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Register created in new forma26 July 2019 (Document Version 1)

Document | Date of

Version Amendment

2 20 August 2019 Amendments to:

2.1.9 Parkingnfringement Appeal

2.1.10 Infringement Debt Management

3 17 September 2019 Amendments to:

1.2.2 CEO Leave Approval

58t StAz2zy 2F ap RlIe&a SESOdziAgS

1.2.5 Staff Education and Study Leave

1 Amended eligibility for study assistancedtdD 2 YLI S A 2y
AaSNDAOSE o

TLY&AaSNISR YIFEAYdzY 27F ddzld G2
education fees.

2.1.3 Purchasing

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

$50,000

2.1.9 Parking Infringement Appeals

1 Insertion ofmethods for lodging an appeal

1 Leniency period increased from 10 to 15 mins for exceeding a
limit

9 Failure to display a ticket (where proof of purchase is provided) t
included as a circumstance where infringement may be withdrav

2.1.10 Infringement Debt Management

9 Removal of information duplicated in Policy 2.1.9

9 Slight amendment to management reporting requirements.

4 15 October 2019 Amendments to:

3.1.5 Community Design Advisory Committee

' RRAGAZ2Y 2F LIRAy(4d 2y RIdOR ¢c Kdy

1 Various minor grammatical errors

3.1.7 Wood Encouragemergt Council

1 Insertion of Local Government Act 1995 under Legislation

3.1.8 Wood EncouragemerttGeneral

1 Insertion of Planning and Development Act 2005 & Planning
Development (Local Planning Schemes) Regulations 2015
Legislation.

3.1.9 Percent for Public Ag Local Planning Policy

T Insertion of Planning and Development Act 2005 & Planning
Development (Local Planning Schemes) Regulations 2015
Legislation.

4.1.2 Public Art Panel

1 To allow for an increased number of members with resulting quo
adjustment.

Amendment details




Revocation 08.1.6 Town Planning Advisory Panel Policy
Adoption of new Policg.2.1 Maintenance & Removal of Public ar
Verge Trees

19 November 2019

Amendments to:

Policy 2.1.3 Purchasing
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for purchases over $5,001 up to $150,000
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T Adding Executive Assistant Corporadervices with a purchasin
authority to $1,500 to the Procedures attachment

Policy2.1.11 Community Grants & Sponsorship

Increasing the Councillors membership on the Community Gr

Committee to two

10 December 2019

Amendment toPolicy 2.1.3Purchasing
Adding Senior Ranger with a purchasing authority to $2,000 to
Procedures attachment.

18 February 2020

NewPolicy 2.1.15 Waste Services for Community & Sporting Grou
NewPolicy 3.1.6 George Street Designated Heritage Area (LPP)
NewPolicy 4.2.2 Foreshore Dinghy Management

NewPolicy 6.1.1 Community Gardens

17 March 2020

Amendment toPolicy 2.1.2 Investment of Surplus Funds
Amending section (b) in respect to Fossil Fuel Free Investments.

21 April 2020

Amendment toPolicy 2.1.7 Debt Collection

Amending policy to provide support to individuals and businesses
may be financially impacted by the effects of COWD

NewPolicy 1.1.7 Attendance at Events

NewPolicy 1.2.7 COVHDI Leave

10

19 May 2020

New Policy 1.1.8 Elected Member and CEO Training & Professi
Development

Amendment toPolicy2.1.3 Purchasing

Amendment toPolicy 2.1.5 Donation

11

16 June 2020

NewPolicy 2.1.16 Rates Concession
NewPolicy 2.1.17 Pensioner and Seniors Rebate
NewPolicy 2.1.18 Cash Backed Reserves

12

21 July 2020

Amendment toPolicy 1.2.1 Code of Conduct
NewPolicy 6.1.2 Trading in Public Places

13

15 September 2020

NewPolicy 1.2.8 Whistleblower (Public Interest Disclosure)
Amendment toPolicy 2.1.3 Purchasing

NewPolicy 2.2.7 Fraud and Corruption

NewPolicy 2.2.8 Volunteer Management

NewPolicy 2.1.19 Contract Variation

14

20 October 2020

NewPolicy 6.1.35ustainable Event Policy

15

17 November 2020

NewPolicy 4.1.5 Memorials in Public Places

16

8 December 2020

Amendment toPolicy 2.1.3 Purchasing
Amendment toPolicy 2.2.4 Risk Management

17

16 February 2021

New Policy 1.1.9 Code of Conduct f&lected Members, Committee
Members and Candidates




Deletion of Policy 1.2.1 Code of Conduct for Elected Memk
Committee Members and Employees
NewPolicy 3.2.3 Waterwise Pool and Spa Cover

18 16 March 2021 NewPolicy 1.2.9 Appointment of ActinGhief Executive Officer

19 20 April 2021 Amendment toPolicy 4.2.2 Foreshore Dinghy Management

20 18 May 2021 New Policy 1.1.10 Code of Conduct Behaviour Complai
Management

21 22 June 2021 Amendment to Procedures attached Rwlicy 2.1.3 Purchasing

22 20 July 2021 Amendment toPolicy 2.1.3 Purchasing
NewPolicy 3.2.4 Verge Treatment

23 17 August 2021 Amendment toPolicy 1.2.7 COVID19 Leave
NewPolicy 1.2.10 EmployeBuperannuation Ce&Contribution

24 21 September 2021 NewPolicy 1.1.11 Caretaker Period

25 19 October 2021 Amendments tdPolicy 3.1.5 Community Design Advisory Committe
NewPolicy 2.2.9 Legislative Compliance & Procedure

26 16 November 2021 | Amendments tdPolicy 2.1.8 Corporate Credit Card

27 22 February 2022 | Policy 2.1.3 Purchasing
9 Increasing purchasing authority for Community Engagement Of

to $5,000in the Procedures attachmen

28 15 March 2022 Amendments tdPolicy 2.1.2nvestment 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 2.1.1Pensioners and Seniors Rebates

30 15November 2022 | New Policy 4.2.3 Tree Management and Protection in Public Pla
Plan

31 16 May 2023 Amendment toPolicy 3.1.3 Town Centre Redevelopment Guidelige
Local Planning Policy

32 18 July 2023 New Policy 3.1.4Payment in Lieu of Parking Plan Local Planning
Policy(supersedes 3.1.4 George Street Parking)

33 15 August 2023 NewPolicy 2.2.10 Habitual or Vexatious Complaints

34 19 March 2024 Amendment toPolicy 2.1.8 Corporate Credit Card

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

36 15 October2024 NewPolicy 1.1.12 Recordkeeping for Elected Members

37 19 November 2024 | NewPolicy 2.1.20 Waste Services and Charging

Revocation oPolicy 2.1.13 Rubbish Collection Charge
Amendmensto Policy 3.2.4 Verge Treatment




38 18 March 2025 Amendment toPolicy 2.1.3 Purchasing
39 15 July 2025 NewPolicy 1.3.2End of Year Office Closure
40 19 August 2025 Amendmensto:
Policy 1.1.11 Elections Caretaker Period
Policy 41.2 Public ArfPanel
41 16 September 2025/ Amendment toPolicy2.1.3 Purchasing
42 28 October 2025 Amendment toPolicy 2.1.11 Community Grants & Sponsorship
43 18 November 2025 | NewPolicy 1.1.13Recognition of Service 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 Policy1.2.3 Staff Recruitment and Retention
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Type: Office of CEQ Elected Members
Legislation: Local Government Adi995
Delegation: N/A

Other Related Document:

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

Policy Scope

This policyrelates toelected members.

Policy

Payments to Council members to be paid gg@portionate 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 prata 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 AmendefReviewed 18/3/08, 16/2/16, 17/9/19
Former Policy No 4.2.2
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Type: Office of the CEQElected Members

Legislation: Section 5.99A of theocal Government Act 1995
Regulation 31 of theocal Governmer{\dministration)
Regulations 1996

Delegation:
Other Related Document: Policy 1.11 Payment of CouncMember Fees

Objective

The purpose of this Policy is to:

1 establish the protocols for providing Information Communication Technology §Lppprt for
elected members to enable the provision of information to elected members in an electronic
format;

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

Policy Scope
This policy applies to allected 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 thecal Government Act 19@%ected 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:
1 purchase a digital tablet device, with sim card.
1 pay for the monthly data plan for the devigghe plan will be terminated on vacating the position.

The allowance may also be used for telecommunication expenses.

The Town will prode 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: ExecutiveManagerCorporate Services
Decision making Authority: Council

Policy Adopted: 21/6/16

Policy AmendefReviewed 17/9/19

Former Policy No: 4.1.5
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Type: Office of the CEQElected Members
Legislation: Local Government Adi995
Delegation: N/A

Other Related Document:

Objective

a

S

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
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Type: Office of the CEQElected 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
fSaArt FTRYAYAAOUANIXr A2y 2F GKS [/ 2dzyOAt Qa odzaAySaao
where:

1 legaladvice is required to ensure that informed decisions can be made by elected members,

1 legal advice is obtained regarding a litigation risk,

T Council has requested legal advice,

9 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

FormerPolicy No: 4.1.4
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Type: Office of the CEQElected Members
Legislation: N/A
Delegation: N/A
Other Related Document: Honorary Freeman of the Town of East Fremantle Procedurg
PRO/1.15
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 Bfdraanhtle.

Policy
The status of Honorary Freemanofthe2 g6y A& GKS ¢2gy 2F 91 ad CNBY!Il vyl

b2YAYlIGA2yad F2NJ CNBSYly 2F (4KS ¢26y IINB (2 O2YLJ
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
/| 2dzy OAf A& (G2 O2yaARSNI GKS YIFGUSNI 0SKAYR Of 2aSR
recorded in the Council or Committee minutes whether supportedai by Council.

Attachment
Freeman of the Town Procedure & Application Form

Responsible Directorate: Office of the CEO
Reviewing Officer: ChiefExecutive Officer
Decision making Authority: Council

Policy Adopted: 19/8/14

Policy Amended/Reviewed: 21/7/15, 17/9/19
Former Policy No: 111
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HONORARY FREEMAN OF THE TOWN OF EAST FREMANTLE PROCEDURE
(PRCL.1.5

Objective
The objectiveof thisprocedureisto provideguidelines for determining any nomination for Freeman
of the Town.

Procedure

Nominationsare to be lodged on the attached form withe 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 isgmnsider 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 awaislto be supported by a Special Majority of the Council (75%).
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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 nati
NBadzZ G6Ay3a FNRBRY GKS y2YAYySSQa ¢

5. | Special achievements of the nominee.

Signed (Elected Members)
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Type: Office of the CEQElected Members

Legislation: Local Government (Rules of Conduct) Requlations 2007
State Records Act 200BRC Standardd@Vianaging Digital
Information

State Records Office Guideligdlanagement of Digital Record

Delegation:
Other Related Document: Code of Condud®olicy 1.2.1

Objective

Toestablish 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. electedmembers when making comment in either their Town role or in a personal capacity.

Policy Statement

1. Official Communications
Thepurposesof 2 6y Qa 2FFAOALE O2YYdzyAOFGA2ya AyOf dzRSY
sharing information required by law to be publicly available.

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

promoting Public Notices and community consultation / engagement opportunities.

1

1

1 promoting the Town of East Fremantle events and services.

1

1 answering questions and responding to requests for information relevant to the role of the Town.
1

eeceiving and responding to community feedback, ideas, comments, compliments and
complaints.

¢CKS ¢2¢y 27T Ooffidiall contniNiicdtions iwill SeQcansistent 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:

1 website;

9 advertising and promotional materials;

1 media releases prepared for the Mayor,goomote 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

Y social media; and
1 community newsletters, letter drops and other modes of communications undertaken by the
¢26y Qa8 ' RYAYAAGNI GA2y G0 GKS RAAONBlGAZY 2F (KS

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 medi@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 theocal Government Act 19@Ssentially 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 contemporagsiss

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:

9 bring the Town into disrepute

T O2YLINBYA&AS G(GKS LISNE2YyQa STFTSOGABSySaa Ay (GKSANJ
TAYLI & GKS ¢26yQa SYR2ZNASYSy(d 2F LISNE2YylIf ©OASsa
1 imply the Elected Member is speaking on behalf of the Town, unless authorised to do so; or

9 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 aricotted 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 BOQwhere authorised) to make an
official response on behalf of the Town.

Elected Members may make comments to the media in a personal capaefr to clause 7.1 below.

4. Website
¢ KS ¢2gy 27F ol &i CNSYI-yGfS gAff Yl-kliyfe(irésdugéetday 2FF 7
I 00Saa (2 G(GKS ¢2¢6yQa 2FFAOALE OEYdey)\OI-i]AE)/édD

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
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affairs.

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

The Town of East Fremantle may also post and contribute to Social Media hosted by others, so as to
Sy adzNB (i K I strategi&kdbjectivesgasé Bppropriately 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 contemheédo 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;

1 content that violates intellectual property rights or the legal ownership of interests or another
party; and

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

= =4 -4 -4 -8 -1

2 KSNB | GKANR LI NIGe O2y(NROdzG2N) G2 GKS ¢26yQa &
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

2F 91 ad CNBYlIyGatS a20AFt YSRALl L} bookFa@imidstatolr Y R ¢ K ¢
may use thdollowing 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 messagedadmin@eastfremantle.wa.gov.ahank 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
regardingEmergency Management:

1 Facebook
1 Website

6. Record Keeping and Freedom of Information

hFFAOALET O2YYdzyAOFGA2ya dzy RSNIIF 1Sy 2y O0SKIfF 27F
Social Media accounts and third party social media accounts must be created and retained as local
208Ny YSYy i NBO2NRE Ay | OO 2eNilyPaddd thetaie Recdrds et ¢ 2 6y Q
2000.These records are also subject to fheedom 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
NBIljdZANBYSyGa 2F GKS ¢ 2 ¢ ySaie RecdSr@s2ANROOMeSt&dMenybars t £ |y |
FNE NBaLRyaArotS F2NI NI yaFSNNAy3dI (KSasS NBO2NRa ¢
are also subject to thEreedom 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 Condurat 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 Edatemantle.

Any public statement made by an Elected Member, whether made in a personal capacity or in their
Local Government representative capacity, must:

1 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.

1 be made with reasonable care and diligence;

1 be lawful, including avoiding contravention of, copyright, defamation, discrimination or
harassment laws;

1 be factually correct;

I avoid damage to the reputation of tHecal government;

1 not reflect adversely on a decision of the Council;

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

1 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 loodhle
Government (Rules of Conduct) Regulations 2008&ay constitute a minor breach of theocal
Government Act 199&8nd 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
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Purpose

This policy addresses attendance at any events, including concerts, conferences, functions or sporting
events, whether free of charge, part of a sponsorship agreement, ofyyatige 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 giftcumulative 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

[nvitations
1.  Allinvitations of offers of tickets fomeelected memberCEQor employeeto attend an event
should be in writing and addressed to ta&O.

2. Anyinvitation 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 provisiorise Act.

3. Alist of events and attendees authorised by the local governmeatVviance of the event is at
AnnexureA.

Approval ofattendance

Where an invitation is received to an event that is not-ppproved, it may be submitted for approval
no later than three business days prior to the event for approval as follows:

w 99Syita FT2N) GKS ale2N) gAff 0SS | LIWIINPOSR o6& GKS
w 99Syita FT2N)/2dzyOAff2NBR ¢Aff 06S | LIWINPOSR o6&
w 90Syia F2NJ GKS / KAST 9ESOdziABS hFFAOSNI A€
9 Events for staff to be approved by the Chief Executive Officer
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Considerations for approval of the event include:

w nytjustification provided by the applicant when the event is submitted for approval.
w helbenefit to theTownof the person attending.

w lignmenttotheTowrQad { iGN} §S3IA0O hoaSOiABSaD

w helinumber ofTownrepresentatives already approved to attend.

Approved Events
Listed in Annexuréd)

Non-Approved Events

Any event that is not prapproved, is not submitted through an approval process, or is received
personally is considered a n@pproved 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 afttendance

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, fés even
outside the district if the Quncil determine attendance to be of publicalue.

2. For any events where a member of the public is required to pay, unless previously appnoved a
listed in Attachment A, thedTincil will determine whether it is in the best interests of the local
government for a elected membeior the CEO or another officer to attend on behalf of the
Gouncil.

3. If the @uncil 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 th@uncil.

Definitions
Elected Membersncludes the Mayor and all Councillors.

In accordance with Section 5.90Atbé Local Government Act 1988 event is defined as a:
Concert

Conference

Function

Sporting event

Occasions prescribed by the Local Government (Administration) Regulations 1996.

gegeegee



Responsible Directorate:

Office of the CEO

Reviewing Officer:

Chief Executive Officer
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Annexure A¢ Pre-Approved Events

The Town approves attendance at the following eventsElgcted Members, the Chief Executive
Officer and employees of the Town:

a)
b)
c)
d)
e)
f)
9)
h)

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

Local Government Insurance Service (LGIS)

Planning Institute of Australia

Urban Development Institute of Australia WA Division Inc

Local Government Chief Officer Group Australia & NZ

Any State or national sporting event

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

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;

Town sponsored functions or events;

Community art exhibitions;

Cultural events/festivals;

Events run by a Local, State or Federal Government;

Events run by the Richmond Primary School;

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

South West group event(s) & Conferences; and

Where Mayor, Elected MembgChief Executive Officasr staff representation has been
formally requested.
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Objective

The policyprovides aframework for Hected Membersand the Chief Executive Officer (CEQ in relation
to training and professonal development.

Thispolicyisdeveloped in accordance with the Local Government Act 19955ections 5.126(1), 5.127,5.128
and theLocal Government (Administration) Regulations 1996.

Policy Scope
This policy applies telected Members or the CEO where stated

Policy
1. Hected Member Mandatory Training

a. An Hected Member, must complete the course titled Gouncil Member Essentials, in
acoordance 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 whichthe Hected Member commencestheir term of office.

b. The mandatory training is valid for five years.

c. The Guncil Member Essentials, consists of the following modules:
Understanding Lacal Government;

Serving on Gouncil;

Meeting Procedures;

Conflictsof Interest; and

Understanding Fnancial Reports and Budgets.

The course isprovided by the following bodies ¢

o North Metropolitan TAFE,
w South Metropolitan TAFE,
w Wes Australian Local Government Association (WALGA).

arwNPE

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

@ Council Member Essentials;

w 52756 WA Diploma of Local Government (Gouncil Member);




2.

3.

w The Hected Member passed the course titled LGAS®0002 Gouncil Member kill Set

before 1 duly 2019 and within a period of five years ending immediately before the day
on which the Hected Member commencestheir term of office.

In acoordance with section 5.127 of the Local Government Act 1995 and regulation 35 of
the Lacal Government (Administration) Regulations 1996, the Townmust prepare areport
for each financial year on the mandatory training completed by Hected Membersduring the
financial year. The report must be published on the Towr@ website within one month after
the end of the financialyear to whichthe report relates.

Hected Member and CEO Training and Professional Development
2.1 Approved Training and Professonal Development Allocation

a.

Training and professonal development activities which this policy applies shall

generally be limited to the following:

w WA Local Government Asciation ouncil (WALGA) and Australian Local
Government Asciation (ALGA conferences.

w Secial Wne offQconferences called for or sponsored by the WALGA and/or
ALGA on important issues.

w Annua conferences of the major professons in local government and other
institutions of relevanceto local government activities.

w Accaedited organisations offering training relevant to the role and responsibilities
of Hected Members and the CEQ.

WALGA Gouncil Member Training and Development.

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

w Qbsaiptions for professonal memberships that asdst an Hected Member in
fulfilling their role on Gouncil. Note, the CEO professonal membership allocation
isin acocordance with their contract conditionsand isnot included in the allocation.

w Conferences or study tours (SWG)that assgt in deliveringthe initiatives and
projects that have been outlined in the ¢ 2 ¢ yS@ategic Community Plan, or
Gouncil resolutions.

€ €

2.2 Continuous Professonal Development

a

In acoordance with section 5.128 of the Local Government Act 1995, Hected
Members are encouraged to identify their individual continuing professonal
development needs to enhancetheir effectivenessand addressskill gaps asrequired.

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

In determining the profesdonal development activities for individuals, Hected
Members should consider the current or future strategic direction and activities of the
Townand its prioritiesand the sklls that will be needed to give effect to the direction.

Funding Allocation

Hected Members are entitled to a Training and Professional Development allocation, as
determined under Chuse?2.1.

A provision ofup to $3,000 pa per Councillorwill cover costs associated with attendance at
training and development activities. This includes any actual costs (including regstration,
accommodation, meals and travel) which has been incurred.

a.




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

Hected Members will only be regstered for professonal development activities if the
Hected Member has sufficient funds in their expense allocation to meet the costs, unless
Gouncil resolvesthat attendance by that Hected Member would be of specific benefit to the
Townand resolvesto allocate additional funding for any shortfall.

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

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

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

Any activities for Advocacy and Lobbying, will not be included in the Hected Member or CEO
Training and Professonal 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 costsassociated with the activity.

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

Internal workshops, strategic planning days,whole of Council training and development and
internal training programs are not included in an Hected Member or CEQR training and
profesgonal development allocation.

Approval for Training or Professional Development

a.

The (BEO may approve Hected Members training and professona development
applications and the Mayor may approve the CEQR where the:

i.  Application complieswith thispolicy;
ii. Trainingand development activity isto be held within Australia or New Zeaand; and

iii. Hected Member has sufficient funds available in their allocation for training and
development activity to meet the costsof attendance.

A resolution of Gouncil is required to approve Hected Members or CEO request to attend
training and professional development where:
i. application doesnot comply with thispolicy;
ii. estimated event expenses exceed the available balance of the Hected Member@
expense allocation; or

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

Hected Members or the (BEO who wish to participate in training or professional
development activities must email their request to EA to CE@I applications are to be
forwarded to the CEOin reasonabletimeto meet the registration deadline. Where practicable




the Townwill utilisethe Warly birdQregstration option. Approvals in respect to the CGEO must
be forwarded to the Mayor for approval.




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 Townto take
advantage of any available disaountsfor early purchase.

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

All air travel isto be by BEconomy Chss at atime that isconvenient to the Hected Member or
the CEO. The cost of any upgrade to business ¢assshall be paid for by the Hected Member or
CEGs. Any costs incurred to allocate a seat in Economy Chsswill 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.

Hected 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.

Accommodation will be booked, where practicable, at the asociated 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 Hected Member may be required to use their
allocation to cover the additional accommodation, meads and incidentals related to the
additional length of time as aresult of flights not being available the day before and/or the
day after the event.

The Townwill reimburseHected Members and the CEO for reasonable daily living expenses
whilst away for the duration ofonferenceor professonal development, on the production
of receiptsto verify the expense.

Where an Hected Member or CEO chooses to arrive earlier or extend their stay at the
location of a conference or deviatesfrom the travel arrangements, then the Hected Member
and CEO will be responsible for the full cost associated with that extended stay and/or
variation to travel arrangementsfor private purposes. The exaeption would be if the flight
schedules determine an extended stay is required.

Hire cars will only be paid for by the Townif the CEO or in the case of the CEO, the Mayor,
consider it the most effective means of travel when attending the conference or profesgonal
development. Standard taxi fares (or similar services) or public transport for reasonable
travel requirements will be reimbursed upon return, on the production of receiptsto verify
the expense.

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

5.1 daiming Expenses

a. BHected 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 apacity and expenditure necessary to fulfil their role as an
Hected Member.

b. Reimbursement of expensesisconditional upon adequate evidence of suchexpenditure
in the form of invoicesor receipts




c. All claims for reimbursement must be submitted to the Office of the Mayor and
Gouncillors on the provided claim form, within two weeks of the Hected Member
returning to the Town Final daims relating to the financial year must be submitted by
31 duly of that year (31 daysafter 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 effectswill be paid for by the Town

b. Hected Membersand the CEO must determine whether the benefits and endorsements
of the above insurance cover is adequate. Hected Members and the CEO may wishto
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 callsand internet.

Responsible Directorate: Office of the CEO
Reviewing Officer: Chief Executive Officer
Decision making Authority: Council
PolicyAdopted: 19/5/20

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

Division 18 Preliminary provisions

1. Citation

This is theTown of East Fremantléode of Conduct for Council Members, Committee
Members and Candidates

2. Terms used

(1) Inthis coded
Act means thé.ocal Government Adt995
candidatemeans a candidate for election as a council member;
complaintmeans a complaint made under clabb€l);
publishincludes 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 28 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 shduld
(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 shadild

(a) actin accordance with the trust placed in council members and committee
members; and

(b) participate in decisicmaking 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 shduld
(a) treat others with respect, courtesy and fairness; and
(b) respect and value diversity in the community.




(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 shaoiuld
(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 30 Behaviour
7. Overview of Division

This Division sets oud

(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. Personalintegrity

(1) A council member, committee member or candidate

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

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

(2) A council member or committee memlger

(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
(@) 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
candidated




11.
1)

)

®3)

12.
(1)

)

®3)

(4)

®)

(6)

()

(&) 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.

Complaint about alleged breach

A person may make a complaint, in accordance with subc{aysalleging a breach of a
requirement set out in this Division.
A complaint must be madi

(&) inwriting in the form approved by the local government; and

(b) to a person authorised under subclg@3eand

(c) within 1 month after the occurrence of the alleged breach.

The local government must, in writing, authorise 1 or more persons to receive complaints
and withdrawals of complaints.

Dealing with complaint

After considering a complaint, the local government must, unless it dismisses the complaint
under clausé&3 or the complaint is withdrawn under cladg€l), make a finding as to
whether the alleged breach the subject of the complaint has occurred.

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.

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.

If the local government makes a finding that the alleged breach has occurred, the local
government mag
(a) take no further action; or
(b) prepare and implement a plan to address the behaviour of the person to whom the
complaint relates.

When preparing a plan under subcla@#§éb), the local government must consult with the
person to whom the complaint relates.

A plan under subclaugd)(b) may include a requirement for the person to whom the
complaint relates to do 1 or more of the followihg

(a) engage in mediation;

(b) undertake counselling;

(c) undertake training;

(d) take other action the local government considers appropriate.
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 §

(a) its finding and the reasons for its finding; and




(b) ifits finding is that the alleged breach has occufreils decision under
subclausé4).

13. Dismissal of complaint

(1) The local government must dismiss a complaint if it is satisfiedthat

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

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

(i)  the person responsible for the behaviour has taken remedial action in
accordance with a local law of the local government that deals with meeting
procedures.

(2) If the local government dismisses a complaint, the local government must give the
complainant, and the person to whom the complaint relates, written notice of its decision
and the reasons for its decision.

14, Withdrawal of complaint

(1) A complainant may withdraw their complaint at any time before the local government
makes a finding in relation to the complaint.

(2) The withdrawal of a complaint must Be
(& inwriting; and
(b) given to a person authorised under clalB@).

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 48 Rules of conduct

Notes for this Division:

1. Under section 5.105(1) of the Act a council member commits a minor breach if the council
member contravenes a rule of conduct. This extends to the contravention of a rule of conduct
that occurred when the council member was a candidate.

2. A minor breach is dealt with by a standards panel under section 5.110 of the Act.

16. Overview of Division

(1) This Division sets out rules of conduct for council members and candidates.

(2) Areference in this Division to a council member includes a council member when acting as
a committee member.

17. Misuse of local government resources

(1) Inthis clause

electoral purposeneans the purpose of persuading electors to vote in a particular way at an
election, referendum or other poll held under the ActHleetoral Act1907or the
Commonwealth Electoral A@918




resources of a local governmeirtcludesd
(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

(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) Subclaus€l) does not apply to conduct that contravenes sestifhof the Act oiThe
Criminal Codesection83.

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) Subclausé€l) does not apply to anything that a council member does as part of the
deliberations at a council or committee meeting.

20. Relationship with local government employees

(1) Inthis clauseé
local government employemeans a persah
(a) employed by a local government under seci@®6(1) of the Act; or
(b) engaged by a local government under a contract for services.

(2) A council member or candidate must Bot

(a) direct or attempt to direct a local government employee to do or not to do anything
in their capacity as a local government employee; or

(b) attempt to influence, by means of a threat or the promise of a reward, the conduct of
a local government employee in their capacity as a local government employee; or

(c) actin an abusive or threatening manner towards a local government employee.

(3) Subclausé€?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 writibg any other
meansd

(@) 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) Subclausé4)(a) does not apply to conduct that is unlawful urfides Criminal Code
Chapter XXXV.




21. Disclosure of information

(1) Inthis clauseé

closed meetingneans a council or committee meeting, or a part of a council or committee
meeting, that is closed to members of the public under séc28(2) of the Act;

confidential documentmeans 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;

documentincludes a part of a document;
non-confidential documenmeans a document that is not a confidential document.

(2) A council member must not disclose information that the council meénber
(a) derived from a confidential document; or
(b) acquired at a closed meeting other than information derived from-eamdiclential
document.
(3) Subclaus€?2) does not prevent a council member from disclosing informéation
(a) ata closed meeting; or

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

(c) thatis already in the public domain; or

(d) to an officer of the Department; or

(e) to the Minister; or

(f) to alegal practitioner for the purpose of obtaining legal advice; or
(g) if the disclosure is required or permitted by law.

22. Disclosure of interests

(1) Inthis clauseé
interesto

(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
interestd

(a) in a written notice given to the CEO before the meeting; or
(b) at the meeting immediately before the matter is discussed.
(3) Subclausd€?2) does not apply to an interest referred to in se&i6a of the Act.
(4) Subclausé?2) does not apply if a council member fails to disclose an interest because the
council member did not kno&
(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.




(®)

If, under subclausg)(a), a council member discloses an interest in a written notice given to
the CEO before a meeting, thén

(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) Subclaus€7) applies in relation to an interesbif
(@) under subclaus@)(b) or(4)(b) the interest is disclosed at a meeting; or
(b) under subclausg)(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 claus&2(4)(b) in relation to a council member includes a requirement
referred to in claus&2(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
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Poli cy Objecti ve

To establish, in accordance with Clause 15(2) oflibeal Government (Model Code of Conduct)
Regulations 202Zand the Town of East Fremantl€ode of Conduct for Council Membethge
procedure for dealing witcomplaintsaboutalleged breacresof the behaviour requirements included
in Division 3 of theTown of East Fremantl€ode of Conduct for Council Members, Committee
Members and Candidates

To give effect to theTown of East Fremant®a O 2 Y Y Adh ¥f&ofive, traingbarent, fairand
accessible complaints handling process that supports high standards of behaviour of Council
Members, Committee Members and Candidates.

Pol i cy Scope
This Policy applies to complaintgeade in accordance with Clause 11 of #mwvn 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.

Def i ni ti ons

Actmeans theLocal Government Act 1995

Behaviour Complaints Committemeansthe Committee established by the Council in accordance
with s.5.8 of the Actdr the purpose of dealing withdhplaints. The role of thBehaviour Complaints
Committeeis outlined in Part 2.3 of this Policy.

Behaviour Complaints Officemeans a person authorised writing by the CEO exercising delegated
authority under clause 11(3) of the Code of Conduct to receive complaimdswithdrawals of
complaints. The role of the Behaviour Complaints Officer is addressed in Part 2.1 of this Policy.

Breachmeans a breach of Division 3 of thEown of East Fremantl€ode of Conduct for Council
Members, Committee Members and Candidates.

Candidatemeans 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 reelection. A person is a Candidate from the date on which their nomination is
accepted, until the Returning Officer declares the election result inrdence with s.4.77 of the Act.

Candidate Complainmeans a Complaint alleging a Breach by a Candidate. Candidate Complaints are
dealt with in Part 3.2 of this Policy.

Code of Conducimeans theTown of East Fremantl€ode of Conduct for Council Members,
Committee Members and Candidates.

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

Committee Membermeans a Council Member, employee of thewn of East Fremantler other
person who has been appointed by the Council to be a member of a Committee, in accordance with



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.

Complaintmeans a complaint submitted under Clause 11 of the Code of Conduct.
Complainantmeans a person who has submitted a Complaint in accordance with this Policy.

Complaint Assessomeans a person appointed by the Behaviour Complaints Officer in accordance
with Part 2.2and Part 3.8®f this Policy.

GComplaint Documentsmeans the Complaint Form and any supporting information, evidence, or
attachments provided by the Complainant.

Complaint Formmeans the form approved under clause 11(2)(a) of the Code of Cohgugbuncil
resolution

Councilmeans the Council of the Town of East Fremantle.

Council or Committee Meetingneansa 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 Membemeans a person who is currently serving a term of office as an elected member of
the Council in accordance with the Act.

Findingmeans 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 Documentseans the response provided by the Respondent to the Complaind,
includes any supporting information or evidence that is supplied.



Pol il cy 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:

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

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

1 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 circumstangégesult in similar decisions.

1.3 Confidentiality
TheTown of East Fremantheill 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 inapprojfiause 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 a
Complaints Policy would breach the Code of Conduct clause 8(2)(b) requirement to compl)(l
Local Government Palicies. In the case of Council Members, this mag adwrdach of Rule

Conduct 18(1).

1.4 Accessibility
TheTown of East Fremantisill ensure that information on how to make a complaint, including this
Policy, is available at tHEown of East Fremanfed ! RY A Y A & i NI ( A 2Tgwn .ofdzast RA y 3
Fremantld a ¢ S 6 aTownSob Eagt KrBmantlwill 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 OfficerChief Executive Officer
Phone : 9339 9339
Email:gtuffin@eastfremantle.wa.gov.au



mailto:gtuffin@eastfremantle.wa.gov.au

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 Castaiblished in accordance with s.5.8
of the Act for the purpose of dealing wibmplaints.

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 Cfoiduse 11(1) of
the Code of Conduct]

A Complaint must be made within one (1) month after the alleged Brigdatise 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 musbe made in accordance with the Behaviour Complaint Farm specify which
requirement(s) of the Code of Conduct is alleged to have been breached.



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 requirekktails, 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 njeldese 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 th&Candidate is subsequently declared elected as a Council Member.

Within 7 days after receiving a Candidate Complaint, the Behaviour Complaints Offipeovidle
written notice:
1 To the Complainant confirming receipt, and advising of the procedure for candidate
complaints; and
1 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 @fComplaint 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 dealtlaitbe
15(1) of the Code of Condjict

3.3 Withdrawing a Complaint
A Complainant may withdraw their Complaint at any time before a Finding has been made in relation
to the Complain{clausel4 of the Code of Condyct

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.

=A =4 =4 =8 =9



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 Part3.6 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:

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

1 includes a copy of the Complaint Documents;

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

9 includes a copy of this Policy; and

1 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 atto 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 Alteéiva 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. Fomegie, 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 Governnsrah 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.



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,caordance with the Town of East
CNEBYlIyiGftSQa t dzNOKIF aAy3 t2fA0ead

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
NBEO2NRa Ay (GKS ¢2¢y 2F 91 ad CNBYlIyidifSQa wSO2NR a

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:

1 the behaviour occurred at a Council or Committee Meeting,

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

 the Respondent has taken remedial action in accordance witlttBegy 2 F 9+ ad CNB Y|
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 Complain@fficer 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:
1 outline the process followed, including how the Respondent was provided with an
opportunity to be heard,;
9 include the Complaint Documents, the Response Documents and any relevant Local
Government Records as attachments; and
1 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.

=4 =



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 wiite 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 thecal 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 @badd 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 Conflinis 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 ththeisubject 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 thhe alleged Breacklid 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 Committémds that the alleged breactiid 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) ofGbde 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 Contlet.Behaviour
Complaints Committee will consider any submissions made by the Respondent before preparing and
implementing a Plan.



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

@) the behaviour to which the Complaint relates occurred at a Council or Committee
Meeting; and
(b) eithert
0] the behaviour was dealt with by the person presiding at the meeting; or
(i) the Respondent has taken remedial action in accordance withTtven 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 oatausel2(3) of the
Code of Conduft

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 Cod€afiduct 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

1 any other matters which may be regarded as contributing to or the conduct or mitigating its
seriousness.

=A =4 =4 =8 -8 -8 -4



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

1 engage in mediation;

9 undertake counselling;

9 undertake training;

1 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:
1 the actions to be taken to address the behaviour(s);
1 who is responsible for the actions;
9 any assistance the Local Government will provide to assist achieve the intent of the Plan; and
1 areasonable timeframe for the Plan action(s) to be addressed by the Respondent.

Attachments
1. Behaviour Complaints Committee Terms of Reference
2. BehaviourComplaint Form
Responsible Directorate: Office of the Chief Executive Officer
Reviewing Officer: Chief Executive Officer
Decision making Authority: Council
Policy Adopted: 18/5/21
Policy Amended/Reviewed:

10
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Behaviour Complaints Committee Terms of Reference

Objective

To establish Terms of Reference for the Behaviour Complaints Committee dfotkie of East
Fremantle

Scope

These Terms of Referen@pply exclusivelytothet 2 6y 2F 9+ ad CNBYlIyidf SQa
Committee

Committee Function

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

of the Local Government Act 1998he Act) for the purpose of dealing with Behaviour Complaints

made under Division 3 of th&own of East Freman®d / 2 RS 2F [/ 2y RdzO0 F2NJ /
Committee Members and Candidates (Code of Conduct).

Theextent of authority provided to the Behaviour Complaints Committee is specified in the relevant
Delegated Authority, and includes:

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

1 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 occurclause 12(3) of the Code of Conduct]

Determining reasons for such a Finding.
Where a Finding is made that a breach has occurred, determining:
o0 To take no further action; or

0 Prepare and implement a plan to address the behaviour ofpiirson 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 comprisa ofinimum of threeCouncil
Members, appointed by Council in accordance with s.5.10 of the Act.

In addition, at leastwo 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

I 2YYAGGSSQa CdzyOiAzy o0& LIN® @Bplabed yoatheldyratidn laRtlie2 3 & &
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 bescheduled 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 thewn of East FremantiRegister 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:
1 6S OFtfttSR YR O2y@SySR o6& GKS /9h3x Fa NBIdz
Presiding Member;
include public question timgdmin.r.5]
make the Committee Notice Papers and Agenda publicly avajkahie(p), s.5.96A{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(&}min.r.14} and
1 make Committee minutes publicly availaie.94(n), s.5.96A(h)Wwith 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).

1
1



Administration
Town officers will:

1 be responsible for coordinating meetings;
9 circulate an agenda before each meeting to Committee Members;
T tth1S aAydziSa 2F GKS YSSUiAy3a IyR NBIAAGSNI GKSY

DocumentControl 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) Requlations 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
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Instructions  Making a complaint about an alleged breach of the Tow
for: of EastFremantle Code of Conduct for Council Member
Committee Members and Candidates

Behaviour Complaint
tfSFAaS NBIFIR (KS ¢2¢6y 2F 9Faid CNBYlyGatSQa /2RSS 27
www.eastfremantle.wa.gov.aulefore submitting a complaint. This Policy details:

1 How the Town of East Fremantle will process and determine a Behaviour Complaint; and
1 How confidentiality of the complaint will be handled.

To make a valiBehaviour Complaint

The allegation must relate to a breach of the behaviour standard3iviision 3of the Town of Eas
CNBYlIyitSQa /2RSS 2F / 2yRdzOG F2NJ / 2dzyOAf as$

Complete all sections of the Behaviour Complaint Form attached, including any additional infort
3  that will support assessment of the complaifithe Behaviour Complaints Officer may contact yo
clarify or ask for more information.

The completed Behaviour Complaint Form MUST be lodged with the Town of East Fremantle Be
Complaints Officewithin one (1) month of the alleged behaviour breach

Rules of Conduct Complaint

ARules of Conduct Complaingfers to a breach of the Rules of Conduct outlineBiwision 4of the Town of

91ad CNBYlIyildftSQa /2RS 2F [/ 2yRdzO0 F2NJ / 2dzy OAf aSyYca
acting as a Committee Member. This type of complaint is determined by the Local Government Standards
Panel, administered through the Depamm of Local Government, Sport and Cultural Industries. Further
information about Rules of Conduct Complaints may be obtained from:

1 Department of Local Government, Sport and Cultural Industries: (08) 6552 7300 or
www.dlgsc.wa.gov.guoR

1 ¢KS t206Y 27 91 ad CNBYIlIyiaf SQa wdzf S & 27 | 2YF
gtuffin@eastfremantle.wa.gov.au

Need Advice?

LF €2dz NBIdANS FROAOS AYy YIF1Ay3 | . SKFE@A2dzNI / 2 YLX |
Complaints Officer on (08) 9339 9339 by emaill


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 Detalils:

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

Member of a Committee of the Town of East
Fremantle

Candidate for election at the Town of East
Fremantle

3. | Date that the alleged behaviour breach

occurred:

4. | Location where the alleged behaviour

breach occurred:




Which of the behaviours prescribed in Divis
of Conduct do you allege this person has breached?

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

(&) 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 5

(2) A council member or committee member &

(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. 5

Clause 9. Relationship with others
A council member, committee member or candidate 6

(@) must not bully or harass another person in any way; and 5

(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 5
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 5
with the performance of their official duties.

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

(@) must not act in an abusive or threatening manner towards another person; and 5

(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 5

(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 5

(H mustimmediately cease to engage in any conduct that has been ruled out of order
by the person presiding at the meeting.




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

NO 5 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.

- : : : . YES | 3
Would you agree to participate in an Alternative Dispute Resolution

process?

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 Ea€ NB Y y i f $SQ& . SKF@A2dzNI / 2YLIXE FAyda hTFTAOSNY

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
Aut hori sed Of
Name:

Aut hori sed Of
Signature:

Date received:



mailto:gtuffin@eastfremantle.wa.gov.au
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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

Insert your name

Insert your residential address

Insert your occupation

Sincerely declare that the information | 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 | 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

gualification as such a witness

Schedule 2 — Authorised witnesses for statutory

declarations

[s. 12(6)(a)]

Item

Formal description

Informal
description

A member of the academic staff of an i

Acad

established under any of the following Acts —
*  Curtin University Act 1966;
*  Edith Cowan University Act 1984;
*  Murdoch University Act 1973;
*  University of Notre Dame Australia Act 1989;
*  University of Western Australia Act 1911;
* Vocational Education and Training Act 1996.
A member of any of the following bodies —
*  Association of Taxation and Management
Accountants (ACN 002 876 208):
*  CPA Australia (ACN 008 392 452);
*  The Institute of Chartered Accountants in
Australia (ARBN 084 642 571);
+ Institute of Public Accountants
(ACN 004 130 643);
«+  National Tax & A s A
Limited (ACN 057 551 854).
A person who is registered under the Architects
Act 2004.
An Australian Consular Officer within the
meaning of the Consular Fees Act 1955 of the
Commonwealth.

An Australian Diplomatic Officer within the
meaning of the Consular Fees Act 1955 of the
Commonwealth.

A bailiff appointed under the Civil Judgments
Enforcement Act 2004.

(post-secondary
institution)

Accountant

Architect

Australian Consular
Officer

Australian
Diplomatic Officer

Bailiff

Item Formal description Informal
description
7. A person appointed to be in charge of the head ~ Bank manager
office or any branch office of an authorised
deposit-taking institution carrying on busi in
the State under the Banking Act 1959 of the
Commonwealth.
8. A member of Governance Institute of Australia  Chartered secretary,
Ltd (ACN 008 615 950). governance adviser
or risk manager
9. A person who is registered under the Health Chemist
Practitioner Regulation National Law (Western
Australia) in the pharmacy profession.
10. A person who is registered under the Health Chiropractor
Practitioner Regulation National Law (Western
1 lia) in the chiropractic professi
11. A person registered as an auditor or a liquidator ~ Company auditor or
under the Corporations Act 2001 of the liquidator
Commonwealth.
12. A judge, master, magistrate, registrar or clerk, or  Court officer
the chief executive officer, of any court of the
State or the Commonwealth.
13. A member of the Australian Defence Force who ~ Defence force
is— officer
«+ an officer within the meaning of the Defence
Force Discipline Act 1982 of the
Commonwealth; or
+ anon-commissioned officer within the
meaning of that Act with 5 or more years of
continuous service; or
+ awarrant officer within the meaning of
that Act.
14. A person registered under the Health Practitioner Dentist

Regulation National Law (Western Australia) in
the dental profession whose name is entered on
the Dentists Division of the Register of Dental
Practitioners kept under that Law.




Item Fi 1 ipti Informal
Item Formal description Informal i Rormal dsscription dl::::lmtion
descripti . = T
i : A th h Do“: on 25A. A person registered under the Health Practitioner Midwife
15 A PETRON WAO 18 rcgu_slcrcd iy er the Healt tor Regulation National Law (Western Australia) in
Practitioner Regulation National Law (Western the midwifery profession.
Australia) in the medical profession. 3
15A. A ) duiid P(h e d El i i 26. A minister of religion registered under Part IV Minister of religion
41 PN APP i v an OIS0 Division 1 of the Marriage Act 1961 of the
Electorate Staff (Employment) Act 1992 a member of State Cltnsaiosatit
section 4(1)(b)(i) or (2)(b)(i) Parliament e
16. A member of the I of Engi B 27. A person registered under the Health Practitioner Nurse
Australia, other than at the grade ogf student. - :I(:cg:\/l’z':"; ’;’:’J‘r:"“‘zi nLaW (Western Australia) in
17. The secretary of an organisation of employees or  Industrial : : i ;
?nlllploxcrs that is registered under one of the organisation 28 ;ezz‘;;"mﬁ::;j luli‘::vr (%jsﬂﬁ‘z:::;;:)o;" Optometrist
ts — Tet:
.o 7“:"5:", Relations Act 1979; St the optometry profession.
AT 2 7 z?ns “ 3 £t 28A. A person registered under the Health Praciitioner Paramedic
" g’"’ kplace R‘I’u‘:’"’"’ Act 1996 of the Regulation National Law (Western Australia) in
i m:monfw:a N' T =5 : i the paramedicine profession.
. A member of the National Insurance Brokers nsurance broker :
Association of Australia (ACN 006 093 849). 2 :‘:f;’,f;f;’l::'g:;"m‘;:‘;’;;'l‘:“ thoFatents  (PatentSitosicy
19. A lJustice of thf Peace. e Justice of the Peace 30. A person registered under the Health Practitioner Physiotherapist
19A. A person who is a member of the Authority's Landgate officer Regulation National Law (Western Australia) in
staff within the meaning given to that term by the the physiotherapy profession.
kand Infon'nanon Aulha.nr,lv Act2000 !:CCIIDII 2 31. A person registered under the Health Practitioner Podiatrist
20.  An Australian lawyer within the meaning of that  Lawyer Regulation National Law (Western Australia) in
term in the Legal Profession Act 2008 section 3, the podiatry profession.
21.  The chief executive officer or deputy chief Local government 32, A police officer. Police officer
exceutive officeriots lo,cal SOyt CEO,or deputy CEO 33, The person in charge of an office established by,  Post office manager
22. A momber of the council of a local g Local g or conducted by an agent of, Australia Post
within the meaning of the Local Government councillor within the meaning of the Australian Postal
- Act 199:' i A . . s Corporation Act 1989 of the Commonwealth.
. A member of the Australasian Institute o oss adjuster 34 A : b .
i 5 person registered under the Health Practitioner Psychologist
Chartered Loss Adjusters (ACN 074 804 167). Regulation National Law (Western Australia) in
24.  Anauthorised celet within the ing of the Marriage celeb the psychology profession.
Marriage Act I_%l ofthe Commo-nweallh. 35. A public notary within the meaning of the Public  Public notary
25. A member of cither House of Parliament of the ~ Member of Notaries Act 1979.
State or of the Col nwealth, Perliament 36.  An officer of the Commonwealth public service.  Public servant
(Commonwealth)
Item Formal description Informal
description
37. A person who is employed under the Public Public servant
Sector Management Act 1994 Part 3. (State)
38, The holder of a licence under the Real Estate and Real estate agent
Business Agents Act 1978.
39.  The holder of a licence under the Settlement Settlement agent
Agents Act 1981.
40.  The Sheriff of Western Australia and any deputy  Sheriff or deputy
sheriff appointed by the Sheriff of Western sheriff
Australia.
41. A licensed surveyor within the meaning of the Surveyor
Licensed Surveyors Act 1909.
42. A person registered under the Teacher Registered teacher
Registration Act 2012,
43. A member, registrar or clerk, or the chief Tribunal officer
executive officer, of any tribunal of the State or
the Commonwealth.
44. A registered veterinary surgeon within the Veterinary surgeon
meaning of the Veterinary Surgeons Act 1960.
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Type: Office of the CEQElected Members

Legislation: Local Government Act 1995

Local Governmer{Functions and GenejaRegulations 1996
Town of East Fremantléode of Conduat 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 thecal Government Act 1996 provide
additionalguidance in the lead up telectionday, ensuring thaimajor decisionsvhich 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 candidaesl also ensuringmployeesact impatrtially

in relation to candidates.

Thispolicy has implications for major decision making, public consultation, publications, publishing of
information, the use offown of East Fremantkesources 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 fh@wvn 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 199%and theLocal 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 Tthen providing guidance to
ensure the continuation of ordinary business



2. Scope
21.  This Policy applies tmuncil memberand Townemployees during CaretakePeriod
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;

215 ''asS 2F (KS ¢ AwegNadinfoNiatos Xy $hé Toyand
2.1.6 Employeeengagement with candidates and/opuncil members

2.2 While candidates who are not sitting council members cannot be compelled to comply
with a Council policy, suchandidates will be made aware of this policy and
encouraged to cooperate with its implementation. In addition, candidates will be
AYF2NYSR 2F (GKS &/ 2RS 2F [/ 2yRdzOG F2NJ / 2d;
/ |y RA Brd th& ahreach 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 acthusell of the Code of Conduck

2.3.  This policy only applies to decisions made during @laeetakerPeriodand not the
announcement of decisions made prior to taretakerPeriod however, as far as
practicable any such announcements should be made beforeCnetakerPeriod
begins.

3. Definitions

Act means theLocal Government Act 1995

CaretakerPeriod has the meaning defined in section 1(4)of the Act



1.4A. Caretaker period
(2) In this Actt
caretaker period in relation to a local government, means a period that

(@) begins at the close of nominations (as defined in section 4.49(a)) for a
relevant election for the local government; and

(b) endst
0] on the day after the day on which the returning officer declareg
the result of the relevant election under section 4.77; or
(i) if section 4.57(1) applies to the relevant electiornon the day

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

(iii) if section 4.58(1) applies to the relevant electiornon the day
after the day on which the candidate dies

2) In subsection (1)
relevant electionmeans any of the following
@) an ordinary election;
(b) an inaugural election;
(©) 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 releval
election under paragraph (a), (b) or (c) or this paragraph is
declared invalid.

CEO means theChief Executive Officer, who is the most senior employee in the
organisation. The CEO is appointed by and directly accountable to the
Council.

council member meanst LISNE2Y St SOGSR dzy RSNJ 4KS ' OG I &

council members include the Mayor, Deputy Mayor and Councillors (as
defined by the Act).

Hection Day means theday fixed under the.ocal Government Act 198ar the holding of
Fye LRttt ySSRSR F2NJ Iy StSOGA2Yyd C2NJ
generally excludes an Extraordinary Election Day unless otherwise specified

in this policy.



electoral material meansany 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 Offier 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 tHeocal Government Act
1995 the Electoral Act 190@r 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, launchespmotional 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 constitutessgnificantact, means any:
1. Decisions relating to the remuneration of the CEO or any other
designated senior officer;
2. Decisions relating to theTown entering into a sponsorship
arrangement withTownresidents or community organisations;

3. Irrevocable decisions that commit thelown to substantial
expenditure or significant unforeseen action;
4, Irrevocable decisions that will have unforeseen significant impact on

the Townor the community;

5. Reports requested or initiated by @uncil membey candidate or
YSYOSNI 2F GKS LWzt A0 GKFEGZ Ay (GKS
within the general community as an issue that adversely reflects upon
0 KS |/ 2 dzy Omdkiagprodess @id kak thepotential to call into
guestion 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 inorder to comply with a written law.

PrevailingCircumstancess defined by clause 8 of this policy.

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



Division 5t Caretaker period

3.73 Restrictions on what locgjovernment may do during caretaker period

(1) Inthis sectiory,

emergencymeans

(@) the occurrence, or imminent occurrence, of an event, situation or condition that
hazard under the definition of that term in tHemergency Management Act 206&ction
3;or

(b) a public health emergency as defined in fPgblic Health Act 201€ection 4(1)

land transactionhas the meaning given in section 3.59(1)

major land transactionhas the meaning given in section 3.59(1)

major trading undertakinghas the meaning given in section 3.59(1

significant actmeans any of the following

@)
(b)

(©)
(d)

(e)
(f)

()]
(h)
(i)

making a local law (including making a local law to amend or repeal a local law
entering into, or renewing or terminating, the contract of employment of the CE(
of a senior employee;

entering into a major land transaction;

entering into a land transaction that is preparatory to entry into a major I3
transaction;

commencing a major trading undertaking

entering into a contract, or other agreement or arrangement, in prescril
circumstances;

inviting tenders in prescribed circumstances;

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

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

@ GKS 20t 3I208SNYYSyiQa RSOAaAz2y
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 f
local government to do the significant act during the caretaker period in order to comply
any of the following

(@) a written law;
(b) an order of a court or tribunal;

(c) a contractual obligation of the local government under a contract entered in
by thelocalgovernmentbefore the caretaker period.

(6) The Departmental CEO may authorise a local government to do a significant act du
caretaker period if the Departmental CEO is satisfied that it is necessary for the
government to do the significant act during the caretaker perod

(@) because of an emergency; or

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

4. CaretakerPeriod
4.1 TheCaretakerPeriodis defined in the Act.

4.2 The CEO will ensure as far mmsonablypracticablethat all council members and
employees are aware of this policy at least 30 (thirty) days prior to the start of the

CaretakePeriod

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 aCaretakePeriod

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

to PrevailingCircumstancesr other exceptionsletailedin thispolicy.

6. PublicConsultation

6.1 1t is prohibited under this policy for public consultation to be commenced during the

CaretakePeriodon an issue which is contentious.



6.2 Despite subclause 4.1, public consultation may be commenced dufiagedakePeriod
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.

Major Policy Decisions

7.1 As far as reasonably practicable, the Chief Executive Officer shouldsabeiduling
major policy decision®r consideration during &aretakeiPeriodand insteadshould
ensure that such decisions are either:
7.1.1 Considered by the Council prior to tlmretaker Periodor
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
PrevailingCircumstanceapply.

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 duringGaretakePeriod

7.4 Matters related tomajor policy decisions may be scheduled for discussions at Council
Forums, Workshops or Briefings durinGaretakerPeriodif the CEO is satisfied that
PrevailingCircumstanceapply.

PrevailingCircumstances
8.1. When determining whethePrevailingCircumstanceapply, the CEO is to have regard
to a number oftircumstancegncluding, but not limited to:
8.1.1 whether thedecision 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 whetherthe consultation is a mandatory statutory process or required under
existing policy
8.1.6 whether the decision is likely to be controversial or contentious, anithe
best interests of theown.

8.2 If the CEO is satisfied th&revailingCircumstancespply, the CEO is required to
providecouncil membersvith advice setting out:
8.2.1 the reasons whyPrevailingCircumstanceapply; and
8.2.2 how potential electoral impacts will be managed or mitigated.



10.

11.

12.

13.

8.3 Details of advice provided under this clause are torémined, with the Forum,
Workshop or Briefing notes, as a Local Government record.

Council Member Interactions
9.1 During theCaretakePeriod council membershould take particular care when:
9.11 considering planning matters before ti@ouncil in its role as a responsible
authority, under thePlanning and Development Act 2005 should benoted
that items considered by the Joint Development Assessment Ra@alone
so under an independent process and this policy does not gpply
9.1.2 undertaking a consultation or advocacy role on behalf of members of the
community;and
9.1.3 representing theTowrQa O2YYdzyAOF GA2ya 6AGK {4 4S8
entities.

Publishing Electoral Material

10.1 TheTownwill not print, publish or distribute, or authorise others to pripiblish or
distribute on behalf of thdownl y @ G KAy 3 (K G YO ASNRAA D RIING
CaretakerPeriod other than announcing the electiorencouraging residents to
ensure they are enrolled on tHelectoral Roll andncouraging them to vote.

10.2 In accordance with section 5.42 of the A¢tetTown will publish therequired
information about all candidates on its website.

10.3 Other than information published in accordance with the Act, during the Caretaker
t SNA2R y2 FTRRAGA2y&a 2N OKFy3aSa gAftf o6S Y
aboutcurrentcouncil membersvho arestanding for reelection.

Candidate and/orCouncilMember Publications

11.1 Candidates and/ocouncil 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 Fremantlego or crest or anything resembling themust not be
used in electoral material

Town of East Fremantle Publications

12.1 There will be no interviews with council members or images of any council member in
0KS ¢26yQa LINR Y ( GdretakelPeri®NA I £ RdzZNAyYy 3 (KS

12.2 This clause does not apply to information published prior toGhaeetaketPeriod

Media

13.1 Council memberwill not use their position as an electedpresentative or their
access torownstaff or resources to gain medattention in support of their or any
OF YRARIF GSQa StSOGA2y OFYLI AIYyOD

13.2 During theCaretakerPeriodthere will be no proactive publicity shotssed by the
Townin any form involving angouncil memberexceptthe Mayor.

13.3 The Mayor will still be quoted in media responses during@aeetakePeriodwhen
providing information as spokesperson behalf of theTown



14.

15.

13.4 Proactive statements in the media will be monitored under thection of the CEO
during theCaretakePeriodto ensurecompliance with these provisions.

13.5 Proactive media during th€aretakePeriodwill be restricted tooperational matters
or issues already resolved by Council.

z

13.6 Candidates may notuse tiowrQad a2 OAl f Y SRA themse®& 2ty (a4 G 2

campaign or provide any responses or commeantguestions or statements on the
TowQad &20AFf YSRAI LI 3Sao

Attendance and Participation at Events/Functions

141 Public Events Hosted by External Bodies
14.1.1 Council membersnay continue to attend events and functions hosted by
external bodies during th€aretakerPeriodand 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 thewnand held during th&€aretaker
Periodwill be limited to only those that th€€EQ in conjunction with the
Mayor, considers essential to the operatiohthe Town

14.2.2 Council membersnominating 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 thewnduring the Caretaker
Period other than the provision of a short welcome, when appropriate. Any
determination of whether it is otherwise appropriate for @uncillor to
officiate at aTownarranged event/function will be at the discretion of the
CEO, in conjunction with the Mayor.

14.2.3 Council membermust not distribute any campaign material or promateir
campaign at anyfown of East Fremantlerganisedcivic events functions
official openings, or similar.

143. Delegates to Community and Advisory Groups
14.3.1 Council nembers appointed to community groups and other external
organisations as representatives of thiewnshall not use their attendancat
meetings of these groups to either recruit assistance with electoral

OF YLI AIyAy3I 2NJ G2 LINRPY23S GKSANI LISNA

campaigns.

Use of Town of East Fremantle Resources

151 The Town of East Fremantl€ode of Conduct Elected Members Committee

Members andCandidatest,INR KA 6 A G1a GKS dzasS 2F (GKS ¢24y
purposes.

152 TheTowmd SYLX 28SS& Ydzad y20G 06S | aldigeRly 42 dzyl
or indirectly with an election campaign.

153 In anycircumstancesvhere the use offownresources might be construed asing
NBEFGSR G2 I OFYyRARIGSQA SftBéughtre@EOO Y LI A =

154 Community groups who wish to hifBown owned premises to interview orecord
(audio visual) election candidates in a public forum may do so, subjéue relevant
venue hire charge being paid in accordance withToe/n snormal practices.



16.

17.

18.

19.

20.

21.

Access to Town Held Information

161

162

16.3

All candidates will have equal rights to access publicly available infornfadiorthe

TowQd FRYAYAAGNI A2y

Information, briefing material and advice prepared or securedetnployeesfor a

council membemust be necessary to the carrying out of B2 dzy OA f rofeSY 6 S NI &
Information received or accessed in the role afoauncil nember is not to be used for

electoral purposes. This includes claiming personal credit for previous Council
decisions in marketing matetia

Media Advice

17.1

17.2

17.3

17.4

Any requests for media advice or assistance froouncil membersduring the
CaretakePeriodwill be referred to the CEO.

No media advice will bprovided in relation to election issues or in regard to publicity
that involvesspecificcouncil memberparticipating in the relevant election.

If satisfiedthat advice sought by eouncil membeduring theCaretakePerioddoes
not relate to the election or publicity involving any spectzincil memberthe CEO
may authorise the provision of a response to such a request.

The Town will not arrangengt media opportunities forcouncil membergluring the
CaretakeiPeriod

Town of East Fremantle Employees

18.1

18.2

18.3

18.4

During theCaretakePeriodno Townemployee may make arpublic statement that
relates to an election issue.

Employees must avoid assistirggpuncil membersin ways that could create a
perception of being used for electoralirposes.

Employees must not accept employment (voluntary or peathted to local elections
for any candidate.

Employees must not interact withouncil membersor candidateson their social
media pages during th€aretakePeriod

Local Government Election Process Enquiries

19.1

All election process enquiries from candidates, whether curcenincil memberor
not, will initially be directed to the Returning Officer, or, where thetter is outside
the responsibility of the Returning Officer, to the CE@ealegate.

Electoral Signs

201

202
20.3

Electoral signage is not permitted within road reserves (this incl@mscilverges
outside private properties). This is based amequirement for:

20.1.1 Pedestrian safety;

20.1.2 Risk aversion and exposed liability to fhewnfor injuries or damageand
20.1.3 Vehicle safety for manoeuvrability and sightlines.

Electoral signage is not permitted downReserves of owninfrastructure.

The installation of signage on private property requires permission fronowreer.

Implementation of CaretakerPractices during State and Federal Government Elections

211

Council membersvho nominate or are preelected by a political party tcontest a
state or federal election, should avoid any appearance that thesition on Council



is being used as a platform for their state or fedesldction campaign during the
electionperiod.

212 A council membemay choose to take leave of absence from euncil for such
periodas they see fit and should, as soon as practicaltés nominating or being pre
selected, notify the CEO in writing, whaimn will advise the othecouncil members.

213 For state or federal elections, théaretakePeriodcommences from thelate of the
election writ issued by the Governor or Governor General, Bddgant.

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
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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 terPario8 of the State Records Act
2000.

¢KS {GFGS wSO2NRa&a /2YYAaarzyQa LRtAOe F2NI[ 20!l f

GLY NBflFGA2Y (2 GKS NBO2NR{1SSLAY3a NBIljdZANBYSyiGa
be created and kept which properly and adequately record the performance of member functions
arising from their participation in the decisianaking processeasf 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 accouiligtof the Council and the discharge of its
business.

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

OF LWGdzNBE I'yR YIyl3SySyd 2F StSOGSR YSYanSki Q NSO
LIN2 OS&dasSa 2F /[ 2dzyOAf o

This policyhas been prepared for Elected Members to assist them in meeting their recordkeeping
requirements.

Policy Scope

TheTown of East Fremantlecognises 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:

w Access to accurate information
Demonstration of accountability

Evidence of events and decisions
Compliance with legislative requirements; and

€ € €



W Provision of a historical record for the business and sgciet

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

be retained by all Elected Members. If requested byThen of East Fremanf®a | RYA Y A & (G NI A 3
are to be provided to the Recor@fficerto be recorded inthg 2 6y 2 F 9 | &dcordRée@ngl y it S
system and managed in accordance with legislative requirements, Ttven 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 Record®fficer/Governance Officefor capture intothe¢ 2 6y 2 F 91 &G CNB
recordkeeping system.

Elected Members must ensure that:

w Records relating to the business of the local government are distinguished from those that
relate to their political responsibilities or any personal matters.

w Records in their possession are securely stored and protected from damage and
unauthorised access.

w  Allrecords created are dated and the originator is identified.

w Records are factual and neamotive as they could be subject to Freedom of Information
application/s.

Refer toAppendix1 ¢ LY F2NXI A2y { KSS{ LINRPRddzOSR o6& (KS {
D2JSNYYSyli 9t SOGSR aSYoSNE wSO2NRayY 2KAOK wSO2N
capturedintothe¢ 2 6y 2 F 9 | arécordkeefing bygtent. S Q &

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.

A ¥ 4 A x

l'd GKS SyR 2F 'y 9t SOGSR aSYoSNDa GSNY Ay 2FFA
retained by the Elected Member or, alternatively, returnedtoth@ 6y 2 F 9 I dReco@NB Y I y (i
Management Services via the Personal Assistant to the Mayor.

RecordsManagement Services will then arrange for the destruction or retention of the records in
accordance with the General Disposal Authority for Local Government Ré&cords

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 themlie destroyed.

Procedures



Incoming Correspondence

All mail received by th&own of East Fremantkddressed to Elected Members, excluding that which

is marked private, personal or confidential, will be openedh®/RecordOfficerand processed with
GKS NBald 2F GKS 2NBHIYyAalGA2yQa AyO2YAYy3d YIAf O

The hard copy documents will be retained withive Recordsdepartment and filed accordinglyn
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 toe Elected Member.

Mail received directly by Elected Members at their personal address, that relates to local government
business, should be forwarded to th& 2 6y 2 F 9| & (i Rec@ds®fiden/ Vid S Qa
admin@eastfremantlewa.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 td tiven of East Fremantle

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

1 / OQAY3 2NJ F2NBIFNRAYy3I | O2Lk 2F GKS SYI AfSH
Officer who will register the email in the recordkeeping system, or

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

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

1 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 dfdiva of East Fremantle
record does not need to be captured intothe2 6y 2 F 9 | drécordkeefing bygtént. S Q &

Emails

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

A 2 4 A x

9YFAfa YINJSR (02 (GKS FdaGSyidAazy 2F Iy 9f SOGSR as
Member or include an Elected Member in the To field) that are senttattegy 2 F 9F aid CNB
main email addresadmin@eastfremantlava.gov.au will be registered into the recordkeeping system

by the Record®fficer.

If an Elected Member receives an email directly to tHeiwn of East Fremantkmail address (or to
any other personal email address) that relates to local government business; and has not been sent to
2 NJ O &mir@dagfremantlava.gov.au; a copy of the email (and any responses sent by the Elected



Member) must be forwarded to the Recor@¥ficer/Governance Officeawho will register the email/s
into the recordkeeping system.

Definitions

Ephemeral Records

Ephemeral recordsclude information that has a very sheadrm 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 authoritytfoe disposal of local government records
within Western Australia.

Business, Corporate or GovernmeREecoreg

A business, corporate or governmergcord 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 recordare records that are designated as State archives.

LT GKS OGA@GAGE KIa Ftye 2F (GKS F2ft2gAy3 OKIFNIO
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No Function/Activity | Description Disposal Custody
Action

63 INSPECTIONS |hFFAOALE SEF YA

63.1 | Significant Significant inspections or tests, | Archive Retain as State
GKFGO Y@ NBfI Archive

63.2 | Other Other inspections, not included | Destroy Retain 7 years
in previous section. after action
Includes:




w NRdziAyS Ayall completed, then
02X Destroy

Vital Records
Vital Records are recordbhat are required to operate therganisation during a disaster and/or
required to reestablish 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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.. .: ey of Wesberm Alssbralis
_‘r Depariment of Local Government, Sport and Cultural Industries

State Records Odfice of Western Australia

Records Management Advice October 2019

Local Government Elected Members’ Records:
Which records to capture?

Elected members have a unique and pivotal role within the local government and the
community. They represent the interests of electors, residents and ratepayers,
participate in local government decision making at council and committee meetings,
and facilitate communication between the community and the Council.

The State Records Commission policy regarding the records of local govemment
elected members requires the creation and retention of records of the:

“...communications and transacfions of elected members which constifute
evidence affecting the accountabilify of the Council and the discharge of
its business.”

This policy applies regardless of a record’s format or where it was received.

Under the Local Government Act 1993, the CEOQ of a local govemment is responsible for
ensuring that all records of that local government are kept in accordance with relevant
leqgislation. Accurately created and managed records provide reliable, legally verifiahle
evidence of decisions and actions.

Records created or received by elected memhbers that relate to local government
business must be captured as part of the local govemment's corporate memory in
accordance with the local government's Recordkeeping Plan.

Government records include:
« Commespondence and communications
+ File notes made after verbal communications, meetings, phone calls etc.
+ Video and audio recordings
+ Photographs
« Email
+« Social Media posts (e.g. Facebook, Twitter)
+ Databases
« Websites
+« Messages from Apps (e.g9. WhatsApp, Messenger)
« TXT messages

When to create and capture a record:
+ Information is related to council business
* An action is required
« A decision or commiiment is made

+ Business need: for future reference by yourself or others
« Historical: identifies Council activity over time.
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| Cepariman of Local Governmant, Sport and Cultural Industries

State Records Office of Waestern Australia

Which records should be captured?

YES — forward to your local government administration

Communications, such as:

« complaints and compliments
* comespondence conceming corporate matters
+« submissions, petitions and lobbying

+ information for Council’s interest relating to local government business activity
and functions

Lobbying — correspondence or petitions, relating to lobbying matters

Telephone, meetings and other verbal conversations — regarding local
govemment projects or business activities

Social Media — where the posts:

+ Create interest from the public or media

« communicate decisions or commit the local government to an action
+ seek feedback

+ address issues of safety, and/or

+ relate to sensitive or contentious issues

Work diaries / Appointment books — containing information that may be significant
to the conduct of the elected member on hehalf of the local government

Allowances, benefits and gifts records

Addresses | Speeches ! Presentations — delivered as part of an elected member's
official duties

NO — do not need to be forwarded to your local government

Duplicate copies — of Council meeting agenda, minutes and papers

Draft documents or working papers — which are already captured at the local
govemment

Publications — such as newsletters, circulars and journals

Invitations — to community events where an elected member is not representing
Council or the local government

Telephone, meetings and other verbal conversations which:
« convey routine information only; or
« do not relate to local government business or functions

Electioneering — or party-political information

Personal records — not related to an elected members official duties




Oy of Wasbsrm Ausbrally
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Confidential Documents / Records

Records held within an information system or on hard copy files can be restricted so
that only the appropriate officers can access them. If the elected member believes
that some of the documentation required for capture into the IMS is of a highly
sensitive or confidential naiure, the Elected Member should advise the local
govermnment to treat the information as confideniial and restrict access o those

records.

For further information, contact your local government administration or the
State Records Office on (08) 9427 3661 or via email at sro@sro.wa.gov.au

State Records Office of Western Australia W STO_WaLQOV.au
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Type: Office of the CEQ Council Members
Legislation: 1 Local Government Act 1995 (WA)

71 Local Government (AdministratioRegulations 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 thexal Government Act 1995 (Wakd 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
1 Towng means the Town of East Fremantle

1 Council Member Means a person elected under thecal Government Act 1995 (&) a
member of the council of the Town and includes the Mayor of the Town.

1 Retirementy ¢ KS 02y Of dzaAz2y 2F aSNBAOS F2tt2gAy3a
where the Council Member either does not seeketection or is not reslected.

{1 Gift: As defined under theocal Government Act 1995 (WAging 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 receivegidt where:

1 They have completed at least one full fexear term; and
9 ¢KSANJ RSLI NI dzZNE YSSia GKS RSTAYyAGAZY 27F

4.1.2 A Council Member who has been disqualified from office in accordance with s2.22 of the
Local Government Act 1995 (W)l 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 Anycouncitowned 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 wid

1 Confirm eligibility when a Council Member is due to retire.
9 Monitor the terms of service of individual Council Members.
1 Arrange the item of memorabilia and gift.

4.4 Presentationg
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 Inthe event of the death of @ouncil Membethe Town will work respectfully with the
family to ensure appropriate recognition is provided in beuncil MembeR & Y SY 2 NB @

4.5 Recordkeepingq The gift will be noted in council minutes andajdplicable, 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
Decisionmaking Authority: Council

Document Control
Versior Date Adoptec Review Dat«Minute Reference¢Notes

1.0 18/11/25 [insert] 111811 New policy



(3
@\\(.y‘ TOWN of
WY EAST FREMANTLE
A /4

M®H | alb w9{h] w/ 9/{

MPHPM2RS 2T / avBR4dOf F2NJ/ 2dzayOArft aSYoS
91 J 2eSSa

This Policy has been replaced with Policy 1.1.9 Code of Conduct for Council Members, Committee

Members and CandidatesA separatdnternal Code of Conduct for Employe&sContractors has
being developed
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Type: Office of the CEQHuman Resources
Legislation: Local Government Act 1995
Delegation: DA1Acting Chief Executive Officer
Other Related Document: Employment Contract

Objective

This policy isntended 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 sHellse with, and obtain the approval of the Mayor prior to the taking

2F ye F2N¥Y 2F €SIF@PS I OONHz2SR Ay | O0O2NRIyOS gAGK
¢tKS / KAST 9ESOdziABS hFFAOSNI aKltf LINROARS |y |
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, auithCouncil 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
SYLX 28YSyid Ay O2yedzyOiAizy gAGK GKS /9hQa | yydz €

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




k

3\,\\,‘,\". TOWN of

22W.7 EAST FREMANTLE
4 /4

MPHPhi-FF WwSONHZGYSY(l YR wSOGSYuAzy
Fype: Office-of the CE@HumanResoureces

This policy has been reclassified as an administration policy
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Type: Office of the CEQHuman Resources
Legislation: Local Government Act 1995

LocalGovernment (Administration) Regulations 1996
Delegation: DA74Authority to makeGratuity Paymentso Departing Staff
Other Related Document: Nil

Policy Statement

The Policy, which discretionary, allows the CEO and Council to make a paymergdognise 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 dfdbal Government Act
1995and Local Government Administration Regulations 199&cifically 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 Loc&overnmat.

Policy

Commitment
The Town of East Fremantle is committed to recognising long serving employees within the
parameters set by theocal Government Act 199%Hd the associated regulations.

Eligibility for Gratuity Payments
An employee may be entitled to a gratuity payment as outlined within this policy based on the
O2YLX SGSR &8SINE 2F aSNBWAOS o6KSy |y SyYLX28SSQa
for any of the reasons identified below:

1 Resignation (not as a result of any performance management or investigation being

conducted by the Local Government);

1 Retirement; or

1 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 utidepolicy



Council delegates, in the case of any payment up to the val$d ,60Q to the Chief Executive
Officer, following consultation with the Mayor. Any payment over the valuglgd0Q will require

the express approval of Council.

Prescribed Amounts for Gratuity Payments

bdzYo6 SN 2F | SI NEQ {

Amount of Gratuity

Continuous service 0 years and up to
years

A Statement of Service and a gift, or contribution towal
a gift, up to the value of $0

CEO discretion

5 to a maximum of 10 Years Continud
Service

$100 per year for every completed year over 5 year:
continuous service up to a maximum of $500

10 to a maximum of 20 Years Continuc
Service

$100 per year for every year over 10 years of continu
service up to a maximum of $1,000

Items are to be presented to the employee by the Ma
or nominated representative, at a function to K
determined by the Chief Executive Officer.

Council discretion

20 Years Continuous Service and above

$150 per yeaof continuous service up to a maximum
$5,000

A report is to be presented to Council for approval prig
payment.

Items are to be presented to the employee by the Ma
or nominated representative, at a function to
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

2F GKS SyLX2@&SSo

TheTown of East Fremanticknowledges 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 Fremarities considered these provisions when setting the prescribed

t F NOAOdZ NI FGGSYyGAz2yY SAf T
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amount of any gratuity payment in this policy.

Determining Service

For the purpose of this policy, continuous service shall be deemed to include:

0S5

1 any period of absence from duty on annual leave, long service leave, paid compassionate leave,
accrued paid personal leave and public holidays;



1 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

1 any period of absence that has been supported bypproved workers compensation claim up
to a maximum absence of 12 months.

For the purpose of this policy, continuous service shall not include:

1 any period of unauthorised absence from duty unldssvn of East Fremantldetermines
otherwise;

any period of unpaid leave unless thewn of East Fremantl#etermines otherwise; or

any period of absence from duty on parental leave unless the Town of East Frededettaines
otherwise.

Financial Liability for Taxation

The employee accepts full responsibility for any taxation payable on a gratuity payment, and agrees to
fully indemnify theTown of East Fremantia relation to any claims or liabilities for taxation in relation

to the gratuity payment.

Payments in addition to this Policy

TheTown of East Fremantlagrees 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 antioive of East
Fremantlehas caused local public notification to be given in relation to the variation.

Financial Implications
1 TheTownacknowledges 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.

1  TheTownwill 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 policyconstitutes 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
¢tKAA LRtAOE YIeé& 0SS OFryOStftSR 2NJ OFNASR FTNRBY (A
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 AmendefReviewed 17/9/19

Former Policy ND 4.2.8
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Type: Office of the CEQHuman Resources
Legislation:

Delegation: N/A

Other Related Document:

Objective

¢tKS ¢26y 2F 9Fald CNBYIYy(dfS 6¢KS ¢26y0 Aa O2YYA
development in order to maintain knowledgeable, efficient workforce as well as assisting with staff
retention.

CtKAA LRfAOE LINRPOPGARSA 3FJdARIYOS AY FTRYAYAAGSNAYy3
specifies what the Town will reimburse employees for expenses incurred as well as leave allocation
while undertaking approved courses of study, as part of tbaieer 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 (Aldfid Western Australian Local Government
Association (WALGA).

Permanent employees who have complete® months servicenay 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 reimbursememp to $2,500n any year for education through a recognised
provider (i.e. TAFE or University), upon payment receipt 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
t2oyQa O2yGNROdziAz2y &aKz2dZ R GKSeé SIH@S (KS ¢z
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
SYLX 28S8S gAff 06S NBIJIdZANBR G2 LIe& oFO]1 G4KS Syi
the employee for that unit of study.

(d LF ySOSaalNE (GKS ¢2¢6y ogAff RSRdzOG wmnmx: 2F GKS
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 Tt 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 parttime employees the time off will be on a prata basis.

1 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 changegtoastered day off in
order to accommodate study hours).

1 The five (5) hours per week shall include travel time to and from the place of study.
1 Reasonable time for examinations will be considered.
1 A study assistance application form must be completed and approved prior to time off for

study being commenced.

Variation to this Policy
¢CKAA LIRfAOCE YIe& 0S OFyOStftSR 2NJ gFNASR FNRY (A
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 AmendefReviewed 17/9/19
Former Policy No 4.2.10
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Type: Office of the CEQHumanResources
Legislation:
Delegation:
Other Related Document:

Objective
tKA&a LRftAOE A& AYGSYRSR (2 FTR@AAS adGrT¥ 27F [/ 2dzy

Policy Scope
This policy will aéct all staff.

Policy

There isto be ndJNR @ §S dzaS 2F GKS ¢26yQa SldALIYSYyid oe@
employees in lieu of unpaid overtime.

All Town equipment should be marked to clearly identify it as belonging to the Town.

Lye AGLINRGIGS 62N] a¢ & Kdszietdrds dschiveaD@kiRS Sficikl Courch G I A €
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
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Type: Office of the CEQHuman Resources
Legislation: Local Government Industry Award 2010
Delegation:

Other Related Document: PRO1.2.7 COUD Procedure

Objective

The objective of this Policy is to outline the terms and conditions associated with leave related to the
COVIBL9 pandemic. This policy covers provisions that are in addition to other leave provisions
prescribed by the National Employment Standards and.beal 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 alwafer to the primary documentation, e.gocal
Government Industry Award 2010.

Policy
COVIEL9 Leavéhas beenintroduced to provide an additional level of assistance for employees who
are affected by the COW® pandemic.

COVIEL9 Leave is naaccruable and is only available after paid personal leave has been exhausted.
The leave can only be accessed once in a 12 month period.
2 A0K NBaLISOG (2 62N] F2NDS Tt SEAOATAGASE | OFAfL O
the Town will adopt the following:
The Town will grant up to two weeks (10 working daysyrata of paid COVH9 Leave to permanent
and fixed termemployees who:
1. have exhausted all accrued personal/sick leave and who provide evidence that:
1 they have tested positive to COVID; or

9 they are required to selolate based on an Australian Government or Health Department
directive due to COWD®; or

1 they are required to be the primary care giver (establishing the type of care giver role to be
undertaken) for another person who has COYor is required to seifolate and is a
dependent of the employee;

9 cannot access school or other care agaments because of COMID.
1 have not accessed COMIB leave in the prior 12 months.

2. are required to self isolate based an Australian Government or Health Department directive,
whilst awaiting results of a COVID test. Should a positive test result be delivered, the employee
is to exhaust all personal/sick leave prior to accessing further CCMHave.

The abovewould not apply to casual employees.



The CEO has discretion to approve additional CQ9llave 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 COMI® Leave includes medical evidence and/or a Statutory
Declaration confirming the requirements for COM®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 CO\4di@
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
t26yQa .dzaAySaa /2ylAydaade tftly YR /2YY2ygSIiti
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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 thedinary rate (wage standard) for a period of up to
two (2)weeks, after which time a review will be undertaken in relation tqgoing payments.

General

1 COVIBEL9 Leave does not apply to casuals.

1 Employees who are siciexcluding COVHDO) can access existing personal or sick leave
entitlements.

1 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.

1 Employees found to not have adhered to sebilation or other requirements related to the

pandemic situation may be excluded from accessing CQ¥IDeave, 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 mayabeended or ceased by the Town at

any time.

=a =9



Responsible Directorate:

Office of the Chief Executive Officer

Reviewing Officer:

Chief Executive Officer

Decision making Authority: Council
Policy Adopted: 21/4/20
Policy AmendefReviewed 17/8/21

Attachment:
COVID 19 Leave Procedures
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This procedure outlines the process to be undertaken when applying for €®\IBave in line with

our policy.

Covimgp [ SF@PS Aa y20G I OONMHzZ 6fS FyR Aa 2yfe | @At
has been exhausted.

The Town may grant up to two weeks of paid CGMIeave to employees who provide evidence

that:
1 they have tested positive to COVID; or
1 they are required to selisolate based on an Australian Government or Health Department

directive due to COVHD9;

1 orthey are required to be the primary care giver (establishing the type of care giver role to be
undertaken) for another person who has COXMDor is required to seiolate and is a
dependent of the employee;

9 cannot access school or other care arrangements because of €1OVOD

9 as otherwise approved by the CEO based on extenuating circumstances.

COVIBEL9 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

cCovimgp [ SI @S Attt 0SS OFfOdzZ ISR 6F&dSR dzll2y (GKS SY
pay period in their substantive position, excluding any additional penalties, rates, allowances,
overtime, etc.

EVIDENCE TO SUPPORT CLAIM
Evidence to support a claim for COMI® Leave includes medical evidence and/or a Statutory
Declaration confirming the requirements for COMMDLeave 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 COMDEAVE
{dzoYAG Fy FLWIEAOFGAR2Y Ay S5STAYAGAD aStSOGAYy3I ar
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 tel@0OVID
even though the employee is not required to sislblate. They may apply for the applicable leave type
for this purpose (i.e. personal leave if unwell otherwasmual, 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 usingnatfon and expert guidance available

at the time).

Following an individual assessment of risk, the Town may decide to:
I accommodate the employee in a different workspace or work environment
1 accommodate working from home arrangements where possible;
1 allow the employee to access available Leave or COQ¥Ikave or take leave without pay.

The same evidence requirements for accessing CQ¥Iave apply.

GENERAL
COVIEL9 Leave does not apply to casuals.

There i§ no requiremgn} for COVID Leave to be reredited by an emgloyee and i} doesAnot afffzct A
Fy SYLX 2e8SS8SQa !yydzZf 2N [2y3 {SNBAOS [SI @S Syia

Employees found to not have adhered to dstilation or other requirements related to the pandemic
situation may be excluded from accessing C@\Deave, or be required to reimburse it to the Town
if confirmed it was not used for its intended purpose.
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Type: Office of the CEQHuman Resources
Legislation: Public Interest Disclosure Act 2003
Delegation:

Other Related Documeist Code ofConduct(Policy No 1.2.1)
Public Interest Disclosure Procedures

Objective

To encourage employees, elected members, contractors and consultants to report unlawful unethical,
2N) dzy RSaANI 0t S O2yRdzO0G o daaiaO2y Rdatitediby dipgrson KS &
2NJ LISNE2ya Ay ONBIFIOK 2F (KS ¢26y 2F 9l aili CNBYlLY
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matters of Misconduct.

To protectindividuals 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.

¢2 adldsS GKS ¢26y 2F 9Fald CNBYIydt SRublicDRY¥YAGYSY
Disclosure Act 2003he 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

¢CKS ¢2¢6y 2F 9Fald CNBYlIYyGftS 0a0KS ¢ 2 gBRuslidIntevest O2 YY)
Disclosure Act 2003t 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 ftithe, parttime or casual), contractors and consultants,
as well as members of the public, are able to raise conecegerding 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 PICx&tare provides such a mechanism,
and encourages theeporting of such conduct.

tKS ¢26y oAff SYRSIF@2dz2NJ 12 LINBOARS LINRGSOGA2Yy i
reprisal for the making of a public interest disclosure.

tKS ¢26yQa [/ 2RS 2F [/ 2yRdzO0 64aGKS / 2RSé0 NBIj dzA NB
standards of business and personal ethics in the conduct of their duties and responsibilities. As elected
members and employees and representatives of the Taveryone 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:
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Type: Office of the CEQHuman Resources
Legislation: Local Government Act 1995
Delegation: DAL Acting Chief Executive Officer
Other Related Documeist Policy 1.2.2 CEO Leave Approval

Objective

To ensure compliance withocal Government Act 1995 s5.38¢ 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 theocal Government Actquires 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 Appravadquires 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

lfthe/ KAST 9ESOdziA @GS hT¥TFAOSNDRA LRarAlGA2y 0S02YSa ol
by the Council.

Section 5.39C of theocal Government Act 199Bevents 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:
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Type: CEO

Legislation: Fringe Benefits Assessment Act 1986
Superannuation Industry (Supervision) Act 1993
Superannuation Guarantg@dministration) Act 1992

Delegation: Chief Executive Officer

Other Related Document:

Nil

Objective

The Town of East Fremantiecommitted to recruiting and retaining appropriately skilled and
qualifiedemployees to deliver the full range of services required of the lgocaérnment.

Employee benefits, including additional superannuation contributions, can assist in recruitment and

retention of staff.

Policy

The Town of East Fremanthéll co-contribute up to an additional 5%2 ¥ 'y SYLX 28S5SQa
wage to a complyingsuperannuation fund (in accordance with the Superannuation Industry

(SupervisionAct 1993)ofthe SY LI 28 SSQa OK2AOS &aK2dzZ R 'y SYLX 2@
their complying superannuation fund.

An employee can salary sacrifice between 1% and 5% of their salary which will be matched by a
Council cecontribution 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 chgrgecentage 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
CKAA LRfAOe

notified of any variation to this Policy by the normal correspondence method.
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Responsible Directorate:

CEO

Reviewing Officer:

Chief Executive Officer

Decision making Authority:

Council

Policy Adopted:

17/8/21

Policy Amended/Reviewed:
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Type: Office of the CEQ Communications & Community Engageme
Legislation:
Delegation:
Other Related Document: Code of Condud®olicy (1.2.1)
Workplace Behaviours

Objective

To provide protocols for using social media to undertake official business and guideliaegfoyees
in their personal use of social media.

C2NJ (KS LJzN1J2asS 2F (GKaa t2fade wSyLxz2es8s8aqQ RS
applicable Elected Members.

PolicyScope
The Social Media Policy outlines protocols for using social media to undertake official Town of East
Fremantle Business amtovides 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.

WSTSNBYOS aK2dzZ R ta2 0SS YE&®RSoGoadud.KS ¢2gy 2F 91

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.

CKAA AYyOfdzRSa LRadGAy3a (2 (GKS ¢26yQa 2FFAOALLE &2
a representative on a thirgarty site (eg news comment, online forum).

This policy also provides guidance to employees in their personal use of social media. Employees are
NEYAYRSR 2F UGKSANI NBaLR2yaAoAfAdGASa dzyRSNI G4KS ¢
policies, procedures and processes.



Official use of social media

The same higlstandards 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.

{ Gk
1
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endorse or makejudgements about specific individuals, groups, businesses, services or
agencies.

dA 3 0dzaia OANDdzvyaidl yOSa &adz2NNRdzyRAy3a (KS ¢24yQa
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 otine discussion involving specific individual circumstances or personal details.
If this occurs the employee should direct the person/s involved to an alternative medium (eg
emalil, 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:

1
1

tKS ¢26yQa 2FFAOALIE &a20AFft YSRAIF | 002dzyilika Yc
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.
YSSL)I NBO2NRa 2F |ff LlRada &2dz YIS Ay |y 2FFA
Procedures and Record Keeping Plan.



1 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 frgpersonal social media accounts.

Employees must ensure they:
f aNB YAYRTdzA GKFG GKSANI 0SKF@A2dzNJ G &€t GAYS:
outside work hours and when material is posted using an alias or pseudonym.

1 make clear that any views are expressed are their own and not those of the Town of East
Fremantle.

1 do not use a work email address to register personal social media accounts.

1 do not make comments that are obscene, defamatory, threatening, harassing, discriminatory or
hateful to orabout, work, colleagues or peers, Elected Members or the Town of East Fremantle.

1 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 individaalociated with the Town of
East Fremantle.

1 do not post comments or images that are or could be perceived to be:
a made on behalf of the Town of East Fremantle.

a 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).

a unreasonable criticism about an individual, community group, or other stakeholders.
a compromising public confidence in the Town.

1 remember the Internet is not anonymous andeeything written on the Web can be traced back
to its author one way or another.

1 do not return fire, f 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 employedgre 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 couaciployees 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 ocpss will be dealt with seriously and this

Y& AYLI OG0 2y GKS SYLX28SSQa SyYLX2eYSyid ¢A0K (K



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
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Type: Office of the C8- Communication & Community Engagemen|
Legislation: Local Government Act 199&ction 1.7
Local Government (Administration) Regulations 1R86ulation
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
ThisPolicy 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
GKS / KNRAGYlFa 5F& LdzofAO0 K2f ARF&® YR gAff NB2IL
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
AyOf dzZRS dzLJ G2 2yS RIF&@ LINA2NI G2 / KNRadYla 51 &

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 thieocal Government Act 1998nd Local Government
(Administration) Regulations 1996.K A & Yl & Ay Of dzZRS Ay F2NX I GA2Y 0.
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newspaper.

Clients of theCommonwealth Home Support Program will be directly advised of the dates of
closure of that service.

Responsibléirectorate: 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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Type: Corporate ServicesFinancial Management

Legislation: LGA 1995 s3.39 Power to remove and impound,

s3.47 Disposal of confiscated or uncollected goods, $3.58(2)
& (5) Disposing of property

Delegation: DA63Disposing of Property, Confiscated or Uncollected Goo
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 itseful life and no longer provides a productive capacity.

Confiscated
Disposal or sale of goods that have been:

9 ordered to be confiscated under Section 3.43
1 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. @ondigoverning 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:
i advertised for sale in the local area; or



9 sold by public auction; or
9 offered for sale by public tender.

All goods, plant and equipment with an estimated market value of $1,000 or less are to be:

I advertised for sale in the local area
9 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: ExecutiveManagerCorporate Services
Decision making Authority: Council

Policy Adopted: 15/9/15

Policy Amended/Reviewed: 17/9/19

Former Policy No. 4.2.1
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Type: Corporate ServicesFinancial Management

Legislation: Section 6.14 of théocal Government Act 1995

Part 111 Investments of th€rustees Act 1962

Regulation 19, 19C, 28 & 49 of thecal Government (Financia
Management) Regulations 1996

Australian Accounting Standards

Delegation: DAG6 Investment of Funds

Other Related Document:

Objectives
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consideration of risk and at theost 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;

1 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.

1  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.

1 The investment is expected to achieve a predetermined market average rate of return that takes
Ayia2 |002dzytd GKS [/ 2dzyOAfQa NAaal (2f SNIyOSo

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 tlossil fuel industrywhere:

a) G(KS AyoSaiySyid A& O2YLXALY(G 6AGK /2dzyOrtf Q&

guidelines, and

b) a price preferenceof 0.1% comparedo 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:

1 Green Term Deposits These term deposits mobilise capital towards assets, also known as

Green Eligible Assets, that facilitate and support the transition to a low carbon ecansua
as renewable energy products, green commercial buildings, green ngisiblsuildings, energy

efficiency (low carbon initiatives), clean transportation and sustainable water and wastewater

management and pollution prevention and control.
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1 Environmental, Social & Governance (ESG) Term Depésitals invested with this line of term
deposits will be allocated towards Sustainability Linked Loans (SLLs). SLLs incentivise the

AAAAA
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1 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
YIEYyEFEASYSyld 2F [/ 2dzyOAft Qa Ay@SadySyild LRNIF2fA20 ¢
interest to the CEO.

This investment policy prohibits any investment carried out for speculative purposes including:

1 Deposits with an institution that is not an authorised depdaking institution as defined in the
Banking Act 1958Commonwealth) Section 5;

1 The use of leveraging (borrowing to invest) of an investment;

1 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.
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Without approvals from Council, investments are limited to:

1 State/Commonwealth Government Bonds;
1 Interest Bearing Deposits;
1 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 spetivie 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 criedating 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 AL+(F1+) 100% 100%
AA AL(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, ratingcategories include + anglvariations.

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.

(i) Term to Maturity Framework
The investment portfolio is to be invested within the following maturity constraints:
100% Max 60% Min

40% Maxinvestment performance is benchmarked
against the cash rate.

Portfolio %<1 year

Portfolio % >1 year <3 years

(i)  Professional Advice
a) The Town may from time ttime 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 tosdthe
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 foksil fuelindustry 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.

¢tKS GlroftS 0St2¢ RSGFIAfA (62 NIGAy3I 3ASyOAaASaQ
includes a grade explanation for each credit rating, which can be substituted, if required, with similar
categories of rating from other recognised ratiraggencies.



The short term <365 days rating as defined by Standard & Poors (or Fitch) is:

Al+(F1+) Superior, extremely strong degree of safety for timely payment
Al (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 AmendefReviewed 17/9/19, 17/3/20, 15/3/22, 9/12/25
Former Policy Nb 4.2.3
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2.1.3 Purchasing

Type: CorporateServiceg, FinanciaManagement
Legislation: LocalGovernmentAct1995
LocalGovernmentFunctionsandGeneralRegulationd 996
Delegation: DA350rderingThresholds
Other RelatedDocument: Purchasindg’roceduredPR02.1.3
Policy

The Town of EastFremantle (the & ¢ 2 ¢ ig €éommitted to delivering best practice in the

purchasing of goodservicesand worksthat alignwith the principlesof transparency probity
andgoodgovernance and complies with thecal Government Act 199640 KS a! OG0 F yR t
of the Local Government (Functions and General) Regulations31996 G KS awS3dz | (A
Procurement processes and practicedwcompliedwith are definedwithin this Policyandthe

¢ 2 ¢ yr€saribedprocurementprocedures.

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 anodieve 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 busiedasonships 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 andtarBémt 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

A % 4 A x
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(2) Value for Money (VFM)
Achieving value for money reflects the best possible outcome by considering cost and non
cost factors in procurement decisions. Nowst factors are important in reducing risk and
determining whole of life outcomes that do not adversely impact the commyumit
environment.

These include safety and quality considerations, fit for purpose (specification), timeliness,
sustainability (social and environmeaqtircular supply), economic (local & regional) and
relevant service benchmarks. Where a higher cost conforming offecasmmended, there
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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 theacesed

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 leMehctivity.

All prequalified, 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 tchieved by the Town

with any renewal or extension of contract arrangements.

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 effectimmmpetition will depend on the prdetermined market
engagement strategy (public, selective, qopealified) 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 diversappliers, to ensure market opportunities are considered.

Purchasing/alueDefinition
Determiningpurchasingralueisto be basedon the followingconsiderations:

1.
2.

Exclusivef Goodsand ServiceF ax(GST);

The actual or expected value ofcantract 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 esonablyexpectedto be purchased. A best practicesuggestioris

that if a purchasinghreshold is reached within three years for a particular category of
goods, services or works, then the purchasiguirementunderthe relevantthreshold
(includingthe tenderthreshold)mustapply.

Must incorporate any variation to the scopeof the purchaseand be limited to a 10%
toleranceof the original purchasing value.

Purchasingrhresholds

The table belowprescribesthe purchasingprocessthat the Town must follow, basedon the
purchasevalue:



Purchasé&/alue

PurchasindrRequirement

Threshold
Upto $5,000 Purchase directly from a supplier using a Purchasing or Corpol
(exc GST) Credit Card issued by the Town, or obtain at least one (1) oral

written quotation from a suitable supplier, either from:

1 an existing panel of prgqualified suppliers administered by the
Town; or
1 apre-qualifiedsupplier on the WALGPRreferred Supply Program
(e-Quotes) or State Government Common Use Arrangemg
(CUA);
or
1 fromthe openmarket.

Over$5,001andupto
$20,000
(excGST)

Requestt leasttwo (2)written quotationsfrom suppliersfollowing a
brief outlining the specified requirement, either from:

1 an existing panel of prqualified suppliersadministeredby the
Town; or

1 apre-qualifiedsupplier on the WALGRreferred Supply Program
(e-Quotes) or State Government CUA; or

1 fromthe openmarket.

The purchasingdecisionis to be basedupon assessmenbf the
adzLJLX A SNDa NBalLkyasS Gz2vY

9 awritten brief outline of the specifiedrequirementfor the goods;
services or works required; and
9 valuefor moneycriteria, not necessarilghe lowestprice.

Over$20,00landupto
$50,000

Requestt leastthree (3) written quotationsfrom supplierdfollowing a
brief outlining the specified requirement, either from:

1 an existing panel of prgualified suppliersadministeredby the
Town; or

1 apre-qualifiedsupplier ornthe WALGAreferred Supply Program
or State Government CUA; or

1 fromthe openmarket.

The purchasingdecisionis to be basedupon assessmenbf the
adzLJLJ A SNR&a NBalLkRyasS aGz2v

9 awritten brief outline of the specifiedrequirementfor the goods;
services or works required; and
1 valuefor moneycriteria,not necessarilghe lowestprice.

The procurementdecisionis to be representedusing the Brief
Evaluation Report Template.




Over$50,00landupto
$250,000
(excGST)

Request at least three (3) written quotations from suppliers |
formal invitation under aRequest for Quotation, containing price
and detailed specification of goods and services required. 1
procurement decision is to be based on jhetermined evaluation
criteria that assesses all value for money considerations
accordance with the defiriin stated within this Policy.

Quotationswithin thisthresholdmaybe obtainedfrom:

1 anexistingpanelof pre-qualifiedsuppliersadministeredby the
Town; or

1 a pre-qualified supplier on the WALGAPreferred Supply
Program (eQuotes) or Stat&overnment CUA; or

1 fromthe openmarket.

Requests for quotation from a pgualified panel of suppliers
(whether administered by the Town through the WALGA preferri
supply program or State Government CUA) are not required to
invited using a Request for Quotation form, however at least thri
written quotes are still required to be obtained.

The purchasing decision is to be based upon assessment of
ddzLILX A SNRa NBaLRyasS aGz2v

T a detailed written specification for the goods, services or wor
required and

T pre-determined evaluation criteria that assesses all best al
sustainable value considerations.

The procurementecisionis to berepresented usinghe Evaluation
Report template.

Over$250,000
(exc GST)

Wherethe purchasingequirementis not suitableto be metthrough
a panel of prequalified suppliers, or any other tendexempt
arrangemeniaslisted undersection8 of this Policy,conducta public
Request fofTender process accordancewith the Regulationsthis
policyandthe ¢ 2 ¢ ye@darproceduresTheprocurementdecision
is to bebasedon pre-determinedevaluationcriteriathat assesseall
valuefor money considerations in accordance with the definitio
stated within this Policy.

¢KS LINDKI&AYyI RSOA&EAZ2ZY A& (2
to:

1 aspecificatiorof the goods servicesor works(for atender exempt
processncludingthe WALGAPreferredSupplierArrangement)pr
a detailed specification for the open tenderocess; and

1 pre-determined evaluation criteria that assesses all best al
sustainable value considerations.

The procurementecisionis to berepresented usinghe Evaluation
Report template.




Unless otherwise approved in writing by the Chigecutive Officer, the Town will maintain a
principal period of three (3) years for all initial procurement activities and contrabes. 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 bestiueafor money and efficiency in future
purchasing activity.

Theassessment ohggregatedexpenditure forthe samecategoryof supply capable of being
supplied by a single supplier will determine the Purchasing Value threshold applicable to future
purchasingactivity.

Waiverof 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
guotes agossible.

If it is not possibleto obtainthe requirednumberof quotationsthen:

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 Beloy@w00and
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:

1 Supplierisasoleproviderregisteredin the Townof EastFremantle
Supplierisan AboriginalBusiness

Supplieris DisabilityEnterprise

Deliveryof goodsor servicedstime 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. allotherrequirementsof this policyapplicableto that type or valueof purchaseapply.
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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 aytmeperiod.

1. Purchasingrom LegalServiceProviders

The Town of East Fremantle will utilise the WALGA preferred supplier contract for legal services.
The selectiomf the serviceproviderwill be undertakenby the ChiefExecutiveOfficeror relevant
Executive Managefunder delegatedauthority) basedon factorsincludingthe panelprovider
undertakingsimilar 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. Procurementof labour hire

The Town of East Fremantle will ensure due diligence is carried out when procuring labour hire
from recognisegbersonnelprovidersin the market,with suppliersto beregisteredwith WALGA.
TheTown willundertake to ensure the most qualified arsdiitable person is hired under an
arrangement with the labour hire provider. Whilst cost will be considered as part of the



evaluationof suppliersthe most importantcriteriawill be that the hired personisbestfit for the

Townand someonewho will carryout their duties and responsibilities-nA yS gA G K GKS ¢ 2
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supply category is exempt from the minimum quotation requirements.

3. Purchasingrom Uniform Providers

The Town of East Fremantle will utilise tWALGAPreferredPanel 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. Purchasingrom StationerySuppliers

The Town of East Fremantle will utilise either the WALGA preferred supplier contract or Social
Enterprises(Disabilityand Aboriginal Corporations)for stationery purchases. The Town will
endeavour teensurevaluefor moneyisrealised as well as peinasingsustainableffice supplies
wherepossible. This supply category is exempt from the minimum quotation requirements.

5. Purchasingf Accountingand StrategicFinancialServices

The Town of East Fremantle viABtilize the WALGA preferred supplier contract for Accounting
and Strategic Financial Services. The selection of the service provider will be undertaken by the
Chief Executiv®fficer or relevant Executive Managefunder delegatedauthority) basedon
factorsincluding thepanelproviderundertakingsimilarwork on behalfof the Town,specialist
expertiseas well as being basedn standard contract performance.This supply categoryis
exemptfrom the minimumquotation requirements.

6. SpecificOrganisational 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 requiredhis exception
recognises that such specialised knowledge and experience may lead to enhanced efficiency,
reduced risk, and cost and time savings. Bhisplycategoryis exemptfrom the minimum
guotation requirements.

7. Other Exemptions

The Town is also not required to undertakeampetitive procurement process for the following
where the total value of Procurement does not exceed $250,000 ex GST over-gehargeeriod:

(a) annual renewals for software maintenance, support and licensing fees,
(b) engagement of artists grerformers,

(c) memberships and subscriptions,

(d) provision of advertising services,

(e) provision of utility services,

(f) provision of software and support by a thipdirty provider from a software developer that
is known to the Town, that demonstrates value for money.



SustainabléProcurementand CorporateSocialResponsibility

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 endeavotw provideanadvantageo suppliersdemonstratinghat theyminimise
environmental and negative social impacts and embrace CSR. Sustainable and CSR
considerations must be balanced against value for money outcomes in accordance with the
¢t26yQa adadlAyroAtAle 202S00A0Sao

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

Procurementhat minimisesunnecessary resourg@nsumptionconsiderswvhole 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 monegssessment demonstrates benefit toward
FOKASGAY3a (KS ¢26yQa aiGNIGS3IAO YR 2LISNIF (A 2)

Qualitativeweightedselectioncriteriawill be usedin the evaluationof Requestgor Quote
and Tenders to provide advantages to suppliers which:

(&) demonstrate policies and practices that have been implemented by the business
as part of its operations;

(b) generatelesswaste material by reviewinghow supplies,materialsand
equipment are manufactured, purchased, packaged, delivered, used and disposed,;
and

(c) encouragewvasteprevention, recycling, market developmesntd useof
recycled/recyclable materials.

2. Social
Procurement from organisationssuch as Aboriginal controlled businessesand social
enterprises including Australian Disabilipterprises 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 thevaluation of quotes and tendets provideadvantages

to thesebusinesseyr businesseshat demonstratea high level of employment diversity.

3. LocalEconomywith boundariesof the Southwest Group)

The Town will provide supply opportunities focal organisations that can demonstrate
economic benefits, either through being a local business, the use of locabsitactors

or local employees. This will be dependent on the extent to which the local business can
demonstrate a contribution to theoktal economy but does not include any preferential,
treatment of pricing in the evaluation process.

Requestsfor Quotation and Tenderswill include a request for Suppliersto provide
information regarding their sustainable practices anddemonstrate that their product
or service offers enhanced sustainable benefits.



Example®f criteriaincludethe 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:

- Localemployment

- Useof localserviceproviders

- Useof localfood andbeverageproviders

- Sourcingpf materialsandconsumablesocally

2. Community Participation and Benefits provide commentary oninitiatives to
support Aboriginal business and indigenous community, local trade support,
Australian manufacturing, and community benefit (i.e. corporate philanthropy or
employment development programs fdtorporate SociaResponsibility such as
disability enterpriseor special needs).

Authorisationof Expenditure

Acceptance of tenders and quotations and the authorisation of expenditure is to comply with
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delegation or limit of authority.

All purchasesf goodsor services other thathose good®r services deemed an emergeray
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
sufficientfundshavé SSy LINP@PARSR FT2NJ AYy GKS ¢246yQa | yydz f

RecordManagement

Recordof all purchasing activitynust be retained in compliancewith the State RecordsAct
200002 ! 0T (GKS ¢2¢gyQa wSO2NRa&a YSSLIAyYy3 tfly FyR I
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Foreachprocurementactivity,suchdocumentanayinclude:

1 the Procurement initiation document such as a procurement business case which justifies
the need for a contract to bereated (where applicable);

1 procurement Planning and approval documentation which describes how the

procurement isto be undertaken to create and manage the contract;

requestfor Quotation/Tenderdocumentation;

copy of public advertisement inviting tenders, or the notice of private invitation

(whichever isapplicable);

copiesof quotes/tendersreceived;

=a =

evaluationdocumentationjncludingindividualevaluatorsnote andclarificationssought;
approvalof awarddocumentation;

all correspondencéo respondentaotifyingof the outcometo awarda contract;
contractManagementlansvhichdescribehow the contractwill be managedand
copiesof contract(s)with supplier(sformedfrom the procurementprocess.
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Responsibl®irectorate: CorporateServices
ReviewingOfficer: ChiefExecutiveOfficer
DecisiormakingAuthority: Council
PolicyAdopted: 16/8/16

PolicyAmended/Reviewed:

19/6/18, 17/9/19, 19/11/19, 10/12/19, 19/5/20, 15/9/20,
8/12/20,20/7/21, 18/3/25, 19/9/25

FormerPolicyNo:

4.2.4
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1. Councipurchaseordersareto besignedonly by Officersauthorised by Councilnamelythe:

1 ChiefExecutiveOfficer;(unlimited)

1 ExecutiveManager Corporate Services;Limit $50000(With exceptions for below
Liability Payments):

- Loan Repayments($200,000.00)

-  DFEESIPayments; As required based on ESL payment schedule

- Insurance Invoices($250,000.00)

- ATOPayments (PAYG, GST Payable, & FBT Pay¢ki6),000.00)

- Superannuation Liability Paymergss required to meet statutory requirements
- Payment of wages As required

ExecutiveManager RegulatoryServicest.imit $50,000
ExecutiveMlanagerTechnicaBervicest.imit$50,000
OperationsSupervisorl.imit$15,000

Supervisotnfrastructureand AssetsLimit$15,000

Finance Managet,imit$15,000

Manager People and Cultureimit$5,000
CoordinatorCorporateServicest.imit$5,000

Executive Assistant/Governance Coordinatamit$5,000

CoordinatorRegulatory Servicekimit$5,000

Coordinatorg OperationsLimit$5,000

Manager CHSEHSRFelated purchase®nly); Limit$5,000
Manager Community Engagement aBdmmunication$5,000
SeniorRangerLimit$2,000
PrincipaEnvironmentaHealthOfficer;Limit$1,500

or thoseOfficersactingin the positions

All of the above thresholds are GST exclusive.
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2. Authority limitationsapplyto anypurchasencludingsigningcontractsin accordancevith
Delegation DA8 and DA9;

3. Anofficial purchaseorder must be placedfor all goodsor serviceq(including02 y a dz G y i & Q
opinions,e.g.legal,engineeringtown 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 Ordethese are commitments made against a particular supplier for
goods or services that are regularly procured over a specified period, usually one financial
year.Thefull valueof the commitmentisrestrictedto the amount inthe approvedbudget,
allowing for aspreadover more than one supplier. Standing order numbevil 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 atitineed tobe re-established in the new
financial year.

5. Emergency Orde¢ emergency orders can only be processed outside the procurement




process when any of the following events are likely to occur:

9 Possible cause of injury or loss of life

9 Potential to result in destruction of property

f  Possible loss or disruptiontotite2 gy Qa a il { SK2f RSNAE 2NJ O2NB ¥d
1 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 theprocesses in this procedur&he 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 oginal
GKS 2NRSNJ 2 06S F2N¥IFNRSR (2 GKS &adzLlLX ASNJ SyR
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T 2 Nid€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 accounhumber(whichwill reflectthe Budgetestimatefor thosegoodsor services)
be quoted on the Council ordeilhis will ensure that:

8.1 expenditure is allocated to the correct Budget item (with the jabmber 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
andmonthly expenditurereportsto ensurethat there are sufficientfundsto coverthe cost
of the goods or services being ordered;

10. Rolesf Finance:

1 FinanceDfficerswill provideinitial trainingandsupportto AuthorisedPurchasingfficer;

1 Finance staff will review purchase orders on a periodic basis to ensure compliance
with the PurchasingPolicyincludingensuringthat all relevantquotesare attached.
An emailill be sentto the Purchaseseekinga validreasonwhy 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 ordetA report will be prepared yearly for presentation to the
Audit and Risk Committee.

f D22Ra NBOSALIW FY2dzyia e¢Aff o0S YIGOKSR G2
payment inline with their terms. Anyvariancegreaterthan 10%will be referred to
the Purchaser.

1 Purchase orders will be reviewed every three months to ensure obsolete aaders
expedited.

11. Wherepossible,The Town is taseenvironmentallyfriendly paperproductsincluding
recycledpaper;

12. Allpurchasesnustalsocomplywith Policy2.1.3¢ Purchasingpolicy.
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Type: Corporate ServicesFinancial 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 israaible 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
Charityhas the meaning given to it by tt&harities Act 2013 (Commonwealth)
Charitable purposhas the meaning given to it by tli&harities Act 2013 (Commonwealth).

Policy

Council is committed to adhering to thieocal Government Act 199nd 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 assistanc® the Townand/or broader community.

Land Use; 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 199&ist be for the exclusive use for charitable purposes as
defined in theCharities Act 2018nd these include:

@) the purpose of advancing health;

(b) the purpose of advancing education;

(© the purpose of advancing social or public welfare;
(d) the purpose of advancinggligion;

(e) the purpose of advancing culture;

() the purpose of promoting reconciliation, mutual respect and tolerance between groups of
individuals that are in Australia;

(9) the purpose of promoting or protecting human rights;

(h) the purpose of advancing the security or safety of Australia or the Australian public;
0] the purpose of preventing or relieving the suffering of animals;

()] 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 @arities 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 1886t be made in writing by completing an
Application for Rate Exemption form.

Review of Rates Exemption.
In accordance with this policit is a requirement for organisations who have been approved for rates
exemption to reapply for a rate exempti@very two years.

Applications should be submitted in May of the year the approval ends to ensure continuation can
occur upon approvalCorrect 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 PolicyNo: 4.2.9
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Type: Corporate ServicesFinancial Management

Legislation: Local Government Act 1995

Delegation: DA51 Donations to Community Groups and Individuals

Other Related Document: Community Grants & Sponsorshiplicy 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 yedrhe criteria for allocating to requests will be on the following basis:

(@) Charitable and Communitdenefit Organisations
Public Appeals from organisations that provide a service to persons resident in the community of

East Fremantle Limit $200

(b) Youth* Sponsorship
i. Applications from individuals who are representing the StateAustraliaat 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 whevpusly 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
[ 2NR al @2NRa ! LIWISHf &adzOK Fa Cft22RaX CANBI [/ &«
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, 20/11/201817/9/19, 19/5/20
Former Policy No: 4211
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Type: Corporate ServicesFinancial Management

Legislation: Local Government Act 1995

Local Government (Administration) Regulations 1996
Local Government (Functions a@General) Regulations 1996

Delegation:
Other Related Document: Purchasing Policy 2.1.3

Corporate Purchasing Card Polx$.8

General Conditions of Contract for the Supply of Goods &
Services under a Purchase Order PRO2.1.6

Policy Statement

This Policy, which imandatory, 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 dfdbal Government Act 1995

andLocal Government (Financial Management) Regulations, kK& ifically:
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1 regulation 11, which specifies that procedures are to be made for the correct authorisation and
payment of accounts, and

1 regulation 13, which specifies that a list of payments made is required to be presented at ordinary
council meetings.

Local Government (Functions and General) Regulafie@§ are also complied with in relation to
FRKSNAY3 (2 GKS ¢2¢6y 2F qReduiatoCINBY Il yif SQa LIzNOKI 3

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
CNBYFIyiafSQa G4SN¥Ya 2F (GNI RSo

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 theipdating of an existing creditor
.SF2NB | ONBRAG2NI A& LI AR ff adr¥TF YSYOSNR f Al
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Officer sothat 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 NBlj dzA NSR (2 | ONBR;
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 Qatpaand Community Service.
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All creditors will also receive @eneral Conditions of Contract for the Supply of Goods and Services
Under a Purchase Orddocument. 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 invoiceasrectly 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:

f GKIFIG GKS NBOSALIW 2F GKS 3I22Ra |yR &aSNBAOSA Aa
purchase order/contract, and

9 that any variations to works or price has been minor in nature.
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member responsible for authorising the payment signs the invoice to ensure the following:

9 that the quantity and price per itemmatch the quotation

1 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

9 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:

9 the invoice is addressed to The Town of East Fremantle

f G§KS ONXBRA {theNXnine dndRidbigingss address
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9 the date the invoice was issued

9 a description of the goods and services, including the quantity (if applicable) and the price, and
1 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$tatement by
a Supplieform is completed and provided with the invoice.

Payment of Accounts Payable Invoices
Once the invoice has been duly certified and authoriskd, Einance Officer enters the invoice into
the finance system and matches the invoice to the authorised purchase order recorded against the
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No. 4.2.4

For invoices that do not have a purchase ordeZreditor Processing Foiarequired 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 @readitor Processing Fortmwever,
the payment of these expenditures is monitored against budget.
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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 Servicesit $50,000
Operations Supervisor; Limit $15,000

Supervisor Infrastructure and Assets $15,000

Manager Finance, Limit $15,000

Manager People and Culturkimit $5,000

Manager Corporate Services; Limit $5,000
EAGovernance Coordinatotimit 5,000
CoordinatorRegulatory Service&imit $5000

Coordinator Operations; Limit $5.000

Coordinator CHSP (CH®Rited purchases only); Limit $&0
Marketing & Communications Officer; Limit $5.000
Senior Ranger; Limit $2,000

CommunityEngagement Officer; Limit $5,000

Principal Environmental Health Officer; Limit $1,500

or those Officers acting in the positions from time to time.
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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 Pailisting, and arAuthorisation Fornthat 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 prprinted on Council stationery, preumbered 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 Offegsiches 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 maintainsCxeditors Non Compliance and Improvements Registéis register
monitors issues of nonompliance between the approval of purchase orders and the approval of
invoices for payment. The following supplier payment issues are monitored:

1 invoices that vary greater that 10% above the purchase order amount
1 purchase orders that are dated after the invoice date

1 purchase orders that do not follow the correct quote procedure in accordance with the Purchasing
Policy

1 the justification for a sole supplier arrangement
purchase orders have a request for tender or a request for quote number state when applicable

1 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) intoetteeCreditor Payments Register

The maintenance of these registers detail any-ompliance, measures the number of invoices that
are noncompliant 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
Thepolicyconstitutes a lawful instruction to staff members involved in administering accounts payable
transactions. Anpreaches of the policy may lead to disciplinary action.

Variation to this Policy
¢CKAE LREAOCE YI& 06S @OFENASR FTNRY (AYS (G2 GAYSo !¢
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
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GENERAL CONDITIONS OF CONTRACT FOR THE SURBODSOAND SERVICES UNDER A
PURCHASE ORDPRO2.1.6)

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
0KS SEGSYd LISN¥YAGGSR o0& [léx y2 20KSNI GSNY
own terms and conditions even where they have been provided to the Principajroed
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 Hsparate 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:

(@ 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:

(@) arepresentative 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
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inspect, examine, review and witness tests of the Goods or Services, or the panfaem
of the Goods or Services and to carry out site inspections at the Contractor's premises.

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 Riskinthe Goods will pass to the Principal on acceptance of the Goods in accordance with
clause 3.3.

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 doacand the Contract

Price will be adjusted by an amount agreed in writing by the parties.

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 clalis®o additional amounts will be payable by the Principal.

6.3 Subject to clausé.4,0n 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 ralteady been included in a previous Invoice issued to
the Principal.

6.5 An Invoice must include:
(@ the Purchase Order number;

(b) adescription of the Goods delivered, including the quantity of Goods and the Date
of Delivery; or

(c) adescription of the Services performed;
(d) the amount being claimed for the Goods and the Services;
(e) the amount of any applicable GST,;

(H 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 complia
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 acconigt o

6.9 The Contractor agrees that the Principal may:

(@) 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.

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 tahe 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.

QUALITY OF GOODS AND SERVICES
8.1 The Contractor must ensure that:

(@) 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 dmonstrated or the services that achieved that result (as the case may
be); and

(d) any Goods are new and of merchantable quality.

82 ¢KS /2y(iNIOG2NI g NN yGa OGKFG GKS /2y GNIF OG2N
have all the necessary skills, training and qualifications to carry out the Services in
accordance with the Contract.
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warranties that may be applicable to the Goods (and the Contractor must, at its cost,
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DEFECTS

9.1 At any time prior to the expiry of the Defects Liability Period, the Contractor must, at its
524t FyR G GKS tNAYOALIfQa RANBOGAZYS

caused by the negligence of the Principal.

9.2 Nothing in this claus8 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 maywithout 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.

CONFIDENTIAL INFORMATION

The Contractor must not use any Confidential Information or disclose any Confidential

LINE

LYF2NXIGA2Y 2GKSNJ GKIFIy G2 Ftyeé 2F GKS /2y idNF O
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by Law.
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 rexclusive, perpetual, royalfyee,
irrevocable, transferable, sulicenseable licence (with the right to grant slikenses on

the same terms) to use the Contractor IP to the extent necessary to use the @odds

the Services.

INSURANCE

12.1 Where the Contract is for Goods, the Contractor must effect and maintain with a
reputable insuregoods insuranceovering 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:

(@) public and products liability insurancevering liability for damage to property and
the death of or injury to any person (othéhan 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;

G2
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(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 insuranceovering 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 AyadzNIF yOS O2@SNAyYy3I GKS /2yiNIOG2NRa 246y
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

(H  where the Contractor is providing professional servigasfessional indemnity
insuranceof 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
F2N) Fye LINRPTFSaarazylf aSNIBAOSa LINRPJARSR
Personnelunderthé 2 Yy G NI Ol @ 2 KSNB GKAA& AyadzaNI yoS
basis, the policy must be maintained for a period of at least 7 years after the
Completion Date or theaglier termination of the Contract.

2

/

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).

124 { dz6 2S00 G2 OfldaS wmtodn>E AF GKS /2y iNF Oi2N
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
ddzo O2y GNF OG2N) O2YYSyOSa Fye 2F GKS [/ 2y (NI Ol

INDEMNITY AND LIMITS OF LIABILITY

131 ¢ KS /2y 0N OU2NJ AYRSYYAFASAE GUKS t NAYOALNE
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, anpgitb act
2N 2YA&aaA2y 2F (GKS /2yGNIOG2NI 2N Fye 2F G(GKE
reduced to the extent that the claim or loss is caused by the negligence of the Principal
2NJ 0KS t NAYOALJ)fQa LISNE2YYy St o

13.2 Neither party is liable to the other for Consequential Loss.

TERMINATION
14.1 The Principal may terminate the Contract by notice to the Contractor:
@ +ad ye GAYS YR AY A& 0az2tdziS RAAONBIGA
(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 mgsomptly return to the Principal any
2T GKS tNAYOALItQa /2YyFARSYGALIT LYF2NXIGA2
owns or in which the Principal has an interest.
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14.3 If the Contract is terminated under clause 14.1(a):

(@) the Principal must pay the Contractor that part of the Contract Price for any
/| 2YGNI OG2NR&a hofA3IFGA2ya LISNF2NX¥SR LINA 2|
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.

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 bygail post, faxed or emailed to the
other party at the address, fax number or email address set outarPurchase Order.

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 accordaitice
this clausel6.

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 clausé6.2,then either party may issue coyptoceedings.

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 nerexclusive 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
O2yasSyi Y dza y 2 0S dzyNBl azyl of & 6A0KKSEtR
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 neexclusive 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.
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17.7 Any provision of th&€ontract 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 @& 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.

DEFINITIONS
Completion Datemeans the date on which performance of the Services is completed.

Conditions of Contracineans these general conditions of contract for the supply of goods and
services under a purchase order.

Confidential Informationmeans the Contract and information (regardless of its form) which is
RA&aOft2aSR RANBOGEE 2NIAYRANBOGfe o0& GKS t NAyO.
Aa GNBIFGSR 2NJ RSaA3aylIGSR a O2y TARSefdbdnélt = 2 NJ
ought to know is confidential, but does not include information which is or becomes public
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Consequential Loswieans 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.

Contractmeans the Conditions of Contract and the relevant Purchase Order.

Contract Pricemeans the price for the Goods or Services (exclusive of GST) set out in the
Purchase Order.

Contractormeans the contractor specified in the Purchase Order.

Contractor IPmeans any Intellectual Property of the Contractor (or Intellectual Property
licensed to the Contractor by a third party) which:

(@) 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.

[ 2y GNF OG2NIYSHhy@af *AKGRFYEAKS /2y INF OG2NRA 20t A3
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and their respective employees and agents.

Date of Deliverymeans the date on which the Goods are delivered to the Delivery Point.

Daymeans 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 Periogneans a period of 12 months commencing:
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(&) inrespect of the Goods, on the Dateldlivery; and
(b) inrespect of the Services, on the Completion Date,
and, where relevant, any additional period of time specified in accordance with clause 9.4.

Delivery Pointmeans the place set out in the Purchase Order for delivery of the Goods or
otherwise notified by the Principal in writing.

Goodsmeans any goods, materials, supplies, equipment or other items set out in the Purchase
Order.

GSTmeans goods and services tax or similar value added tax levied or imposed in Australia
pursuant toA New Tax System (Goods and Services Tax) Actdi®99

Insolvency Eventmeans 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,
bankmuptcy, winding up or any event analogous to these events.

Intellectual Propertymeans 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 raticet of any of
these rights.

Invoicemeans 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.

Lawmeans any law in force in Australia, whether common law, equity or any law under any
statute, subordinate legislation, ordinance or code.

Principalmeans the party ordering or receiving the Goods or Services in accordance with the
Contract, being that party specified in the Purchase Order.

Principal IPmeans 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 Orde¥ S| ya GKS t NAYOALN} f Q& LIzZNOKIF &S 2NRSNJ F:

Servicesmeans any services set out in the Purchase Order, including the delivery of any
goods and performance of services ancillary to the Services.

Taxmeans 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 amgtbrson and includes

any interest, penalties, charges, fees, fines or other amounts imposed in respect of any of the
above, but does not include GST.

INTERPRETATION

In the Contract:

(@) areferencetaD22R& 2NJ { SNBAOSa¢ Aa (2
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(b) the singular includes the plural and the plural includes the singular;

(@]
(p))
Z
&
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(c) areference 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 oereactments of any of them;

e) GKS g2NRa WAyOfdzZRSQ:X WAyOfdzZRSaQ | yR WAyOf dz
what else might be included; and

()  Part 1F of the Civiliability Act 200ZWA) does not apply to the Contract
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Type: Corporate ServicesFinancial Management
Legislation: Refer toReferences

Delegation: DA76 Write Off Debt

Other Related Document:

Objective
Thepurposeof this policyisto outlinethe Townof EastFremantleprocesdor efficientandeffective
management of outstandinBates and Sundiyebtor Accounts

Policy Scope

The Town of East Fremantle will exercise its debt recovery powers, as outlined in Part Gadahe
Government Act 1995n order to reduce the overall debt burden on ratepayers. It will be guided by
the principles of:

w ensuring that debtollection procedures are carried out in a fair and equitadaner;
w making the processes used to recover outstanding debt clear, simple to administer and cost
effective;

w transparencyby making clear the obligationsof its ratepayersand sundry debtors to the
processes used by Council in ensuring that they meet their finaotaightions;

equity by having regard to providing the same treatment for ratepayers and sundry debtors with
similarcircumstances;

flexibility by responding where necessary to changes in the émmalomy;

€

ensuring the Town of East Fremantle is compliant with all regulatgigations;

promoting effective governance and definition of roles aesponsibilities;

€ € € €

upholding recognition from the public and industry for thewn of East Fremantle practices that
withstandprobity.

Definitions

Debtoranindividual,organisatioror other party that transactswith the Townwheregoodsor services
are provided, use of facilities are made available, fines and license fedsvaed and any other
transaction that results in an expected future payment to Troavn.

GeneralProcedureClaimoé Dt meéagsthe claimlodgedwith the MagistratesCourtwherethe value
of the claim or the relief claimed does not excetb,000.

Property Seizure and Sale Order (PSB@) court order that authorises a baliliff to seize and sell as
YdzOK 2F GKS 2dzZR3IYSyld RSO00G2NNa NBFfE 2N LISNE2Y !
wholly or partially.

Financial Hardship person in asituation of vulnerability may have low income or, as a result of their
circumstances, be experiencing a financial shock, leading to difficulties in payingyrdivesdue date.
CKA& OFly GF1S GKS F2N¥Y 2F WLI &YSyld RAFFAOdMZ GASaAC




Policy

1. Recovery of Sundry Debt@kccounts
The recovery of outstanding sundry debtors will be collected in a fair and timely manner. Sundry
debts are due for paymen®l 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,
providing21 day paymenterms.

(b) A statement(or form of reminder)will be issuedas soon as practicable after the invoice
becomes due and payablesquesting payment within 1days.

(c) Atthe end of 14 daysommunicationwill be issued advising that legal action may be taken
without further warning should the debt remain outstanding beyordhys.

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 actiorg debts will be assessed to ascertain the ability to recover. If the cost of legal action
exceeds the amount of the debt, thmount may be considered for write off, subject to Council
delegation, once all notegal recovery actions have been exhausted.

2. Recovery of Rate and Servi€harges
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.¢twal Government Act 1995.

Amounts that remain outstanding past the prescribed due datey have interest applied up

to a maximum interest ratas legislated and imposeathnually 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 electe pay by an instalment option.

Accounts unpaid by the due date shown on the Rate Notice

Where accounts remain outstanding after the prescribed due datReminderNotice shall be
issued requesting full payment within fourteen (14) déss 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 witkeligible persons registered to receive a pensioner or senior rebate undétates

and Charges (Rebates and Deferments) Act 1@82hot 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 Fibsmand

Where amounts remain outstanding after the expiry date shown on the Eireatand and no
communication has been entered inteecovery action will commence

1 O02dzyia oAttt 0SS aSyid G2 GKS ¢2gyQa RSold O2ff
(Agency Letterhead) with a due date of fourteen (14) days. The demand is to be issued by malil

and email (if an emadxists).




Those accounts with existing action carried over from the previous year will receive a demand
FNRBY G(GKS ¢2gyQa az2ft AOAG2NRO®

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 Se6t@h of the Local Government

Act 1995equiring the lessee or tenant to pay to the Town the rent due that they wotlldrwise
payunderthe lease/tenancyagreementasit becomesdue, until the amountin arrears has been

paid.

Options to recover rates debt where ratesmain unpaid

Underthe guidanceof the Townsdebt collectionserviceprovider,legalactionmaybe undertaken

to recoveroutstandingratesand chargesThisactionmayincludeGeneralProcedureClaimsand

Property Seizure and Sale Orders (Goods). Any costs incurred in undertaking legal action in a Court
of competent jurisdiction are recoverable from ratepayers undection 6.56 of the Local
Government Act995

Options to recover rates debt where rates are in arrears for in excess of three (3) years.

(i) Lodging a Caveat on the Title fand
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 oection 6.64 (3) of the Local Government Act 1988 approval of
Council is required before this course of action is undertaken.

(i) Sale ofProperty
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 ofSection 6.64 of the Local Government Act 198% approval of Council is
required to be obtained before thisourse of action is undertaken.

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 ARBite off Debt,
excluding latgpayment interest and Service Charges applicable to the Emergency Services Levy

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:

1 Recent unemployment or undeamployment.

9 Sickness or recovery from sickness.

9 Low income or loss of income.

1 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 consaflarircumstances, applying

the principles of fairness, integrity and confidentiality whilst complying with all statutory
responsibilities.

Where a ratepayer meets the Financial Hardship Critpagment 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.




Payment Arrangements

Payment arrangements are facilitated in accordance Bigction 6.49 of The Local Government

Act 1995and will be offered to rate payers in circumstances evident of financial hardship. A
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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 ratafefgeits on more than
two repayments, the payment arrangement will become void badubject to the Tow® debt
recovery procedures outlined in this policy .

ManagementReporting

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 amdy®ars, 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 &uid days.
Managementare requiredto maintaina statusreport of recoveryactionagainstall sundrydebts

in arrears of more than 9@ays.

Roles andResponsibilities

1 The Chief Executive Officer shall be responsible for the application of delegations of authority
in regards to the>olicy.

1 The Executive Manager Corporate Services shall be responsible for referring matters to Council
in regards tahis Policy and the collection of outstandidgbts.

1 TheManagerAdministrationand Financeshallbe responsiblégor the reviewandmonitoring of
the operations of thdPolicy(or delegate to the Revenue Officer functions of operation of the
Policy)

1 TheCorporateServiceleamshallbe responsibldor the dayto dayoperationsof the Policy.

Legislation

w LocalGovernmentAct1995:Part6, Division4, Clause.13- Intereston moneyowingto local
governments

w Local Government Act 1995: Part8yision 6, Clause 6.430ptions for payment of rates and
servicecharges

w Local Government Act 1995: Part 6, Division 6, Clause-@&6drual of interest on overdue
rates or serviceharges

w Local Government Act 1995: Part 6, Division 6, Clause -6/étes or service charges
recoverable ircourt

w Local Government Act 1995: Part 6, Division 6, Clause- 66l government may require




lessee to payent
w LocalGovernmentAct1995:Part6, Divisionb, Clauses.64- Actionsto be taken
w LocalGovernment (Financial Management) Regulatib®36

w Rates and Charges (Rebates and Deferments)9%&

Responsible Directorate Corporate Services

Reviewing Officer Executive Manager Corporate Services
Decision Making Authority | Council

PolicyAdopted 18/9/18

Policy Amended/Review: 19/2/19, 17/9/19, 21/04/2Q 19/7/22
Former Policy No: 4.4.2
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Type: Corporate ServicesFinancial Management

Legislation: Local Government Act 1995

Local GovernmentAdministration) Regulations 1996

Local Government (Functions and General) Regulations 199

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 imandatory, 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
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Act 1995andLocal Government (Financial Management) Regulations, g@gifically:
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9 regulation 11, which specifies that procedures are to be made for the correct authorisation and
payment of accounts, and

1 regulation 13, which specifies that a list of payments made is required to be presented at ordinary
council meetings.

Local Government (Functions and General) Regulafi®@8 are also complied with in relation to
FRKSNAY3 (2 GKS ¢26y 27F qReguintioCINAY Il yif SQa t dzNOKI 3

A purchase order is not required when a corporate credit card is used. However, to adherd.tzéhe
Government AcandRegulationsa Request to Use Town Credit Cimain must be completed by staff
members who are not cardholders.

l'a GKS OF NRK2f RSNAQ AYRAGARdMzZrf ONBRAG OF NR f AYACL
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 provisionof a CorporateCredit Cardis a facility offered by Counciio Managementoccupying
certain positions which must be authorisegthe CEOIn the instance of a corporate card for titEO
authorisation iseither by the Mayor or Executive Manager Corporate Services.




Guidelines for credit card usage

1 The card must besed for Council business expenditure only. fifwathly limit assigned to each
cardholder varies from $500 to $15,000, tbardholder must ensure there are sufficient funds in
the budget prior to usage.

1 The card must not be used for personal use.

1 The card must not be used for the withdrawal of cash through any facility, whether it is a Bank,
ATM or EFTPOS facility.

f ¢KS OFNR Ydzaild y2i 06S dz&ASR o6& 2FFAOSNEQ 20G§KSNJ 0
prior approval on the Credit Card Request form.

1 The card must not be used for fuel purchases in instances where the cardholder has a Fuel Card
facility available.

1 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.

1 The card must be returned to tHenanceManager, 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.

1 Cards must not be used to obtain personal rewards such as frequent flyer points or any other
rewards, including flight point awards.

1 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.

9 If direct debits are to bautilised the direct debit will be recorded in the Direct Debit Register
Maintained by the Finance Manager and approved by the Executive Manager Corporate Services.

1  The card should only be used in limited circumstances wiguppliemwill not accept payment via
EFT or cheque, otherwise a purchase order must be raised aBlifiierpaid in accordance with
the Towns Supplier Payments Policy.

1 The card is permitted to be used when payment is expected COD.
f b2 aqiALAE aKFftf 0SS LIAR dzaAy3a I [/ 2NLRNIGS /N
9 Purchases through the internet should be restricted to trusted, secure sites.

&
Pl

Where an inappropriate expense occurs

Whereaninappropriateexpenditureoccurs the valueof the expenditureshallbe recoveredfrom the
cardholder. Shouldthere be anaccidentakontravention the FinanceManageris to be notified and
the Councireimbursed immediately.

Formalacknowledgement of procedureonditions

Staffissuedwith CorporateCreditCardsare in a position oftrust regardingthe useof publicfunds.
Improper use of that trust may render the cardholderliable to disciplinaryaction, legal action, or
criminalprosecution.

AllCorporate Credit Cardholdease toacknowledgeeceiptof their corporate credit card by signing a
Corporate Credi€ard Acknowledgment and Conditions of fdsm (attachmentA).

All Corporate Credit Cards issued will be recorded on the Credit Cardholders Personnel file. (Human
Resources)

Cardholderresponsibilities
Cardholdersarerequired toabidebythe ¢ 2 ¢ yht@raal procedures




Wherecardholdersfail to fulfilthe ¢ 2 gy Q& A y S NJy/rkequirerhdNtRtite £ RQizhiBaicel2 NJ
the card and revokepurchasing delegations.

Procedurefor lost, stolen or damagedcards
Cardholdersare personally responsiblend accountablefor the safe custody of the issued card.
Cardholdersnust:

1 Always keep the Corporate Credit Card with thefhiswill ensure thecardis always securto
safeguardagainst theftor loss.

1 reportthe lossor theft of a card tothe supplyingbankimmediatelyin accordanceviththe 6 I Y1 Qa
termsand conditionsand notifythe FinanceManager;

1 notdiscloseor carrywith the card anyPINthat hasbeenissuedwith the card.

Proceduredor cessationof employment
Upon cessationf employmentwith the Town,the carcholdermustensurethat:

9 alloutstandingtransactionsare clearedand properly accounted for.
1 the card isreturnedto the FinanceManagerfor cancellation and destruction; and
1  sign off the returrof the Credit @rd fromHuman Resources.

Consequences of Breaching this Policy
The policyconstitutes a lawful instruction to staff members involved in administering corporate credit
card transactions. Anlyreaches of the policy may lead to disciplinary action.

Variation to this Policy
¢KAE LRfAOCE YIé& 06S OFENASR FTNRY GAYS (2 dAYSO®
variation to this policy by the normal correspondence method.

Responsible Directorate: Finance and Administration
Reviewing Officer: ExecutiveManager 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
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Type: Corporate ServicesFinancial 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. aconsistent approach to the review of parking infringement notices issued under Town of East
Fremantle Parking Local Law 2016; and,

2. aclear 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:

1 Were the elements of the offence met?

1 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 bsubmitted via:

(@) email toadmin@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 a8 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 infringemahbe withdrawn

Circumstances

Evidence required

Vehicle breakdown due to mechanical
fault.

i Statutory declaration outlining the nature of the
ONBI1R26y> sKeé (GKS @GSKAOf
the vehicle was moved; or

1 Receipts from a vehicle towing company; or

1 Receipts from a reputable@echanic.

Medical Emergency.

OSNIAFAOIGST 2NJ
1 Correspondence from St John Ambulance, a hospital,
medical surgery, doctor; or

1520302NDa

i Statutory declaration.

Infringement issued in error or to the
wrong person.

1 Evidence demonstrating the error such aadid ticket
(and appropriately displayed), or photograph, or correct
parked vehicle; or

1 Proof that the vehicle did not belong to the nominated
driver/owner at the time the infringement was issued;

9 Reqgistration papers; or

i Statutory declaration.

Town of East Fremantle ticket machine
pay by phone software (if available) or
equipment fault

Evidence demonstrating the Town of East Frematidhest
machine, pay by phone softwarer equipment was faulty;
e.g. photograph oscreenshat

Person is not the driver at the time of th
offence

Correctly filled out nomination form submittegithin 28
days of the infringemendate.

Directed by a Town Officer or Law
Enforcement Officer to park contrary to
signs and/ limitations

9 Statutory declaratioroutlining the nature of the
RANBOGAZ2YXY sKe (KS #8KAO

9 Evidence from the Law Enforcement Officer indicating
the nature of the direction.

Table 2. Circumstances under which an infringemet be withdrawn

Circumstances

Evidence required

A valid ticket was purchased

(Failure to display a valid parking ticket)

1 A copy of the valid ticket that relates to the parking
infringement noticeunder appeal, including correct
vehicle registration details; or

1 Extract from bank statemerdonfirming payment
details.

Compassionate grounds; including but
not limited to family bereavement,
genuine financial hardship and diagnos
mental illness

Evidence specific to the matter at hand, which may includ
but not be limited to, a Statutory declaration, Centrelink
documentation, Healtleare card, Doctors certificate, letter
from a hospital/surgery/doctar

The signage in the area was missing,
obscured or damaged to the point wher|
it could not be read

Photographic evidence of missing, obscuoedlamaged sign
at the time of theoffence




display a valid ACROD permit.

Infringement issued to a person parked| Proof of valid ACROD permit.
in a designated ACROD bay but did not

Table 3Circumstances under which an infringemeit not be withdrawn:

Circumstances

Exceeding a time limit

Forgot to purchase and display a valid parking ticket

Lack of available parking bays

Arrangingpayment 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.

A== == == (=2

Where a vehicle is parked in a dangerous or obstructive location that has the potential to cau
nuisance, injury or damage.

=

Where an unauthorised vehicle is parked in a designated ACROD parking bay.

Responsibléirectorate:

Corporate Services

Reviewing Officer:

Executive Manager Corporate Services

Decision making Authority:

Council

Policy Adopted: 19/06/18
Policy AmendetReviewed 16/10/18, 20/08/19 17/9/19
Former Policy No: 4.2.7




fk
%a TOWN
"wj% EAST FREMANTLE

HOMOMY FNRAYISYSYd 5860 albyl3IsSySyd

Type: Corporate ServicesFinancial Management

Legislation: Local Government Act 1995

Delegation:

Other Related Document: Parking Infringement Appeals Polizy.9
Objective

The objective of this policy is butline the process for collection of infringemerttse referralprocess
to the Fines Enforcement Registand the process to write off debt fampaidinfringements.

Policy Scope

This Policy applies to all infringements issued by the Town of East Fremantle under delegated State
D2@SNYYSyid tS3aratlridAzy IyR GKS ¢246yQa [20Ff [ g2
is carried out in the public interest and is transpardair, efficient and consistent.

Policy

Infringement Notice Process

Infringement notice is issue®8 days to pay.

Registration is submitted after 28 days to obtain ownership details to the Department of Transport
(obtaining ownership details).

Issuanceof a FinaDemand- 28 days to pay.

Appeals need to be lodgedslithin 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 Re(i&R)o recover the
outstanding infringement following the nepayment of a Findbemand

The Senior Ranger is to review and authorise those infringements being referred to FER.

Fines Enforcement Regist{{FER)
Amounts that remain outstanding past the prescribed due date ofRimal Demanalill be referred
to the Fines Enforcement Registasulting inadditional fees and charges.

The debt will remain active witthe Fines EnforcemeriRegistryfor a period ofeight (8) yearsuntil
paid or recommended for writeff by them (quarterly reportslafter which it wilbe 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
WLYGSNBGIGS wS3a2Q0




Infringements where ownership detail is unable to be obtained (unregistered vehicles or illegal plates,
SG4O0 INB (G2 KIFI@S | adGlddza NBTE SOGAYy3a W OGAzy 5857

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, tafringementmust not have been referred tthe Fines
EnforcementRegistry

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 thampayments ande paid in full within 90 days of
the date ofFinal Demand

Each payment arrangement requires the appramadccordance with the Delegation 1.3.9

Roles and Responsibilities
9 Ranger Services shall be responsible for the issuance of Infringement Notices

1 TheRevenueOfficer shall be responsible for tliecovery of the Infringements.

1 The Executive Manag€orporate Serviceshall be responsible for referring matters to Council in
regard to this Policy

1 The Manager Financhall be responsible for the review and monitoring of the operations of this
Policy.

1 The Corporate Service Teaand Technical Services Teahull be responsible for the dag-day
operations of ths 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
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Type: Corporate ServicesFinancial Management

Legislation:

Delegation:

Other Related Document: Community Assistance Grants & Sponsorship Funding Guidg
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 Hot-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:

Community Development
Sport and Recreation
Economic Development
Environment and Heritage
Culture and the Arts
Emergency Services

gegeegeeeg

Grant Categories
G/ 2YYdzy A e | & &fess id uydidgtonardsinffastiuéture and equipment. Examples
of this type of funding are uniforms or equipment.

a { LJ2 y a ZdiEks ko Auhding 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 irkind 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 housKadled 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 Townagt Eremantle must be included in the
application.

Only groups who can demonstrate that they are a-fastprofit community organisation will be
considered eligible for funding.

CommunityAssistanceGrantsOccasionalCommittee
The CommunitAssistance Grants Occasional Committéeconsist of the following membership;

1 Mayor (or his/her representative) &o Councillos
1 2 x staff members
1 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, beleoaed 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 Quittee.

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
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Type: Corporate ServicesFinancial Management
Legislation: LGA 1995
Delegation: N/A
Other Related Document: Parking and Parking Facilities Local Law
Leeuwin Carpark & Launching Ragiparking for Ratepayers
ProcedurePRQ@.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:
1 resident/owners of the Town who own a boat and trailer

1 reception staff in checking documentation for issue of a parking permit
T /2dzy OAf Qa wlkyaSNI { SNBAOSE AY FRYAYAAUGSNAY3I (KSE

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
0KS Y202N) 9SKAOE ST 062FG FYR GNFAEfSNI NS NBIA&GS!
motor vehicle, trailer and boat registrations must ppesented when making application.

Attachment:
Leeuwin Carpark & Launching Ragtarking 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
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LEEUWIN CARPARK & LAUNCHING RAMRKING FOR RATEPAYERS PROCEDURE (PR0O2.1.12)

Objective
To ensure permits for subsidised parking for East Fremantle ratepayers using the Leeuwin (No 1)
carpark andaunching 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
Y202NJ GSKAOESY o62Fd FYyR GNIAfSNIFNBE NBS3IAAGSNEB]
motor vehicle, trailer and boat registrations must be presehi&very year when making
application.

2. Provided I YAYI G§SR LISN¥YAG GKIG Aa NBldZANBR 2 0SS LJ
(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 BAugusieach 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.
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ReaviewingOfficer: Executive-Manager-Corporate-Services
— % horit 0
Bolicy Adopted 16/12/97
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Legislation: LGA1995

Delegation: NIA

Other Related Document:

This policy has been reclassified asa@ministration policy
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Type: Corporate Services
Legislation: Waste Avoidance and Resource Recovery Act 2007
Delegation: Council
Other Related Document: Waste Localdw 2017
Waste Plan 2020 (In development)

Objective
The objective of this policigi 2 LIN2 3A RS Of S| NJ IdzA Rl y Ofommudity § KS ¢ 2
andsporting aganisations ofvaste and recycling services and the associated fees and charges.

Policy Scope

Community and sportingrganisations within East Fremantle, will be eligible féulaconcession on
1 (one) general waste service, including one 240 litre lime glidded FOGO bin, one 240 litre red
lidded general waste bin and one 240 litre yellow lidded recycling bin.

This policy applies to:
9 all community organisations usind0L MGB for MSVih East Fremantle;
9 all sporting organisations usirdgOL MGB for MSVih East Fremantle.

Policy Statement
The Town of East Fremantle is required by law to provide a waste collection service to all residents

within the Towr® local government area. The Ta®&rapproach to waste collection services is a
demonstration of its commitment to:

1 reducing waste, maximising recycling and avoiding landfill;

1 engaging with the community through a rangeseknts, 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

w providing exemplary customer services to community members
9 improving and protecting public safety and health and
9 assisting organisations and businesses to operate efficiently and therefore successfully.

The objective ofhis Policy is to meet the goals of the State Waste Strategythe¢ 2 6y Qa [ 2 OF £ 2
Plan (h development).

The goal of the State Waste Strategy is to exceed the State current benchmark of 50% for waste
NEO2JSNE |yR GKS ¢2¢gyQa 3F21f Aa G2 | OKASPS I YAy

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,




Gouncil 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
FNES o6lara G2 RSY2yadNlGS (KS @didyyibeénsude dzattde NI 2 F
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 aidential and commercial premises, and in public
spaces.

Community and porting organisations within East Fremantle will be eligible for a concession on 1
(one) 240 litre lime greefidded FOGO bin, 1 (one) 240 litre Hédded 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.
21 a0S {SNBAOS / KINBSa IINB fSOASR la LISNI GKS ¢24g:
adopted by Council each year.

The Waste Service fee is an annual fee and calculated onceapadiasis from the date the bin is
delivered to the premises and wiificluded 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 amgbs 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:
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Type: Corporate Services
Legislation: Local Government Act 1995
Local Government Financial Management Regulations 1996
Delegation: DA14 Rates an8ervice Charges Agreements
Other Related Document: Strategic Community Plan 20-2030
Objective

The objective of this policy is to describe the criteria that determine which properties council may
consider eligible for a rates concession and howagplication 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

¢KS wlkiSa /2yO0Saarzy t2fAa0e akKkftft oS I LILXASR
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 Batibe and Charges
(Rebates and Deferments) Act 198als 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 legislataomd 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;
(2) Property Owners that are natural persons suffetiagdship

Forapropertyownerto be granteda concessiofy Councilthey mustnot only be aneligibleproperty
owner butCouncil must be satisfied that activities being conducted on the property or services being
deliveredfrom the property are consistentwith activitiesdescribedaseligiblefor a concession.

Ay



Eligible Activities at the property
Eligibleactivities 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

w The relief of those in need by reason of youth, age,
Incorporated Associations and health, disability, financial hardship or othe
Not for ProfitOrganisations disadvantageor

w The assistance or encouragement for the arts or culty
developmentor

w The provision of early childhood care aack affiliated
with the Créches and Kindergarten Association or ig
community based early childhood provider,

w The provision of facilities for the conduct of amateur spg
or recreational activities subject to any revenue fro
licensed premises, entrance fees or membership fe
being deemed incidental to the main activity (¢
conducting the sporting or recreationattivities.

w Property is owner occupiednd

Property owners suffering w Hardship status is confirmed by a finan@iasessment of

hardship (KS LINRLISNI & 26ySNRA OA NJ

t26yQa 5Sol /2tftSOGA2Y t 3

Concessiomvailable upon application approval

Eligible Property Owner Eligible Activities or Services Delivered at the property

IncorporatedAssociations and T General Rates Concessior269%

Not for Profit Organisations

Property Owners suffering w Defgrrgl of liability to pay rates for 6 months. .AI
hardship administrative charges and interest penalty will be waive
for the deferral period of Bhonths.

Roles and Responsibilities
TheExecutiveMlanagerCorporateServicehasoverallresponsibilityfor the deliveryof the objectives
of this policy, including compliance with all releviagislation.

Guidelines

Corporate Servicess responsiblefor the managementof enquiriesand 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 CAgrgesents.

This Policy has been developed in response to the CQY9IHealth PandemicThis policy will be
reviewed and put for endorsement on a year to year basis.

All adjustments to the rates levied will be managed byGmeporate Servicaggam.




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 Associatioan 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
Associations incorporated under the Associati®mcorporaion Act 2015

Property owner suffering hardshigpa person in a situation of vulnerabilitgay have low income or,
as a result of their circumstances, be experiencing a financial shock, leading to difficulties in paying
NI} iSa o0& (4KS RdzS RI{iS® ¢KAa OFy GF1S GKS ¥F2N¥Y

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

21



£
3\/\\’4‘* TOWN
%& EAST FREMANTLE

<A

7 A

HOMPMBYaAaA2YSNE YR {SYyA2NAR wSol GdSa

Type: Corporate Services
Legislation: Local Government Act 1995
Rates and Charges (Rebates and Deferments) Act 1992
Delegation:
Other Related Document: Strategic Community Plan 20-2030
Objective

This Policy wilkissist Corporate Servicestmadministrative processes relative to the provisionthef
PensioneandSeniorConcessions Scheme. This Scheme pro¥daesionerandSeniorswvith a rebate
or deferment of theilLocal Government Ratesd Emergency3rvicelevy charges.

Policy Scope

Rebates granted t®ensionersand Seniorsunder the Rates and ChargdRebates and Deferments)
Act 1992are funded by the Government of Western Australia. Eliglt#asionersand Seniorscan
either obtain a rebate on, or defer, theliocal Government Ratesd theirEmergencySeavice Levy
charge.

Rebates only apply thocal Government Rateend the Emergency Service Legharge.All other
service charges must be paid in full by the due date. The amount oélizee depends on the type of
concession an applicant holds.

Polic

The rg/bate of Local Government Rates amdeEjency Srvice Levy chargeshall be applied in
accordance with the Pensioneasid SeniorsConcessions Schemeith a result thatfian applicant is
a Pensioner or&nior, they can apply to receive a rebate or concession on charged dcal
Government Rateand Emergency Serviaharges.

Eligible Property Owners
The Eligibility Crétria for rebates are as follows:

a) The applicans)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) Ifthe applicant isx Pensionerthey must hold a current Pensioner Concession card.

d) An applicantn receipt of both aSeniorscard issued by the Departmenf Communities and a
CommonwealtiSeniorsHealth Cardhasthe same entitlements as a Pensioner.

e) ASeniormust hold a currenSeniorscard issued by the Department of Communities.

To own means an applicant must
- be the registered owner or camwner of the property on the Certificate of Title (where the

propertyis caowned a partial concession may apply)
- 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
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- hold a longterm lease (greater than 5 years) in a retirement village, park home, lifestyle village
or caravarpark

Entitlement to the Concession

EligiblePensionerand Seniorscan either obtain a rebate on, or defer, théiocal Government Rates
and EnergencyServiced evycharge.The amount of the concession depends on the type of concession
card an applicant holds:

Pensioner Concession Card or State Concession Card
1 Receive up to 50% rebat:n Ratedimited to a maximum (capped) amoultdgislated each
year.
1 The option to defeRatesand Emergency Service Lengly be available if the required criteria
is met.
1 Receive a rebate othhe Emergency Serviaharge limited to a maximun(capped) amount
legislated each year

WA Seniors Card and Commonwealth Seniors Health Card
1 Entitlements as provided for above for the Pensioner Concession Card or State Concession
Card.

WA Seniors Card
T Receive up to 25% rebate limited to a maximum (capped) amlegiglated each year
9 There is no option to defer rates.

Rebate or Deferment Option

Rebate Option

To claim a rebate, eligible concessapplicantswill be requiredto pay the amount due on the rate
notice by 30 June of the current financial year

If payments are received after the due dated the applicant only holds a Seniors cand,applicant

will lose the rebate for that financial year and must pay the full amount dyplicants holding the
equivalent of a full Pensioner Concession will automatically defer their Rate and Emergency Service
charge where payment is not receivbg 30 June of the current financial year.

Deferment Option

Local Government Ratesd Emergency Servicharges will be automatically deferred if the amount
required to be paid on the rates notice is not paid by 30 June of the current financialyeages 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 ceownership, other than spouse/de facto, where not all owners are eligible
Pensioners,

- subject to a longerm lease in a retirement village, or

- occupied by eligible applicants that hold a \®@niorsCard only

Deferment charges witemain as a debt on the propertates accountntil the amount is paid in full.
Deferred rates and service charga® 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 Dattsjed
rates and service chargesy be paid at any time, but a rebate cannot be claimed when they are paid
Penalty interest is not applicable on deferred rates accounts.




Prorata Provisions

When applicants become eligildRensionersr Seniorgluring a financial year, it is important that they
advise the Town as soon as possible. Theragta 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 Seni@sncession card holders will be responsible for informing the Town of
any change in circumstance that jeopardises their rebate entitlements. Concession card huolders
immediately advise the Town if they:

- areissued 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

- as a WASeniorsCard holder, become an eligible Pensioner or the holder of a Commonwealth
SeniordHealth Card.

Multi -residential Properties not Strata Titled

If an applicant has land with multiple homes which have not been stitha (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 poses (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

Goncessional arrangements are targeted at residential property owned and occupiBdrsjoners

and Seniors. If the property is owneccupied 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 casesldiag will make a determination on the extent

of the entitlement to a rebate.

Application Process
An applicant should register their entittement as soon as they receive their concession card.

Applicationsare madevia the Water CorporationThe 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 concessiorLonal Government Ratetarges andmergencyServices
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 CorporatgiGes.

Roles and Responsibilities
The RevenueOfficer 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 AusaralGovernment; Services
Australia (Centrelink Business Online).

Key Stakeholders
Revenue WA (Department of Finand@ffice of State Revenjie

Water Corporation
Office of the Auditor General

Monitoring and Evaluation
Applications received for a Pensionensd Seniorsrebate be assessed against this policy criteria to
ensure consistency across all requests.

Responsible Directorate: Executive ManageCorporateServices
Reviewing Officer: Manager Administration and Finance
Decision making Authority: Council

Policy Adopted: 16/06/20

Policy Amended/Reviewed: 19/7/22
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Type: CorporateServiceg 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
ReservesReservek

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;

improvingstrategic capacity;

meeting asset renewal needs; or

meeting statutory obligations and other external requirements.
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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 tHeocal 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 forEstablishment

Business Risk Reserves may be established to minimise the impact on Council operati
any one year from unanticipated events. Unanticipated events can arise
the impact of natural disasters where the financial risks cannot be
recouped under an insurance fiy or disaster funding.

In addition, unanticipated events may include draws on emplqg
entitlements such as annual leave or sick leave or the unanticipated faill
assets critically important to maintaining service levels.

Financial To manage the transition from a past budget period to a future accour
Management period, reserves may be established to hold restricted funds for transfer
future period to match/offset the respective expenditure.

Reserves may also be established to be used to accumulate fund
significant operating expenses that occur on a recurrent basis but dg
require an annual allocation in every budget year.

Strategic Capacity On occasions, the Town is offered strategpportunities by the State/Federd
government or the private sector to partner in the provision and deliver
community initiatives and programs. These are usually in the form of exts
grants or contributions which require a financial contributionnfréhe Town.
Sufficient notice may not be provided to develop a specific financing stra
to take advantage of these opportunities. Strategic Reserves may
established to maintain a level of savings to access these opportunities s
to the outcomest f Ay Ay3d GAGK (GKS ¢26yQa
priorities.

Meeting Future| Reserves may be established to save for the future renewal of assets wi
Needs for Asse| funding of anticipated future expenditure needs which provides the Tov
Management financing tool to manage issues of intergenerational equity, reduce reliang
borrowing to fund longived assets and to overcome the restriction of a sirn
budget by smoothing the funding allocation over the longer term.

Statutory The Local Government Act requires selected revenue streams t
Obligations quarantined and to only fund the purpose for which the revenue was rais

Examples are nominated service charges and specified area rates. Any re
collected in a budget year not used for the purpose for which it was raise
be held in a reserve until it is applied to the purpose in future periods. Mg
held in these Reseges cannot be used for any other purpose.

Developer contributions are collected in accordance with Commu
Infrastructure Plans to be used to fund specific assets in nominated area

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 asosgtn 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 strategjto 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 premhte the Council to review the levels and purpose of
the reserve account.

Responsible Directorate: CorporateServices

Reviewing Officer: Manager Administration and Finance
Decision making Authority: Council

Policy Adopted: 16/06/20

Policy Amended/Reviewed:

Attachment




Category Sub Category| Purpose Reserve Name Minimum Maximum ForecastReserve Recommended Target
Reserve Reserve Balance&0 June 2020 | BalancéReserve Transfer
Balance Balance Rule
Timing To assist with §  UnspentGrants $0
Adjustments | the matching Reserve
g];d revenue 1 Committed Determined by the amoun
expenditure Works Reserve of fund§ to t_)e transferred
across financial years.
across
accounting
periods.
Statutory To achieve Service charge Town Planning = $50k
statutory specified area rates
compliance in| or external Determined in accordance Old Police = $0
Operational accordance | restrictions. : S
with relevant| 1 Town Planning W|thlleg|slat|(_)n and/or
legislation Reserve project requirements
T ol Police
Station Reserve
Accumulated | To offset| Employee 50% of the| 100% of the| $10k $75k (net transfer in ~$5
Liabilities liabilities Entitlements/ accumulated| accumulated| No budgeted transfers| per yr)
generated as| Revaluations costs | liability liability current LSL liability
a result of| § NonCurrent ~$90k
past Leave Reserve
accounting
periods.
Natural To reduce the| Flooding or storm| Equivalent | Equivalent | $60k $380k (net transfer in
Disaster financial risk| damage to an | to an ~$80k per yr)
of 1 Sustainability | amount amount
. unanticipated and equal to 1% equal to 4%
Strategic .
events Environmental | of annual| of  annual
Initiatives general general
Reserve funds funds




Community | To provide for| § Arts and| Determined by the renewa Arts = $76.8k Arts = $150k averag
strategic Sculpture requirements  of  each balance (net transfer in
actions in Reserve project. Aged Services = $21.8| ~$25k per yr for next 4
support  of years)
identified 1 Aged Service
activities that Reserve
cannot be
funded in the
one budget
period
Opportunities | To provide for| § Strategic Asse| Equivalent | Equivalent | $100k $380k (net transfer in
the capacity Management to an | to an ~$25k per yr)
to takeup Reserve amount amount
unanticipated equal to 2% | equal to 4%
strategic of annual| of annual
opportunities general general
funds funds




Asset
Management

Specific To hold funds| Significant asse Preston Point = $36k| Preston Point = net transfe
for the future | renewal needs sucl $100k per annum
renewal of| as facilies  of EF Oval = $298k
identified regional significance EF Oval ¢ business plan
assets which or essential services Foreshore = $0 recommends establishing
cannot be| T Preston Point sinking fund of $271k per yea
managed in g Facilities plus the Town will be required t
single Reserve fund any operating deficit with &
budgetary forecast shortfall of $300k ir
year. I East Fremantlq year 1. Sinking fund not t
Oval commence until year 3.
Redevelopment $300k transfer in  Yea
Reserve Determined by the renewa 1(Operating Defic;it)
requirements  of  eacH $100k transfer in subseque.r
1 Foreshore . years as a safety net (Operatil
project. .y
Management Deficit)
Reserve Funding model indicates an ow
source contribution of $1m fron
Reserve to the build cost b
2022/23 ¢ so $350k transfer ir
2021/22 and 2022/23 required,
$sinking fund thereafter from YV
3 (to be funded from the
dividend model)
Foreshore = $1m (transfer i
~$100k per yr)
Light Fleet & | To hold funds| Plant and Vehicles | 10% of the | 20% of the | $84k Transfer in annual depreciatior
Plant for asset 1 Vehicle, Plant | current current expense circa $138k
Acquisition renewal for and Equipment | replacement | replacement Transfer out net funding
plant & Reserve cost of the | cost of the requirements
vehicles to depreciable | depreciable
reduce the component | component

risk of a




sudden loss
of service
potential and
to assist with
peak renewal

of each
asset group

of each
asset group

Developer
Contributions

demand.
General To hold funds| Waste 1% of the| 2.5% of the
for general| Management, current current
asset renewal Roads, Footpathg replacement| replacement
for each fixed| Drainage, Parky cost of the| cost of the Waste ¢ in the event that the
asset  clasg Infrastructure, depreciable | depreciable Town imposes a separate was
(excluding Streetscape, component | component | Waste = $0 charge on the rates notice, th
plant & | Buildings. of each assel of each assel Town could adopt a full cos
vehicles) to group group Streetscape = $75k | recovery model + 2% (cirg
reduce the| T Waste Reserve $32kpa) with the surplus to b
risk of a Drainage = $150k transferred to Reserve for th
sudden loss | Streetscape purpose of funding future wastg
of service| Reserve initiatives/liabilities or provide g
potential and return on investment?
to assist with| { Drainage Reserve
peak renewal Streetscape = $25k per year f
demand. major streetscape upgrade
including George St
Drainage = $700k
CRC = $2.06m + drainage au
findings (no $ values included
general allocation in SRP $10
per yr
Major To hold | N/A

contributions
to be used in
accordance

with the
specific major|

plan

Determined by the amoun
of unexpended funds.




Miscellaneous| To hold | N/A
contributions
to be used in
accordance
with several
minor plans
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Type: Corporate ServicesFinanciaManagement
Legislation: Regulation 5(1)(e) Local Governmérinancial Management)
Regulations 1996
Delegation: N/A
Other Related Document:
Objective
Todetermine 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 variedhere:

1.1 The contract enables the contract to be varied, and the variation is in accordance with
variation provisions of theontract;

1.2 Additional goods or services that were not, or could not have been, foreseen at the
time the purchase order was issuaderequired;

1.3 Sufficientffundsareavailablein the appropriatecapitalor operatingbudget tomeet the
additionalcost;

1.4 Thevalueof the contractasa result of the variationdoesnot exceedthe purchasing
limit of the Officer approving the variatioand

1.5 The value othe additional goods or services required does not exceed the \althes
initial contract by more than 10% a maximum o$50,000pursuant to delegation DA7
Contract Price Variation

Contract variations that would result ithe 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% a maximum of $50,00fhay, in exceptional circumstances, be
approved by the Chief Executive Officer, subtedhe variation not being contrary to the
requirements of clause 1.2 above, and the reasons for the variation being documented and
registered as a corporatecord.

Whenapprovinganinvoicefor payment,if the amountof the invoiceexceedghe amount
of the corresponding purchase order for the goods or services by more thantd @%
maximum of $50,000payment ofthe invoice isto be authorised by theChief Executive
Officer.

This policy does not permit variations to contracts that are intended, or could reasonably
be perceived as being intendeth avoidthe necessityto comply with Council Policy 9¢7
PurchasindPolicy.



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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Type: Corporate ServicesFinancial Management
Legislation: Local Government Ast6.16 (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 2@225
Waste Local Law 2017

Objective
¢KS LlzN1J2aS 2F (GKA& LRtAOe Aa (2 &adl,68vicd 2 dzy OA f
requirements and waste chargesthin 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 Governmeint legislating the imposition of a separate waste charge on the rate notice with

GKS 202SO00GAQBS 2F GLNBOGARAY3I (NI yaLITNMBEg@all | yR |
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 anther activities associated with waste services.

21 30S OKIFINBSa gAff 0SS [R2LIGSR lFyydzZtte Ay [/ 2dz/ OA
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
NEOe Ot Ay3a FOGABAGASAD t dzNEdzZ y i G2 t2ftAr0e HOMDI
hNBFyAalrdAz2yaQs €t 2 NHUl gohckdsidniod ¥ denefak viaste serfice,St A 3 A
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 Serviee 240L MGB Collected Weekly $389,146

FOGO

Kerbside Collection Serviee 240L MGB Collected Fortnightly $138,724

Recycling 360L MGB Collected Fortnightly



https://www.eastfremantle.wa.gov.au/documents/570/waste-local-law-2017

Kerbside Collection Servige 140L MGB Collected Fortnightly $257,571
GeneraWaste 240L MGB Collected Fortnightly
General Waste Commercial 240L MGB Collected Weekly $18,868
Collection
Recycling; Commercial 240L MGB Collected Fortnightly $3,203
Green Waste Bulk Collection 2 Collections Annually $103,305
Service
Hard Waste Bulk Collection 1 Collection Annually
Service
Provision of Bulk Bins for Multi | On Application $22,503
Unit Dwellings
Provision of Waste Education On Request $28,000
Provision oResidential Tip Passq 1 Tip Pass Annually $19,965
Provision of FOGO Bin Caddy arf All residential properties were provided 1
Liners caddy in 2019. New residents to the Town

receive a caddy on request.

The Town provides one roll of compostab

liners to residents annually, to be collecte

from the Town Administration Office on

request.
Provision of access to Fremantle| 4 x bulk waste drop offs. $113,516
Recycling Centre Unlimited drop offfor recyclable material.
Public place litter bins at parks, | 184 Bins Collected Weekly $27,348
reserves and roadsides.
Provision of bins for privately run| Provision of
events FOGO

Recycling

General Waste

Policy

The Town of East Fremantle provides a standard 3 bin collection system for resigedtammercial
properties. There are options for variationstte standard serviceto meet specific requirementsr

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 thire€OGO waste

serviceThis includes mukHinit 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 servicesspective of how

they are consuming services, how much residential waste is being generated or how efficient
the collection systems are.

The standardthree bin collection system is a fortnightly4QL general waste service, a
fortnightly recycling 24Dservice and a weekly food agérdenorganic(FOGOR240L service.

All commercial properties with the Town will be charged for a standattaree bin service
(unless a private contract is in place)

The standard commercial collection system is a weekly 2d§idual waste service and a
fortnightly comingled recycling 240service. Where appropriate Commercial Properties will
also be provided with a 140L or 240L FOGO service which is emptied weekly at no additional
charge.



10.
11.

12.

13.

14.

15.

16.

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 propdggch bin will have a serial number
affixed, which will be recorded in the rating system.

Residents may be granted an additiogaheral wastéin where it is assessed that there are
additional waste needs. An additional bin attracts an additional changesase requests will

be undertaken on a cadmy-case basisAny amendment to service will be prata and
effective from delivery/removal.

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 caseby-case basis. Any amendment to service will be prata and effective from
delivery/removal.

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 mriting by the property owner or their authorised agent. A
pro-rata credit will be applied to the property with effect from date of removal.

The Rates Noticisto provide separate descriptions for the Waste Charge and Additional Bin
Charges.

The Town provides a priority service for eligible residents.

CounciRd ¢ | & (i SesdrybisPti® xightSoNd collectany FOGO or Recycling service as
well as anyadditional bins wheredleemed appropriate on the grounds ohgoing andbr
regular contamination.Provided previous notices have been advised to the resident.

2401 mobile garbage bins, inclusive of contents, must not exceed a total weight of greater than
60 kgs.

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 meubsted to
provide a Statutory Declaration to secure a new bin free of charge and Council may investigate
these instances.

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.

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.

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, judtifgir 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,

10



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 Waste Avoidance and Resource Recovery Act 2007
(WARR Act). THeocal Government Act 199gals 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 aréncluded in the pricing model, and recoverable through fees and charges.

The following pricing model assumptions apply:

9 The current level of service is maintained

1 The split of indirect costs is apportioned 96% residential and 4% commercial based on relative
rateable assessment numbers

1 The split of disposal costs is apportioned 94% residential and 6% commercial based on prior
waste audits

i The standard fee is calculated per rateable assessment rather than by bin

1 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 ¢awdlown in the event there
are unexpected movements in operating costs such as gate fees and overhead contributions.

Theschedule of fees and charges are calculated in the appendindsareto 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. Referto 2.1.13
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Appendix 1 T Schedule of Fees and Charges 2025/26

Rate Servicg Description Bin Collection System 2025/26
Code Charge
RO1 Standard Residential Was] 3-Bin FOGO System $412
Charge
Go1 Standard Commercial Was| 3-Bin General Waste/Recyclirl $627
Charge and FOGO where appropriate
R02 Waste Charge pe FOGO Bin, $158
Additional FOGO Bin
Residential
RO03 Waste Charge per Addition{ Recycling Bin, $158
Recycling BinResidential
R04 Waste Charge per Addition{ General Waste Bin $158
General Waste BinResidential
G02 Waste Charge per Additiong Recycling a $237
Recycling BinCommercial
- Commercial
G03 Waste Charge per Addition{ General Waste bin $237
General Waste Bin ¢
Commercial
G04 Waste Charge per Addition{ FOGO $237
FOGO BinCommercial
- Commercial
RPO1 Standard Residential Was| 3-Bin FOGO System $223.00
Charge; Concession property
M-01 Bin Hireg private run events FOGO, General Waste al $per bin x per
Recycling lift
G05 Concessional Service ¢ | FOGO, General Waste al $0
Community Groups an{ Recycling
Sporting Clubs
R05 Residential Recycling upgrade| 240-360Itr Recycling $0.00
R06 Residential General Was| 140-240Itr General Waste $100.00
upgrade
GO06 Commercial Recycling upgradq 240-360Itr Recycling $100.00

12



Appendix 2 T Rubbish Bin Request Form

RUBBISH BIN REQUEST 3

« @B Town
NEW SERVICE OR ADDITIONAL BIN / SH® EAST FREMANTLE
CANCELLATION FORM .

This form is to be completed by the property owner or managing agent where a new bin service or additional bins
are required, or to cancel additional bin services.

APPLICANT DETAILS

Name:

Company:

Contact

Number: Ll

Email:

PROPERTY DETAILS

Property Address:

Assessment
Number:

PLEASE TICK WHAT RUBBISH SERVICE OR AMENDMENT OF RUBBISH SERVICE IS REQUIRED

Newly Built House / Property with no current bin service: (new service request) [ ves

Note: Standard residential services include: 1x 140L general waste bin (red lid), 1x 240L FOGO bin (lime green lid) &
1x 240L recycling bin (yellow lid).

Removal of Rubbish Service (Demolition to occur) [ Yes

Date of Demolition: Demolition Contractor Name:

Additional Residential Bin Required:

Red Lid General Waste Bin - 140L Fee

Per additional service $250.00 D Yes Comments:
Lime Green Lid FOGO Bin - 240L
Per additional service

Yellow Lid Recycling Bin — 240L
Per additional service

Cancel / Remove

Additional bin service

Fee $250.00 [ Yes comments:

Fee $250.00 D Yes Comments:

D Yes Comments:

Additional Commercial Bin Required:

Red Lid General Waste Bin — 240L Fee
Per additional service $500.00 D Yes Comments:

Lime Green Lid FOGO Bin — 240L Bae D )
Per additional service $250.00 Yes Comments:
Yellow Lid Recycling Bin —240L Fee
Per additional service
Cancel / Remove

Additional bin service

$500.00 [ Yes comments:

D Yes Comments:

Page 1 of 2
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DECLARATION OF PROPERTY OWNER or MANAGING AGENT

I have read and understand the rubbish services fees and conditions on this form and accept any applicable
costs associated with this application.

Signature: Date:

RUBBISH SERVICES FEES AND CONDITIONS

Rubbish Services are as per the Town of East Fremantle’s Schedule of Fees and charges.

e Rubbish Service Fees are an annual fee and calculated on a pro —rata basis for ratable properties from the date the
bin is delivered to the property. (Residential properties receive a 3 bin FOGO service within their rates, pro-rata fees
apply to additional services).

e Additional charges will continue and be reflected on your rates notice until the Town of East Fremantle is advised in
writing that you wish to discontinue the additional service.

e Provided all required information has been submitted to the Town, please allow up to seven business days for your
request to be actioned.

e The Town undertakes random waste auditing annually. Residences that repeatedly misuse bins may have their bins
removed (following discussions with the owner / occupier).

e The Town is committed to reducing its waste impact and is within its rights to reject additional bin requests.

Please email the completed form to admin@eastfremantle.wa.gov.au for processing.

OFFICE USE ONLY
Operations
Operations have actioned bin request [J Complete
New bin bar code numbers : Bin Type
New bin bar code numbers : Bin Type
New bin bar code numbers : Bin Type

Corporate Services
Rates Officer has updated Assessment Number
Complete [ Yes

Interim Rates Notice Issued O Yes

Page 2 of 2
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Appendix 3 i Process Map i Changes to the Rate Record

(assuming form already provided)
Enquiry received and allocated by Customer Service to Operations

Operations perform the adjustmerg delivery/removal of bin(s§, 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-fata 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).

15



Appendix 41 Pricing Model

I -I Rate Category Residential Commercial Residential Commercial
No Assessments 3147 126 96% 4%
Total Costs 1,328,348 62,824
Withdrawal from RRG 23,24 Fee per Property 422 499
DIRECT COSTS INDIRECT COSTS
CO&A |+ | Description LTFP 25 =
010000 Materials and Contracts - Sanitation-Household Refuse - Activity Based Costing Allocated 583,492.52 80,278 3,214
E10100 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Collection Costs - FOGO 5154,685.03 154 685
E10101 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Collection Costs - Recycling 575,000.07 75,000
E10102 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Collection Costs - General Waste 578,536.37 78,536
E10103 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Collection Costs (Commercial Properties) - Recycling 53,202.89 3,203
E10104 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Callection Casts (Commercial Properties) - General Waste 518,868.12 18, 868
E10105 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Collection Costs (Commercial Properties) - FOGO 50.00 o
E10106 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Collection Costs - Parks & Reserves 54,310.24 4,144 166
E10107 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Collection Casts - Street Bins 523,037.50 22,151 BR7
E10108 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Waste Collection Costs - Alexandra Rd & East 5t (Bulk Service) 522,503.23 22,503
E10102 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Gate Fees - Waste Disposal ([Recycling) 563,723.53 59,900 3,823
E10110 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Gate Fees - Waste Disposal - General Waste 5179,034.60 168,293 10,742
E10111 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Gate Fees - Waste Disposal - Fogo 5234,460.96 220,393 14,068
E10201 Materials & Contracts - Sanitation - Household Refuse - Waste Education - Better Bins Plus: Go FOGO 59,548 10 9,548
E10203 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Ratepayer Tip Pass Fees 519,965.08 19,965
E10204  Materials and Contracts - Sanitation-Household Refuse - Service Contracts - Annual Bulk & Green Waste 5103,305.10 103,305
E10205 ‘Works Costing - Maintenance - Plant & Equipment - Implementation of Strategic Waste Plan 50.00 o o
E10206 Employee Costs - Other Sanitation - Salaries & Wages - Waste Education 5893,489.21 89, 890 3,599
E10207 Materials and Contracts - Other Sanitation - Materials - Purchase Bins 527,185.60 26,139 1,047
E10208 Materials and Contracts - Other Sanitation - Service Contracts - Waste Removal - Bund (Wauhop) 532,622.68 31,367 1,256
E10210 ‘'Works Costing - Maintenance - Plant & Equipment - Street Bin Maintenance 536,422.52 35,020 1,402
E10212 Materials and Contracts - Sanitation-Household Refuse - Service Contracts - City Of Fremantle Contributions - Waste Facility 5113,516.30 113,516
E10221 Interest Expenses - Sanitation-Household Refuse - SMRC - Loan Interest Repayments 50.00 o o
E10225 Other Expenditure - Other Sanitation - Contributions - Regional Waste Management 50.00 o 1]
E10230 Employee Costs - Other Sanitation - Superannuation - Waste Education Officer 514,261.70 15,713 549
E10232 Materials and Contracts - Other Sanitation - Service Contracts - RRRC Overhead Contribution 50.00 0 o
§1,391,171.32 1,025,645 50,704 302,702 12,120
110080 Fees And Charges - Sanitation-Household Refuse - Discretionary - Domestic Service Charge (AASE 1058) -529,098.12
110081 Fees And Charges - Sanitation-Household Refuse - Discretieonary - Commercial Refuse (AASE 1058) -593,741.73
110082 Fees and Charges - Sanitation - Discretionary - Sporting Club Service Charges (AASEB 1058) -56,249.45
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Type: Corporate Serviceg Risk Management
Legislation: LGA 1995 s6.7(RJunicipal fund &
$9.56 Certain persons protected from liability for wrongdoing
Delegation: DA44Legal Representation Costs for an Elected Member or
Employee
Other Related Document:

Objective
To provide legal and financial protection for electedmbers 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 lawyeris to beg
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considers that this is not appropriatéor 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 employemeans a current or former commissioner, council memberetected
member of a council committee or employee of the Town.

legal proceedingsnay be civil, criminal or investigative.

legal representationis the provision of legal services, to or on behalf of a council member or employee,

by an approved lawyer that are in respectof

(@) 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 costsare the costs, including fees and disbursements, properly incurred in
providing legal representation.



legal servicesncludes advice, representation or documentation that is provided by an approved
lawyer.

paymentby the Town of legal representation costs may be eithey by

(@)
(b)

1.

a direct payment to the approved lawyer (or the relevant firm); or
a reimbursement to the council member or employee.

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. Thesecare

(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.

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

(a) where proceedings are brought against a council member or employee in connection
with his or her functiong 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 functiarfer 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 involvedor 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.

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
()  the matter for which legal representation is sought;

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



(i)  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 itis in the interests of the Town for payment to be made.

3.3 The application is to contain a declaration by #pplicant 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 shecg

(@) 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 Inrelation 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.

Legal Representation Cost&imit

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.

/| 2dzy OAf Q& t 26 SNA
5.1 The Council mag
(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.



5.3 In assessing an application, the Council may have regard to any insurance benefits that may
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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 approwed

(&) 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.

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 respeath 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.

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

(a) all or part of those costsg 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-offsgtvhere 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:

| KAST 9ESOdziAgDS
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Reviewing Officer:

Chief Executive Officer

Decision making Authority: Council
PolicyAdopted: 20/10/15
Policy Amended/Reviewed: | 17/9/19
Former Policy No: 4.3.1
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Type: Corporate ServicesRisk Management
Legislation: Copyright Act 1968
Censorship Act 1995
Delegation:
Other RelatedDocument: Acceptable internet Use Procedures PR0O2.2.2
Objective

This policy provides guidelines for the proper usage of all information technology facilities, including
electronic data exchange, via internal and external data networks. Itincludes: 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 Poalicy 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.
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applicable Elected Members.

Policy

1. Purpose
This Policapplies 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.
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Technology (IT) facilitiesf these facilities are improperly used, persons found misusing Town facilities
may be subject to formal disciplinary actions and, potentially, criminal prosecutions.
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and associated procedures.
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principles sustaining the proper use of the Town of East Fremantle IT facilities are:

1 The use of IT Facilities should be consistent with the Town of East Fremantle business
operations.



1 Limited personal use is permitted but must not interfere with the Town of East Fremantle
business operations.

1 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.

1 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
FNRY GKS YAadzasS 2F GKS ¢26yQa L¢ FIFLOAfAGASA®
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.
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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:
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Login Protocols
All users must be issued with a unique Uslentification and a password.

Employees must not give out user details and passwords of the computer system to other Elected
Members, employees, volunteers and remployees.

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.



3. Improper Use of IT Facilities
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expose the Town to unfavourable publicity and breach the right of other employees under legislation

such as the Discrimination Act. Town of East Fremantf@@yees, 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:

1 Use, which is inconsistent with the Town of East Fremantle business purposes.

1 Excessive access of timernet during work time.
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1 Use which is contrary to broader requirements of the Town of East Fremantle employees such
as conditions of employment, andiiscrimination 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.
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should:

1 Reply to the email requesting that the sender refrain from sending any such emails in the future;

1 Delete the email and any attachments;

1 Under no circumstances forward the email; and

1 Report the matter to their supervisor.
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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:

1 Violating federal or state laws, in particular Division 6 of the 1995 Censorship Act.
1 Violating institutional or third party copyright, licence agreements or other contracts.

1 Transmitting, or causing to be transmitted, any communications that may be construed as
harassment or disparagement of others based on the criteria ofdistirimination legislation
YR ¢2¢y 2F 9Fad CNBYlIyidtSQa NBtSGryd LRtAOAS

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.
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computer.



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,
GKSGKSNI Lldzof AO R2YI AGSYWTINESS 60 NBERNIO2KBY STNNEKS Gz IWa f
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 asadtareor as multiple
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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 ResourceSoordinator
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 (PR0O2.2.2)

Acceptable Internet Use

Statement

The Internet will be used in a lawful manner that is consistent with the Town of East Fremantle
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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 tmpdoyed 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
GKS LYGSNYySG Aa 02y aAirBsSBaRnedic@verim$theaedirémemie i LINE C
the information in record keeping systems for as long as required under the terms dfoitsd

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
F2f{t26Ay3 + F2N¥IE NBIdzSad FNRBY (KS ¢2¢6yQa L¢

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 propertyvaf ©0East Fremantle at all
times.

2. RISK MANAGEMENT
A Internet Security

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.
Unauthorised outside access from the Internet to the Town of East Fremantle internal
network is not permitted.

T  To minimise the risk associated with access to the Intern€k@lin of East Fremantle
personnel must follow the guidelines contained in this policy.

i The Town of East Fremantle reserves the right to monitor the use of the Internet to
ensure policy compliance.



1 All Town of East Fremantle computers with Internet access must have virus scan and
virus software update established.

1 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.

1 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
Qrgve'nted frorp ivnfectinAg the servers and computers. The IT Cpnsultants can proviple A
RSUFAf SR NBLERZNIUAa FT2N SI OK dzaSNJ dzLl2y NBIj dzSa

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 authigynt¢ 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. Thimcludes, 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 usagendbeontravene 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:
1 viewing, copying, printing, storing or distributing offensive or pornographic material;

1 viewing, copying, printing, storing or distributing libellous, fraudulent, nuisance or malicious
material;

1 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 polibiediefs. This includes jokes,
pictures, photos, sketches, or any other material that may be offensive to or prejudiced
against an individual or group of individuals;

1 copying and storing of images and video clips that are not directly related to Town of East
Fremantle's aims and objectives;

1 copying, storing or receiving unauthorised software;
i transmission and/or storage of copyrighted material;
1 commercial activities for personal gain or profit;

10



1 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 nedepartmental 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

1 use of departmental equipment to unlawfully access other network or systems

= =4
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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
accessedShould this occuyou mustimmediately:

1. leave the site;
2. advise your immediate superior of the incident.

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. Shaohinternet access privileges is not
permitted.

Town of East Fremantle personnel must-@dfitheir computer when leaving it unattended or lock
the screen to prevent unauthorised use of the logon and the computer.

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.

RECORD AND N®RECORD INTERNET INFORMATION
The following should be registered in Synergy and stored as official To&asbfFremantle
records:

1 Internet correspondence which contains information relevant to making a decision within or
concerning the Town of East Fremantle.

1 Internet correspondence conveying information which has the potential to affect business
decisions within or concerning the Town of East Fremantle.

1 Internet correspondence which commits the Town of East Fremantle to certain courses of
action, allocation of resources or provision of services.

1 Internet correspondence which contains information with historical value or data which may
be required in the future.

11



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).

12



5. GENERAL TECHNICAL THREATS AND COUNTER MEASURES

Occurrence x Probability of Occurrence

Risk Exposure ($ loss per year) = $ Loss per J

13



Electronic Mail Procedure

Statement

Elelctronicv maile{maib will be used in a If;lwful manner ttlat i§ (':onsistenvt with the Town qf East Fre(nantje
aul yRFNRa 2% o0dzAaAySaa O2yRdzO0 FYyR a LI NI 2F 0KS
Aim

Emailhas 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 usenail 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 facilitetedilis one

of the most effective and efficient means of communication within an orgaisisaind with clients or other
agencies. Messages are easy to send and mass distribution is almost instantaneous. Impenteiltind
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 whesmsiing
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 aseadf

¢KS LINPOSRdANBE Ifad2 LINPOARSA F2N) atd2NBR St SOUNRBYAC
transactions to be regarded as official records and, as such, professionally managed. In establishing tha
electronic messages are records, proceduaee defined covering the requirement to retain electronic messages

in record keeping systems for as long as required under the terms @&ttte Records Act 2000.

Procedure

1. AUTHORISATION TO USREIE
Town of East Fremantle personnel gevided authorisation to usereail 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 TowinEast Fremantle, therefore n&il sent or received is not
considered personal under any circumstances. All accounts issued by Town of East Fremantle and th
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 (llméernet is used to transmitraail
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 Freantle may monitor the use ofneail to ensure policy compliance.

2.3 All Town of East Freamtle personal computers withneail access must have virus scan and virus
software update established.

2.4 No unauthorised software is to be downloaded us&mail 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 HBEmail 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 jit¥ch

2.6 Town of East Fremantle personnel must-tifffja computer when leaving it unattended or lock the
screen to prevent unauthorised use of the login and the computer.

RISK MANAGE YOUR EMAIL MESSAGES

3.1 Unlike nonrelectronic communication, aemail 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 qualitieghgerd of the
email. Once anraail 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 couéye commercial or legal implications.

3.3 Emailintended for one person sometimes may be widely distributed because of the ease with which
recipients can forward it on to others. A reply toemailmessage 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 toraail and should manage their ugaof enail to reduce the risk of
such errors occurring.

LEGAL OBLIGATIONS

Users okemailmust respect the law and the legal rights of others. Transmission of any mateeialdilmn
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 froemaik should be regarded in the same manner as copying from
any other source. Copyright does apply to information transmittectmail

PRIVACY

There is currently no legislation in Australia that contains any privacy provisions relatiegdib
communications.

The Town of East Fremantle cannot guaranteeptieacy or confidentiality of mail messages. While the
Town of East Fremantle will not monitor the content&ofailmessages as a routine procedure, it may read,
copy, store and disclose the contentsapfiailmessages at any time.

Emailis 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 anythigailshould be treated as though it is a
conversation that has been written down. It can be "overheard".

Even after a user deletes amailrecord from a computer oemailaccount, it may exist on backup facilities.
Emailmessages can be saved indefinitely on the receiving computer. Copies can easily be made anc
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 fmded or attached copies, have deleted their copies.
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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.

2 KAES Al Aa y2i GKS LINIFOGAOS 2F (G4KS ¢2¢6y 2F 91 &
of any message, it may be necessary to readranilmessage 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.

ACCEPTABLE USAGE

Authorised Town of East Fremantle personnel will useetimail services in a responsible and professional
manner to enhance the efficient operation of the organisation. Town of East Fremantle personnel can use
emailprovided 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 gragiheay

cause offense or distress to another person.

Privateemai T NRY SYLX 28SS8SQa ¢2¢6y I O0O02dzyii akKz2dZ# R 085
LISNBR2Y |t o0dzaAySaazr O2YLX FAyda 2N Fye 2GKSNJ &ddzm e
and procedures. Personamail will be monitored, breaches will be dealt with seriously and may result in
disciplinary action.

UNACCEPTABLE USE OF EMAIL
Inappropriate use oEmailwill have serious consequences and could lead to dismissal.

Town of East Fremantle personnel must ensure before they transmit informatiemad that they have
the proper authority to do so. Town of East Fremantle personnel shall noemsd in the following
circumstances:

1 To create or distribute offensive or pornographic material;

1 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 Mgndrom time to time.

1 To create or distribute libellous, fraudulent, nuisance or malicious material;

1 To create or distribute any material theiblates 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 mayféresive to or prejudiced
against an individual or group of individuals;

i 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;

I False representation;

= =4 4 A -
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11.

Solicitation of other people including other employees;

Providing information about or lists of, government employees to others;
Commercial solicitations of neseepartmental business;

Activities that interfere with your job or jobs of other employees;
Activities that interfere with the operation of any computer network;

= =4 4 4 A -

Violating any law or rights of any person or group accessing the service under another user name and
password; and

1 The use of departmental equipment to unlawfully access other network or systems.

EMAILMESSAGES 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:

9 Bmails which contain information which is relevant with regards to making a decision within or
concerning the Town of East Fremantle.

1 Emailswhich convey information which has the potential to affect business decisions within or
concerning the Town of East Fremantle.

9 Emails which commit the Town of East Fremantle to certain courses of action, allocation of resources
or provision of services.

1 Emails which contain information with historical value or data which may be required in the future.

PERSONAL RESPONSIBILITY FOR HORIMESSAGES
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 musiura that the newly annotated message is recorded again.

JUNK MAIL

Overloading of themailsystem 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 manege

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 ce
have a serious long term effect on the communications networkeméilperformance.

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 an
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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Type: Corporate Serviceg Risk Management

Legislation: Local Government Act 1995

Local Government (Financial Management) Regulations 199
Australian Accounting Standa¢d\ASB124 Related Party
Disclosures

Delegation: N/A

Other Related Document: AASB124 Related Party Disclosué&act Sheet

AASB124 Related Party Disclosuréaplementation 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 AASBdR&lated Party Disclosures.

Policy Scope
Related PartyA person or entity that is related to the local government that is preparing its financial statements
(the Town).

A personoraclose memberoftialSNE2y Qa FlF YAfte& Aa NBfIFIGISR AT GKI G
(&) 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:

(@) 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) apersonis 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)ose 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 an
Operations Manager).

Close Member of the Family of a Persdhose family members who may be expected to influence, or be
influenced by, that person in their dealings with the entity and include:

@ OKFG LISNER2YyQa OKAfRNBY YR alLl2dzasS 2N R2YSaidAio L
) OKAfRNBY 2F (KIFG LISNER2YyQa aLl2dzaS 2NJ R2YSAGAO LI
(0 RSLISYRSyi(a 2F (KIFIG LISNER2Y 2N GKFd LISNR2YyQa alLkRd
(d) any other close family member.
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Related Party Transactiond transfer of resources, services or obligations between a reporting entity and a
related party, regardless of whether a price is charged.

Policy

¢tKS 202S0GAQGS 2F GKS aAdFyRIFENR Aa (2 SyadaNB GKIG
draw attention to the possibility that its financial position may have been affected by the existence of related
parties and by transactions droutstanding balances, including commitments, with such parties in line with the
requirements of AASB124Related 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 transactis 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 dRelated Party

1. Elected Members.

2. Key management personnel being the Chief Executive Officer employed under section 5.36.ofahe
Government Act 199and senior employees appointed under section 5.37 ofltbeal Government Act
1995 who heavily influence Council decisioraking and/or direct and control significant functions of

Council.
3. /t2a4S YSYOSNE 2F GKS TFrYAf@ 2F Fyeée LISNER2Y fA&0S
R2YS&a0GAO LI NIYSNE OKAfRNBY 2F | allRdzasS 2N R2YSa

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 anprofdan
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:

w Payment of rates issued by the Town.
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w Payment of fines issued by the Town.

w Use of Town owned facilities such as buildings, parks, ovals and other public open spaces (whether a fee |
charged or not).

w Attending council functions that are open to the public.

w Employee compensation, whether it is for key management personnel or close family members of key
management personnel.

w Application fees paid to the Town for licences, approvals or permits.

w Lease agreements for housing rental (whether for a Town owned property or properdgasdd by the
Town through a Real Estate Agent).

Lease agreements for commercial properties.

Monetary and noAamonetary 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).

Sale or purchase of any property owned by the Town, to a person identified above.
Sale or purchase of any property owned by a person identified above, to the Town.
Loan Arrangements.

Contracts and agreements for construction, consultancy or services.

€ €

€ € € €

Some of the transactions listed above occur on terms and conditions, no different to those applying to the general
public and have been provided in the course of delivering public service objectives. These transactions are thosi
that an ordinary citizen wald undertake with council and are referred to as an Ordinary Citizen Transaction
6h/ ¢0d 2KSNB GKS ¢26y OlFly RSOGSN¥YAYS GKFdG Fy hi/¢
conditions to other members of the publimd, that the nature of the tansaction 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 completRedated Party Disclosure®eclarationform for
submission to the Town.

Ordinary Citizen Transactions (OCTSs)

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 nc
different to those applying to the gemal public and which have been provided in the course of delivering public
ASNDAOS 202S00GA0Sas FINB dzytAi1Ste G2 AyFtdzsSyoS GKS
As such no disclosure in the quarteRglated Party DisclosureBeclarationform will be required.

w Payment of rates issued by the Town.

w Payment of fines issued by the Town.

w Use of Town owned facilities such as buildings, parks, ovals and other public open spaces (whether charge
a fee or not).

w Attending council functions that are open to the public.

Where these servicesere notLINE A RSR 0 | N¥Qa fSy3adK FyR dzyRSNJI
the general public, Elected Members and key management personnel will be requineakia declaration in
the Related Party DisclosureBeclarationform 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 theelated Party DisclosureBeclarationform.
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Frequency of disclosures
Elected Members and key management personnel will be required to complB&laded Party Disclosures
Declarationform each quarter, commencing 1 July 2017.

TheRelated Party Disclosure®eclarationform 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 bdisclosed 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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Type: Corporate ServicesRisk Management

Legislation: AS/NZS 1SO 31000:2018

Delegation: N/A

Other Related Document: Risk Management Procedures (Attached)
Objective

TheTownof EastC NB Y | ¢ &1 {t & §3RiskManagementPolicydocumentsthe commitmentand
objectivesregardingmanaginguncertaintythat mayimpactthe ¢ 2 ¢ gt@tégiesgoalsor 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 expeatgubsitive or negative.

Note 2: Objectives can have differexipects (such as financial, health & safety and environmental
goals) and can apply at different levels (such as strategic, organisationwide, project product
Or process).

Risk ManagementCoordinated activities to direct and control an organisation with regard to risk.

RiskManagementProcessSystemati@pplicationof managemenpolicies proceduresand practices
to the activities of communicating, consulting, establishing the context, and identifying, analysing,
evaluating, treating, monitoring aneviewingrisk.

Policy

LG Aa GKS ¢2pyQa t2tA08 G2 FOKAS@®S 06Sad LINY O
management)in the managemenof all risksthat mayaffectthe Town,its customerspeople,assets,

functions, objectives, operations or members of fhedlic.

Risk Management will form part of the Strategic, Operational, Project and Line Management
NBalLlR2yaArAoAftAGASE FTYyR GUKSNB LlaaioftS: 0SS AyO2Nl
Framework.

CKS ¢26yQa {SYyA2N) {dGFFF DNRdzLJ gAff RSGSNYAYS |
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 otpecific risks or categories of risk.

Risk Management Objectives
1 Optimise the achievement of our vision, experiences, strategies, goatshggutives.

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

Enhance risk versus return within our ragipetite.

Embed appropriate and effective controls to mitigaitek.

Achieve effective corporate governance and adherence to relevant statutory, reguiatdry
complianceobligations.

Enhance organisationedsilience.

Identify and provide for the continuity of criticaperations.

=A =4 =4 =4 -4 A

Risk Appetite

¢tKS ¢2g¢6y RSTAYSR AdGa NRaA]l | LIWISGAGS GKNRBJIAK (KS
Assessment and Acceptance Criteria. Tdrgeria are included within the Risk Management
Procedures and are subject to ongoing review in conjunction with this policy.

lff 2NBFyAalGA2ylFE NAR&aAla G2 0SS NBLRNISR Fd I O2N
Risk Assessment and Acceptance Criteria to allow consistency and informed decision making. For
operationalrequirementssuchasprojectsor to satisfyexternalstakeholderrequirements alternative
riskassessmentriteriamaybe utilised,howeverthesecannotexceedhe 2 NBH | Y A appeiitdapdy Q &

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 RiskManagementObjectivesthe managementf individualrisksandthe ongoingidentification

of issues antrends.

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:

43.4
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Risk Management Procedures

Governance

Appropriate governance of risk management within the
1 Transparency of decision making.
1 Clear identification of the roles and responsibilities of risk management functions.

1 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 AThree Lines of Defenceodo model
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 6 L L i n &h&y 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;

9 Establishing and implementing appropriate processes and controls for the management of risk (in
line with these procedures).

1 Undertaking adequate analysis (data capture) to support the decision-making process of risk.
1 Prepare risk acceptance proposals where necessary, based on level of residual risk.

1 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 6™® L i n dlis 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 15t & 3 lines on the risk and control environment. Support can be provided by additional
oversight functions completed by other 15t Line Teams (where applicable). Additional responsibilities
include:

1 Providing independent oversight of risk matters as required.
1 Monitoring and reporting on emerging risks.

T Coordinating the Townés risk reporting for t.he CEC
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Third Line of Defence

Internal self-audits & External Audits are the 6 '$L i noéd&fence, providing assurance to the Council, Audit
Committee and Town Management on the effectiveness of business operations and oversight frameworks
(18t & 2Md Line).

Internal Audit T 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 i 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.

Councll
Audit Committee ——— e .
I |
CEO Reports Biennially on; : Reports issued
1. Risk Management | External Audit to Minister
2. Internal Control ] | (Office of Auditor
3. Legislative Compliance | General) | A i
) I 1 : I
| Second Line Ri sk domn | | :
| Embedded w ithin : | |
: Senior Staff Group | : |
|
| L |
' | : Third Line :
- - I
Executive Assistant ’ ; | |
: Provides CEO and Senior Staff Reports
Corporate Services " Aggregated > Grom é_l issued - :
Risk (Risk Agenda) | | ©CEO |
Reporting | | |
I N | I I
| | | I
| o |
|
| : | Internal Audit |
| | | (appointed by CEQO) |
| | I
S I b T _____ I
Technical ) . ;
Servicles Corporate Services Office of the CEO Regulatory Services
First Line
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Roles & Responsibilities

CEOQO / Council

T Review and approve the Townés Risk Management
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

1 Support Council in providing effective corporate governance.

1 Oversight of all matters that relate to the conduct of External Audits.
1 Independent, objective and autonomous in deliberations.
1

Recommendations to Council on External Auditor appointments.

CEO / Senior Staff Group
1 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.

=A =4 =4 -4 A4 -

Own and manage the Risk Profiles at Town Level.

Executive Assistant Corporate Services
1 Oversee and facilitate the Risk Management Framework.

1 Support reporting requirements for risk matters.

Work Areas

9 Drive risk management culture within work areas.

1 Own, manage and report on specific risk issues as required.

1 Assistin the Risk & Control Management process as required.
1 Highlight any emerging risks or issues accordingly.
)l

Il ncorporate ORi sk Managementd into Management
agenda items;

o New or emerging risks.
0 Review existing risks.

o Control adequacy.
0

Outstanding issues and actions.

Page |6
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Document Structure (Framework)

The following diagram depicts the relationship between the Risk Management Policy, Procedures and
supporting documentation and reports.

Risk Management

Policy

l

Risk Mana gement

Risk Management
Standard

AS/NZ ISO
31000:2018

Risk Management ¢
Principles and
Guidelines

\/

Procedures

Town Risk Profiles

Strategic?

Corporate Business
Plan

Politics
Financial

Risk Reporting

ix monthly
Internal Risk

Reporting

Risk Management
Internal Controls
Legislative Compliance

\///'

CEO / Senior Staff

—

Group

— > Audit Committee
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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:

1 Reflective of the material risk landscape of the Town.

1 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.

T 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 1SO 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 Townés Risk Management Procedures provide the b
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. Strateqgic Context

This constitutes the Town 6 4devebdirectiom. imputs to establishingptmeme nt and
strategic risk assessment environment may include;

T Organi s\astom onés

1 Stakeholder Analysis

1 Environment Scan / SWOT Analysis
)l

Existing Strategies / Objectives / Goals



2. Operational Context

The Townds day to day activities, functions, infrastr
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:

1 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

1 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.

. Risk Identificati

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.

1 What can go wrong? / What are areas of uncertainty? (Risk Description)

1 How could this risk eventuate? (Potential Causes)

1 What are the current measurable activities that mitigate this risk from eventuating? (Controls)
1

What are the potential consequential outcomes of the risk eventuating? (Consequences)

. Ris| .
To analyse the risks, the Townds Risk Assessment and
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)

1 Determine how likely it is that the risk will eventuate to the determined level of consequence with
existing controls in place (Likelihood)

1 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:

1 Controls Assurance (i.e. are the existing controls in use, effective, documented, up to date and
relevant)

1 Existing Control Rating

1 Level of Risk

1 Risk Acceptance Criteria (Appendix A)
1 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;

1 Cost versus benefit
1 Ease of implementation

1 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).

The Town is to review all Risk Profiles at least on a six monthly basis or if triggered by one of the
following;

1 Changes to context,
1 Atreatmentis implemented,

1 Anincident 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:

1 Risks with a Level of Risk of High or Extreme
1 Risks with Inadequate Existing Control Rating
1 Risks with Consequence Rating of Extreme
1

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.

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 Townbés risk management culture.

Page |10
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Reporting Requirements

Coverage & Frequency
The following diagram provides a high level view of the ongoing reporting process for Risk Management.

Risk Management Reporting Workflow

4 Review Biennial Risk Report . .
- s . > Provide overview of
5 E for Appropriateness & > report to Council
= Effectiveness
< £
= Y
O
8 Approve Biennial Risk
o Report as Appropriate &
Effective
A
4=
o3 s o
n e Review Identifies new Document
O 5o —»  /emerging [ meeting
e = Report X
O 5 o risks outcomes
n A
| v
o £ % " Produces Biennial_ Risk Verify Risk Identify new / Produce Risk Update Risk
2854 Report as Appropriate & | —p» Information [ emerging risks —» Summary Report Profiles / Follow
3 g 8> Effective (Six-Monthly) up Action
QO o
FLOon A

Provide updates on:
1. New / emerging risks
2. Control Adequacy
3. Assigned Actions

Work Areas
A

Each Work Area is responsible for ensuring:

1 They continually provide updates in relation to new and emerging risks, control effectiveness and
indicator performance to the Executive Assistant Corporate Services.

1 Work through assigned actions and provide relevant updates to the Executive Assistant Corporate
Services.

1 Risks/lIssues reported to the CEO & Senior Staff Group are reflective of the current risk and control
environment.

The Executive Assistant Corporate Services is responsible for:

1 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.

1 Producing a six-monthly Risk Report for the CEO & Senior Staff Group which contains an overview
Risk Summary for the Town.

1 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:
91 The risk description and casual factors are fully understood
1 The Indicator is fully relevant to the risk or control
1 Predictive Indicators are adopted wherever possible
)l

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 Townds Risk Appetite.
1 Greeni within appetite; no action required.

1 Amber i the Indicator must be closely monitored and relevant actions set and implemented to
bring the measure back within the green tolerance.

1 Redi 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.
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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 AT 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 O6Ri sk Acceptanced must be in writing, signed by t
1 A description of the risk.

1 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 7 Risk Assessment and Acceptance Criteria

Town of East Fremantle Measures of Consequence

“qs

Rating Financial : : ) ) .
Health | Service Interruption Compliance Reputational Property Environment
(Level) mpact
Insianificant . . . : Unsubstantiated, low , Contained,
g Near-Miss or Less than No material service Minor regulatory or impact. low profile or Inconsequential reversible impact
First Aid $10,000 interruption statutory impact pact, b damage. managed by on
1) 6no news ;
site response
. . Contained,
Minor Medical type $10,001 - Short term emporary |- g, e temporary Substantiated, low Localised damage reversible impact
niries $50.000 interruption 1 backlog non-comoliances impact, low news rectified by routine manaaed b
(2 ) ’ cleared < 1 day P item internal procedures . ged by
internal response
Medium term Short term non- Substantiated, public .
. . . compliance but . Contained,
Moderate Lost time temporary interruption S, embarrassment, Localised damage o
. $50,001 - N with significant ; - reversible impact
injury >14 $250 000 I backlog cleared by requlator moderate impact, requiring external manaaed b
() Days ' additional resources 9 y moderate news resources to rectify 9 y
< 1 week requirements profile external agencies
imposed
Prolonged interruption Non-compliance Substantiated, public C Uncgnta!ned,
Long-term > . L . X Significant damage reversible impact
Maior A of services i additional results in embarrassment, high L
J disability / $250,001 - i o . . requiring internal & managed by a
. resources; termination of impact, high news .
) multiple $1,000,000 ; : > external resources to coordinated
L performance affected services or profile, third party :
injuries . . ! rectify response from
< 1 month imposed penalties actions .
external agencies
nceteminare || Noveopiance | Subsiantated punfe | Extensive camage
i i i Uit : | sment, requiring prolonge )
Extreme Fatality, More than prolonged interruption criminal charges | high multiple impacts, eriod of restitution Uncontained,
permanent of services i non- o . i p : o
(5) disability $1,000,000 performance or significant h|gh W|despreaq irreversible impact
> 1 month damages or multiple news profile, | Complete loss of plant,
penalties third party actions equipment & building
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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 Insignificant Minor Moderate Major Extreme
Likelihood A? 2 3 4 5
Almost Certain 5 Moderate (5)
Likely 4 Moderate (8)
Possible 3 Moderate (6) Moderate (9)
Unlikely 2 Moderate (6)
Rare

1 Moderate (5)
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Town of East Fremantle Risk Acceptance Criteria
MODERATE Monitor Risk acceptable with adequate contrpls, managed_ by_ specific procedures and Operational Manager
(5-9) subject to semi-annual monitoring
Town of East Fremantle Existing Controls Ratings
Rating Foreseeable Description
Processes (Controls) operating as intended and / or aligned to
. - . Policies & Procedures; are subject to ongoing maintenance
Effective There is little scope for improvement. o i . .
and monitoring and are being continuously reviewed and
tested.
Whilst some inadequacies have been identified; Processes
Adequate There is some scope for improvement. (Controls) are in place, are being addressed / complied with
and are subject to periodic review and testing.
. ; Processes (Controls) not operating as intended, do not exist,
A need for corrective and / or improvement ; . )
Inadequate . . or are not being addressed / complied with, or have not been
actions exist. . .
reviewed or tested for some time.
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Appendix Bg Risk Profile
Template

Risk Theme DENE

This Risk Theme is defined as;

Definition of Theme

Potential causes include;

List ofpotential causes

Controls Type Date Town Rating

List of Controls

Overall Control Ratings

Consequence Category Risk Ratings Town Rating

Consequence:
Likelihood:

Overall Risk Ratings:

Indicators Tolerance Date QUEEl TR
Result
List of Indicators
Rationale for all above ratings
Current Issues / Actions / Treatments Due Date Responsibility

List current issues / actions / treatments
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Echelon Australia Pty Ltd trading as LGIS Risk Management
ABN 96 085 720 056

Level 3

170 Railwayarade

WEST LEEDERVILLESOOXTel
08 94838888

Fax 08 9488898

CONTACTS

Michael Spark®8Com, Dip FS, CBCI
Senior Risk Consultant

Tel 0894833820

Mob 0417 33614

michael.sparks@jlta.com.au
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Insignificant

Exceeds deadline by
>5% of project
timeline

Exceeds project
budget by 2%

Minor variations to project scope or quality

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.

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.

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.

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:

Screening
Question

Context

1. Isthere a risk
that the project
Health & Safety |may cause harm
to persons (staff,
contractor, public

Level of L Additional

X . Organisational Organisatio : .
Yes/No | Project | Instructions 9 Yes/No 9 Instructions Supporting

|
Risk mpact qal Comments
Risk

2. Is there a risk
that the project
may exceed
budget?

Financial

3. Is there a risk
that the project
deadline is
exceeded?

Time

4. Is there a risk
that the project
scope or quality
may vary?

Scope / Quality

5. Is there a risk
that the project
may impact the
natural
environment?

Environment

The Swiss Cheese
Model

Hazards/risks

Source: James Reason (1990). Human
Ermor. Cambodge University Press,

(o) 5 (&)
% 2. %,
% < %
Y < Y,
<, %, <
( Joo’ 6. "’o,.
\ A (
* . [
ﬂ v.. \
( ﬁ..
X \
v,
. :
Systems and Capability Culture
Processes (Leadership,
behaviour,

Attitudes)
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Type: Corporate ServicesRisk Management
Legislation: Local Government (Audit) Regulations
Delegation: N/A

Other Related Document:

Objective

Internal audit provides an independent and objective review addsory service to:

T LINPOARS | dadz2Ny yOS G2 [/ 2dzyOAt FyR GKS / KAST
2LISNI GA2ylf O2yGNRfta RSaAA3IySR G2 YIyl3IS GKS
operating in an efficient, effective and ethical manner; and

9 |
210

f Ftaairad YIFyFr3aSYSyid Ay AYLINRGAY3I YR Y2yA(i2NAYy3

and legislative compliance functions.

Definitions
GwAaléeyY !'{kb%{ L{h omannnYunndg RSFAyYySa NRrRal I a

A risk isoften 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.

Gwial alylr3aSYSyidéy ¢KS FLILIX AOFGA2Y 2F O22NRAYI

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 noffinancial policies and operations.

Independence

1 Independence is essential to the effectiveness of the internal audit function.

1 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.

1 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:

T KFE@S FdZt FNBS IyR dzy NBaidNR O
documentation, premises and Town employees; and
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1 obtain assistance as required from Toamployees.
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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 limitedhe, examination and evaluation of the

I RSljdz2 O FyR SFFSOGA@SySaa 2F GKS ¢2gyQa 3I2BSNYI
Fad GKS ljdzh tAGe 2F LISNF2NXIFyYyOS Ay OF NNEAyYy 3 2 dzi

objectives. Ttg may include:

9 evaluating risk exposure relating to achievement of the Towns strategic objectives;

1 evaluating the reliability and integrity of information and the means used to identify, measure,

classify and report such information;

1 evaluating the systems established to ensure compliance with those policies, plans, procedures,

laws and regulations which could have a significant impact on the organisation;

1 evaluating the means of safeguarding assets arad appropriateg verifying the existence of
such assets;

1 evaluating the effectiveness and efficiency with which resources are employed,;

9 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;
1 monitoring and evaluating governance processes;
1 monitoring and evaluating the effectiveness of the Towns risk management processes;

1 evaluating the quality of performance of external auditors and the degree of coordination with

internal audit;
9 providing advice related to governance, risk management and internal control as appropriate;

1 reporting significant risk exposures and internal control issues, including fraud risks and

governance issues; and
9 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
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Type: Corporate ServicesRisk Management
Legislation:
Delegation:
Other Related Document:

Objective
To provide a coordinated approach to the assessment and approval of requests for new or capital
upgrades teexisting 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:
dOF LA G+ f meanddeXtenBidhst ér upgrades to existing assets to cater for growth or
increased levels of service.

G 02 YYdzy A i @ meéadgiahyRTbwhD&ried or managed sport and recreation facilities,
clubrooms, community centres and community halls.

2. Statement:
Ly FEAIAYYSyld S6AGK OdNNByd aasSa YIrylFrasSySyid L
development and upgrade of community buildings should seek to achieve the following:
1 value formoney;

sustainable utilisatiofevels;

LINE @ A-ferd JdaNT_Jask; S €

meet current buildingtandards;

promote the strategic planning principles endorsed by Colaruil;

minimise impacts from activities held in the buildings that may adversely affect local
residents

= =4 -4 —a A

3. ProposalCategories:

Proposals for the construction of new community buildingscapital upgrades to existing
facilitiesbuildingsgenerallyfall into one of four categories:

(i) Proposals for facilities works where the Town providegualtling.

(i) Proposals for works where communibyased organisations seek external funding (eg
grants) which require Council support andéontributions.

(i) Proposals for works where communitased organisations sdifind a portion of the works
and seek Council contributions for the remaining cost of the project.




(iv)

3.1

3.2

Proposals for work&/here communitybased groups or lessees sklhd the whole
development.

Categories (i), (i) & (iiif ApplicationRequirements:

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:

1 meet eligibility criteria set by the Town and/or funding agenaes

1 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
dzLJANI RSaz VYdzald RSY2yadaNI 4GS Fy FTEAIYYSY(d oGAi
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 litoited

1 real and projected needs for th@roposal,

community benefits aninpacts;

alignmentwith planningdocumentsandstrategic planningprinciples;
financialimpacts to the club/group and to Council;;

sustainability issuegsnd

1 possiblealternatives.

= =4 4 =

Minimum standards will be set for Town managed facilities with regard to site design and
FAYAEAKSAa Ay I OO2NRIFIYOS gA0K (KS ¢2gyQa ! aaSi
and above these standards are the responsibility of the organisation/group letiséng

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.

Category (ivx Self Funded Upgrades

Local community organisations may make applications to the Town téduselfan upgrade
to a Town facility. The application to the Town must include the following:

Applicationform

Projectbudget

Compliance with all legislativequirements.
Plans for thevorks.

= =4 4 —a

Demonstrated capacity to completeorks.




The Town will not guarantee that approval will be granted to requests for community
organisations seifunded upgrades. In considering the application the Town will consider the
following issues:

= =4 =4
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Impact of facilities and associated ugeoups.

The proposed works and losigrm impact on the life of theroperty.
Impact on locatommunity.

Ability of community organisations to complete thelks

Ongoing maintenance of proposeggrade.

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 agreementseledant approval
processes.

Loans and Guarantees

In recognition of the risks associated with the provision of-seffporting loans or guarantees,
the Town will generally not enter into any such agreements with any clubs, community
organisations or external organisations.

Responsible Directorate: Corporate Services

Reviewing Officer: Executive Manager Corporate Services

Decision making Authority: Council

Policy Adopted: 18/9/18

Policy Amended/Reviewed: 17/9/19

Former Policy No: 222
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Type: Corporate ServicesRisk 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 Documeist Fraud and Corruption Control Plan

Town of East Fremantle Strategic Community Plan 2007
KRA: Leadership and Governance

5.1. Strengthen organisationatcountability & transparency
Risk Management Poliend 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 Easmantle'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 gimice as set out in thEraud and Corruption
Control Standards (AS 862008)

Policy Scope

This policy applies to:

w ElectedMembers;

w all workers whether by way of appointment, secondment, contract, temporary arrangement or
volunteering, work experience, trainees anterns;

w any external party involved in providing goods or services to the Town, such as contractors,
consultants, outsourced service providers angpliers.

Definitions

Fraudis defined by Australian Standard AS8Q®D08 as:

G5AaK2ySaid FOGA@GAGE OFdzaAy3d | OGdzZf 2N LRGSYGALl f
monies or other property lmployees or persons external to the entity and where deception is used

G GKS GAYSE AYYSRAFGSt® 0ST2NB 2NJ AYYSRALFGSt & 7
Fraud can take many forms including:

1 the misappropriation oéssets;
1 the manipulation of financial reporting (either internal or external to the Towam;
1 corruption involving abuse of position for persogain.




Corruptionis defined by Australian Standard AS8Q@®D08 as:

G/ 2NNXzLIGA 2y Aa RAaK2ySaid FOUGAODAGE AcgntranMot@Kk |y SY
interests of the entity and abuses their position of trust in order to achieve some personal gain or
FRGIFYGdF3S F2N) dKSYasSt@dSa 2N F2NJ Fy20KSNJ LISNER2Y 2
involve corrupt conduct by the entityr a person purporting to act on behalf of and in the interests
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Corruption is any deliberate or intentional wrongdoing that is improper, dishonest or fraudulent and
may include:

conflict ofinterest;

failure to disclose acceptance of giftshaispitality;

acceptance of aribe;

misuse of internet or emaigr

release of confidential or private information or intellectpabperty.

E ]

Corrupt conducttends to show aleliberate 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.

PolicyStatement

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 agiprisaadopted by the Town
towards such behaviour.

Fraud and corruption are a risk to the Town, including in terms of:

financialloss;
reputationalimpact;

diversion of managememnergy;
organisationaimorale;
organisationatlisruption;

loss ofemployment;

reduced performanceand
diminishedsafety.

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

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 aityiwvill 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 atiega

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,-tgpdate 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:

9 adopting the Fraud and Corruption Control Plan, which is aligned witRrdngd and Corruption
Control Standards (A8801-2008);

1 incorporating fraud and corruption risk identification and mitigation strategies as part of the
integrated and reporting plannirfgamework;

1 educating employees in accountable conduct and fraud awareness issues, including ongoing
performance assessment and counsellanag

1 monitoring, auditing and communicatipgocesses.

Fraud and Corruption Contrd?lan
The objectives of th€raud and Corruption Control Plan are to:

1 reduce the potential for fraud and corruption within and againstToevn;

9 build a culture which seeks to prevent fraud aadruption;

1 apply resources to the prevention of fraud asadruption;

1 explain howsuspected fraud and corruption is dealt with through risk management practices;
and

1 provide guidance on how any suspected instances of fraud or corruption arendtalt

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 andawareness;
pre-employmentscreening;
riskassessment;

internal and externahudit;
whistleblowing;and
investigationprocedures.

=A =4 =444

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:

1 reviewing risk management frameworks and associated procedures for the effective
identification and management of frauigks;

1 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 fraucklated information; and

1 providing leadership in preventing fraud acwtruption.

3. Chief Executive Officer

The Chief Executive Officer applies the Town's resources to frawention and ensures the
implementation of adequate controls for managing fraud and corruption risks within the Town.




The Chief Executive Officer, under f@erruption, Crime and Misconduct Act 2003st notify
the Corruption and Crime Commission or the Public Sector Commission if misconduct is
suspected.

4. LeadershipTeam (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 riskreas;

participate in fraud and corruption risk assessmentews;

monitor the continued operation afontrols;

report suspected fraud and corruption promptly, maintaining confidentiality; and

ensure the protection of complainants who report fraudulent and corrupt activities.

= =4 =4 =4 A =

5. Public InterestDisclosure (PID) Officer
The Public Interest Disclosure Officer investigates disclosures, and take action following the
completion of investigations under tHeublic Interest Disclosure Act 2003

6. Human Resources Coordinator

The Human Resources Coordinator or delegatffider, will manage the discipline process and
be responsible far

 communicating the existence and importance of the Fraud and Corruption ControbRthn;
9 delivering and/or coordinating fraud and corruptitraining.

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 suspecheaudulent or corrupt
incidents or behaviour.

Internal Audits
Internal audits provide an independent and objective review and advisory service to:

1 provide assurance to the Chief Executive Officer/Council that the financial and operational
controls designed to manage thBown's risks and achieve the Town's objectives are
operating in an efficient, effective and ethical manremgd
9 raairad YIylFr3aSYSyid Ay ApéfanBnge y3 (KS ¢26yQa od

External Auditors

External auditors provide an opinion on whether thewn'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 Andgalian
Auditing Standard ASA 240: The Auditors' Responsibility to Consider Fraud in an Audit of a
Financial Report

Responsible Directorate: Office of the CEO
Reviewing Officer: CEO

Decision making Authority: Council

Policy Adopted: 15/09/20

Policy Amended/Reviewed:
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Type: Corporate Serviceg 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; The National Standards for Volunte
Involvement 2015
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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 publiclgdvertise 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:

(@) Relevant background information
(b) Criminal record screening and three year Police clearance paid by Council to meet the
NBIjdZANBYSYyGa 2F GKS ¢2¢6y 27T l@iblatian. CNBY yif SQa

Volunteers will not be used for Community Transport Services with respect to the
Commonwealth Home Support Program (CHSP).

2. Roles and Responsibilities
[ 2dzy OAf Q& wSalLRYAAOATAGASE (2 +2fdzy i SSNA
1  Volunteers will be recruited in a fair, equitable and formal manner.
1 Volunteers knowledge and skills relevant to their roles will be identified and training and
development opportunities provided to meet those needs.

1 Volunteers will be provided with a safe workplace as per the legislative requirements of the
Occupational and Safety Health Act 1984 (WA).




1  Volunteers will be provided with support and direction from the relevano@bnator.
1  Volunteers will be provided with relevant insurance cover when they are registered and have
the approval of Council whilst undertaking their designated volunteer roles.
1 Volunteers will be provided with relevant induction prior to each praject
T +2fdzySSNR gAff KIF@PS GKSANI O2YLX IAyda FyR 3N

policy and procedures.
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1 Volunteers must take reasonable care for the health and safety of themselves and others.

T +2fdzySSNRE Ydzad F2tt2¢ [/ 2dzyOAf Qad 3IdzA RSt Ay Sz
volunteering position.

1 Volunteers mustparticipate 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.

f +2fdzyGSSNER Ydzad F0ARS o0& /2dzyOAtQa /2RS 27
volunteer work and/or inappropriate behaviour may result in termination of the volunteer
registration.

1 Volunteers must record attendance details in an attendance register, log book or minutes
for a meeting for insurance purposes.

1 Volunteers must inform Council if they are unable to attend their volunteer activities at any
time.

1  Volunteers must decline or withdraw from work if it is unsuitable or if it is placing excessive
demands on them.

1 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 roompliance with any legislation.

1
1

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 Towrecognises that despite the best intentions of
volunteers and the Town there are occasions where relationships may break down or behaviour

Ad AYyO2YLI GAGES GAUK GKS ¢26yQa 20f A3 0A2ya :
may:

(a) Where a concern is identified, communicate the concern to the volunteer and provide them
with support, encouragement or where appropriate training to egeme the concern. This
should be an ongoing communication, review and support arrangement to absist
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 termipate
0KS ¢26yQa RAAONBIAZ2Y O

(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
0KS @2t dzyiSSNR& ASNBAOS | NN yISYIYy i KGI & 208Y Q
discretion.




Responsible Directorate:

Executive Manager Corporate Services

Reviewing Officer:

Chief Executive Officer

Decision making Authority:

Council
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Legislation: All current Acts and Regulations applicable to Local Governr
Delegation: N/A
Other Related Document:

Objective

The primary objective of this Policy is to ensure tthet Town of East Fremant{@ OEFfomplies
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 Townwill 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 therinciples set out in this Policy, aim to:

(@)
(b)

(©)
(d)

2dzit AyS ¢hocQa O2YYAGYSyd G2 tS3IAatliAds O02YL

prevent,andwherenecessaryidentify andrespondto breacheof laws,regulations, codesr
organisationastandardsoccurringin the organisation.

promote a culture of compliance within the organisatiangd

assist the Council in achieving the highest standardgwetrnance.

PolicyStatement

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)
(b)

(©)

(d)
(e)
(f
(9)

developandmaintainasystentor identifyingthe legislationthat appliesto/ 2 dzy OA f Q& | O A @
assign responsibilitiesfor ensuring that legislation and regulatory obligations are fully
implemented inCouncil.

provide training for relevant stafglected membersvolunteers and other relevant people in
the legislative requirements that affeittem.

provide people with the resources to identify and remaintopdate with new legislation.
conduct audits to ensure there ¢@mpliance.

establish a mechanism for repang noncompliance.

review accidents, incidents and other situations where there may haee nor compliance.




(h) review audit reports, incident reports, complaints and other information to assess how the
systems of compliance can imeproved.

General Principles

Council has adopted the following principles based on the Australian Standards AS ISO 19600:2015
Compliance Management SystenfSuidelines.

(@) GCommit to achieving compliance in all areas & dtperations.

(b) Maintain aLegislative Compliance Polithat sets out its commitment to compliance with
applicable laws angkgulations.

(c) Provide sufficient resources to ensure that this legislative compliance program can be
implemented, maintained anichproved.

(d) Ensure that all managerssupervisors ad staff generally understand, promotnd be
responsiblgor compliancewith relevantlaws,regulationscodesand standardghat applyto
activitieswithin their day-to-dayresponsibilities.

(e) Useitsestablishediskmanagemenpracticedo accuratelydentify, rate and treat compliance

risks.

()  Ensure that compliance requirements are integrated into deyday operating procedures as
appropriate.

() Maintain an effective complaints management system, including the coveragmmgiliance
failures.

(h)  Council will maintain &tatute and Regulation Registend all identified legislation imposing
compliance and impacting on Council will included orRbegister.

()  Use the Annual Compliance Return as the register to reapychorrcompliance matters
()  Will investigate, rectify and report all comptiee failures.

(D  Appropriate practical education and training of staffl be providedn order for them to meet
their compliarce obigations

(m) Actively promote the importance of compliance to staff, contractors and other relevant third
parties.

Roles and Responsibilities

(@) Elected Memberand CommittedMembers
1 Elected memberandCommitteemembershavearesponsibilityto be awareof and abide
by legislatiorapplicable to theirole.

(b)  Senior Management Tear&xXecutiviManager)
1  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.

1  Senior Management should have systems in place to ensure that all staff arehgven
opportunityto bekeptfullyinformed,briefedand/ortrainedaboutkey legal requirements
relative to their work within thefinancial capacity to dso.

(c) Employees
1 Comply with relevant legislative obligations within the scope of theies and their
delegated authority;
1 Follow relevant procedures, guidelines and checklists as far as practicable and implement
this Policy
1 Employees have a duty to seek information on legislative requirements applicable to their
area of work and to comply with the legislation.




1 Employees shall report through their supervisors to senior management any areas-of non
compliance that they becomaware of.

Procedure

As part of its Legislative Compliance Management System, Council will have in place a Legislative
Compliancé’rocedureo ensurethat staff utilise the latestversionof legislation andvhenlegislation
changesstepsare takento ensurethat staff areawareof amendments to legislation. The Legislative
Compliance Procedure is an attachment to this policy.

Responsible Directorate: Office of the CEO
Reviewing Officer: Chief Executive Officer
Decision making Authority: CEO

Policy Adopted 19/10/21

Policy Amended/Reviewed
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LEGISLATIVE COMPLIARRECEDURERO2.2.9)

1. Identifying CurrentLegislation
1.1 Electronic Versions akgislation
Council accesseselectronic up-to-date versions of legislation through the Western
Australianlegislation website atvww.legislation.wa.gov.athe WAlegislation website is
the official WA Government site for the online publication of legislation and is provided
YR YFAY(dGlFIAYySR o0& Gfficet I NI AFYSY(GlINE / 2dzyaSt C

Councistaff shouldutilisethis websiteasit isupdatedon adailybasis.

Federal laws and instruments should be accessed through the Federal Register of
Legislation atvww.legislation.gov.au

1.2 AustralianStandards
The Standards purchased by Council are made available to staff through the Y drive.

2. ldentifying New or AmendedL.egislation
2.1 WAGovernmeniGazette
Council provides website access for its staff to W& Government Gazette which
publishes all new or amended legislation applicabléMestern Australia

2.2 Department of Locdbovernment, Sport and Cultural Industries
Council receives regular circulars from the Department of Local GoverniSeott &
Cultural Industries on any new or amended legislation relevant to local government. Such
advicess NE NBOSA QPSR (GKNRdAzZAK [/ 2dzy OAf Qa wSO2NRa {
Records staff to the relevant Council Officers for implementationedected membergor
information where applicable.

2.3 Department ofPlanning
Councilreceivesnotification from the Departmentof Planningon any new or amended
legislation. Such advice is receigd through / 2 dzy’ Bécord® dSection and must be
distributed by the Records staff to the relevant Council officersnipiementation.

2.4 WA Local GovernmenAssociation
Council receives a weekly circular from t#A Local GovernmenAssociationThese
circularshavesectionsonfinance, planning andrevironmental law that highlight changes
in legislation applicable to Councils and must be distributed to relevant Council officers and
elected membergor information.

3. Obtaining Advice on LegislatirRrovisions

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 (Legéifficer),
(b) Department of Local Government (Legal Services Bramrch),
(c) / 2dzy OAf CBélicitor. y St 2 F
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Informing Councilof LegislativeaChange

If deemed necessary, thexecutiveManager or a nominated officer, will, on receipt of advice
of legislative amendmentsdviceCounciVvia aConcept ForurBriefingon the new or amended
legislation where any changes will impaainificantlyon Council or its operations.

Review of Incidents and Complaints fidion-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.

Reporting ofNon-compliance

6.1 All instances of nowompliance shall be reported as soon as practicable to the respective
Executive Manager. The ExecutManager 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 tkdhief Executive Officer

TheChief Executive Officenayinstigateaninvestigationinto anynon-compliancematter

and will report significant nogompliance matters to the Council ardternal 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.

Auditing Legislativ&Compliance
Council shalincorporate a review of its processes to ensure legislative compliance is included
in its internal audit function.

Corporate Calendar
Monthly review of Corporate Calendar to ensure all legislative requirements are being met.

Review of Legislative ComplianBsocedures
This Procedure will be reviewed every two years




Town of East Fremantle - Legislative Compliance Matrix Register

Legislation Office of CEO Corporate Services Regulatory Services Operations

Admin & Fin Rangers Building Health Planning Environment Transport  Parks & Reserves

Animal Welfare Act 2002

Animal Welfare (General) Regulations 2003

Building Act 2011

Building and Construction industry Training Fund
and Levy Collection Regulations 1991
Building Requlations 2012

Bush Fires Act 1954
Bush Fires Regulations 1954
Bush Fires (Infringements) Regulations 1978

Cat Act 2011
Cat Regulations 2012

Conservation & Land Management Act 1984
Conservation & Land Management Regulations
2002

Control of Vehicles {Off Road Areas) Act 1978
Control of Vehicles (Off Road Areas) Regulations
1979

Corruption and Crime Commission Act 2003
Corruption, Crime and Misconduct Act 2003

Disability Services Act 1993
Disability Services Regulations 2004

Dividing Fences Act 1961
Dividing Fences Regulations 1971

Dog Act 1976
Dog Regulations 2013




Legislation

Town of East Fremantle - Legislative Compliance Matrix Register

Office of CEO Corporate Services Regulatory Services Operations

Admin & Fin Rangers Building Health Planning Environment Transport  Parks & Reserves

Emergency Management Act 2005

Emergency Management Regulations 2006

Environmental Protection Act 1986

Environmental Protection Regulations 1987

Equal Opportunity Act 1984

Equal Opportunity Regulations 1987

Fair Work Act 2009

Fines, Penalties and Infringement Notices
Enforcement Act 1994

Fines, Penalties and Infringement Notices
Enforcement Regulations 1994

Fire and Emergency Services Authority of WA Act

1998

Fire and Emergency Services Authority of WA
Regulations 1998

Food Act 2008

Food Regulations 2009

Freedom of Information Act

Freedom of information Regulations 2020

Heritage Act 2018

Heritage Regulations 2019

Interpretation Act 1984

Jetties Act 1926

Land Administration Act 1997

Land Administration Regulations 1998

Library Board of Western Australia Act 1951




Legislation

Town of East Fremantle - Legislative Compliance Matrix Register

Office of CEO Corporate Services Regulatory Services Operations

Admin & Fin Rangers Building Health Planning Environment Transport  Parks & Reserves

Liquor Licensing Act 1988

Liguor Licensing Regulations 1989

Litter Act 1979

Litter Regulations 1981

Local Government Act 1995

Local Government (Administration) Regulations
1996

Local Government (Audit) Regulations 1996

Local Government (Constitution) Regulations
1998

Local Government (COVID-19 Response) Order
2020

Local Government (Elections) Regulations 1997

Local Government (Employee Superannuation)
Regulations 2016

Local Government (Financial Management)
Regulations 1996

Local Government (Functions and General)
Regulations 1996

Local Government (Long Service Leave)
Regulations

Local Government (Miscellaneous Provisions) Act
1960

Local Government (Model Code of Conduct)
Regulations 2021

Local Government (Parking for People with
Disabilities) Regulations 2014

Local Government (Regional Subsidiaries)
Regulations 2017

Local Government (Uniform Local Provisions)
Regulations 1996

Main Roads Act 1930

Main Roads (Control of Advertisements)
Regulations 1996

Planning & Development Act 2005




Legislation

Town of East Fremantle - Legislative Compliance Matrix Register

Office of CEO Corporate Services Regulatory Services Operations

Admin & Fin Rangers Building Health Planning Environment Transport  Parks & Reserves

Planning & Development {Consequential)
Regulations 2006

Planning & Development (Development
Assessment Panels) Regulations 2011

Planning & Development (Fees) Notice 2021

Planning & Development {Local Planning
Schemes) Regulations 2015

Planning & Development (Part 17 Fees) Notice
2020

Planning & Development Regulations 2009

Planning & Development (Transitional)
Regulations 2006

Public Interest Disclosure Act 2003

Public Interest Disclosure Regulations 2003

Public Health Act 2016

Health (Miscellaneous Provisions) Act 1911

Public Health Regulations 2017

Health Act {Carbon Monoxide) Regulations 1975

Health Act (Laundries and Bathrooms)
Regulations

Health Act (Sewerage Drainage and Underground
Water Supply) Regulations 1959

Heatlth Act (Underground Water Supply)
Regulations 1959

Health (Air-handling and Water Systems)
Regulations 1994

Health {Aquatic Facilities) Regulations 2007

Health (Asbestos) Regulations 1992

Heatlth (Cloth Materials) Regulations 1985

Health (Construction Work) Regulations 1973

Health {(Garden Soil) Regulations 1998

Health (Offensive Trades Fees) Regulations 1976

Heatlth {Pesticides) Regulations 2011

Health (Public Buildings) Regulations 1992




Legislation

Office of CEO

Town of East Fremantle - Legislative Compliance Matrix Register

Corporate Services Regulatory Services Operations

Admin & Fin Rangers Building Health Planning Environment Transport  Parks & Reserves

Health {Skin Penetration Procedure) Regulations
1992

Health (Temporary Sanitary Conveniences)
Regulations 1997

Heatlth (Treatment of Sewage and Disposal of
Efftuent and Liquid Waste) Regulations 1974

Public Sector Management Act 1994

Public Works Act 1902

Rates and Charges (Rebates and Deferments) Act
1992

Rates and Charges (Rebates and Deferments)
Regulations 1992

State Administrative Tribunal Act 2004

State Records Act 2000

Strata Titles Act 1985

Strata Titles (General) Regulations 2019

Swan and Canning Rivers Management Act 2006

Swan and Canning Rivers Management
Regulations 2007

Waste Avoidance and Resource Recovery Act
Waste Avoidance and Resource Recovery
Regulations 2008

_

Cat Local Law 2016

Dog Local Law 2016

Fencing Local Law

Meeting Procedure Local Law 2016




Legislation

Town of East Fremantle - Legislative Compliance Matrix Register

Office of CEO Corporate Services Regulatory Services

Admin & Fin

Operations

Public Places and Local Government Property
Local Law 2016

Rangers Building Health Planning Environment Transport  Parks & Reserves

Parking Local Law 2016

Penalty Units Local Law 2016

Waste Local Law 2017

Waste Amendment Locaf Law 2017

Office of CEO
Corporate Services
Regulatory Services
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Type: Caporate Serviceg Risk Management
Legislation: LocalGovernmeniAct 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 resoutegscould otherwise be spent on
Council prioritiesWhilst 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 aeal or perceived problem.

Objective

1.

To identify situations where a complainant, either individually or as part of a group, or a group
2F O2YLAX FAYlFIYyGas YAIKI ODSEOBYRIRSNERR:GOZI &8
these situations.

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:

Therepeatedand/or obsessiveursuitof:

(i)  unreasonableomplaintsand/or unrealisticoutcomes;and/or
(i) reasonableomplaintsn anunreasonablenanner.

Where complaints continue and have been identified as habitual or vexatious in accordance
with the criteria set out in the attached document (Schedule A),GE©, 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 takbe.
attached schedule (B) details the options available for dealing with habitual or vexatious
complaints.

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 tak&he CEO will also notify the Elected
Members that a constituent has been designated as a habitual or vexatmoglainant.

Once acomplainant 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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ScheduléA ¢ Criteriafor DeterminingHabitualor VexatiousComplaints

Complainants(and/or anyone acting on their behalf) may be deemedto be habitual or
vexatious where previous or current contact with thetmws how they meet one of the following
criteria:

Wherecomplainants:

1. PSNBA&G Ay LHdz2NEdZAYy3 | O2YLX FAyd 6KSNB GKS /2
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 addresse@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 separateomplaints).

3. are repeatedly unwilling to accept documented evidence given as Haitgal or deny
receipt of an adequate response in spite of correspondence specifically answering their
guestions or do not accept that facts can sometimes be difficult to verify when a long
period of time hazlapsed.

4, repeatedly do not clearly identify the precise issues which they wish to be investigated,
despite reasonable efforts of the Council to help them spettigir 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 pointlt 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 flinis. will, in
itself, causepersonalcontact with the complainanand/or their representative to be
discontinuedand the complaint will, thereafter, only be continued through written
communication.The Council has determined that any complainant who threatens or uses
actual physical violence towar@snployees 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 courseof addressing registeredcomplaint,hnadan excessivaaumberof
contacts with the Counag placing unreasonable demands on employe@scontact may
be in person, byelephone, letter, email ofax. Judgmenwill be used to determine
excessive contact taking into account the spedcificumstances of each individual case.

8. have harassed or been verbally abusive on more than one occasion towards employees
dealing with the complaintEmployees 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 ciamstances of that kind.

9. are known to haverecordedmeetingsor faceto-face/telephoneconversationsvithout
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
0SAYy3 LINPOARSR Y2NB dzNBASyidte GKIFIYy A& NBI az
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:
1 clearlydoesnot haveanyseriouspurposeor value;or
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1 isdesignedo causedisruptionor annoyancepr
1 hasthe effectof harassinghe publicauthority; or
1 canotherwisefairly be characterisechsobsessivar manifestlyunreasonable.

12. make repetitive complaints anallegations which ignore the replies which Council Officers
have supplied in previous correspondence.

ScheduleB ¢ Optionsfor Dealingwith Habitualor VexatiousComplainants
The options below can be used singularly or in combination depending anrthenstances of
the case and whether the complaint process is ongoing or completed.

1. A letter to the complainant settingut responsibilities for the partieswolved if the
Council is to continue processing the complaititterms 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 contaptamtained. This
may also mean that only one named officer will be nominated to maintain contact (and a
named deputy in their absenceT.he 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 purposghe complainant will also be notified
that the correspondencesat anend,advisinghe complainanthat they arebeingtreated
asahabitual 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
GKI 0AYOSIH YE aR2y S NB LIS T Reinevexatiis ks decobnised lindak tand ®
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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?
3 Yes
4 No

Has the complaint be ongoing for mottban three months?
4 Yes
8 No

Is the complainant demonstrating an unreasonable manner or requesting unrealistic outcomes?
8 Yes
4 No

Is the complaint a matter of Community Safety?
J Yes
5 No

Has the Town received complaints of a similar nature from other residents?
3 Yes
J 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 accedocumented evidence given as being factual?
5 Yes
J 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?

3 Yes
3 No

Does the Town require legal advice lialation to habitual or vexatious complaints?
3 Yes

La GKS YFGGSNIFY FNBIF 2NJ AaadzsS 2F GKS ¢24yQa

Is the complainant personally affected by the action or decision?
3 Yes
8 No

Has the Town acted in accordance with the relevant head of power including local laws, policies and S
Government legislation?

3 Yes
3 No

Has the Town acted reasonably and justly?
3 Yes
8 No

Has the Town provided reasons for a decision?
4 Yes
J No
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Type: Regulatory Servicedlanning

Legislation: Town Planning & DevelopmeAtt2005
Planning & Development (Local Planning Schemes) Regs 2(

Delegation:

Other Related Document: Local Planning Scheme No 3

Responsible Directorate: RegulatonyServices

Reviewing Officer: Executive ManagdRegulatoryServices

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

TOWN OF EAST FARESMNTLANNING POLICY
RESIDENTIAL DESIGNS@IQDELIEAND RICHMOND Pagel




























































































































































































































































































































































































































































































































































































































































































































































































































































