛŎƛŜǎ 

and procedures.  Personal emails will be monitored, breaches will be dealt with seriously and may result in 

disciplinary action.  

7. UNACCEPTABLE USE OF EMAIL  

Inappropriate use of Email will have serious consequences and could lead to dismissal. 

Town of East Fremantle personnel must ensure before they transmit information via email that they have 

the proper authority to do so.  Town of East Fremantle personnel shall not use email in the following 

circumstances: 

¶ To create or distribute offensive or pornographic material; 

¶ Private use when the content of the emails may cause embarrassment to the Town or any other person; 
private business use; subscriptions to internet sites (newsletters etc) and any other reason as directed 
by the Chief Executive Manager and / or Senior Manager from time to time.  

¶ To create or distribute libellous, fraudulent, nuisance or malicious material; 

¶ To create or distribute any material that violates an individual's rights under EEO legislation (that is, it 
is illegal to discriminate based on sex, race, age, disability, marital status, religious or political beliefs).  
This includes jokes, pictures, sketches, or any other material that may be offensive to or prejudiced 
against an individual or group of individuals; 

¶ To distribute images and video clips that are not directly related to Town of East Fremantle's aim's and 
objectives; 

¶ The transmission and/or storage of copyrighted material; 

¶ Commercial activities for personal gain or profit; 

¶ Product advertisement or political lobbying; 

¶ Disclosure of material which is prohibited under state government legislation or policy; 

¶ Accessing, distributing or storing material which could damage the reputation of the Authority or lead 
to civil liability action; 

¶ False representation; 
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¶ Solicitation of other people including other employees; 

¶ Providing information about or lists of, government employees to others; 

¶ Commercial solicitations of non-departmental business; 

¶ Activities that interfere with your job or jobs of other employees; 

¶ Activities that interfere with the operation of any computer network; 

¶ Violating any law or rights of any person or group accessing the service under another user name and 
password; and 

¶ The use of departmental equipment to unlawfully access other network or systems. 

8. EMAIL MESSAGES WHICH SHOULD BE STORED AS OFFICIAL RECORDS 

Electronic messages are to be captured and maintained as functioning records and require the preservation 

of their structure, context and content.  The following should be stored as official Town of East Fremantle 

records: 

¶ Emails which contain information which is relevant with regards to making a decision within or 
concerning the Town of East Fremantle. 

¶ Emails which convey information which has the potential to affect business decisions within or 
concerning the Town of East Fremantle. 

¶ Emails which commit the Town of East Fremantle to certain courses of action, allocation of resources 
or provision of services.  

¶ Emails which contain information with historical value or data which may be required in the future. 

6. PERSONAL RESPONSIBILITY FOR STORING EMAIL MESSAGES 
The sender is the person who must take responsibility for storing the information sent.  An officer, who 

receives and annotates the message and then forwards it to other recipients, by taking such action, becomes 

a sender.  As a sender, this person must ensure that the newly annotated message is recorded again.   

7. JUNK MAIL 

Overloading of the email system by sending junk mail must be avoided.  Town of East Fremantle personnel 
must not unnecessarily distribute documents to extremely large groups of people or "broadcast" 
inappropriate messages to lists or individuals without first checking with management. 

If a message does not relate to an official business transaction, personnel should be selective in determining 
whether the message should be sent and to whom it should be sent. 

Sending and receiving of large files, attachments and images (over 1 megabyte) is discouraged, as this can 
have a serious long term effect on the communications network and email performance.   

11. BACKUP 

The Town of East Fremantle will backup daily all electronic transactions for business continuation purposes 
only.   

Deleting an email message automatically deletes any attached files.  It is the user's responsibility to save any 

files attached to email messages (in Synergy) that may be required in the future relating to the business of 

the Town of East Fremantle.    
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нΦнΦо wŜƭŀǘŜŘ tŀǊǘȅ 5ƛǎŎƭƻǎǳǊŜǎ 

Type: Corporate Services  ς Risk Management 

Legislation: Local Government Act 1995  
Local Government (Financial Management) Regulations 1996 
Australian Accounting Standard ς AASB124 Related Party 
Disclosures 

Delegation: N/A 

Other Related Document: AASB124 Related Party Disclosures ς Fact Sheet 
AASB124 Related Party Disclosures ς Implementation Guide 
June 2017 
E17/4866 Related Party Disclosures Declaration Form 

Objective 
This policy is to stipulate the information to be requested from related parties to enable an informed judgement 
to be made in order to comply with the requirements of AASB124 ς Related Party Disclosures. 

Policy Scope 
Related Party:  A person or entity that is related to the local government that is preparing its financial statements 
(the Town). 

A person or a close member of that ǇŜǊǎƻƴΩǎ ŦŀƳƛƭȅ ƛǎ ǊŜƭŀǘŜŘ ƛŦ ǘƘŀǘ ǇŜǊǎƻƴΥ 

(a)  has significant influence over the reporting entity; or 

(b)  is a member of the key management personnel of the reporting entity. 

An entity is related if any of the following conditions applies: 

(a)  the entity and the reporting entity are members of the same group (which means that each parent, 
subsidiary and fellow subsidiary is related to the others); or 

(b)  a person is a member of the key management personnel of the entity; 

(c)  the entity is controlled or jointly controlled by a person identified above. 

Key Management Personnel (KMP): Those persons having authority and responsibility for planning, directing and 
controlling the activities of the entity, directly or indirectly, including any director (whether executive or 
otherwise) of that entity. 

KMP for local governments would include elected members and senior staff (CEO, Executive Managers and 

Operations Manager). 

Close Member of the Family of a Person: Those family members who may be expected to influence, or be 
influenced by, that person in their dealings with the entity and include: 

(a)  ǘƘŀǘ ǇŜǊǎƻƴΩǎ ŎƘƛƭŘǊŜƴ ŀƴŘ ǎǇƻǳǎŜ ƻǊ ŘƻƳŜǎǘƛŎ ǇŀǊǘƴŜǊΤ 

(b)  ŎƘƛƭŘǊŜƴ ƻŦ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ǎǇƻǳǎŜ ƻǊ ŘƻƳŜǎǘƛŎ ǇŀǊǘƴŜǊΤ 

(c)  ŘŜǇŜƴŘŜƴǘǎ ƻŦ ǘƘŀǘ ǇŜǊǎƻƴ ƻǊ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ǎǇƻǳǎŜ ƻǊ ŘƻƳŜǎǘƛŎ ǇŀǊǘƴŜǊΤ ŀƴŘ 

(d)  any other close family member. 
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Related Party Transactions: A transfer of resources, services or obligations between a reporting entity and a 
related party, regardless of whether a price is charged. 

Policy  
¢ƘŜ ƻōƧŜŎǘƛǾŜ ƻŦ ǘƘŜ ǎǘŀƴŘŀǊŘ ƛǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ¢ƻǿƴΩǎ ŦƛƴŀƴŎƛŀƭ ǎǘŀǘŜƳŜƴǘǎ Ŏƻƴǘŀƛƴ ŘƛǎŎƭƻǎǳǊŜǎ ƴŜŎŜǎǎŀǊȅ ǘƻ 
draw attention to the possibility that its financial position may have been affected by the existence of related 
parties and by transactions and outstanding balances, including commitments, with such parties in line with the 
requirements of AASB124 ς Related Parties.  

It is important to note that AASB 124 is not designed to detect and report fraud or misconduct. It is more so to 
enhance transparency and accountability of Council transactions.  

The disclosure requirements apply to the existence of relationships regardless of whether a transaction has 
occurred or not. For each financial year, the Town 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 policy 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 Town of East Fremantle will be required to disclose in its Annual Financial reports; 
related party relationships, transactions and outstanding balances.  

Related parties include person(s) who have 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.  

Key management personnel 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 Town has identified the following persons 

as meeting the definition of Related Party: 

1.  Elected Members.  

2.  Key management personnel being the Chief Executive Officer employed under section 5.36 of the Local 
Government Act 1995 and senior employees appointed under section 5.37 of the Local Government Act 
1995, who heavily influence Council decision-making and/or direct and control significant functions of 
Council.  

3.  /ƭƻǎŜ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ ŦŀƳƛƭȅ ƻŦ ŀƴȅ ǇŜǊǎƻƴ ƭƛǎǘŜŘ ƛƴ Ǉƻƛƴǘ м ƻǊ нΣ ƛƴŎƭǳŘƛƴƎ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ŎƘƛƭŘΣ ǎǇƻǳǎŜ ƻǊ 
ŘƻƳŜǎǘƛŎ ǇŀǊǘƴŜǊΣ ŎƘƛƭŘǊŜƴ ƻŦ ŀ ǎǇƻǳǎŜ ƻǊ ŘƻƳŜǎǘƛŎ ǇŀǊǘƴŜǊΣ ŘŜǇŜƴŘŜƴǘǎ ƻŦ ǘƘŀǘ ǇŜǊǎƻƴ ƻǊ ǇŜǊǎƻƴΩǎ ǎǇƻǳǎŜ 
or domestic partner, as defined by AASB124.  

4. Entities that are controlled or jointly controlled by an Elected Member, key management personnel or their 
close family members (entities include companies, trusts, joint ventures, partnerships and non-profit 
associations such as sporting clubs). 

The Town will therefore be required to assess all transactions made with these persons or entities.  

Identification of Related Party Transactions  
A related party transaction is a transfer of resources, services or obligations between the Town (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:  

ω  Payment of rates issued by the Town.  
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ω  Payment of fines issued by the Town.  

ω  Use of Town owned facilities such as buildings, parks, ovals and other public open spaces (whether a fee is 
charged or not).  

ω  Attending council functions that are open to the public.  

ω  Employee compensation, whether it is for key management personnel or close family members of key 
management personnel.  

ω  Application fees paid to the Town for licences, approvals or permits.  

ω  Lease agreements for housing rental (whether for a Town owned property or property sub-leased by the 
Town through a Real Estate Agent).  

ω  Lease agreements for commercial properties.  

ω  Monetary and non-monetary transactions between the Town 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 Town (trading arrangement).  

ω  Sale or purchase of any property owned by the Town, to a person identified above.  

ω  Sale or purchase of any property owned by a person identified above, to the Town.  

ω  Loan Arrangements.  

ω  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 
όh/¢ύΦ ²ƘŜǊŜ ǘƘŜ ¢ƻǿƴ Ŏŀƴ ŘŜǘŜǊƳƛƴŜ ǘƘŀǘ ŀƴ h/¢ ǿŀǎ ǇǊƻǾƛŘŜŘ ŀǘ ŀǊƳΩǎ ƭŜƴƎǘƘΣ ŀƴŘ ƛƴ ǎƛƳƛƭŀǊ ǘŜǊƳǎ ŀƴŘ 
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 Members and key management 
personnel as identified above, will be required to complete a Related Party Disclosures - Declaration form for 
submission to the Town.  

Ordinary Citizen Transactions (OCTs)  
The Chief Executive Officer will provide a recommendation to Council annually, declaring that in his or her 
opinion, based on the facts and circumstances, 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 
ǎŜǊǾƛŎŜ ƻōƧŜŎǘƛǾŜǎΣ ŀǊŜ ǳƴƭƛƪŜƭȅ ǘƻ ƛƴŦƭǳŜƴŎŜ ǘƘŜ ŘŜŎƛǎƛƻƴǎ ǘƘŀǘ ǳǎŜǊǎ ƻŦ ǘƘŜ /ƻǳƴŎƛƭΩǎ ŦƛƴŀƴŎƛŀƭ ǎǘŀǘŜƳŜƴǘǎ ƳŀƪŜΦ 
As such no disclosure in the quarterly Related Party Disclosures - Declaration form will be required.  

ω  Payment of rates issued by the Town.  

ω  Payment of fines issued by the Town.  

ω  Use of Town owned facilities such as buildings, parks, ovals and other public open spaces (whether charged 
a fee or not).  

ω  Attending council functions that are open to the public.  

Where these services were not ǇǊƻǾƛŘŜŘ ŀǘ ŀǊƳΩǎ ƭŜƴƎǘƘ ŀƴŘ ǳƴŘŜǊ ǘƘŜ ǎŀƳŜ ǘŜǊƳǎ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎ ŀǇǇƭȅƛƴƎ ǘƻ 
the general public, Elected Members and key management personnel 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 in point 2 above, Elected Members and key management personnel will be 
required to make a declaration in the Related Party Disclosures - Declaration form.  
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Frequency of disclosures  
Elected Members and key management personnel will be required to complete a Related Party Disclosures - 
Declaration form each quarter, commencing 1 July 2017.  

The Related Party Disclosures ς Declaration form must be completed by Elected Members and key management 
personnel prior to termination of office or termination of employment.  

Confidentiality  
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. 
 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Chief Executive Officer 

Decision making Authority: Council 

Policy Adopted: 21/8/18 

Policy Amended/Reviewed: 17/9/19 

Former Policy No: 4.3.3 
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нΦнΦп wƛǎƪ aŀƴŀƎŜƳŜƴǘ 

Type: Corporate Services ς Risk Management 

Legislation: AS/NZS ISO 31000:2018 

Delegation: N/A 

Other Related Document: Risk Management Procedures (Attached) 

Objective 

The Town of East CǊŜƳŀƴǘƭŜΩǎ όάǘƘŜ ¢ƻǿƴέύ Risk Management Policy documents the commitment and 

objectives regarding managing uncertainty that may impact the ¢ƻǿƴΩǎ strategies, goals or objectives. 

To encourage an integrated, effective and organisation wide approach to risk management within the 

Town, facilitating value creation and protection. 

Definitions 

(From AS/NZS ISO 31000:2018) 

Risk: Effect of uncertainty on objectives. 

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

Note 2: Objectives can have different aspects (such as financial, health & safety and environmental 

goals) and can apply at different levels (such as strategic, organisationwide, 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. 

Policy 

Lǘ ƛǎ ǘƘŜ ¢ƻǿƴΩǎ tƻƭƛŎȅ ǘƻ ŀŎƘƛŜǾŜ ōŜǎǘ ǇǊŀŎǘƛŎŜ όŀƭƛƎƴŜŘ ǿƛǘƘ !{κb½{ L{h омлллΥнлму wƛǎƪ 

management), in the management of all risks that may affect the Town, its customers, people, assets, 

functions, objectives, operations or members of the public. 

Risk Management will form part of the Strategic, Operational, Project and Line Management 

ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŀƴŘ ǿƘŜǊŜ ǇƻǎǎƛōƭŜΣ ōŜ ƛƴŎƻǊǇƻǊŀǘŜŘ ǿƛǘƘƛƴ ǘƘŜ ¢ƻǿƴΩǎ LƴǘŜƎǊŀǘŜŘ tƭŀƴƴƛƴƎ 

Framework. 

¢ƘŜ ¢ƻǿƴΩǎ {ŜƴƛƻǊ {ǘŀŦŦ DǊƻǳǇ ǿƛƭƭ ŘŜǘŜǊƳƛƴŜ ŀƴŘ ŎƻƳƳǳƴƛŎŀǘŜ ǘƘŜ wƛǎƪ aŀƴŀƎŜƳŜƴǘ tƻƭƛŎȅΣ 

Objectives and Procedures, as well as direct and monitor implementation, practice and performance. 
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Every employee, elected member, volunteer and contractor within the Town is recognised as having 

a role in risk management, from the identification of risks, to implementing risk treatments and shall 

be invited and encouraged to participate in the process. 

Consultants may be retained at times to advise and assist in the risk management process or 

management of specific risks or categories of risk. 

Risk Management Objectives 

¶ Optimise the achievement of our vision, experiences, strategies, goals and objectives. 

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

¶ Enhance risk versus return within our risk appetite. 

¶ Embed appropriate and effective controls to mitigate risk. 

¶ Achieve effective corporate governance and adherence to relevant statutory, regulatory and 

¶ compliance obligations. 

¶ Enhance organisational resilience. 

¶ Identify and provide for the continuity of critical operations. 

Risk Appetite 

¢ƘŜ ¢ƻǿƴ ŘŜŦƛƴŜŘ ƛǘǎ Ǌƛǎƪ ŀǇǇŜǘƛǘŜ ǘƘǊƻǳƎƘ ǘƘŜ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ŜƴŘƻǊǎŜƳŜƴǘ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ wƛǎƪ 

Assessment and Acceptance Criteria. The criteria are included within the Risk Management 

Procedures and are subject to ongoing review in conjunction with this policy. 

!ƭƭ ƻǊƎŀƴƛǎŀǘƛƻƴŀƭ Ǌƛǎƪǎ ǘƻ ōŜ ǊŜǇƻǊǘŜŘ ŀǘ ŀ ŎƻǊǇƻǊŀǘŜ ƭŜǾŜƭ ŀǊŜ ǘƻ ōŜ ŀǎǎŜǎǎŜŘ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ¢ƻǿƴΩǎ 

Risk Assessment and Acceptance Criteria to allow consistency and informed decision making. For 

operational requirements such as projects or to satisfy external stakeholder requirements, alternative 

risk assessment criteria may be utilised, however these cannot exceed the ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ appetite and 

are to be noted within the individual risk assessment and approved by a member of the Senior Staff 

Group. 

As a public body, there is an expectation that the Town will maintain an inherent low appetite for risk 

and as a consequence adopt policies and maintain systems and procedures to create value and 

protect, the Town, and its stakeholders. 

Roles, Responsibilities & Accountabilities 

The CEO is responsible for the allocation of roles, responsibilities and accountabilities. These are 

documented in the Risk Management Procedures (Operational Document). 

Monitor & Review 

The Town 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. 

Attachment 

Risk Management Procedures 

Responsible Directorate: Office of the Chief Executive Officer 

Reviewing Officer: Executive Manager Corporate Services 
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Decision making Authority: Council 

Policy Adopted: 21/3/17 

Policy Amended/Reviewed: 17/9/19, 8/12/20  

Former Policy No: 4.3.4 
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Risk Management Procedures  

 
Governance  

Appropriate governance of risk management within the Town of East Fremantle (the ñTownò) provides: 

¶ Transparency of decision making. 

¶ Clear identification of the roles and responsibilities of risk management functions. 

¶ An effective Governance Structure to support the risk framework. 

Framework Review  

The Risk Management Framework is to be reviewed for appropriateness and effectiveness annually. 

Operating Model  

The Town has adopted a ñThree Lines of Defenceò model for the management of risk. This model ensures 
roles; responsibilities and accountabilities for decision making are structured to demonstrate effective 
governance and assurance. By operating within the approved risk appetite and framework, the Council, 
Management and Community will have assurance that risks are managed effectively to support the delivery 
of the Strategic, Corporate & Operational Plans. 

First Line of Defence 

All operational areas of the Town are considered ó1st Lineô. They are responsible for ensuring that risks 
within their scope of operations are identified, assessed, managed, monitored and reported. Ultimately, 
they bear ownership and responsibility for losses or opportunities from the realisation of risk. Associated 
responsibilities include; 

¶ Establishing and implementing appropriate processes and controls for the management of risk (in 
line with these procedures). 

¶ Undertaking adequate analysis (data capture) to support the decision-making process of risk. 

¶ Prepare risk acceptance proposals where necessary, based on level of residual risk. 

¶ Retain primary accountability for the ongoing management of their risk and control environment. 

Second Line of Defence 

The Executive Assistant Corporate Services acts as the primary ó2nd Lineô. This position owns and 
manages the framework for risk management, drafts and implements governance procedures and provides 
the necessary tools and training to support the 1st line process. The Senior Staff Group, in their capacity 
as Risk Committee, supplements the second line of defence. 

Maintaining oversight on the application of the framework provides a transparent view and level of 
assurance to the 1st & 3rd lines on the risk and control environment. Support can be provided by additional 
oversight functions completed by other 1st Line Teams (where applicable). Additional responsibilities 
include: 

¶ Providing independent oversight of risk matters as required. 

¶ Monitoring and reporting on emerging risks. 

¶ Co-ordinating the Townôs risk reporting for the CEO & Senior Staff Group and the Audit Committee. 
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Third Line of Defence 

Internal self-audits & External Audits are the ó3rd Lineô of defence, providing assurance to the Council, Audit 
Committee and Town Management on the effectiveness of business operations and oversight frameworks 
(1st & 2nd Line). 

Internal Audit ï Appointed by the CEO to report on the adequacy and effectiveness of internal control 
processes and procedures. The scope of which would be determined by the CEO with 
input from the Audit Committee. 

 

External Audit ï Appointed by the Council on the recommendation of the Audit Committee to report 
independently to the President and CEO on the annual financial statements only. 

Governance Structure  

The following diagram depicts the current operating structure for risk management within the Town. 

Council  

Audit Committee  

CEO Reports Biennially on;  
Risk  Management  
Internal  Control  
Legislative  Compliance  

Reports issued 

to Minister  External Audit 
(Office of Auditor 
General)  

Second Line άRisk Committeeò- 

Embedded w ithin 
Senior Staff Group  

Third Line  

Executive Assistant 
Corporate Services  

CEO and Senior Staff 

Group  

(Risk Agenda)  

Internal Audit 

(appointed by CEO)  

Technical 

Services  
Corporate Services  Office of the CEO  Regulatory Services  

 

First Line 

Provides 
Aggregated 
Risk 
Reporting  

issued 
to CEO 
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Roles & Responsibilities  

CEO / Council 

¶ Review and approve the Townôs Risk Management Policy and Risk Assessment & Acceptance 
Criteria. 

¶ Appoint / Engage External Auditors to report on financial statements annually. 

¶ Establish and maintain an Audit Committee in terms of the Local Government Act. 

 

Audit Committee 

¶ Support Council in providing effective corporate governance. 

¶ Oversight of all matters that relate to the conduct of External Audits. 

¶ Independent, objective and autonomous in deliberations. 

¶ Recommendations to Council on External Auditor appointments. 

 

CEO / Senior Staff Group 

¶ Undertake internal Audits as required under Local Government (Audit) Regulations. 

¶ Liaise with Council in relation to risk acceptance requirements. 

¶ Approve and review the appropriateness and effectiveness of the Risk Management Framework. 

¶ Drive consistent embedding of a risk management culture. 

¶ Analyse and discuss emerging risks, issues and trends. 

¶ Document decisions and actions arising from risk matters. 

¶ Own and manage the Risk Profiles at Town Level. 

 

Executive Assistant Corporate Services 

¶ Oversee and facilitate the Risk Management Framework. 

¶ Support reporting requirements for risk matters. 

 

Work Areas 

¶ Drive risk management culture within work areas. 

¶ Own, manage and report on specific risk issues as required. 

¶ Assist in the Risk & Control Management process as required. 

¶ Highlight any emerging risks or issues accordingly. 

¶ Incorporate óRisk Managementô into Management Meetings, by incorporating the following 
agenda items; 

o New or emerging risks. 

o Review existing risks. 

o Control adequacy. 

o Outstanding issues and actions. 
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Document Structure (Framework)  

The following diagram depicts the relationship between the Risk Management Policy, Procedures and 
supporting documentation and reports. 
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Risk & Control Management  

All Work Areas of the Town are required to assess and manage the Risk Profiles on an ongoing basis. 

 

Each Manager, in conjunction with the Executive Assistant Corporate Services is accountable for ensuring 
that Risk Profiles are: 

¶ Reflective of the material risk landscape of the Town. 

¶ Reviewed on at least a six-monthly basis, or sooner if there has been a material restructure or 
change in the risk and control environment. 

¶ Maintained in the standard format. 

This process is supported by the use of data inputs, workshops and ongoing business engagement. 

 

Risk & Control Assessment  

To ensure alignment with AS/NZ ISO 31000:2018 Risk Management, the following approach is to be 
adopted from a Risk & Control Assessment perspective: 

 

A: Establishing the Context 

The first step in the risk management process is to understand the context within which the risks are to be 
assessed and what is being assessed, this forms two elements: 

 

Organisational Context  

The Townôs Risk Management Procedures provide the basic information and guidance regarding the 
organisational context to conduct a risk assessment; this includes Risk Assessment and Acceptance 
Criteria (Appendix A) and any other tolerance tables as developed. In addition, existing Risk Themes are 
to be utilised (Appendix C) where possible to assist in the categorisation of related risks. 

 
Any changes or additions to the Risk Themes must be approved by the Executive Assistant Corporate 
Services and CEO. 

 
All risk assessments are to utilise these documents to allow consistent and comparable risk information to 
be developed and considered within planning and decision-making processes. 

 
Specific Risk Assessment Context  

To direct the identification of risks, the specific risk assessment context is to be determined prior to and 
used within the risk assessment process. 

 
For risk assessment purposes the Town has been divided into three levels of risk assessment context: 

 
1. Strategic Context 

This constitutes the Townôs external environment and high-level direction. Inputs to establishing the 
strategic risk assessment environment may include; 

¶ Organisationôs Vision 

¶ Stakeholder Analysis 

¶ Environment Scan / SWOT Analysis 

¶ Existing Strategies / Objectives / Goals 
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2. Operational Context 

The Townôs day to day activities, functions, infrastructure and services. Prior to identifying operational risks, 
the operational area should identify its Key Activities i.e. what is trying to be achieved. Note: these may 
already be documented in business plans, budgets etc. 

 

3. Project Context 

Project Risk has two main components: 

¶ Direct refers to the risks that may arise as a result of project activity (i.e. impacting on current or 
future process, resources or IT systems) which may prevent the Town from meeting its objectives 

¶ Indirect refers to the risks which threaten the delivery of project outcomes. 

 

In addition to understanding what is to be assessed, it is also important to understand who are the key 
stakeholders or areas of expertise that may need to be included within the risk assessment. 

 

B: Risk Identification  

Using the specific risk assessment context as the foundation, and in conjunction with relevant 
stakeholders, answer the following questions, capture and review the information within each Risk Profile. 

¶ What can go wrong? / What are areas of uncertainty? (Risk Description) 

¶ How could this risk eventuate? (Potential Causes) 

¶ What are the current measurable activities that mitigate this risk from eventuating? (Controls) 

¶ What are the potential consequential outcomes of the risk eventuating? (Consequences) 

 

C: Risk Analysis  

To analyse the risks, the Townôs Risk Assessment and Acceptance Criteria (Appendix A) is applied: 

¶ Based on the documented controls, analyse the risk in terms of Existing Control Ratings 

¶ Determine relevant consequence categories and rate how bad it could be if the risk eventuated 
with existing controls in place (Consequence) 

¶ Determine how likely it is that the risk will eventuate to the determined level of consequence with 
existing controls in place (Likelihood) 

¶ By combining the measures of consequence and likelihood, determine the risk rating (Level of 
Risk) 

 

D: Risk Evaluation  

The Town is to verify the risk analysis and make a risk acceptance decision based on: 

¶ Controls Assurance (i.e. are the existing controls in use, effective, documented, up to date and 
relevant) 

¶ Existing Control Rating 

¶ Level of Risk 

¶ Risk Acceptance Criteria (Appendix A) 

¶ Risk versus Reward / Opportunity 

The risk acceptance decision needs to be documented and acceptable risks are then subject to the monitor 
and review process. Note: Individual Risks or Issues may need to be escalated due to urgency, level of risk 
or systemic nature. 
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E: Risk Treatment  

For unacceptable risks, determine treatment options that may improve existing controls and/or reduce 
consequence / likelihood to an acceptable level. 

 

Risk treatments may involve actions such as avoid, share, transfer or reduce the risk with the treatment 
selection and implementation to be based on; 

¶ Cost versus benefit 

¶ Ease of implementation 

¶ Alignment to organisational values / objectives 

 

Once a treatment has been fully implemented, the Executive Assistant Corporate Services is to review the 
risk information and acceptance decision with the treatment now noted as a control and those risks that are 
acceptable then become subject to the monitor and review process (Refer to Risk Acceptance section). 

 

F: Monitoring & Review  

The Town is to review all Risk Profiles at least on a six monthly basis or if triggered by one of the 
following; 

¶ Changes to context, 

¶ A treatment is implemented, 

¶ An incident occurs or due to audit/regulator findings. 

 

The Executive Assistant Corporate Services is to monitor the status of risk treatment implementation and 
report on, if required. 

 

The CEO & Senior Staff Group will monitor significant risks and treatment implementation as part of their 
normal agenda item on a quarterly basis with specific attention given to risks that meet any of the following 
criteria: 

¶ Risks with a Level of Risk of High or Extreme 

¶ Risks with Inadequate Existing Control Rating 

¶ Risks with Consequence Rating of Extreme 

¶ Risks with Likelihood Rating of Almost Certain 

 

The design and focus of the Risk Summary report will be determined from time to time on the direction of 
the CEO & Senior Staff Group. They will also monitor the effectiveness of the Risk Management Framework 
ensuring it is practical and appropriate to the Town. 

 

G: Communication & Consultation  

Throughout the risk management process, stakeholders will be identified, and where relevant, be involved 
in or informed of outputs from the risk management process. 

 

Risk management awareness and training will be provided to staff as part of their OS&H Program. 

 

Risk management will be included within the employee induction process to ensure new employees are 
introduced to the Townôs risk management culture. 
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Reporting Requirements  

 

Coverage & Frequency  

The following diagram provides a high level view of the ongoing reporting process for Risk Management. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Each Work Area is responsible for ensuring: 

¶ They continually provide updates in relation to new and emerging risks, control effectiveness and 
indicator performance to the Executive Assistant Corporate Services. 

¶ Work through assigned actions and provide relevant updates to the Executive Assistant Corporate 
Services. 

¶ Risks / Issues reported to the CEO & Senior Staff Group are reflective of the current risk and control 
environment. 

 

The Executive Assistant Corporate Services is responsible for: 

¶ Ensuring Town Risk Profiles are formally reviewed and updated, at least on a six monthly basis  or 
when there has been a material restructure, change in risk ownership or change in the external 
environment. 

¶ Producing a six-monthly Risk Report for the CEO & Senior Staff Group which contains an overview 
Risk Summary for the Town. 

¶ Annual Compliance Audit Return completion and lodgement. 
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Indicators  

Indicators are required to be used for monitoring and validating risks and controls. The following 
describes the process for the creation and reporting of Indicators: 

 

Identification  

The following represent the minimum standards when identifying appropriate Indicator risks and controls: 

¶ The risk description and casual factors are fully understood 

¶ The Indicator is fully relevant to the risk or control 

¶ Predictive Indicators are adopted wherever possible 

¶ Indicators provide adequate coverage over monitoring risks and controls 

 

Validity of Source  

In all cases an assessment of the data quality, integrity and frequency must be completed to ensure that 
the Indicator data is relevant to the risk or Control. 

 

Where possible the source of the data (data owner) should be independent to the risk owner.  
Overlapping Indicators can be used to provide a level of assurance on data integrity. 

 

If the data or source changes during the life of the Indicator, the data is required to be revalidated to 
ensure reporting of the Indicator against a consistent baseline. 

 

Tolerances  

Tolerances are set based on the Townôs Risk Appetite. They may be set and agreed over three levels: 

¶ Green ï within appetite; no action required. 

¶ Amber ï the Indicator must be closely monitored and relevant actions set and implemented to 
bring the measure back within the green tolerance. 

¶ Red ï outside risk appetite; the Indicator must be escalated to the CEO & Senior Staff Group where 
appropriate management actions are to be set and implemented to bring the measure back within 
appetite. 

 

Monitor & Review  

All active Indicators are updated as per their stated frequency of the data source. 

 

When monitoring and reviewing Indicators, the overall trend should be considered over a longer timeframe 
than individual data movements. The trend of the Indicators is specifically used as an input to the risk and 
control assessment. 



Page | 13 

 

 

 

Risk Acceptance  

Day-to-day operational management decisions are generally managed under the delegated authority 
framework of the Town. 

 

Risk Acceptance outside of the appetite framework is a management decision to accept, within authority 
levels, material risks which will remain outside appetite framework (refer Appendix A ï Risk Assessment & 
Acceptance Criteria) for an extended period of time (generally 3 months or longer). 

 

The following process is designed to provide a framework for those outside appetite framework identified 
risks. 

 

The óRisk Acceptanceô must be in writing, signed by the relevant Manager and cover: 

¶ A description of the risk. 

¶ An assessment of the risk (e.g. Impact consequence, materiality, likelihood, working assumptions 
etc) 

¶ Details of any mitigating action plans or treatment options in place 

¶ An estimate of the expected remediation date. 

 

Reasonable action should be taken to mitigate the risk. A lack of budget to remediate a material risk 
outside of appetite is not sufficient justification in itself to accept a risk. 

 

Accepted risks must be continually reviewed through standard operating reporting structure (i.e. Senior 
Staff Group) 
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Appendix A ɀ Risk Assessment and Acceptance Criteria  

 

Town of East Fremantle Measures of Consequence   

 Rating  

(Level)  

 
Health  

Financial 
Impact  

 
Service Interruption  

 
Compliance  

 
Reputational  

 
Property  

 
Environment  

 

Insignificant 

(1) 

 
Near-Miss or 

First Aid 

 
Less than 
$10,000 

 
No material service 

interruption 

 
Minor regulatory or 

statutory impact 

Unsubstantiated, low 
impact, low profile or 
óno newsô item 

 
Inconsequential 

damage. 

Contained, 
reversible impact 
managed by on 
site response 

 

Minor 

(2) 

 
Medical type 

injuries 

 
$10,001 - 
$50,000 

Short term temporary 
interruption ï backlog 

cleared < 1 day 

 
Some temporary 
non-compliances 

Substantiated, low 
impact, low news 

item 

Localised damage 
rectified by routine 
internal procedures 

Contained, 
reversible impact 

managed by 
internal response 

 
 

Moderate 

(3) 

 

Lost time 
injury >14 

Days 

 

 
$50,001 - 
$250,000 

Medium term 
temporary interruption 
ï backlog cleared by 
additional resources 

< 1 week 

Short term non- 
compliance but 
with significant 

regulatory 
requirements 

imposed 

Substantiated, public 
embarrassment, 
moderate impact, 
moderate news 

profile 

 

Localised damage 
requiring external 
resources to rectify 

 
Contained, 

reversible impact 
managed by 

external agencies 

 
 

Major 

(4) 

 
Long-term 
disability / 
multiple 
injuries 

 

 
$250,001 - 
$1,000,000 

Prolonged interruption 
of services ï additional 

resources; 
performance affected 

< 1 month 

Non-compliance 
results in 

termination of 
services or 

imposed penalties 

Substantiated, public 
embarrassment, high 

impact, high news 
profile, third party 

actions 

 
Significant damage 
requiring internal & 

external resources to 
rectify 

Uncontained, 
reversible impact 

managed by a 
coordinated 

response from 
external agencies 

 
 

Extreme 

(5) 

 

Fatality, 
permanent 
disability 

 

 
More than 
$1,000,000 

Indeterminate 
prolonged interruption 

of services ï non- 
performance 

> 1 month 

Non-compliance 
results in litigation, 
criminal charges 

or significant 
damages or 

penalties 

Substantiated, public 
embarrassment, very 
high multiple impacts, 

high widespread 
multiple news profile, 

third party actions 

Extensive damage 
requiring prolonged 
period of restitution 

Complete loss of plant, 
equipment & building 

 

 
Uncontained, 

irreversible impact 
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Town of East Fremantle Measures of Likelihood  

Level  Rating  Description  Frequency  

5 Almost Certain  The event is expected to occur in most circumstances More than once per year 

4 Likely  The event will probably occur in most circumstances At least once per year 

3 Possible  The event should occur at some time At least once in 3 years 

2 Unlikely  The event could occur at some time At least once in 10 years 

1 Rare The event may only occur in exceptional circumstances Less than once in 15 years 

 

 

 

Town of East Fremantle Risk Matrix  

Consequence  

 
Likelihood  

Insignificant  Minor  Moderate  Major  Extreme  

A? 2 3 4 5 

Almost Certain  5 Moderate (5)  High (10)  High (15)  Extreme (20)  Extreme (25)  

Likely  4 Low (4)  Moderate (8)  High (12)  High (16)  Extreme (20)  

Possible  3 Low (3)  Moderate (6)  Moderate (9)  High (12)  High (15)  

Unlikely  2 Low (2)  Low (4)  Moderate (6)  Moderate (8)  High (10)  

Rare 1 Low (1)  Low (2)  Low (3)  Low (4)  Moderate (5)  
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Town of East Fremantle Risk Acceptance Criteria  

Risk Rank  Description  Criteria  Responsibility  

 
LOW (1-4) 

 
Acceptable 

Risk acceptable with adequate controls, managed by routine procedures and 
subject to annual monitoring 

 
Operational Manager 

MODERATE 
(5-9) 

 
Monitor 

Risk acceptable with adequate controls, managed by specific procedures and 
subject to semi-annual monitoring 

 
Operational Manager 

HIGH 
(10-16) 

Urgent Attention 
Required 

Risk acceptable with excellent controls, managed by senior management / 
executive and subject to monthly monitoring 

 
Director / CEO 

 
EXTREME 

(17-25) 

 
Unacceptable 

Risk only acceptable with excellent controls and all treatment plans to be explored 
and implemented where possible, managed by highest level of authority and 

subject to continuous monitoring 

 
CEO / Council 

 

 

 

Town of East Fremantle Existing Controls Ratings  

Rating  Foreseeable  Description  

 

Effective  

 

There is little scope for improvement. 

Processes (Controls) operating as intended and / or aligned to 
Policies & Procedures; are subject to ongoing maintenance 
and monitoring and are being continuously reviewed and 
tested. 

 
Adequate  

 
There is some scope for improvement. 

Whilst some inadequacies have been identified; Processes 
(Controls) are in place, are being addressed / complied with 
and are subject to periodic review and testing. 

 
Inadequate  

A need for corrective and / or improvement 
actions exist. 

Processes (Controls) not operating as intended, do not exist, 
or are not being addressed / complied with, or have not been 
reviewed or tested for some time. 



 

 

 

Appendix B ς Risk Profile 

Template 

 

 

 

 

Controls  

 

Type 

 

Date 

 

Town Rating  

List of Controls    

    

    

 

 

 
Consequence Category  

 
Risk Ratings  

 
Town Rating  

 Consequence:   

 Likelihood:   

 

 

 
Indicators  

 
Tolerance  

 
Date 

Overall Town 
Result  

List of Indicators    

    

Comments  
Rationale for all above ratings 

 

Current Issues / Actions / Treatments  Due Date  Responsibility  

List current issues / actions / treatments   

   

   

   

This Risk Theme is defined as; 

Definition of Theme 

Date Risk Theme 

Potential causes include; 

List of potential causes 

Overall Control Ratings: 

Overall Risk Ratings: 
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Echelon Australia Pty Ltd trading as LGIS Risk Management 

ABN 96 085 720 056 

Level 3 

170 Railway Parade 

WEST LEEDERVILLE WA 6007 Tel

 08 9483 8888 

Fax    08 9483 8898 

 

 

 

 

 

 

 

 

 

 

 

 

CONTACTS 

Michael Sparks BCom, Dip FS, CBCI 

Senior Risk Consultant 

Tel 08 9483 8820 

Mob  0417 331 514 

michael.sparks@jlta.com.au 

 

 

 

 

 

 

MEASURES OF CONSEQUENCE (PROJECT) 

 

 
LEVEL 

 
RATING 

Project  

TIME 

Project  

COST 

Project  

SCOPE / QUALITY 

mailto:michael.sparks@jlta.com.au


 

 

 
1 

 
Insignificant  

Exceeds deadline by 
>5% of project 

timeline 

Exceeds project 
budget by 2% 

 
Minor variations to project scope or quality 

 
2 

 
Minor  

Exceeds deadline by 
>10% of project 

timeline 

 
Exceeds project 
budget by 5% 

Scope creep requiring additional work, time or 
resources. 

Reduced perception of quality by Stakeholders. 

 
3 

 
Moderate  

Exceeds deadline by 
>15% of project 

timeline 

 
Exceeds project 
budget by 7.5% 

Scope creep requiring additional work, time and 
resources or shortcuts being taken. 

Stakeholder concerns. 

 

 
4 

 

 
Major  

 
Exceeds deadline by 

>20% of project 
timeline 

 

Exceeds project 
budget by 15% 

Project goals, deliverables, costs and/or 
deadline failures. 

Project no longer aligned with the project scope 

Stakeholder intervention in project. 

 

 
5 

 

 
Extreme  

 
Exceeds deadline by 

25% of project 
timeline 

 

Exceeds project 
budget by 20% 

Failure to meet project objectives. 

Project outcomes negatively affecting the 
community or the environment. 

Public embarrassment, third party actions. 



 

 

 

 

Programme:   

Programme Owner:   

Project Ref:   

Project Name:   

Project Manager:   

Directorate:   

Business Unit:   

Date of Assessment:   

Assessor:   

            

 

 
Context  

 

Screening 

Question  

 

 
Yes/No 

 

Project 

Impact  

 

 
Yes/No 

 
Level of 

Project 

Risk  

 

 
Instructions  

 

Organisational 

Impact  

 

 
Yes/No 

Level of 

Organisatio 

nal  

Risk  

 

 
Instructions  

 
Additional 

Supporting 

Comments  

 
 

Health & Safety 

1. Is there a risk 

that the project 

may cause harm 

to persons (staff, 

contractor, public 

          

      

 
 

Financial 

2. Is there a risk 

that the project 

may exceed 

budget? 

          

    

 
 

Time 

3. Is there a risk 

that the project 

deadline is 

exceeded? 

          

    

 
 

Scope / Quality 

4. Is there a risk 

that the project 

scope or quality 

may vary? 

          

    

 
 

Environment 

5. Is there a risk 

that the project 

may impact the 

natural 

environment? 

          

      

 

 

  



 

 

 
 

 
 
нΦнΦр LƴǘŜǊƴŀƭ !ǳŘƛǘ /ƘŀǊǘŜǊ  

Type: Corporate Services ς Risk Management 

Legislation: Local Government (Audit) Regulations 

Delegation: N/A 

Other Related Document:  

Objective 
Internal audit provides an independent and objective review and advisory service to: 

¶ ǇǊƻǾƛŘŜ ŀǎǎǳǊŀƴŎŜ ǘƻ /ƻǳƴŎƛƭ ŀƴŘ ǘƘŜ /ƘƛŜŦ 9ȄŜŎǳǘƛǾŜ hŦŦƛŎŜǊ ǘƘŀǘ ǘƘŜ ¢ƻǿƴΩǎ ŦƛƴŀƴŎƛŀƭ ŀƴŘ 
ƻǇŜǊŀǘƛƻƴŀƭ ŎƻƴǘǊƻƭǎ ŘŜǎƛƎƴŜŘ ǘƻ ƳŀƴŀƎŜ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ Ǌƛǎƪǎ ŀƴŘ ŀŎƘƛŜǾŜ ƛǘǎ ƻōƧŜŎǘƛǾŜǎΣ ŀǊŜ 
operating in an efficient, effective and ethical manner; and 

¶ ŀǎǎƛǎǘ ƳŀƴŀƎŜƳŜƴǘ ƛƴ ƛƳǇǊƻǾƛƴƎ ŀƴŘ ƳƻƴƛǘƻǊƛƴƎ ǘƘŜ ¢ƻǿƴΩǎ Ǌƛǎƪ ƳŀƴŀƎŜƳŜƴǘΣ ƛƴǘŜǊƴŀƭ ŎƻƴǘǊƻƭ 
and legislative compliance functions. 

Definitions 
άwƛǎƪέΥ !{κb½{ L{h омлллΥнллф ŘŜŦƛƴŜǎ Ǌƛǎƪ ŀǎ άǘƘŜ ŜŦŦŜŎǘ ƻŦ ǳƴŎŜǊǘŀƛƴǘȅ ƻƴ ƻōƧŜŎǘƛǾŜǎέΦ 

A risk is often specified in terms of an event or circumstance and the consequences that may flow 

from it. An effect may be positive, negative, or a deviation from the expected. An objective may be 

financial, related to health and safety, or defined in other terms. 

άwƛǎƪ aŀƴŀƎŜƳŜƴǘέΥ ¢ƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ŎƻƻǊŘƛƴŀǘŜŘ ŀŎǘƛǾƛǘƛŜǎ ǘƻ ŘƛǊŜŎǘ ŀƴŘ ŎƻƴǘǊƻƭ ŀƴ ƻǊƎŀƴƛǎŀǘƛƻƴ 

with regard to risk. 

Policy  
Scope of internal audit 

Internal audits may cover any programs and activities of the Town and encompass the review of all 

financial and non-financial policies and operations. 

Independence 

¶ Independence is essential to the effectiveness of the internal audit function. 

¶ Internal audits will be performed by either using a dedicated internal audit resource reporting 
to the Office of the Chief Executive Officer or independent external contractors. 

¶ Internal auditors report functionally to Council through the Audit Committee and are 
accountable to the Chief Executive Officer for the efficient and effective operation of the 
internal audit function.  

Authority and confidentiality 

Internal auditors are authorised to: 

¶ ƘŀǾŜ Ŧǳƭƭ ŦǊŜŜ ŀƴŘ ǳƴǊŜǎǘǊƛŎǘŜŘ ŀŎŎŜǎǎ ǘƻ ŀƴȅ ŀƴŘ ŀƭƭ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ǊŜŎƻǊŘǎ ŀƴŘ ƻǘƘŜǊ 
documentation, premises and Town employees; and 

¶ obtain assistance as required from Town employees. 
 



 

 

Internal auditors are responsible and accountable for maintaining the confidentiality of the 

information they receive during the course of their work. 

Roles and responsibilities 

The internal audit activity encompasses, but is not limited to, the examination and evaluation of the 

ŀŘŜǉǳŀŎȅ ŀƴŘ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ƎƻǾŜǊƴŀƴŎŜΣ Ǌƛǎƪ ƳŀƴŀƎŜƳŜƴǘ ŀƴŘ ƛƴǘŜǊƴŀƭ ŎƻƴǘǊƻƭǎ ŀǎ ǿŜƭƭ 

ŀǎ ǘƘŜ ǉǳŀƭƛǘȅ ƻŦ ǇŜǊŦƻǊƳŀƴŎŜ ƛƴ ŎŀǊǊȅƛƴƎ ƻǳǘ ŀǎǎƛƎƴŜŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜ ¢ƻǿƴΩǎ ǎǘǊŀǘŜƎƛŎ 

objectives. This may include: 

¶ evaluating risk exposure relating to achievement of the Towns strategic objectives; 

¶ evaluating the reliability and integrity of information and the means used to identify, measure, 
classify and report such information; 

¶ evaluating the systems established to ensure compliance with those policies, plans, procedures, 
laws and regulations which could have a significant impact on the organisation; 

¶ evaluating the means of safeguarding assets and ς as appropriate ς verifying the existence of 
such assets; 

¶ evaluating the effectiveness and efficiency with which resources are employed; 

¶ evaluating operations or programs to ascertain whether results are consistent with established 
objectives and goals and whether the operations or programs are carried out as planned; 

¶ monitoring and evaluating governance processes; 

¶ monitoring and evaluating the effectiveness of the Towns risk management processes; 

¶ evaluating the quality of performance of external auditors and the degree of coordination with 
internal audit; 

¶ providing advice related to governance, risk management and internal control as appropriate; 

¶ reporting significant risk exposures and internal control issues, including fraud risks and 
governance issues; and 

¶ evaluating specific operations at the request of Council and the Chief Executive Officer. 

Relationship with external audit 

Internal and external audit activities will be coordinated to help ensure the adequacy of overall audit 

coverage and to minimise duplication of effort. 

 

Responsible Directorate: Office of the CEO 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 20/11/18 

Policy Amended: 17/9/19 

Former Policy No. 4.3.5 

 

 

  



 

 

 
 

 
 
нΦнΦс wŜǉǳŜǎǘǎ ŦƻǊ bŜǿ ƻǊ /ŀǇƛǘŀƭ ¦ǇƎǊŀŘŜǎ ǘƻ 9ȄƛǎǘƛƴƎ /ƻƳƳǳƴƛǘȅ 

.ǳƛƭŘƛƴƎǎ 

Type: Corporate Services ς Risk Management 

Legislation:  

Delegation:  

Other Related Document:  

Objective 
To provide a coordinated approach to the assessment and approval of requests for new or capital 

upgrades to existing community buildings. 

Policy Scope 
This Policy applies to all Town owned or managed sport and recreation facilities, clubrooms, 

community centres and community halls. 

Policy  
1. Definitions: 

άŎŀǇƛǘŀƭ ǳǇƎǊŀŘŜǎέ means extensions or upgrades to existing assets to cater for growth or 

increased levels of service. 

άŎƻƳƳǳƴƛǘȅ ōǳƛƭŘƛƴƎǎέ means any Town owned or managed sport and recreation facilities, 

clubrooms, community centres and community halls. 

2. Statement: 

Lƴ ŀƭƛƎƴƳŜƴǘ ǿƛǘƘ ŎǳǊǊŜƴǘ ŀǎǎŜǘ ƳŀƴŀƎŜƳŜƴǘ ǇǊŀŎǘƛŎŜǎΣ ƛǘ ƛǎ ǘƘŜ ¢ƻǿƴΩǎ Ǉƻǎƛǘƛƻƴ ǘƘŀǘ ǘƘŜ 
development and upgrade of community buildings should seek to achieve the following: 

¶ value for money; 

¶ sustainable utilisation levels; 

¶ ǇǊƻǾƛŘŜ άŦƛǘ-for-ǇǳǊǇƻǎŜέ use; 

¶ meet current building standards; 

¶ promote the strategic planning principles endorsed by Council; and 

¶ minimise impacts from activities held in the buildings that may adversely affect local 
residents 

3. Proposal Categories: 

Proposals for the construction of new community buildings or capital upgrades to existing 
facilities buildings generally fall into one of four categories: 

(i) Proposals for facilities works where the Town provides all  funding. 

(ii) Proposals for works where community-based organisations seek external funding (eg 
grants) which require Council support and/or contributions. 

(iii) Proposals for works where community-based organisations self-fund a portion of the works 
and seek Council contributions for the remaining cost of the project. 



 

 

(iv) Proposals for works where community-based groups or lessees self-fund the whole 
development. 

3.1 Categories (i), (ii) & (iii) τ Application Requirements: 

Community organisations seeking external funding or Council support and/or contributions 
for new community buildings or capital upgrades to existing community buildings are 
required to: 

¶ meet eligibility criteria set by the Town and/or funding agencies; and 

¶ submit an application form which includes a project plan, project budget (i.e. QS 
Report) and concept drawings. 

All proposals will be assessed on the criteria outlined below and must be completed to the 
satisfaction of the Chief Executive Officer. 

Supported applications must be approved by Council. A decision to list such an application 
as a priority will not be reconsidered during the financial year in which the application was 
made. 

Needs Assessment 
Any building proposals within the Town, whether they are for new buildings or for capital 
ǳǇƎǊŀŘŜǎΣ Ƴǳǎǘ ŘŜƳƻƴǎǘǊŀǘŜ ŀƴ ŀƭƛƎƴƳŜƴǘ ǿƛǘƘ ǘƘŜ ¢ƻǿƴΩǎ ǎǘǊŀǘŜƎƛŎ ƻōƧŜŎǘƛǾŜǎ ŀƴŘ 
planning priorities if they are to be supported. 

A formal assessment matrix will be used to identify the need for the proposal at the 
direction of the Chief Executive Officer. The matrix will address, but will not be limited to: 

¶ real and projected needs for the proposal; 

¶ community benefits and impacts; 

¶ alignment with planning documents and strategic planning principles; 

¶ financial impacts to the club/group and to Council;; 

¶ sustainability issues; and 

¶ possible alternatives. 

Minimum standards will be set for Town managed facilities with regard to site design and 
ŦƛƴƛǎƘŜǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ¢ƻǿƴΩǎ !ǎǎŜǘ aŀƴŀƎŜƳŜƴǘ tƭŀƴǎΦ !ƴȅ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻǾŜǊ 
and above these standards are the responsibility of the organisation/group leasing the 
facility to provide. 

Support for External Funding Applications 
Where the Town has supported external applications for funding and has committed to 

providing a portion of the funds, but the application is unsuccessful, the proposal may 

proceed if the applying body contributes all the remaining funds. 

3.2 Category (iv) ς Self Funded Upgrades 

Local community organisations may make applications to the Town to self-fund an upgrade 
to a Town facility. The application to the Town must include the following: 

¶ Application form 

¶ Project budget 

¶ Compliance with all legislative requirements. 

¶ Plans for the works. 

¶ Demonstrated capacity to complete works. 



 

 

The Town will not guarantee that approval will be granted to requests for community 
organisations self-funded upgrades. In considering the application the Town will consider the 
following issues: 

¶ Impact of facilities and associated user groups. 

¶ The proposed works and long-term impact on the life of the property. 

¶ Impact on local community. 

¶ Ability of community organisations to complete the works. 

¶ Ongoing maintenance of proposed upgrade. 

4. Alterations to Leased Premises 

Where alterations are proposed to any facility owned by the Town that is leased externally, the 

request will be dealt with in accordance with individual lease agreements and relevant approval 

processes. 

5. Loans and Guarantees 

In recognition of the risks associated with the provision of self-supporting loans or guarantees, 
the Town will generally not enter into any such agreements with any clubs, community 
organisations or external organisations.  
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нΦнΦт CǊŀǳŘ ŀƴŘ /ƻǊǊǳǇǘƛƻƴ 

Type: Corporate Services ς Risk Management 

Legislation: Local Government Act 1995 
Corruption, Crime and Misconduct Act 2003  
Public Interest Disclosure Act 2003 
Local Government (Rules of Conduct) Regulations 2007 
Australian National Audit Office.  

Delegation:  

Other Related Documents: Fraud and Corruption Control Plan  
Town of East Fremantle Strategic Community Plan 2017-2027 
KRA: Leadership and Governance 
5.1. Strengthen organisational accountability & transparency  
Risk Management Policy and Framework  
Code of Conduct 
AS 8001 - 2008 Fraud and Corruption Control  
AS 8003 - 2003 Good Governance Principals 

Objective 
The objective of this policy is to articulate the Town of East Fremantle's ("the Town") commitment 
to the prevention, detection, response and monitoring of fraud and corrupt activities. 

This policy, and the Fraud and Corruption Control Plan, are key components of good governance and 
will establish the structure to address fraud and corruption risks and to detect and respond to fraud 
and corruption in accordance with the best practice guidance as set out in the Fraud and Corruption 
Control Standards (AS 8001-2008). 

Policy Scope 
This policy applies to: 

ω Elected Members; 
ω all workers whether by way of appointment, secondment, contract, temporary arrangement or 

volunteering, work experience, trainees and interns; 
ω any external party involved in providing goods or services to the Town, such as contractors, 

consultants, outsourced service providers and suppliers. 

Definitions 
Fraud is defined by Australian Standard AS8001 ς 2008 as: 

ά5ƛǎƘƻƴŜǎǘ ŀŎǘƛǾƛǘȅ ŎŀǳǎƛƴƎ ŀŎǘǳŀƭ ƻǊ ǇƻǘŜƴǘƛŀƭ ŦƛƴŀƴŎƛŀƭ ƭƻǎǎ ǘƻ ŀƴȅ ǇŜǊǎƻƴ ƻǊ Ŝƴǘƛǘȅ ƛƴŎƭǳŘƛƴƎ ǘƘŜŦǘ ƻŦ 

monies or other property by employees or persons external to the entity and where deception is used 

ŀǘ ǘƘŜ ǘƛƳŜΣ ƛƳƳŜŘƛŀǘŜƭȅ ōŜŦƻǊŜ ƻǊ ƛƳƳŜŘƛŀǘŜƭȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ŀŎǘƛǾƛǘȅΦέ 

Fraud can take many forms including: 

¶ the misappropriation of assets; 
¶ the manipulation of financial reporting (either internal or external to the Town); and 
¶ corruption involving abuse of position for personal gain. 



 

 

Corruption is defined by Australian Standard AS8001 ς 2008 as: 

ά/ƻǊǊǳǇǘƛƻƴ ƛǎ ŘƛǎƘƻƴŜǎǘ ŀŎǘƛǾƛǘȅ ƛƴ ǿƘƛŎƘ ŀƴ ŜƳǇƭƻȅŜŜ ƻǊ ŎƻƴǘǊŀŎǘƻǊ ƻŦ ǘƘŜ Ŝƴǘƛǘȅ ŀŎǘǎ contrary to the 

interests of the entity and abuses their position of trust in order to achieve some personal gain or 

ŀŘǾŀƴǘŀƎŜ ŦƻǊ ǘƘŜƳǎŜƭǾŜǎ ƻǊ ŦƻǊ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴ ƻǊ ƻǊƎŀƴƛǎŀǘƛƻƴΦ ¢ƘŜ ŎƻƴŎŜǇǘ ƻŦ ΨŎƻǊǊǳǇǘƛƻƴΩ Ŏŀƴ ŀƭǎƻ 

involve corrupt conduct by the entity, or a person purporting to act on behalf of and in the interests 

ƻŦ ǘƘŜ ŜƴǘƛǘȅΣ ƛƴ ƻǊŘŜǊ ǘƻ ǎŜŎǳǊŜ ǎƻƳŜ ŦƻǊƳ ƻŦ ƛƳǇǊƻǇŜǊ ŀŘǾŀƴǘŀƎŜ ŦƻǊ ǘƘŜ ŜƴǘƛǘȅΦέ 

Corruption is any deliberate or intentional wrongdoing that is improper, dishonest or fraudulent and 
may include: 

¶ conflict of interest; 
¶ failure to disclose acceptance of gifts or hospitality; 
¶ acceptance of a bribe; 
¶ misuse of internet or email; or 
¶ release of confidential or private information or intellectual property. 

Corrupt conduct tends to show a deliberate intent or an improper purpose and motivation and may 
involve conduct such as the deliberate failure to perform the functions of office properly; the exercise 
of a power or duty for an improper purpose; or dishonesty. 

Policy Statement 
The Town is committed to a strong culture and sound governance that will safeguard public funds and 
property. The Town considers fraud, corruption and misconduct to be serious matters. Such 
behaviours are considered unacceptable and a zero tolerance approach is adopted by the Town 
towards such behaviour. 

Fraud and corruption are a risk to the Town, including in terms of: 

¶ financial loss; 
¶ reputational impact; 
¶ diversion of management energy; 
¶ organisational morale; 
¶ organisational disruption; 
¶ loss of employment; 
¶ reduced performance; and 
¶ diminished safety. 

All employees are accountable for, and have a role to play in, fraud and corruption prevention and 
control. The Town encourages staff to disclose actual or suspected fraudulent or corrupt activity. 
When identified, any suspected fraudulent or corrupt activity will be promptly investigated, and 
where appropriate legal remedies available under the law will be pursued. All alleged incidences will 
be investigated thoroughly. Where appropriate, the Town will protect the anonymity of those 
reporting the activity. 

Detrimental actions are not permitted against anyone who reports suspected or known incidents, 
consistent with the Town's Public Interest Disclosure procedures. The Town adopts a similar approach 
to those who maliciously and knowingly create a false allegation. 

A Fraud and Corruption Control Plan has been developed to assist the Town to meet the objectives of 
this policy by ensuring that it has thorough, up-to-date processes in place to mitigate the risk of fraud 
or corruption occurring in the Town. 

  



 

 

Fraud and Corruption Management 
The Town will minimise fraud and corruption through: 

¶ adopting the Fraud and Corruption Control Plan, which is aligned with the Fraud and Corruption 
Control Standards (AS 8001-2008); 

¶ incorporating fraud and corruption risk identification and mitigation strategies as part of the 
integrated and reporting planning framework; 

¶ educating employees in accountable conduct and fraud awareness issues, including ongoing 
performance assessment and counselling; and 

¶ monitoring, auditing and communicating processes. 

Fraud and Corruption Control Plan 
The objectives of the Fraud and Corruption Control Plan are to: 

¶ reduce the potential for fraud and corruption within and against the Town; 
¶ build a culture which seeks to prevent fraud and corruption; 
¶ apply resources to the prevention of fraud and corruption; 
¶ explain how suspected fraud and corruption is dealt with through risk management practices; 

and 

¶ provide guidance on how any suspected instances of fraud or corruption are dealt with. 

This Plan is comprised of four stages: planning and resourcing, prevention, detection and response; 
and details the Town's intended action in implementing and monitoring the fraud and corruption 
control initiatives. 

The strategies relating to planning and resourcing, prevention, detection and response of fraud and 
corruption control includes but is not limited to: 

¶ training and awareness; 
¶ pre-employment screening; 
¶ risk assessment; 
¶ internal and external audit; 
¶ whistleblowing; and 
¶ investigation procedures. 

Roles and Responsibilities 

1. Council 

Council has the responsibility to adopt the Fraud and Corruption policy.  

Council has the responsibility to adhere to the Fraud and Corruption policy 

2. Audit Committee 

In relation to fraud control, the Audit Committee's responsibilities include: 

¶ reviewing risk management frameworks and associated procedures for the effective 
identification and management of fraud risks; 

¶ overseeing development and implementation of the fraud control plan, to provide 
assurance that the entity has appropriate processes and systems in place to prevent, detect 
and effectively respond to fraud-related information; and 

¶ providing leadership in preventing fraud and corruption. 

3. Chief Executive Officer 

The Chief Executive Officer applies the Town's resources to fraud prevention and ensures the 
implementation of adequate controls for managing fraud and corruption risks within the Town. 



 

 

The Chief Executive Officer, under the Corruption, Crime and Misconduct Act 2003 must notify 

the Corruption and Crime Commission or the Public Sector Commission if misconduct is 

suspected. 

4. Leadership Team (Executive Managers, Coordinators/Supervisors) 

The Leadership Team is responsible for implementing the Fraud and Corruption Control Plan. In 
particular the Leadership Team must: 

¶ provide leadership, guidance, training and support to employees in preventing fraud and 
corruption; 

¶ identify high fraud risk areas; 
¶ participate in fraud and corruption risk assessment reviews; 
¶ monitor the continued operation of controls; 
¶ report suspected fraud and corruption promptly, maintaining confidentiality; and 
¶ ensure the protection of complainants who report fraudulent and corrupt activities. 

5. Public Interest Disclosure (PID) Officer 

The Public Interest Disclosure Officer investigates disclosures, and take action following the 

completion of investigations under the Public Interest Disclosure Act 2003. 

6. Human Resources Coordinator 

The Human Resources Coordinator or delegated officer, will manage the discipline process and 
be responsible for: 

¶ communicating the existence and importance of the Fraud and Corruption Control Plan; and 
¶ delivering and/or coordinating fraud and corruption training. 

7. Employees 

All employees have a responsibility to contribute to preventing fraud and corruption by following 
the Code of Conduct, complying with controls, policies, processes, resisting opportunities to 
engage in fraudulent or corrupt behaviour and reporting suspected fraudulent or corrupt 
incidents or behaviour. 

8. Internal Audits 

Internal audits provide an independent and objective review and advisory service to: 

¶ provide assurance to the Chief Executive Officer/Council that the financial and operational 
controls designed to manage the Town's risks and achieve the Town's objectives are 
operating in an efficient, effective and ethical manner; and 

¶ ŀǎǎƛǎǘ ƳŀƴŀƎŜƳŜƴǘ ƛƴ ƛƳǇǊƻǾƛƴƎ ǘƘŜ ¢ƻǿƴΩǎ ōǳǎƛƴŜǎǎ performance 

9. External Auditors 

External auditors provide an opinion on whether the Town's Annual Report represents a true and 
fair view of the financial position at a certain date. 

Annual external audit of the Financial Reports assists in the detection of fraud under Australian 

Auditing Standard ASA 240: The Auditors' Responsibility to Consider Fraud in an Audit of a 

Financial Report. 
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нΦнΦу ±ƻƭǳƴǘŜŜǊ aŀƴŀƎŜƳŜƴǘ  
 

Type: Corporate Services  ς Risk Management 

Legislation: Local Government Act 1995 (WA) 
Equal Employment Opportunity Act 1985 (WA) 
Volunteers and Food and Other Donors (Protection from 
Liability) Act 2002 (WA) 
Occupational Safety and Health Act 1984 (WA) 

Delegation: N/A 

Other Related Document: Volunteering Australia ς The National Standards for Volunteer 
Involvement 2015 
±ƻƭǳƴǘŜŜǊ !ǳǎǘǊŀƭƛŀΩǎ ΨtǊƛƴŎƛǇƭŜǎ ƻŦ ±ƻƭǳƴǘŜŜǊƛƴƎΩ 
/ƻǳƴŎƛƭΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ 
/ƻǳƴŎƛƭΩǎ hŎŎǳǇŀǘƛƻƴŀƭ {ŀŦŜǘȅ ŀƴŘ IŜŀƭǘƘ tƻƭƛŎȅ 
/ƻǳƴŎƛƭΩǎ DǊƛŜǾŀƴŎŜ tƻƭƛŎȅ ŀƴŘ tǊƻŎŜŘǳǊŜ 

Objective 
To provide Council with guidance on the management of volunteers engaged by Council. 

Policy Scope 
This policy applies to all volunteers. 

Policy  
1. Recruiting Volunteers 

The Town will publicly advertise and promote volunteering opportunities, ensuring that wherever 

possible there is equity of access and that voluntary work is structured to be meaningful and 

rewarding. 

The Town of East Fremantle will ensure that selection and screening processes are applied when 

recruiting volunteers, including: 

(a) Relevant background information 

(b) Criminal record screening and three year Police clearance paid by Council to meet the 

ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ ¢ƻǿƴ ƻŦ 9ŀǎǘ CǊŜƳŀƴǘƭŜΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ ǊŜƭŜǾŀƴǘ legislation. 

Volunteers will not be used for Community Transport Services with respect to the 

Commonwealth Home Support Program (CHSP). 

2. Roles and Responsibilities 

/ƻǳƴŎƛƭΩǎ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǘƻ ±ƻƭǳƴǘŜŜǊǎ 

¶ Volunteers will be recruited in a fair, equitable and formal manner. 

¶ Volunteers knowledge and skills relevant to their roles will be identified and training and 
development opportunities provided to meet those needs. 

¶ Volunteers will be provided with a safe workplace as per the legislative requirements of the 
Occupational and Safety Health Act 1984 (WA). 



 

 

¶ Volunteers will be provided with support and direction from the relevant Co-ordinator. 

¶ Volunteers will be provided with relevant insurance cover when they are registered and have 
the approval of Council whilst undertaking their designated volunteer roles. 

¶ Volunteers will be provided with relevant induction prior to each project. 

¶ ±ƻƭǳƴǘŜŜǊǎ ǿƛƭƭ ƘŀǾŜ ǘƘŜƛǊ ŎƻƳǇƭŀƛƴǘǎ ŀƴŘ ƎǊƛŜǾŀƴŎŜǎ ŀŘŘǊŜǎǎŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ /ƻǳƴŎƛƭΩǎ 
policy and procedures. 

±ƻƭǳƴǘŜŜǊΩǎ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǘƻ /ƻǳƴŎƛƭ 
¶ Volunteers must take reasonable care for the health and safety of themselves and others. 

¶ ±ƻƭǳƴǘŜŜǊǎ Ƴǳǎǘ Ŧƻƭƭƻǿ /ƻǳƴŎƛƭΩǎ ƎǳƛŘŜƭƛƴŜǎΣ ǇƻƭƛŎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ǊŜƭŜǾŀƴǘ ǘƻ ǘƘŜ 
volunteering position. 

¶ Volunteers must participate in training when it is defined as a mandatory and are 
encouraged to participate in training that is offered to assist in skill development. 

¶ Volunteers must work within a team structure and report any unsafe conditions. 

¶ Volunteers must respect and maintain confidential information and perform their role to the 
expected standards defined within their role descriptions. 

¶ ±ƻƭǳƴǘŜŜǊǎ Ƴǳǎǘ ŀōƛŘŜ ōȅ /ƻǳƴŎƛƭΩǎ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ǳƴǎŀǘƛǎŦŀŎǘƻǊȅ 
volunteer work and/or inappropriate behaviour may result in termination of the volunteer 
registration. 

¶ Volunteers must record attendance details in an attendance register, log book or minutes 
for a meeting for insurance purposes. 

¶ Volunteers must inform Council if they are unable to attend their volunteer activities at any 
time. 

¶ Volunteers must decline or withdraw from work if it is unsuitable or if it is placing excessive 
demands on them. 

¶ Volunteers will be personally responsible for any fine or suffer any civil or criminal penalty 
which may be imposed on them for her or her non-compliance with any legislation. 

3. Managing Volunteer Code of Conduct Breaches 
The Town endeavours to work cooperatively with volunteers to support them in being successful 
in their voluntary role, however the Town recognises that despite the best intentions of 
volunteers and the Town there are occasions where relationships may break down or behaviour 
ƛǎ ƛƴŎƻƳǇŀǘƛōƭŜ ǿƛǘƘ ǘƘŜ ¢ƻǿƴΩǎ ƻōƭƛƎŀǘƛƻƴǎ ǘƻ ǘƘŜ ŎƻƳƳǳƴƛǘȅΦ Lƴ ǎǳŎƘ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ǘƘŜ ¢ƻǿƴ 
may: 

(a) Where a concern is identified, communicate the concern to the volunteer and provide them 
with support, encouragement or where appropriate training to over-come the concern.  This 
should be an ongoing communication, review and support arrangement to assist the 
volunteer in resolving the concern. 

(b) Where a concern is ongoing and has not been resolved through communication with a 
volunteer, provide written advice to the volunteer advising that if the concern cannot be 
resolved that the volunteer service arrangements may be either modified or terminated, at 
ǘƘŜ ¢ƻǿƴΩǎ ŘƛǎŎǊŜǘƛƻƴΦ 

(c) Where a concern has been unable to be resolved or in circumstances where a serious breach 
has occurred, the volunteer is to advise in writing of the unresolved concern or breach and 
ǘƘŜ ǾƻƭǳƴǘŜŜǊΩǎ ǎŜǊǾƛŎŜ ŀǊǊŀƴƎŜƳŜƴǘ Ƴŀȅ ōŜ ŜƛǘƘŜǊ ƳƻŘƛŦƛŜŘ ƻǊ ǘŜǊƳƛƴŀǘŜŘΣ ŀǘ ǘƘŜ ¢ƻǿƴΩǎ 
discretion. 
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нΦнΦф [ŜƎƛǎƭŀǘƛǾŜ /ƻƳǇƭƛŀƴŎŜ tƻƭƛŎȅ ŀƴŘ tǊƻŎŜŘǳǊŜ  

Type: Corporate Services  ς Risk Management 

Legislation: All current Acts and Regulations applicable to Local Government 

Delegation: N/A 

Other Related Document:  

Objective 
The primary objective of this Policy is to ensure that the Town of East Fremantle (TOEF) complies 
with its legislative and regulatory requirements. A fundamental principle of good public 
administration is that public officials comply with both the letter and the spirit of the law. 

The Town will maintain the highest standards of diligence in all areas of public accountability, 
through its policies and processes, to meet its legal obligations. 

Policy Scope 
This Policy, and the principles set out in this Policy, aim to: 

(a) ƻǳǘƭƛƴŜ ¢h9CΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ƭŜƎƛǎƭŀǘƛǾŜ ŎƻƳǇƭƛŀƴŎŜ 

(b) prevent, and where necessary, identify and respond to breaches of laws, regulations, codes or 
organisational standards occurring in the organisation. 

(c) promote a culture of compliance within the organisation; and 

(d) assist the Council in achieving the highest standards of  governance. 

Policy Statement 
Council shall have appropriate processes and structures to ensure that legislative requirements are 
achievable and are integrated into the everyday running of the Council. 

These processes and structures will aim to: 

(a) develop and maintain a system for identifying the legislation that applies to /ƻǳƴŎƛƭΩǎ ŀŎǘƛǾƛǘƛŜǎΦ 
(b) assign responsibilities for ensuring that legislation and regulatory obligations are fully 

implemented in Council. 

(c) provide training for relevant staff, 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) conduct audits to ensure there is compliance. 

(f) establish a mechanism for reporting non-compliance. 

(g) review accidents, incidents and other situations where there may have been non- compliance. 

  



 

 

(h) review audit reports, incident reports, complaints and other information to assess how the 
systems of compliance can be improved. 

General Principles 
Council has adopted the following principles based on the Australian Standards AS ISO 19600:2015 
Compliance Management Systems - Guidelines. 

(a) Commit to achieving compliance in all areas of itΩs  operations. 

(b) Maintain a Legislative Compliance Policy that sets out its commitment to compliance with 
applicable laws and regulations. 

(c) Provide sufficient resources to ensure that this legislative compliance program can be 
implemented, maintained and improved. 

(d) Ensure that all managers, supervisors and staff generally understand, promote and be 
responsible for compliance with relevant laws, regulations, codes and standards that apply to 
activities within their day-to-day responsibilities. 

(e) Use its established risk management practices to accurately identify, rate and treat compliance 
risks. 

(f) Ensure that compliance requirements are integrated into day-to-day operating procedures as 
appropriate. 

(g) Maintain an effective complaints management system, including the coverage of compliance 
failures. 

(h) Council will maintain a Statute and Regulation Register and all identified legislation imposing 
compliance and impacting on Council will included on the Register. 

(i) Use the Annual Compliance Return as the register to record any non-compliance matters  

(j) Will investigate, rectify and report all compliance  failures. 

(l) Appropriate practical education and training of staff will be provided in order for them to meet 
their compliance obligations 

(m) Actively promote the importance of compliance to staff, contractors and other relevant third 
parties. 

Roles and Responsibilities 
(a) Elected Members and Committee Members 

¶ Elected members and Committee members have a responsibility to be aware of and abide 
by legislation applicable to their role. 

(b) Senior Management Team (Executive Managers) 

¶ Senior Management should ensure that directions relating to compliance are clear and 
unambiguous 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) Employees 

¶ Comply with relevant legislative obligations within the scope of their roles and their 
delegated authority; 

¶ Follow relevant procedures, guidelines and checklists as far as practicable and implement 
this Policy 

¶ Employees have a duty to seek information on legislative requirements applicable to their 
area of work and to comply with the legislation. 



 

 

¶ Employees shall report through their supervisors to senior management any areas of non-
compliance that they become aware of. 

Procedure 
As part of its Legislative Compliance Management System, Council will have in place a Legislative 
Compliance Procedure to ensure that staff utilise the latest version of legislation and when legislation 
changes, steps are taken to ensure that staff are aware of amendments to legislation. The Legislative 
Compliance Procedure is an attachment to this policy. 
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LEGISLATIVE COMPLIANCE PROCEDURE (PRO2.2.9) 

 

1. Identifying Current Legislation 
1.1 Electronic Versions of Legislation 

Council accesses electronic up-to-date versions of legislation through the Western 
Australian legislation website at www.legislation.wa.gov.au The WA legislation website is 
the official WA Government site for the online publication of legislation and is provided 
ŀƴŘ ƳŀƛƴǘŀƛƴŜŘ ōȅ ǘƘŜ tŀǊƭƛŀƳŜƴǘŀǊȅ /ƻǳƴǎŜƭΩǎ Office. 
 
Council staff should utilise this website as it is updated on a daily basis.  
 
Federal laws and instruments should be accessed through the Federal Register of 
Legislation at www.legislation.gov.au  
 

1.2 Australian Standards 
The Standards purchased by Council are made available to staff through the Y drive. 

2. Identifying New or Amended Legislation 

2.1 WA Government Gazette 
Council provides website access for its staff to the WA Government Gazette which 
publishes all new or amended legislation applicable to Western Australia. 

 

2.2 Department of Local Government, Sport and Cultural Industries 
Council receives regular circulars from the Department of Local Government, Sport & 
Cultural Industries on any new or amended legislation relevant to local government. Such 
advices ŀǊŜ ǊŜŎŜƛǾŜŘ ǘƘǊƻǳƎƘ /ƻǳƴŎƛƭΩǎ wŜŎƻǊŘǎ {ŜŎǘƛƻƴ ŀƴŘ Ƴǳǎǘ ōŜ ŘƛǎǘǊƛōǳǘŜŘ ōȅ ǘƘŜ 
Records staff to the relevant Council Officers for implementation and elected members for 
information where applicable. 

 

2.3 Department of Planning 
Council receives notification from the Department of Planning on any new or amended 
legislation. Such advice is received through /ƻǳƴŎƛƭΩǎ Records Section and must be 
distributed by the Records staff to the relevant Council officers for implementation. 

 

2.4 WA Local Government Association 
Council receives a weekly circular from the WA Local Government Association. These 
circulars have sections on finance, planning and environmental law that highlight changes 
in legislation applicable to Councils and must be distributed to relevant Council officers and 
elected members for information. 
 

3. Obtaining Advice on Legislative Provisions 

Advice on matters of legislative interpretation may be sought when deemed necessary. Contact 
may be made with the respective legal officer/solicitor from the following sources: 

http://www.legislation.wa.gov.au/
http://www.legislation.gov.au/


 

 

(a) WALGA (Legal Officer), 

(b) Department of Local Government (Legal Services Branch), or 

(c) /ƻǳƴŎƛƭΩǎ tŀƴŜƭ ƻŦ Solicitors. 

 

bƻǘŜΥ !ŎŎŜǎǎƛƴƎ ƻŦ ŀƴȅ ƭŜƎŀƭ ŀŘǾƛŎŜ Ƴǳǎǘ ŦƛǊǎǘ ōŜ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǊŜƭŜǾŀƴǘ 
Manager 

 

4. Informing Council of Legislative Change 

If deemed necessary, the Executive Manager or a nominated officer, will, on receipt of advice 
of legislative amendments, advice Council via a Concept Forum/Briefing on the new or amended 
legislation where any changes will impact significantly on Council or its operations. 

 

5. Review of Incidents and Complaints for Non-compliance 

Council shall review all incidents and complaints in accordance with its incident reporting and 
complaint handling procedures. Such reviews and investigations will assess compliance with 
legislation, standards, policies and procedures that are applicable. 

 
6. Reporting of Non-compliance 

6.1 All instances of non-compliance shall be reported as soon as practicable to the respective 
Executive Manager. The Executive Manager shall determine the appropriate response. If 
the matter is deemed a significant breach or significant fines and/or criminal sanctions 
apply, the matter must be reported immediately to the Chief Executive Officer. 

 
The Chief Executive Officer may instigate an investigation into any non-compliance matter 
and will report significant non-compliance matters to the Council and external agencies as 
required. 
 

6.2 Compliance Audit Return 

Undertake annual review of compliance requirements in accordance with Regulation 14 of 
the Local Government (Audit) Regulations 1996.  

 
7. Auditing Legislative Compliance 

Council shall incorporate a review of its processes to ensure legislative compliance is included 
in its internal audit function. 

 
8. Corporate Calendar 

Monthly review of Corporate Calendar to ensure all legislative requirements are being met. 

9. Review of Legislative Compliance Procedures 

This Procedure will be reviewed every two years. 
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нΦнΦмл Iŀōƛǘǳŀƭ ƻǊ ±ŜȄŀǘƛƻǳǎ /ƻƳǇƭŀƛƴǘǎ  

Type: Corporate Services ς Risk Management 

Legislation: Local Government Act 1995 

Delegation: N/A 

Other Related Document:  

Purpose 
Habitual or vexatious complaints can be a problem for Council staff and members. The difficulty in 
handling such complainants is that they are time consuming and wasteful of resources in terms of 
Officer and Member time and displace scarce human resources that could otherwise be spent on 
Council priorities. Whilst the Council endeavours to respond with patience and sympathy to all needs 
of all complainants, there are times when there is nothing further which can reasonably be done to 
assist or to rectify a real or perceived problem. 

Objective 
1. To identify situations where a complainant, either individually or as part of a group, or a group 
ƻŦ ŎƻƳǇƭŀƛƴŀƴǘǎΣ ƳƛƎƘǘ ōŜ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ōŜ άƘŀōƛǘǳŀƭ ƻǊ ǾŜȄŀǘƛƻǳǎ  ŀƴŘ ǿŀȅǎ ƻŦ ǊŜǎǇƻƴŘƛƴƎ ǘƻ 
these situations. 

2. This policy is intended to assist in identifying and managing persons who seek to be disruptive 
to the Council through pursing an unreasonable course of conduct. 

Policy Scope 
1. For the purpose of this policy, the following definition of habitual or vexatious complainants will 

be used: 

The repeated and/or obsessive pursuit of: 

(i) unreasonable complaints and/or unrealistic outcomes; and/or 

(ii) reasonable complaints in an unreasonable manner. 

2. Where complaints continue and have been identified as habitual or vexatious in accordance 
with the criteria set out in the attached document (Schedule A), the CEO, following discussions 
with the Executive Management Group, will seek agreement to treat the complainant as a 
habitual or vexatious complainant and for an appropriate course of action to be taken. The 
attached schedule (B) details the options available for dealing with habitual or vexatious 
complaints. 

3. The CEO will notify complainants, in writing, of the reasons why their complaint has been treated 
as habitual or vexatious, and the action that will be taken. The CEO will also notify the Elected 
Members that a constituent has been designated as a habitual or vexatious complainant. 

4. Once a complainant has been determined to be habitual or vexatious, their status will be kept 
under review after one year and monitored by the CEO with reports being taken to Council as 
required. If a complainant subsequently demonstrates a more reasonable approach then their 
status will be reviewed. 
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Schedule A ς Criteria for Determining Habitual or Vexatious Complaints 
Complainants (and/or anyone acting on their behalf) may be deemed to be habitual or 
vexatious where previous or current contact with them shows how they meet one of the following 
criteria: 

Where complainants: 

1. pŜǊǎƛǎǘ ƛƴ ǇǳǊǎǳƛƴƎ ŀ ŎƻƳǇƭŀƛƴǘ ǿƘŜǊŜ ǘƘŜ /ƻǳƴŎƛƭΩǎ ŎƻƳǇƭŀƛƴǘǎ ǇǊƻŎŜǎǎ Ƙŀǎ ōŜŜƴ Ŧǳƭƭȅ ŀƴŘ 
properly implemented and exhausted. 

2. persistently change the substance of a complaint or continually raise new issues or seek 
to prolong contact by continually raising further concerns or questions whilst the 
complaint is being addressed. (Care must be taken, however, not to disregard new issues 
which are significantly different from the original complaint as they need to be addressed 
as separate complaints). 

3. are repeatedly unwilling to accept documented evidence given as being factual or deny 
receipt of an adequate response in spite of correspondence specifically answering their 
questions or do not accept that facts can sometimes be difficult to verify when a long 
period of time has elapsed. 

4. repeatedly do not clearly identify the precise issues which they wish to be investigated, 
despite reasonable efforts of the Council to help them specify their concerns, and/or 
where the concerns identified are not within the remit of the Council to investigate. 

5. regularly focus on a trivial matter to an extent which is out of proportion to its significance 
and continue to focus on this point. It is recognised that determining what is a trivial 
matter can be subjective and careful judgment will be used in applying this criteria. 

6. have threatened or used physical violence towards employees at any time. This will, in 
itself, cause personal contact with the complainant and/or their representative to be 
discontinued and the complaint will, thereafter, only be continued through written 
communication. The Council has determined that any complainant who threatens or uses 
actual physical violence towards employees will be regarded as a vexatious complainant. 
The complainant will be informed of this in writing together with notification of how future 
contact with the Council is to be made. 

7. have, in the course of addressing a registered complaint, had an excessive number of 
contacts with the Council ς placing unreasonable demands on employees. A contact may 
be in person, by telephone, letter, email or fax. Judgment will be used to determine 
excessive contact taking into account the specific circumstances of each individual case. 

8. have harassed or been verbally abusive on more than one occasion towards employees 
dealing with the complaint. Employees recognise that complainants may sometimes act 
out of character in times of stress, anxiety or distress and will make reasonable allowances 
for this. Some complainants may have a mental health disability and there is a need to be 
sensitive in circumstances of that kind. 

9. are known to have recorded meetings or face-to-face/telephone conversations without 
the prior knowledge and consent of other parties involved. 

10. make unreasonable demands on the Council and its employees and fail to accept that 
these may be unreasonable, for example, insist on responses to complaints or enquiries 
ōŜƛƴƎ ǇǊƻǾƛŘŜŘ ƳƻǊŜ ǳǊƎŜƴǘƭȅ ǘƘŀƴ ƛǎ ǊŜŀǎƻƴŀōƭŜ ƻǊ ǿƛǘƘƛƴ ǘƘŜ /ƻǳƴŎƛƭΩǎ ŎƻƳǇƭŀƛƴǘǎ 
procedure or normal recognised practice. 

11. make unreasonable complaints which impose a significant burden on the human 
resources of the Council and where the complaint: 

¶ clearly does not have any serious purpose or value; or 
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¶ is designed to cause disruption or annoyance; or 

¶ has the effect of harassing the public authority; or 

¶ can otherwise fairly be characterised as obsessive or manifestly unreasonable. 

12. make repetitive complaints and allegations which ignore the replies which Council Officers 
have supplied in previous correspondence. 

Schedule B ς Options for Dealing with Habitual or Vexatious Complainants 
The options below can be used singularly or in combination depending on the circumstances of 
the case and whether the complaint process is ongoing or completed. 

1. A letter to the complainant setting out responsibilities for the parties involved if the 
Council is to continue processing the complaint. If terms are contravened, consideration 
will then be given to implementing other action as indicated below. 

2. Decline contact with the complainant, either in person, be telephone, by fax, by letter, by 
email or any combination of these, provided that one form of contact is maintained. This 
may also mean that only one named officer will be nominated to maintain contact (and a 
named deputy in their absence). The complainant will be notified of this in person. 

3. Notify the complainant, in writing, that the Council has responded fully to the points raised 
and has tried to resolve the complaint but there is nothing more to add and continuing 
contact on the matter will serve no useful purpose. The complainant will also be notified 
that the correspondence is at an end, advising the complainant that they are being treated 
as a habitual or vexatious complainant and as such the Council does not intend to engage 
in further correspondence dealing with the complaint. 

4. Inform the complainant that in extreme circumstances the Council will seek legal advice 
on habitual or vexatious complaints. 

5. Temporarily suspend all contact with the complainant, in connection with the issues 
relating to the complaint being considered habitual or vexatious, while seeking legal 
advice or guidance from its solicitor or other relevant agencies. 

Definitions 
άƘŀōƛǘǳŀƭέ ƳŜŀƴǎ άŘƻƴŜ ǊŜǇŜŀǘŜŘƭȅ ƻǊ ŀǎ ŀ Ƙŀōƛǘ Φ The term vexatious is recognised in law and 
ƳŜŀƴǎ άŘŜƴƻǘƛƴƎ ŀƴ ŀŎǘƛƻƴ ƻǊ ǘƘŜ ōǊƛƴƎŜǊ ƻŦ ŀƴ ŀŎǘƛƻƴ ǘƘŀǘ ƛǎ ōǊƻǳƎƘǘ ǿƛǘƘƻǳǘ ǎǳŦŦƛŎƛŜƴǘ ƎǊƻǳƴŘǎ ŦƻǊ 
ǿƛƴƴƛƴƎΣ ǇǳǊŜƭȅ ǘƻ ŎŀǳǎŜ ŀƴƴƻȅŀƴŎŜ ǘƻ ǘƘŜ ŘŜŦŜƴŘŀƴǘ Φ 

 

 

Responsible Directorate: Corporate Services 

Reviewing Officer: Executive Manager Corporate Services 

Decision making Authority: Council 

Policy Adopted: 15/08/23 

Policy Amended:  

Next Review Date:  
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VEXATIOUS COMPLAINTS MATRIX 

Date of Initial Complaint 
 
 
 
 
 
 

Number of Complaints Synergy Record Number 

Are the complaints of the same nature? 

 δ Yes 

 δ  No  
  

Has the complaint be ongoing for more than three months? 

 δ Yes 

 δ  No  
 

Is the complainant demonstrating an unreasonable manner or requesting unrealistic outcomes? 

 δ Yes 

 δ  No  
 

Is the complaint a matter of Community Safety? 

 δ Yes 

 δ  No  
 

Has the Town received complaints of a similar nature from other residents? 

 δ Yes 

 δ  No  
 

What actions has the Town taken in relation to the complaint? 
 
 
 
 
 
 
 
 
 

Number of interactions phone/in person/outwards correspondence generated by the Town 
 
 
 

Is the complainant unwilling to accept documented evidence given as being factual? 

 δ Yes 

 δ  No  
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Does the Town deem the complaints to be of an unreasonable nature which is imposing a significant 
burden on resources within the Town? 

 δ Yes 

 δ  No  
 

Does the Town require legal advice in relation to habitual or vexatious complaints? 

 δ Yes 

 δ  No  
 

Lǎ ǘƘŜ ƳŀǘǘŜǊ ŀƴ ŀǊŜŀ ƻǊ ƛǎǎǳŜ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ƧǳǊƛǎŘƛŎǘƛƻƴΚ 

 δ Yes 

 δ  No  
 

Is the complainant personally affected by the action or decision? 

 δ Yes 

 δ  No  
 

Has the Town acted in accordance with the relevant head of power including local laws, policies and State 
Government legislation? 

 δ Yes 

 δ  No  
 

Has the Town acted reasonably and justly? 

 δ Yes 

 δ  No  
 

Has the Town provided reasons for a decision? 

 δ Yes 

 δ  No  
 

 

 

 

 



 

TOWN OF EAST FREMANTLE LOCAL PLANNING POLICY 

 RESIDENTIAL DESIGN GUIDELINES ð WOOSIDE AND RICHMOND Page 1 
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оΦмΦм wŜǎƛŘŜƴǘƛŀƭ 5ŜǎƛƎƴ DǳƛŘŜƭƛƴŜǎ 

Type: Regulatory Services - Planning 

Legislation: Town Planning & Development Act 2005 
Planning & Development (Local Planning Schemes) Regs 2015 

Delegation:  

Other Related Document: Local Planning Scheme No 3 

 

 

Responsible Directorate: Regulatory Services 

Reviewing Officer: Executive Manager Regulatory Services 

Decision making Authority: Council 

Policy Adopted: 18/09/12 

Policy Amended/Reviewed: 18/03/13, 17/03/15, 17/05/16 

Former Policy No: 2.2.2 

 








































































































































































































































































































































































































































































































































































