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12.
Date Amendment/Review Details Amend/Reviewed By

2.1.26 Councillors Professional Development Resolution Reviewed by Council

15 June 2022 150622-20 15/06/2022

21 September . . ) Reviewed by Council

2022 2.1.22 Senior Employment Contracts Resolution 210922-10 91/09/2022

15 November 2.1.27 Councillors Continuing Professional Development Reviewed by Council 15

2023 Resolution 231115-25 November 2023

2.1.29 Attendance at Events and Functions Resolution

Adopted by Council 20 March

20 March 2024 | 950304-06 | | 2024 |

20 March 2024 é.iéi?u%%c:]ezogocsgzc_jggt Behaviour Complaints Managément égggted by CouanI 20 March

15 May 2024 isldgcz)df[_)gs?posal of Property (Other than Land) Resolution égggted by Council 15 May

15 May 2024 2.1.5 Councillor Resources Resolution 150524-09 Egﬁfg’fﬂ.}a&g;gggfd by

15 May 2024 2.1.9 Councillor ICT Resolution 150524-09 ggnmefsa,\')lg ;‘gggfd by
Date Details Reviewed By

20 April 2022 Endorsed by Council at 20 April 2022 Ordinary Council Council — Absolute Majority

Meeting
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In this document, unless the contrary intention appears, the following expressions shall mean:
“BHO"” means Building Health Officer;

“CBFCO” means Chief Bush Fire Control Officer;

“CDO” means Community Development Officer;

“CEO" means Chief Executive Officer;

“COB" means Close of Business which is 4.30pm at the Shire of Wickepin;

“Council” means the President and seven Councillors;

“Council Fees and Charges” means the statement of the Shire of Wickepin Fees and Charges as set annually;
“DCEQ” means Deputy Chief Executive Officer;

“DFES” means Department of Fire and Emergency Services;

“ESO” means Executive Support Officer;

“FCO” means Fire Control Officer;

“FO" means Finance Officer;

“Improperly discarded” means sharps that are found in places other than domestic and other waste disposal bins in
appropriate sharps containers;

“LGMA" means Local Government Managers Australia;

“MWS” means Manager Works Services;

“Ratepayer” means a person who pays rates for the Shire of Wickepin;
“Road Formation” means top of shoulder to shoulder;

“Road Width" means top of outside batter to batter;

*SFO” means Senior Finance Officer;

“Sharps” means objects or devices having sharp points or edges capable of cutting or piercing the skin, including
hypodermic needles, scalpels and broken ampoules;

“Shire of Wickepin” refers to the corporate and legal entity that is the Local Government Authority and is comprised of
both Council and employees;

“The Act” means the Local Government Act 1995 (WA);
“The Shire” means Shire of Wickepin;

“WALGA" means Western Australia Local Government Association.
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The purpose of this document is to provide a record of all policy resolutions of the Shire of Wickepin and to promote effective,
consistent administration by providing a policy framework for Councillors and employees. Policy resolutions are statements
of Council’s likely attitude in particular circumstances and form guidelines for employees, the community and Council itself
when assessing similar matters for decision.

Sound policies reduce the need for frequent deliberations over routine matters and promote efficient and consistent
administration. This is not to suggest that Council should be constrained in varying from or amending policy, but rather that
by providing clear reason for any variation or amendment, Council’'s decision-making process becomes transparent.

Within this document the word “Council” refers collectively to the President Councillors of the Shire of Wickepin. The “Shire
of Wickepin” refers to the corporate and legal entity that is the Local Government Authority and is comprised of both Council
and employees.

For the community to receive the best value from the Shire of Wickepin, the Local Government Authority must achieve an
exemplary level of business excellence.

These policies aim to assist the Shire of Wickepin to achieve the following objectives:

- achieve excellence in the management and operation of the local government;
- apply sound and sustainable business management principles; and

- maximise organisational effectiveness and reputation as an Local Government, employer and a community.

The Policy Manual is reviewed by Council every year to ensure its relevance and application within the community in which
it serves.

This Policy Manual is to be used alongside ‘Policies and Procedures for Employees’ document.
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2.1 MEMBERS OF COUNCIL

12.1.1 COUNCILLORS ATTENDANCE AT CONFERENCES, SEMINARS, TRAINING AND INDUCTION
| COURSES

OBJECTIVE: Council supports relevant training opportunities for Councillors and will meet reasonable costs
associated with attending conferences, seminars, training and induction courses. To determine the nature and
extent of Elected Member attendance at conferences and/or seminars, and ensure the application of this policy
provides for fairness, equity and opportunity for all Elected Members.

Priority is given to induction or training courses specifically organised for the benefit of new Councillors.
All Councillors, CEO and partners may attend Local Government Week.

All Councillors and CEO may attend conferences, seminars or courses held by organisations of which Council is a member
or has an interest in (e.g. Central Country Zone of WALGA) may be attended by Council's appointed representatives to those
organisations or other nominated delegates.

The Council or CEO may authorise payment of costs of attending any conference, seminar, training or induction course
including travel, accommodation, meals, telephone expenses, childcare and other reasonable expenses. Councillors must
provide all receipts to the CEO or DCEO.

Conference Costs, Travel and Related Expenses

1. For each Council delegate authorised to attend a conference or seminar in accordance with this policy, Council
would cover direct expenses with such attendances, including the cost of registration, official conference functions,
dinners, tours, travel arrangements, accommodation, and reasonable out-of-pocket expenses for the duration of the
conference.

2. Reasonable out-of-pocket expenses would not include excessive in-room charges; or personal costs such as dry-
cleaning or personal care appointments.

3. Where the conference or seminar is held at a hotel, accommodation in the first instance will be sought from that
particular hotel, or if not available, from an accommodation provider as near as practicable to the conference or
seminar venue.

4. Inthe event that accommodation is not onsite, the Shire will reimburse Elected Members any taxi or public transport
costs incurred for travel to or from the conference or seminar.

5. Where the mode of transport to attend a conference or seminar is a motor vehicle, the Shire will pay for parking
costs incurred relating to attendance at the conference or seminar.

Elected Member Delegate and CEO — Accompanying Person
Where an Elected Member or the CEO is accompanied at a conference, all reasonable costs for or incurred by the
accompanying person will be borne by the Shire of Wickepin.

Reasonable out-of-pocket expenses would not include excessive in-room charges; or personal costs such as dry-cleaning or
personal care appointments.
Reports on attendance at any conference should be provided to Council upon return.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
210617-14 21/06/2017
180320-02 19/02/2020
170321-03 17/02/2021
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200422-12 16/03/2022

2.1.2 RETIREMENT OF COUNCILLORS - COUNCIL GIFT/FUNCTION
OBJECTIVE: Upon retirement of a Councillor, an official presentation and function may be held to recognise the
Councillor's service to the Council.

A gift, gratuity and/or a Certificate of Appreciation may be presented to the retiring Councillor by the Shire President or Deputy
Shire President.

The gratuity will be set annually as part of Council's Fees and Charges.

In special circumstances, the Council may make a payment greater than the gratuity specified in Council's Fees and Charges;
in which case local public notice must be given in relation to the proposed gratuity in accordance with Division 4, section 5.50
of the Act.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.3 COUNCILLOR TRAVELLING ALLOWANCES

OBJECTIVE: Establish guidelines for the payment of travel allowance to Councillors.

Council, in accordance with Division 8, Section 5.98 of the Act may pay reasonable expenses for travelling by any Councillors
for Council purposes, if claimed.

Councillors are entitled to claim travelling at the rate specified in Council's Fees and Charges for attendance at:

- an ordinary or special Council meeting;

- acommittee of Council meeting;

- acommunity organisation meeting of which the Councillor is an elected representative or delegate of Council;

- relevant advisory meetings;

- atraining course or conference authorised by Council;

- acivic reception or award ceremony on behalf of Council

- any event by the Shire of Wickepin President, or in his absence the Deputy Shire of Wickepin President, requiring
representation on behalf of Council; and

- any other event determined by the CEO.

A claim for travel allowance shall be made on a Councillor Claim Sheet located in the Council Chambers.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.4 MATTERS TO BE DISCUSSED AT COUNCIL/COMMITTEE MEETINGS/TABLING OF REPORTS
OBJECTIVE: Ensure that all matters requiring a decision by Council are placed on an agenda in a timely manner and
in a format which will enable Councillors to make informed decisions.

The CEO or relevant Executive Officers must ensure that items requiring a resolution of Council be presented to
Council/Committee meetings in such a manner that provides for proper consideration, including by circulation of a tabled

report with the Agenda of the relevant meeting.

Other matters Councillors and Executive Officers wish to bring to the notice of Council may be done through the Shire of
Wickepin President, or the CEO.

All reports to Council are to be tabled in written form except for emergency or late items or items for information only and
must comply with Sections 5.25 and 9.59 of the Act.

Agenda items should be limited to major or important items and authority given to the CEO and Executive Officers to make
decisions on repetitive and minor items.

Tabling of Councillor Reports as delegates to other organisations are to be in written form either presented to the CEO in
time for forwarding with the agenda or tabled at the meeting.

Deadline for Council Agenda

Matters that require Council Resolution must be received by the CEO not less than 10 working days prior to the next ordinary
Council meeting for inclusion in that meeting’s agenda to ensure that employees are given adequate time to prepare and
research agenda items for Council to be presented with all relevant information pertaining to that matter.

An application is considered to be lodged when all documents and information are received by the CEO.

The CEO may accept a late application to be included in any Council agenda if the CEO considers that:

- the matter is of such importance that Council may resolve to consider the matter; and

- adequate time is available to present a researched agenda item containing all relevant information pertaining to that

matter.
RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.5 COUNCILLOR’'S RESOURCES

Purpose

Specify resources to be provided to Councillors and provide guidelines on the appropriate use of
Council issued equipment.

Scope

Definitions
Nil
Reference Documentation

Local Government Act 1995 — Section 5.41 Functions of CEO
This policy is to be read in conjunction with Council Policy 2.1.9 — Councillor ICT Policy.

Policy Details

Upon appointment, each Councillor will be supplied with the following resources to assist them in the
performance of the duties:

e acopy of the Councillors Guide;
e acopy of the current Act; and
o Digital Tablet Devices

The resources are to be used for undertaking their duties as a Councillor.

Purchase of decommissioned digital tablet devices

A Councillor who retires, resigns or is not re-elected may after serving at least one 4 year term of office
may either assume ownership of the device or hand the device back to the Shire.

The Councillor may purchase the digital tablet device at depreciated written down value in the Shire of
Wickepin Asset Register.

ICT equipment provided by the Shire remains the property of the Shire and will be replaced in line with
the Shire’s ICT equipment lifecycle.

Relevant Management Practice
Nil
Notes, Forms and Templates

Shire of Wickepin Asset Register

The Shire of Wickepin Asset Register is to be updated with details of each individual Councillor’'s details
and the serial number allocated at the time of the appointment, update/replacement of digital tablet
device.

Policy Data
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Adoption Date
Decision Reference
Revision History

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
150524-09 15/05/2024
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2.1.6 CODE OF CONDUCT FOR COUNCIL MEMBERS, COMMITTEE MEMBERS AND CANDIDATES

Policy Purpose:

This Policy is adopted in accordance with section 5.104 of the Local Government Act 1995.

Division

1.
This is th

2
1)

2)

1 — Preliminary provisions

Citation
e Shire of Wickepin Code of Conduct for Council Members, Committee Members and Candidates.

Terms used

In this code —

Act means the Local Government Act 1995;

candidate means a candidate for election as a council member;

complaint means a complaint made under clause 11(1);

publish includes to publish on a social media platform.

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

3.

2 — General principles

Overview of Division

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

4.
(3)

6.
A council

Personal integrity
A council member, committee member or candidate should —
() 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

A council member or committee member should —
act in accordance with the trust placed in council members and committee members; and

)

)

)

) avoid damage to the reputation of the local government.

c

)

) participate in decision making in an honest, fair, impartial and timely manner; and

(a
(b
(

C) actively seek out and engage in training and development opportunities to improve the performance of
their role; and
(d) attend and participate in briefings, workshops and training sessions provided or arranged by the local

government in relation to the performance of their role.
Relationship with others
A council member, committee member or candidate should —
(a) treat others with respect, courtesy and fairness; and
(b) respect and value diversity in the community.
A council member or committee member should maintain and contribute to a harmonious, safe and productive
work environment.

Accountability
member or committee member should —

(a) base decisions on relevant and factually correct information; and

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

(© 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.
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Division 3 — Behaviour

7.

Overview of Division

This Division sets out —

0.
A council

10.

11.

(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.

Personal integrity

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.

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.

Relationship with others

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
(©) 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
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.

Council or committee meetings

When attending a council or committee meeting, a council member, committee member or candidate —

12.
1)

()

®3)

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

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

(© 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

] 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 subclause (2), alleging a breach of a requirement set out in
this Division.

A complaint must be made —

(a) in writing in the form approved by the local government; and
(b) to a person authorised under subclause (3); and
(©) 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 clause 13 or
the complaint is withdrawn under clause 14(1), make a finding as to whether the alleged breach the subject of the
complaint has occurred.

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.
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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 may —

(a) take no further action; or

(b) prepare and implement a plan to address the behaviour of the person to whom the complaint relates.
When preparing a plan under subclause (4)(b), the local government must consult with the person to whom the
complaint relates.

A plan under subclause (4)(b) may include a requirement for the person to whom the complaint relates to do 1 or
more of the following —

(a) engage in mediation;

(b) undertake counselling;

() 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 —

(@ itsfinding and the reasons for its finding; and

(b) ifits finding is that the alleged breach has occurred — its decision under subclause (4).

Dismissal of complaint
The local government must dismiss a complaint if it is satisfied that —
(a) the behaviour to which the complaint relates occurred at a council or committee meeting; and
(b) either —
(i) the behaviour was dealt with by the person presiding at the meeting; or
(ii) the person responsible for the behaviour has taken remedial action in accordance with a local
law of the local government that deals with meeting procedures.
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.

Withdrawal of complaint
A complainant may withdraw their complaint at any time before the local government makes a finding in relation
to the complaint.
The withdrawal of a complaint must be —
(a) in writing; and
(b) given to a person authorised under clause 11(3).

Other provisions about complaints
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.
The procedure for dealing with complaints may be determined by the local government to the extent that it is not
provided for in this Division.

Division 4 — 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.

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

Overview of Division

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

A reference in this Division to a council member includes a council member when acting as a committee
member.

SHIRE OF WICKEPIN | Policy Manual



17.
(1)

Page |17

Misuse of local government resources
In this clause —

electoral purpose means the purpose of persuading electors to vote in a particular way at an election, referendum or other
poll held under the Act, the Electoral Act 1907 or the Commonwealth Electoral Act 1918;
resources of a local government includes —

(2)

18.
(1)

21.
(3)

() local government property; and

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

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.

Securing personal advantage or disadvantaging others

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.

Subclause (1) does not apply to conduct that contravenes section 5.93 of the Act orThe Criminal Code section
83.

Prohibition against involvement in administration

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.

Subclause (1) does not apply to anything that a council member does as part of the deliberations at a council or
committee meeting.

Relationship with local government employees

In this clause —

local government employee means a person —

(a) employed by a local government under section 5.36(1) of the Act; or

(b) engaged by a local government under a contract for services.

A council member or candidate must not —

(@  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

()  actinan abusive or threatening manner towards a local government employee.

Subclause (2)(a) does not apply to anything that a council member does as part of the deliberations at a council

or committee meeting.

If a council member or candidate, in their capacity as a council member or candidate, is attending a council or

committee meeting or other organised event (for example, a briefing or workshop), the council member or

candidate must not orally, in writing or by any other means —

(a) make a statement that a local government employee is incompetent or dishonest; or

(b) use an offensive or objectionable expression when referring to a local government employee.

Subclause (4)(a) does not apply to conduct that is unlawful under The Criminal Code Chapter XXXV.

Disclosure of information

In this clause —
closed meeting means a council or committee meeting, or a part of a council or committee meeting, that  is
closed to members of the public under section 5.23(2) of the Act;
confidential document means a document marked by the CEO, or by a person authorised by the CEO, to
clearly show that the information in the document is not to be disclosed;
document includes a part of a document;
non confidential document means a document that is not a confidential document.

A council member must not disclose information that the council member —

() derived from a confidential document; or
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b) acquired at a closed meeting other than information derived from a non confidential document.
Subclause (2) does not prevent a council member from disclosing information —

a) at a closed meeting; or

b) to the extent specified by the council and subject to such other conditions as the council determines; or
C) that is already in the public domain; or

d) to an officer of the Department; or

e) to the Minister; or

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

Disclosure of interests

In this clause —

interest —

(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.

A council member who has an interest in any matter to be discussed at a council or committee meeting attended

by the council member must disclose the nature of the interest —

(a) in a written notice given to the CEO before the meeting; or

(b) at the meeting immediately before the matter is discussed.

Subclause (2) does not apply to an interest referred to in section 5.60 of the Act

Subclause (2) does not apply if a council member fails to disclose an interest because the council member did

not know —

(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 subclause (2)(a), a council member discloses an interest in a written notice given to the CEO before a

meeting, then —

() 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.

Subclause (7) applies in relation to an interest if —

(a) under subclause (2)(b) or (4)(b) the interest is disclosed at a meeting; or
(b) under subclause (5)(b) notice of the interest is brought to the attention of the persons present at a
meeting.

The nature of the interest must be recorded in the minutes of the meeting.

Compliance with plan requirement

If a plan under clause 12(4)(b) in relation to a council member includes a requirement clause 12(6), the council member
must comply with the requirement.
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RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
201021-29 20/10/2021
200422-12 16/03/2022
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2.1.7 USE OF COUNCIL ADMINISTRATION FACILITIES

OBJECTIVE: Establish guidelines for the hire and use of Council facilities.

Council administration facilities may be available for meetings organised by outside bodies when requested.

All rooms available for use by outside bodies are subject to the approval of the Shire of Wickepin President or CEO and are

to be linked in some way to Council activities.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.8 SOCIAL MEDIA - COUNCILLORS

OBJECTIVE: Ensure all the Shire of Wickepin councillors are aware of appropriate professional and personal social
media conduct to ensure the greatest benefit to the Shire of Wickepin.

This policy applies to all councillors at the Shire of Wickepin who access social media for professional or social purposes
whether via personal devices or those supplied by the Shire of Wickepin.

Social Media means forms of electronic communication (e.g. Web sites for social networking and microblogging) through
which users create online communities to share information, ideas, personal messages, and other content (e.g. videos).
Some examples include (but are not restricted to) Facebook, Pinterest, LinkedIn, Twitter; YouTube, and Foursquare.

22.1.8.1 SOCIAL MEDIA USE FOR SHIRE OF WICKEPIN PURPOSES

If a Councillor uses social media s/he must provide information that is truthful, accurate and in the interests of the Shire of
Wickepin. S/he must not disclose anything that is financial or technical information, commercially sensitive information,
personal information about employees, or any information about customers, suppliers or members of the general public.

Councillors who are required to use social media must:

- Use spell check and proof read each post;

- Understand the context before entering any conversation;

- Know the facts and verify the sources;

- Be respectful of all individuals and communities with which the person interacts with online;

- Be polite and respectful of other opinions;

- Seek to conform to the cultural and behavioural norms of the social media platform being used;

- If a mistake is made, the person must correct it quickly by disclosing it was a mistake (including the particulars of
the correction) and inform his/her President and/or CEO; and

- Understand and comply with any directions given by the CEO on topics that are not to be discussed for confidential,
operational or legal reasons.

A person should always be aware that the Shire of Wickepin may be liable for any posts made. Accordingly s/he should
always seek guidance from the Chief Executive Officer if s/he is ever unsure about stating or responding to something on a
social media site.

2182 RECORDS PERSONAL/PRIVATE USE OF THE SHIRE OF WICKEPIN'S CORPORATE
' SITES

An councillor cannot comment on behalf of the Shire of Wickepin unless expressly authorised by the President. If the person
wishes to broadcast something (either as an initial broadcast or a response) then a request to the President (or his/her
authorised delegate) must be made.

A person of the Shire of Wickepin is able to share links that the Shire of Wickepin has posted on the social media sites, or
submitting a “like” action, or comment on an event, initiative and/or program, provided that it is in the best interests of the
Local Government.
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22.1.8.3 CONSEQUENCES OF BREACHING THIS POLICY

The policy constitutes a lawful instruction to all of the organisation’s people, and breaches may be referred to appropriate
external authorities where applicable. People who breach the policy may also be personally liable for their actions.

22.1.8.4 VARIATION TO THIS POLICY

This policy may be cancelled or varied from time to time. All the Shire of Wickepin's councillors will be notified of any variation
to this policy by the normal correspondence method. All users of social media (be it for personal or professional purposes)
are responsible for reading this policy prior to accessing social media.

RESOLUTION: DATE OF REVIEW:
160817-24 16/08/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.9 COUNCILLOR ICT POLICY

OBJECTIVE:
- To provide clear guidance on the issuing of Council owned digital tablet devices;
- Toidentify the acceptable use of Council owned digital tablet devices;

- To ensure the rules relating to Council owned digital tablet devices are applied consistently across the
business; and

- To set out the standards of behaviour expected of digital tablet device users, being the Councillors and
Council staff, when making reference to Shire of Wickepin Council through various media platforms.

Definitions
Nil

Reference Documentation

Local Government Act 1995 - Section 5.41 Functions of CEO
This policy is to be read in conjunction with Council Policy 2.1.5 — Council Resources

Background

The Shire of Wickepin recognises that a high proportion of the community either own or have access to digital tablet devices
and that the use of these devices will promote communication between Council, Councillors, and its community. Additionally,
digital tablet devices have been adopted as a tool to support Council in facilitating service delivery and productivity. The digital
tablet device will facilitate the electronic distribution of Shire of Wickepin Council meeting agendas, business papers and
minutes. This device will allow reading, reviewing and/or commenting on large volumes of documents and will allow
Councillors and senior management to perform these tasks in a paperless format. The digital tablet devices are a line of tablet
computers designed, developed and marketed as a platform for audio-visual media and web content. Such devices are not
substitutes for more versatile laptop computers, and shall not be purchased as such.

Policy Statement

The provision of digital tablet devices shall be restricted to Councillors of Shire of Wickepin Council, CEO, Deputy CEO and
other senior managers as delegated by the Chief Executive Officer. The digital tablet devices are provided to facilitate work
related use. The use of non-standard software and internet applications is prohibited; ie Teams, Skype, MySpace, Bebo,
Friendster, Flickr, Yahoo Groups, Google Groups, Whirlpool, and other similar sites. Modification of standard Internet software
to bypass security measures is prohibited. The maintenance of appropriate security measures is essential to ensure the
confidentiality and integrity of the Council's information.

Application of Policy

This policy applies to Councillors and relevant Council senior management employees who are provided with access and
usage of a Council owned digital tablet device.

Approval of a digital tablet device purchase and associated data plan will be on a case-by-case basis at the discretion of the
CEO.

Provision Of Digital Tablet Devices to Councillors

The Shire of Wickepin is committed to providing efficient and effective means of supporting elected members in the decision-
making processes of the Council. The Local Government Act 1995 specifies that one of the Chief Executive Officer’s functions
is to “ensure that advice and information is available to the council so that informed decisions can be made”. To meet this
requirement Council business papers are provided to Councillors in hard copy paper format as a primary source of advice
and information.
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The Shire also maintains a digital business paper system which delivers agendas, minutes and other business papers via
digital table devices. Tablet devices may be provided to Councillors, for the purpose of accessing Council business papers
through the Shire’s specified business digital business paper system.

Councillors may receive business papers in three ways:

a) Paper only.
h) Both Paper and digital business paper system.
c) Digital business paper system only.

Where a Councillor elects to receive only digital business papers, the Councillor must demonstrate to the satisfaction of the
Chief Executive Officer a moderate level of competency in using both the allocated digital table device and the digital business
paper system.

Administration of Information Systems

The CEO is responsible to ensure the continued understanding of the policy and its protocols by relevant Council staff and
elected Councillors. All digital tablet device users are to have individual passwords (pin number) for security purposes. All
users are to maintain confidentiality of their login pin number. The Council appointed Administrator is the Executive Support
Officer. The Executive Support Officer and IT Support will have access rights to all user passwords. These designated Officers
shall not disclose Council staff user passwords and will only use these details in their responsibility of administering corporate
information systems.

Technical Support

The Executive Support Officer is responsible for the management of information services and facilities; i.e. iPads, laptops
and computers.

Digital Tablet Devices Usage

Council fosters an environment where the privacy of communications will be respected as long as individuals abide by the
council's stated policies. While Council's information systems do allow the logging and screening of activity in certain
circumstances, the Council does not support pervasive and systematic surveillance. All users are to be conscious of the fact
that improper use of Digital tablet devices may pose a threat to Council information systems security and adversely impact
on the potential legal liability exposure of the Council.

Conditions of Usage

- The digital tablet device is accessible to all Councillors, during their term of office.
- The digital tablet device is accessible to the CEO and DCEO, during their employment at Council.
- Digital tablet devices use is limited to reasonable use that supports the Shire of Wickepin.

- The digital tablet devices are to be used as the official means of electronic distribution of Shire of Wickepin Council
Ordinary Meeting agendas, business papers and minutes of meeting.

- The digital tablet devices may be used as the means of electronic distribution of Committees of Council agendas,
business papers and minutes of meeting.

- The digital tablet device may be used for web browsing for work related activities.

- The use and access to ‘streaming’ Internet sites on the digital tablet devices is not allowed. These sites may include
media sites, Skype, music, sport and movie sites.

- Councillors and Council staff may not use the digital tablet devices to conduct business or secondary employment
for personal financial gain.

- A Councillor provided with a Shire owned digital tablet device is responsible for keeping the device in good working
order.
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- With the exception of accessing the Shire’s wireless internet system, which is available at the Shire’s Administration
Centre, a Councillor is responsible for the cost of accessing wireless internet at his or her home or other locations.

- Councillors may securely access the Shire’s Councillor portal and the Shire’s Office365 platform noting that
confidential Council documents should not be downloaded from these portals onto a non-Shire of Wickepin device
(such as a personal or work mobile phone).

Conditions of Usage
Council will revoke the availability and use of a digital tablet device because of misuse or serious abuse of usage as listed
below:

- Conducting business other than Council business, (i.e. secondary employment) without the approval of the CEO.

- Promotion of a personal or commercial benefit.

- Violation of a copyright.

- Intentionally sending viruses or other destructive content.

- Sending and/or disclosing of inappropriate content (i.e. illegal, immoral, offensive or obscene material, pornographic,
erotic images, race or religious based material).

- Sending material that uses offensive language.

- Sending, disclosing and/or distributing personal or confidential information held by Council.
- Sending, disclosing and/or distributing slanderous and/or defamatory material.

- Sending emails as a form of harassment, bullying or threatening behaviour.

- Lending the digital tablet device to a third party is strictly prohibited.

- Make disparaging or any adverse comment about Council, any policy or decision of Council or any of Council's
related employees, contractors and other Councillors.

- Any act that contravenes a law or is a criminal offence.

- Any act that may have a negative impact to Council.

Digital Tablet Devices Ownership

The digital tablet device and associated accessories that have been issued by Council will at all times remain in the ownership
of Council. If a Council employee resigns, retires or their employment is terminated for any reason that employee is required
as part of the exit interview to return the digital tablet devices and accessories to Council. If a Councillor resigns, retires or
their election tenure finishes that Councillor is required to return the digital tablet devices and accessories to the Shire of
Wickepin. Council issued digital tablet devices are not the personal property of Council officials or Council staff and may be
reassigned or recalled if directed by the CEO. Council reserves the right to require the return of the digital tablet devices at
any time. If a digital tablet device is requested to be returned it must be handed-in to the CEO within 24 hours of the request
being made.

Enforcement

Users must comply with the requirements of this Policy. Any breach of this policy may result in disciplinary action which may
include termination of employment (or, for Councillors referral to a Conduct Review Committee). Other disciplinary action that
may be taken includes, but is not limited to, issuing a warning, suspension or disconnection of access to Council's digital
tablet devices either permanently or on a temporary basis.

Criminal Activity

lllegal use of a digital tablet device and any related criminal activities will result in the matter being referred to the Police for
investigation and / or CCC if necessary.
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Responsibilities
Shire of Wickepin

Shire of Wickepin Council will be responsible for the payment of digital tablet device expenses associated with:

The purchase of all digital tablet devices;

- Payment of monthly data plan and equipment charges, and review of the same;
- Training and support charges;

- The servicing and maintenance of the equipment;

- Repairs to the equipment.

- Ensuring that Councillors and Council staff are aware of and have an understanding of the Councillor ICT Policy and
received a copy of the same;

- Ensuring that Councillors and Council staff comply with the “Conditions of Usage” requirements of the Councillor
ICT Policy;

- Implementing disciplinary procedures, where there is proven misuse or improper use of Council's digital tablet
devices.

IT Support

- Implementation, administration and technical support to all users of the digital tablet devices;

- Reporting misuse of Council's Councillor ICT Policy to the CEOQ.

Councillors and Authorised Users

- Have read and understood the Councillor ICT Policy;
- Adhere to the “Conditions of Usage” requirements as detailed herein the Council Councillor ICT Policy;

- Ensure their use of the iPad is consistent with ethical behaviour under the Council Councillor ICT Policy and Code
of Conduct;

- Ensure if a digital tablet device is lost or stolen to immediately advise the CEO.
Virus Scanning

IT support shall ensure current virus scanning software is loaded onto the digital tablet device. The use of unauthorised
software is strictly prohibited. Unauthorised software may be deleted from an individual’'s digital tablet devices.

The tablet device is provided for the Councillors continuous term of office and will only be replaced:
a) When a change in Shire business systems or technology warrants; or
b) When the functionality of the device and applications impairs effective communication; or

c) Through accidental loss or breakage.

A Councillor must ensure that any personal information or software applications on the digital table device is removed or
backed up prior to replacement.
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This policy may be cancelled or varied from time to time. All the Shire of Wickepin's Councillors will be notified of any variation
to this policy by the normal correspondence method. All users of social media (be it for personal or professional purposes)
are responsible for reading this policy prior to accessing social media.

RESOLUTION: DATE OF REVIEW:
160817-24 16/08/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
150524-09 15/05/2024
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2.1.10 CITIZENSHIP CEREMONIES

OBJECTIVE: Council acknowledges the importance of becoming an Australian Citizen.

That Council provide a small tree, native to the area, to all those people within the Shire of Wickepin receiving a Citizenship
Award to recognise the importance of this occasion to new Australians.

Dress Code for Citizenship ceremonies is to be Smart Attire.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.11 RESOURCE SHARING

OBJECTIVE: Council recognises the importance of resource sharing.

Council will engage in resource sharing activities with neighbouring or nearby Councils that will;

- reduce Council expenditure without reducing the service the Shire of Wickepin provides ; and

- increase the level of service the Shire of Wickepin provides.

Council acknowledges that this may result in Council relinquishing some control over the provision of services to the
community however this will be offset by benefits of reduced cost or increased services.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.12 INVITATIONS TO SOCIAL FUNCTIONS

OBJECTIVE: Provides guidelines as to invitations to Council sponsored civic events and functions.

From time to time the Shire of Wickepin will host civic functions, ceremonies and receptions as the need arises.

Invitees may include all current Councillors, the CEO, Freeman of the Shire of Wickepin, executive employees, Presidents of
the main community associations, other employees, residents and ratepayers at the discretion of the Shire of Wickepin

President and all relevant partners.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.13 HONOURARY FREEMAN OF THE SHIRE OF WICKEPIN

OBJECTIVE: Institute the position of ‘Freeman of the Shire’, so that from time to time, the Shire of Wickepin may
honour exceptional individuals, who through their personal endeavours and commitment have made an outstanding
contribution to the Shire of Wickepin and community.

22.1.13.1 Award Criteria
A person may be nominated for the honorary award ‘Freeman of the Shire of Wickepin’ under the following circumstances:

- their exceptional service is a matter of public record;
- they have lived in, worked and served the Shire of Wickepin for 10 years or more;
- they have identifiable and long-standing connections with the community in the Shire of Wickepin; and

- their endeavours have benefited the community.

2.1.13.2  Entitlements
An award of Freeman of the Shire of Wickepin entitles the recipient to:

- Thetitle of ‘Freeman of the Shire of Wickepin’;
- Presentation of a framed certificate at a function as determined by Council; and

- Complimentary attendance at all Council sponsored civic events and functions.

22.1.13.3 Process of Nomination

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

Any nomination received will be validated and the findings presented at a meeting of Council behind closed doors, with
recommendations to approve or disprove a nominee for the award. The decision will be based on a simple majority vote.

A nominee must be made aware of their nomination.

Acceptance of the award must be determined prior to being conferred.

Conferring the award upon an individual will take place at a meeting of Council or at a special event to be determined by
Council.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022

SHIRE OF WICKEPIN | Policy Manual



Page |33

2.1.14 LEGAL REPRESENTATION AND COSTS INDEMNIFICATION

OBJECTIVE: Protect the interests of Councillors and employees (including past Councillors and former employees)
involved in civil legal proceedings regarding their official functions including meeting reasonable expenses incurred
in relation to those proceedings.

22.1.14.1 General Principles

The Shire of Wickepin may provide financial assistance to Councillors and employees in connection with the performance of
their duties provided that the Councillor or employee has acted reasonably and has not acted illegally, dishonestly, against
the interests of the Shire of Wickepin or otherwise in bad faith.

The Shire of Wickepin may provide assistance for:

- proceedings brought by Councillors and employees to enable them to carry out their Local Government functions
(e.g. where a Councillor or employee seeks a restraining order against a person using threatening behaviour);

- proceedings brought against Councillors or employees [this could be in relation to a decision of Council or an
employee which aggrieves another person (e.g. refusing a development application) or where the conduct of a
Councillor or employee in carrying out his or her functions is considered detrimental to the person (e.g. defending
defamation actions)]; or

- statutory or other inquiries where representation of Councillors or employees is justified.

The Shire of Wickepin will not support any defamation actions seeking the payment of damages for individual Councillors or
employees in regard to comments or criticisms levelled at their conduct in their respective roles. Councillors or employees
are not precluded, from taking their own private action. The Shire of Wickepin may seek its own advice on any aspect relating
to such comments and criticisms of relevance to it.

Legal services will be provided by the Shire of Wickepin's solicitors. Where this is not appropriate, the service may be
provided by other solicitors approved by the Shire of Wickepin.

22.1.14.2 Applications for Financial Assistance

A Councillors or employee requesting financial support for legal services must make application in writing, where possible in
advance, to the Council providing full details of the circumstances of the matter and the legal services required.

An application to Council is to be accompanied by an assessment of the request and with a recommendation which has been
prepared by, or on behalf of, the CEO.

A Councillor or employee requesting financial support for legal services, or any other person who might have a financial
interest in the matter, should ensure compliance with the financial interest provisions of the Act.

Where there is a need for the provision of urgent legal services before an application can be considered by Council, the CEO
may give an authorisation to the value of $5,000 provided that the power to make such an authorisation has been delegated
to the CEO in writing under section 5.42 the Act.

Where the CEO seeks urgent financial support for legal services the Council shall deal with the application.
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121143 Repayment of Assistance

Any amount recovered by a Councillor or employee in proceedings, whether for costs or damages, will be offset against any
moneys paid or payable by the Shire of Wickepin.

Assistance will be withdrawn where the Council determines, upon legal advice, that a person has acted unreasonably,
illegally, dishonestly, against the interest of the Shire of Wickepin or otherwise in bad faith, or where information from the
person is shown to have been false or misleading.

Where assistance is withdrawn, the person who obtained financial support is to repay any moneys already provided to the
Shire of Wickepin. The Shire of Wickepin may take action to recover any such moneys in a court of competent jurisdiction.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.15 FLAG PROTOCOL

OBJECTIVE: Bestow an honour and express a collective sense of sorrow at of loss of a person associated with the

Shire of Wickepin.

Council will fly the Council flags at half-mast for all funerals held in the Shire of Wickepin if requested.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.16 AUTHORISATION TO PURCHASE GOODS AND SERVICES

OBJECTIVE: Establish guidelines for the purchasing of goods and services by employees.

The CEO is permitted to issue orders and purchase all authorised expenditure on Council’s behalf.

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

- Deputy CEO up to $100,000;

- Manager of Works and Services up to $100,000;

- Community Development Officer up to $5,000 with other expenditure in consultation with the CEO;
- Executive Support Officer and Customer Service Officer — office expenditure up to $1,000;

- Works Supervisor up to $2,500; and
- Mechanic up to $2,500.

Purchase Orders

A purchase order is required for all expenditure over $100 and will only be raised for items within a budget.

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

- Date Requested.

- Requesting Officer.

- Contact details of supplier.

- Description of goods including quantity.

- Job Code (request code from Finance Officer if not known).

- Date Required By if applicable.

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

- Details of verbal or written quotations or tender.

Designated forms are completed as evidence of recording the quotations to ensure there is transparency in the process with
reasons for selecting specific suppliers and justification for purchase decisions. Evidence of requested quotes should be
maintained such as names, telephone numbers, email addresses and written correspondence.

Quotes for goods and services may be selected based for reasons other than price alone, such as previous good service,
availability and reliability. Recording the reasons for selection is required to demonstrate the probity of all purchasing
decisions. Quotes and supporting documentation should be attached to the purchase order and forwarded to the Finance

Officer.

On receipt of a Purchase Order the Finance Officer will check:

- The correct job or general ledger code is allocated.

- There are sufficient funds in that budget code.
- The quotation record sheet is correctly filled out.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
191016-12 19/10/2016
150317-11 15/03/2017
210617-15 21/06/2017
180320-02 19/02/2020
170321-03 17/02/2021
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201021-32

20/10/2021

200422-12

16/03/2022

2.1.17 TENDERS OF BUDGETED ITEMS

OBJECTIVE: To call tenders for all items on the current adopted budget for all items above $250,000.

The CEO is authorised to call tenders for all items on the current adopted budget over $250,000.

Upon receipt of tenders by the CEO, all tenders are to be submitted to Council for approval, including, where necessary
comparative schedules setting out major aspects of each tender. Council shall give due consideration to local businesses

within the Shire of Wickepin, irrespective of prices.

In addition to tender conditions set out in Part 4 of the Local Government (Functions and General) Regulations 1996 (WA),

the following conditions apply:

- tenders are to arrive at the Shire of Wickepin admin office marked “Tender”; and

- tenders to close not less than 14 days prior to an ordinary meeting of Council.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
150720-09 15/07/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.18 ACTING CHIEF EXECUTIVE OFFICER

OBJECTIVE: Set down guidelines for the employment of an Acting CEO.

Prior to taking annual or other leave; the CEO must appoint an Acting CEO for the period of leave to ensure there is a
designated officer responsible for the operations of Council.

When employed in the position of Acting CEO, the employee will be:

- advised in writing by either the CEO, where the CEO delegates the position to the employee or by the Shire President
where Council delegates the position to the employee;
- paid at the salary level of the CEO for the term of the appointment; and

- subject to all the other existing conditions of employment.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.19 FAREWELL GIFTS TO EMPLOYEES

OBJECTIVE: Provide guidelines for farewell gifts for Shire of Wickepin employees who retire or resign from full time

or permanent part-time employment.

The Shire may pay a gratuity to an employee whose employment with the Shire of Wickepin is finishing due to retirement or

resignation if full time or permanent part time employed.

The gratuity may be in cash or a gift to a maximum amount as set out in Council’s Fees and Charges.

Council may make a payment greater than that specified in Council's Fees and Charges, in which case a local public notice
is required to be given in accordance with Division 4, Section 5.50 of the Act.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.20 PRIVATE USE OF SHIRE EQUIPMENT AND RESOURCES

OBJECTIVE: Provide clear parameters in relation to the private use of Shire equipment.

Shire of Wickepin employees are not permitted private use of any Shire equipment or resources.

RESOLUTION: DATE OF REVIEW:
160403-37 2003

170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.21 DESIGNATION OF SENIOR EMPLOYEES

OBJECTIVE: Clearly state senior employee positions in the Shire of Wickepin.

The Council designates the following employees as senior employees for the purpose of Section 5.37 (1) of the Act.

Manager of Works and Services.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.22 DELETED - SENIOR EMPLOYEE CONTRACTS

OBJECTIVE: Provide clear parameters in relation to senior employee contracts.

Appointments to the position of Manager of Works and Services shall be by a contract of employment, the terms of which are
to be negotiated with the successful applicant by the CEO and nominated representative/s of Council.

Where contract terms include the provision of a vehicle for private use, such use is restricted to the South West Land Division
unless prior authority to exceed this area has been granted by Council. Provisions of utility costs are to be a maximum of

$5,000 per annum.
Contracts negotiated with employees are to be endorsed on Council's behalf by the signatures of the CEO and Shire
President.
RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021 |
200422-12 16/03/2022 |
210922-10 21/09/2022
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2.1.23 USE OF SWIMMING POOL

OBJECTIVE: Establish the use of pool facilities as an employee benefit.

Shire of Wickepin employees, their partners and school age children will be admitted to the Wickepin swimming pool at no
cost during the term of their employment.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.24 ASSET MANAGEMENT

OBJECTIVE: Set guidelines for implementing consistent asset management processes though the Shire of
Wickepin.

To ensure adequate provision is made for the long-term replacement of major assets by:

- Ensuring that Council's services and infrastructure are provided in a sustainable manner, with the appropriate levels
of service to residents, visitors and the environment.

- Safeguarding Council assets including physical assets and employees by implementing appropriate asset
management strategies and appropriate financial resources for those assets.

- Creating an environment where all Council employees take an integral part in overall management of Council assets
by creating and sustaining asset management awareness throughout the Local Government by training and
development.

- Meeting legislative requirements for asset management.

- Ensuring resources and operational capabilities are identified and responsibility for asset management is allocated.

- Demonstrating transparent and responsible asset management processes that align with demonstrated best

practice.

21241 PRINCIPLES

A consistent Asset Management Strategy must exist for implementing systematic asset management and appropriate asset
management best-practice throughout all Departments of Council.

All relevant legislative requirements together with political, social and economic environments are to be taken into account in
asset management.

Asset management principles will be integrated within existing planning and operational processes.

Asset Management Plans will be developed for major service/asset categories. The plans will be informed by community
consultation and financial planning and reporting.

An inspection regime will be used as part of asset management to ensure agreed service levels are maintained and to identify
asset renewal priorities.

Asset renewals required to meet agreed service levels and identified in adopted asset management plans and long term
financial plans will be fully funded in the annual budget estimates.

Service levels agreed through the budget process and defined in adopted Asset Management Plans will be fully funded in
the annual budget estimates.

Asset renewal plans will be prioritised and implemented progressively based on agreed service levels and the effectiveness
of the current assets to provide that level of service.

Systematic and cyclic reviews will be applied to all asset classes and are to ensure that the assets are managed, valued and
depreciated in accordance with appropriate best practice and applicable Australian Standards.
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Future life cycle costs will be reported and considered in all decisions relating to new services and assets and upgrading of

existing services and assets.

Future service levels will be determined in consultation with the community.

Training in asset and financial management will be provided for councillors and relevant staff.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.25 DEALING WITH FAMILY MEMBERS

OBJECTIVE:
To set out the Shire’s position in relation to dealings with family members, specifically:

o  Employment of individuals who are related to another employee or member of Council is covered by the
Equal Opportunities Act 1984 and Section 5.40 of the Local Government Act 1995.

e  Provision of services to individuals who are related to an employee or member of Council.

e  Procurement of goods or services from individuals who are related to an employee or member of Council.

Conflict of Interest

Conflicts of interest can occur when the private interests of an employee influence, or could be seen to influence, their public
duties or responsibilities. The perception of a conflict of interest can be enough to undermine confidence in the integrity of
the employee and the Shire of Wickepin. When dealing with family members, there is a clear potential for an employee’s
impartiality to be questioned by other staff and the community.

While this policy details specific dealings with family members, it should be noted that the Shire of Wickepin Employees and
Councillors Code of Conduct states:

Employees will not take advantage of their position to improperly influence other council members or employees in the
performance of their duties or functions, in order to gain undue or improper (direct or indirect) advantage or gain for
themselves or for any other person or body.

Elected Members shall not use confidential information to gain improper advantage for themselves or for any other person or
body, in ways which are inconsistent with their obligation to act impartially, or to improperly cause harm or detriment to any
person or organisation.

For the purposes of this policy, a “family member” is as defined in Section 6 of the Family Court Act 1997 (WA) and includes:
Wife, husband, father, mother, son, daughter, grandfather, grandmother, step-father, step-mother, grandson, granddaughter,
step-son, step-daughter, brother, sister, half-brother, half-sister, step brother, step-sister, mother-in-law, father-in-law,
daughter-in-law, son-in-law, sister-in-law, brother-in-law, aunt, uncle, niece, nephew, cousin. This also includes any legally
recognised variation to these relationships, such as de facto, adoptive, ex-nuptial relationships, same sex relationships and
changes resulting from separation / divorce.

Employment of Family Members

Where a family member of an existing employee or member of Council has applied for a position at the Shire of Wickepin,
the employee or member of Council will not sit on any selection panel relating to the position, and will not attempt to participate
in or influence the selection process or decision in any way.

Although it is preferable for family members to hold positions in different areas within the Shire, there may be occasions
where this is not possible and in these circumstances, guidelines would be put in place to ensure that there is no conflict of
interest in relation to the approval of leave, approval of purchasing, writing or purchase orders, performance appraisals and
staff management.

Except in exceptional circumstances, no person employed by the Shire should work under the general supervision of another
member of his / her family, even if one or more levels removed.

No employee will conduct a performance review of a family member, or take part in any salary, promotion, termination or
disciplinary discussions or decisions in relation to the family member.
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Provision of Services to Family Members

In a small rural local government it is inevitable that situations will arise where the Shire of Wickepin provides services to a
family member of an employee. Wherever a discretionary power is being exercised, for example when considering a building
application or granting a permit, the Code of Conduct requires the employee to declare their interest, and to disqualify
themselves from dealing with their family member or close friend.

An employee should also consider if their impartiality is affected when dealing a customer who they know is a family member
or friend of another employee.

Procurement of Goods and Services from Family Members

A situation may arise where the Shire of Wickepin purchases goods or services from a family member of an employee (or, in
the case of a business, is owned, run or managed by an employee’s family member). In order to avoid any actual or perceived
conflict of interest, an employee must:

- Disclose that they are related to a prospective supplier, by informing their supervisor or manager prior to any order
being placed.

- Not participate in the recommendation of, the drafting of specifications for, or the decision to purchase the goods or
services involved.

- Not submit or authorise a purchase order for the goods or services involved.

- This does not prevent an entity associated with an employee’s family member from being selected for supply of
goods or services, where this supply would be the most advantageous to the Shire; and the Shire’s Code of Conduct
and Purchasing Policy has been complied with.

RESOLUTION: DATE OF REVIEW:
210617-17 21/06/2017
200219-05 20/02/2019
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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2.1.26 CEO RECRUITMENT, PERFORMANCE AND TERMINATION

Policy Purpose:
This Policy is adopted in accordance with section 5.39B of the Local Government Act 1995.

DIVISION 1 — PRELIMINARY PROVISIONS

1. Citation
These are the Shire of Wickepin Standards for CEO Recruitment, Performance and Termination.
2. Terms used
(1) Inthese standards —
Act means the Local Government Act 1995;
additional performance criteria means performance criteria agreed by the local government and the CEO under clause
16(1)(b);
applicant means a person who submits an application to the local government for the position of CEO;
contract of employment means the written contract, as referred to in section 5.39 of the Act, that governs the employment
of the CEO;
contractual performance criteria means the performance criteria specified in the CEQ’s contract of employment as
referred to in section 5.39(3)(b) of the Act;
job description form means the job description form for the position of CEO approved by the local government under
clause 5(2);
local government means the Shire of Wickepin;
selection criteria means the selection criteria for the position of CEO determined by the local government under clause
5(1) and set out in the job description form;
selection panel means the selection panel established by the local government under clause 8 for the employment of a
person in the position of CEQ.
(2) Other terms used in these standards that
are also used in the Act have the same
meaning as they have in the Act, unless the
contrary intention appears.

DIVISION 2 — STANDARDS FOR RECRUITMENT OF CEQ’S
3. Overview of Division

This Division sets out standards to be observed by the local government in relation to the recruitment of CEOs.

4.  Application of Division

(1) Except as provided in subclause (2),

this Division applies to any recruitment and

selection process carried out by the local

government for the employment of a person in

the position of CEO.

(2) This Division does not apply —

(a) if it is proposed that the position of CEO be filled by a person in a class prescribed for the purposes of section 5.36(5A)
of the Act; or

(b) in relation to a renewal of the CEQ’s contract of employment, except in the circumstances referred to in clause 13(2).

5. Determination of selection criteria and approval of job description form

(1) The local government must determine

the selection criteria for the position of CEO, based on the local government’s consideration of the knowledge, experience,
qualifications and skills necessary to effectively perform the duties and responsibilities of the position of CEO of the local
government.
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(2) The local government must, by resolution of an absolute majority of the council, approve a job description form for the
position of CEQ which sets out —

(a) the duties and responsibilities of the position; and

(b) the selection criteria for the position determined in accordance with subclause (1).

6. Advertising requirements

(1) Ifthe position of CEQ is vacant, the

local government must ensure it complies with section 5.36(4) of the Act and the Local Government (Administration)
Regulations 1996 regulation 18A.

(2) If clause 13 applies, the local government must advertise the position of CEO in the manner referred to in the Local
Government (Administration) Regulations 1996 regulation 18A as if the position was vacant.

7. Job Description Form To Be Made Available By Local Government

If a person requests the local government to provide to the person a copy of the job description form, the local government
must —

(a) inform the person of the website address referred to in the Local Government (Administration) Regulations 1996
regulation 18A(2)(da); or

(b) if the person advises the local government that the person is unable to access that website address —

(i) email a copy of the job description form to an email address provided by the person; or

(i) mail a copy of the job description form to a postal address provided by the person.

8. Establishment of selection panel for employment of CEO

(1) Inthis clause —

independent person means a person other than any of the following —
(a) a council member;

(b) an employee of the local government;

(c) a human resources consultant engaged by the local government.

(2) The local government must establish a

selection panel to conduct the recruitment and

selection process for the employment of a

person in the position of CEO.

(3) The selection panel must comprise —

(a) council members (the number of which must be determined by the local government); and
(b) at least 1 independent person.

9. Recommendation by selection panel

(1) Each applicant's knowledge, experience, qualifications and skills must be assessed against the selection criteria by or
on behalf of the selection panel.

(2) Following the assessment referred to in

subclause (1), the selection panel must provide to the local government —

(@) asummary of the selection panel's

assessment of each applicant; and

(b) unless subclause (3) applies, the selection panel’s recommendation as to which applicant or applicants are suitable to

be employed in the position of CEO.

(3) Ifthe selection panel considers that

none of the applicants are suitable to be

employed in the position of CEO, the selection

panel must recommend to the local

government —

(a) that a new recruitment and selection process for the position be carried out in accordance with these standards; and
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(b) the changes (if any) that the selection panel considers should be made to the duties and responsibilities of the position
or the selection criteria.

(4) The selection panel must act under

subclauses (1), (2) and (3) —

(a) in an impartial and transparent manner; and

(b) in accordance with the principles set out in section 5.40 of the Act.

(5) The selection panel must not recommend an applicant to the local government under subclause (2)(b) unless the
selection panel has —

(a) assessed the applicant as having

demonstrated that the applicant’s knowledge, experience, qualifications and skills meet the selection criteria; and

(b) verified any academic, or other tertiary

level, qualifications the applicant claims to hold; and

(c) whether by contacting referees provided by the applicant or making any other inquiries the selection panel considers
appropriate, verified the applicant’s character, work history, skills, performance and any other claims made by the applicant.
(6) The local government must have regard to, but is not bound to accept, a recommendation made by the selection
panel under this clause.

10. Application of cl. 5 where new process carried out

(1) This clause applies if the local government accepts a recommendation by the selection panel under clause 9(3)(a)
that a new recruitment and selection process for the position of CEO be carried out in accordance with these standards.

(2)  Unless the local government considers that changes should be made to the duties and responsibilities of the position
or the selection criteria —

(a) clause 5 does not apply to the new recruitment and selection process; and

(b) the job description form previously approved by the local government under clause 5(2) is the job description form for
the purposes of the new recruitment and selection process.

11. Offer of employment in position of CEO

Before making an applicant an offer of employment in the position of CEO, the local government must, by resolution of an
absolute majority of the council, approve —

(a) the making of the offer of employment to the applicant; and

(b) the proposed terms of the contract of employment to be entered into by the local government and the applicant.

12. Variations to proposed terms of contract of employment

(1) This clause applies if an applicant who is made an offer of employment in the position of CEO under clause 11
negotiates with the local government a contract of employment (the negotiated contract) containing terms different to the
proposed terms approved by the local government under clause 11(b).

(2)  Before entering into the negotiated contract with the applicant, the local government must, by resolution of an
absolute majority of the council, approve the terms of the negotiated contract.

13. Recruitment to be undertaken on expiry of certain CEO contracts

(1) Inthis clause —

Commencement day means the day on which the Local Government (Administration) Amendment Regulations 2021
regulation 6 comes into operation.

(2) This clause applies if —

(a) upon the expiry of the contract of employment of the person (the incumbent CEO) who holds the position of CEQO —
(i) the incumbent CEO will have held the position for a period of 10 or more consecutive years, whether that period
commenced before, on or after commencement day; and

(i) a period of 10 or more consecutive years has elapsed since a recruitment and selection process for the position was
carried out, whether that process was carried out before, on or after commencement day; and

(b) the incumbent CEO has notified the local government that they wish to have their contract of employment renewed upon
its expiry.
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(3) Before the expiry of the incumbent CEQO'’s contract of employment, the local government must carry out a recruitment
and selection process in accordance with these standards to select a person to be employed in the position of CEO after
the expiry of the incumbent CEQ’s contract of employment.

(4) This clause does not prevent the incumbent CEQ’s contract of employment from being renewed upon its expiry if the
incumbent CEO is selected in the recruitment and selection process referred to in subclause (3) to be employed in the
position of CEO.

14. Confidentiality of information

The local government must ensure that information provided to, or obtained by, the local government in the course of a
recruitment and selection process for the position of CEO is not disclosed, or made use of, except for the purpose of, or in
connection with, that recruitment and selection process.

DIVISION 3 — STANDARDS FOR REVIEW OF PERFORMANCE OF CEQO’S
15. Overview of Division

This Division sets out standards to be observed by the local government in relation to the review of the performance of
CEOs.

16. Performance review process to be agreed between local government and CEO
(1)  The local government and the CEO must agree on —

(a) the process by which the CEQ's performance will be reviewed; and

(b) any performance criteria to be met by the CEO that are in addition to the contractual performance criteria.

(2)  Without limiting subclause (1), the process agreed under subclause (1)(a) must be consistent with clauses 17, 18

and 19.
(3)  The matters referred to in subclause (1) must be set out in a written document.

17. Carrying out a performance review

(1)  Areview of the performance of the CEO by the local government must be carried out in an impartial and transparent
manner.

(2) The local government must —

(a) collect evidence regarding the CEQ’s performance in respect of the contractual performance criteria and any additional
performance criteria in a thorough and comprehensive manner; and

(b) review the CEQ's performance against the contractual performance criteria and any additional performance criteria,
based on that evidence.

18. Endorsement of performance review by local government

Following a review of the performance of the CEO, the local government must, by resolution of an absolute majority of the
council, endorse the review.

19. CEO to be notified of results of performance review

After the local government has endorsed a review of the performance of the CEO under clause 18, the local government
must inform the CEQ in writing of —

(a) the results of the review; and

(b) if the review identifies any issues about the performance of the CEO — how the local government proposes to address
and manage those issues.
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DIVISION 4 — STANDARDS FOR TERMINATION OF EMPLOYMENT OF CEQO’S
20. Overview of Division

This Division sets out standards to be observed by the local government in relation to the termination of the employment of
CEOs.

21. General principles applying to any termination

(1)  The local government must make decisions relating to the termination of the employment of a CEO in an impartial
and transparent manner.

(2) The local government must accord a CEO procedural fairness in relation to the process for the termination of the
CEQ’s employment, including —

(a) informing the CEO of the CEQ's rights,

entitlements and responsibilities in relation to the termination process; and

(b) notifying the CEO of any allegations against the CEO; and

(c) giving the CEO a reasonable opportunity to respond to the allegations; and

(d) genuinely considering any response given by the CEO in response to the allegations.

22. Additional principles applying to termination for performance related reasons

(1) This clause applies if the local government proposes to terminate the employment of a CEO for reasons related to the
CEO’s performance.

(2)  The local government must not terminate the CEO’s employment unless the local government has —

(a) in the course of carrying out the review of the CEQ’s performance referred to in subclause (3) or any other review of the
CEO’s performance, identified any issues (the performance issues) related to the performance of the CEO; and

(b) informed the CEO of the performance issues; and

(c) given the CEO a reasonable opportunity to address, and implement a plan to remedy, the performance issues; and

(d) determined that the CEO has not remedied the performance issues to the satisfaction of the local government.

(3)  The local government must not terminate the CEQ’s employment unless the local government has, within the
preceding 12 month period, reviewed the performance of the CEO under section 5.38(1) of the Act.

23. Decision to terminate

Any decision by the local government to terminate the employment of a CEO must be made by resolution of an absolute
majority of the council.

24. Notice of termination of employment

(1) Ifthe local government terminates the employment of a CEO, the local government must give the CEO notice in
writing of the termination.

(2) The notice must set out the local government’s reasons for terminating the employment of the CEO.

RESOLUTION: DATE OF REVIEW:
201021-28 20/10/2021
200422-12 16/03/2022
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2.1.27 COUNCILLORS CONTINUINING PROFESSIONAL DEVELOPMENT.

OBJECTIVE: To ensure that Elected Members have equitable access to a range of relevant training and professional
development opportunities to enhance their ability to fulfil their roles and responsibilities as elected members.

Mandatory Training

The Shire of Wickepin recognises the importance of providing Elected Members with the knowledge and resources that will
enable them to fulfil their role in accordance with statutory compliance and community expectations and make educated and
informed decisions.

Pursuant to the Local Government Act 1995, Elected Members must complete Council Member Essentials which incorporates
the following training units:

a) Understanding Local Government;

b) Conflicts of Interest;

¢) Serving on Council;

d) Meeting Procedures and Debating; and

e) Understanding Financial Report and Budgets.
Certain exemptions, specified in the Regulations apply.

Council's preferred provider for the training is WALGA (WA Local Government Association).

All units and associated costs will be paid for by the Shire and must be completed by 30 June in the year immediately following
the elected Member's election. The training is valid for a period of five years.

Additionally, the Shire will publish, on the Shire’s website, training undertaken by all Elected Members within one month after
the end of the financial year pursuant to Local Government Act 1995.

It is Council's preference that the training is undertaken via the eLearning method which is the more cost efficient form of
delivery. It is acknowledged however that there may be Elected Members who prefer to receive training face-to-face and/or
opportunities to attend training which is being delivered in the region or in the Perth metropolitan area.

Personal development

Elected members are encouraged to identify individual and group personal development needs to enhance their
effectiveness. As the needs of individual council members may vary, each member is encouraged to seek the assistance of
the Chief Executive Officer in analysing his or her particular requirements and in identifying appropriate courses, seminars
and training to meet those needs.

Guidelines
Considerations for approval of the training or professional development activity include:

* The costs of attendance including registration, travel and accommodation, if required;
+ The Budget provisions allowed and the uncommitted or unspent funds remaining:

* Any justification provided by the applicant when the training is submitted for approval;
* The benefits to the Shire of the person attending;

+ [dentified skills gaps of elected members both individually and has a collective;

+ Alignment to the Shire’s Strategic Objectives; and

+ The number of Shire representatives already approved to attend.

Consideration of attendance at training or professional development courses, other than the online Council Member
Essentials, which are deemed to be approved, are to be assessed as follows:

» Events for the Shire President must be approved by the Deputy Shire President, in conjunction with the CEO; and
» Events for Councillors must be approved by either the Council or the Shire President, in conjunction with the CEO.
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Any expenditure commitments associated with training or professional development must be performed by and authorised

through the CEO.

Funding for Professional Development

The council will allocate funds for professional development during the budget process.

RESOLUTION: DATE OF REVIEW:
150622-20 15/06/2022
231115-25 15/11/2023
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2.1.28 CODE OF CONDUCT BEHAVIOUR COMPLAINTS MANAGEMENT

1. Objectives

e To establish, in accordance with Clause 15(2) of the Local Government (Model Code of Conduct) Regulations 2021
and Shire of Wickepin’ Code of Conduct for Council Members, the procedure for dealing with complaints about
alleged breaches of the behaviour requirements included in Division 3 of the Shire of Wickepin's Code of Conduct
for Council Members, Committee Members and Candidates.

e To give effect to the Shire of Wickepin's commitments to an effective, transparent, fair and accessible complaints
handling process that supports high standards of behaviour of Council Members, Committee Members and
Candidates.

2. Scope

This Policy applies to complaints made in accordance with Clause 11 of the Shire of Wickepin's Code of Conduct for Council
Members, Committee Members and Candidates.

This Policy applies to Committee Members, Candidates and any person who submits a complaint in accordance with this
Policy.

3. Definitions
3.1 Act
means the Local Government Act 1995.

3.2 Behaviour Complaints Officer

means the Shire’s Chief Executive Officer (CEO) or any other person authorised in writing [by Council resolution or by the
CEO exercising delegated authority] under clause 11(3) of the Code of Conduct to receive complaints and withdrawals of
complaints.

3.3 Breach
means a breach of Division 3 of the Shire of Wickepin’ Code of Conduct for Council Members, Committee Members and
Candidates.

34 Candidate

means a candidate for election as a Council Member, whose nomination has been accepted by the Returning Officer under
s.4.49 of the Act, but does not include a Council Member who has nominated for re-election. A person is a Candidate from
the date on which their nomination is accepted, until the Returning Officer declares the election result in accordance with
S.4.77 of the Act.

35 Candidate Complaint
means a Complaint alleging a Breach by a Candidate. Candidate Complaints are dealt with in Part 4.3.2 of this Policy.

3.6 Code of Conduct
Means the Shire of Wickepin’ Code of Conduct for Council Members, Committee Members and Candidates.

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

3.8 Committee Member

means a Council Member, employee of the Shire of Wickepin or 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.

39 Complaint
means a complaint submitted under Clause 11 of the Code of Conduct.
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3.10  Complainant
means a person who has submitted a Complaint in accordance with this Policy.

311  Complaint Assessor
means a person appointed by the Behaviour Complaints Officer in accordance with Part 4.2.2 and Part 4.3.8 of this Policy.

3.12  Complaint Documents
means the Complaint Form and any supporting information, evidence, or attachments provided by the Complainant.

3.13  Complaint Form
means the form approved under clause 11(2)(a) of the Code of Conduct [by council resolution or by the CEO exercising
delegated authority].

3.14  Council
means the Council of the Shire of Wickepin.

3.15  Council or Committee Meeting
means a formal meeting of the Council or a Committee that is called and convened in accordance with the Act. It does not
include informal meetings, such as workshops or briefings.

3.16  Council Member
means a person who is currently serving a term of office as an elected member of the Council in accordance with the Act.

3.17  Finding
means a finding made in accordance with clause 12(1) of the Code of Conduct as to whether the alleged Breach has or has
not occurred.

3.18 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.

3.19  Response Documents
means the response provided by the Respondent to the Complaint, and includes any supporting information or evidence that
is supplied.

4. Policy
4.1 Principles
411 Procedural fairness
The principles of procedural fairness, or natural justice, will apply when dealing with a Complaint under this Policy. In
particular:

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

implemented;

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

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

[ ]
412 Consistency
The application of this Policy should lead to consistency in process and outcomes. While each Complainant and Respondent
will be dealt with according to their circumstances, and each Complaint considered and determined on its merits, similar
circumstances will result in similar decisions.

4.1.3  Confidentiality
The Shire of Wickepin will take all reasonable steps to maintain confidentiality when dealing with the Complaint, in order to
protect both the Complainant and Respondent.
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Council Members, Local Government employees and contractors who have a role in handling a specific complaint will be
provided with sufficient information to fulfil their role. They must manage this information securely, and must not disclose or
inappropriately use this information.

Complainants will be advised of the level of confidentiality they can expect, and that breaches of confidentiality on their part
may prejudice the progress of their Complaint.

414  Accessibility

The Shire of Wickepin will ensure that information on how to make a complaint, including this Policy, is available at the Shire
of Wickepin’ Administration Building and on the Shire of Wickepin's website. The Shire of Wickepin will make information
available in alternative formats if requested.

Any person wishing to make a complaint may contact the Behaviour Complaints Officer if they require assistance in
completing the complaint form or otherwise navigation the complaints process.

4.2 Roles

4.2.1  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 Complainant Assessor appointed
under this Policy.

The Behaviour Complaints Officer will liaise with the Local Government to facilitate the call and convening of Council meeting
if required.

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

4.2.2  Complaint Assessor

The Complaint Assessor is appointed by the Behaviour Complaints Officer in accordance with Part 4.3.8 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 is able to request a written response from the Respondent, review all documents provided by the
Behaviour Complaints Officer and conduct any necessary investigations.

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.

423  Council
Council will determine matters relating to complaints, including:

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

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

e Determining reasons for such a Finding.

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

o To take no further action; or
0 Prepare and implement a plan to address the behaviour of the person to whom the complaint relates.

4.3 Procedure

43.1 Making a Complaint

Any person may make a Complaint alleging that a Council Member, Committee Member or Candidate has behaved in a way
that constitutes a breach of Division 3 of the Code of Conduct [clause 11(1) of the Code of Conduct].

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

A Complaint must be made by completing the Behaviour Complaint Form in full and providing the completed forms to the
Behaviour Complaints Officer.

A Complaint must be made in accordance with the Behaviour Complaint Form and specify which requirement(s) of the Code
of Conduct is alleged to have been breached.
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A Complaint is required to include the name and contact details of the Complainant therefore anonymous complaints cannot
be accepted.

Where a Complaint Form omits required details, the Behaviour Complaints Officer will invite the Complainant to provide this
information in order for the Complaint to be progressed.

Where a Complaint is made more than 1 month after the alleged breach, the Behaviour Complaints Officer will give the
Complainant written notice that the Complaint cannot be made [clause 11(2)(c) of the Code of Conduct].

4.3.2 Candidate Complaints
A Complaint in relation to a Candidate must be made in accordance with 4.3.1, above, but cannot be dealt with unless the
Candidate is subsequently declared elected as a Council Member.
Within 7 days after receiving a Candidate Complaint, the Behaviour Complaints Officer will provide written notice:

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

o To the Respondent, including a summary of the complaint, and advising of the procedure for candidate complaints.
No action will be taken until the results of the election are declared by the Returning Officer. If the respondent is elected, then
the complaint will be dealt with in accordance with this Policy. Timeframes that would otherwise commence on the receipt of
a Complaint will be taken to commence on the election date.
If the Respondent is not elected, the Behaviour Complaints Officer will provide the Complainant with notice that the
Respondent has not been elected and that the Complaint cannot be dealt with [clause 15(1) of the Code of Conduct].

43.3 Withdrawing a Complaint

A Complainant may withdraw their Complaint at any time before a Finding has been made in relation to the Complaint [clause
14 of the Code of Conduct].

A Complainant may withdraw a Complaint by advising the Behaviour Complaints Officer in writing that they wish to do so.
After receiving a written withdrawal of the Complaint, the Behaviour Complaints Officer will take all necessary steps to
terminate the process commenced under this Policy.

4.3.4  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.

If the Complaint Form indicates that the Complainant agrees to participate in Alternative Dispute Resolution, the Behaviour
Complaints Officer will advise the Complainant of the process in accordance with Part 4.3.6 of this Policy.

435 Notice to Respondent
Within 14 days after receiving a Complaint, the Behaviour Complaints Officer will provide written notice to the Respondent
that:
o advises that a Complaint has been made in accordance with the Code of Conduct and this Policy;
includes a copy of the Complaint Documents;
o outlines the process that will be followed, the opportunities that will be afforded to the Respondent to be heard and
the possible outcomes;
e includes a copy of this Policy; and
if applicable, advises that further information has been requested from the Complainant and will be provided in due
course.
If the Complainant has agreed to participate in Alternative Dispute Resolution, the Behaviour Complaints Officer will ask the
Respondent if they are also willing to participate in accordance with Part 4.3.6 of this Policy.

43.6  Alternative Dispute Resolution

The Shire of Wickepin recognises that Alternative Dispute Resolution may support both parties reach a mutually satisfactory
outcome that resolves the issues giving rise to the Complaint. Alternative Dispute Resolution requires the consent of both
parties to the Complaint and may not be appropriate in all circumstances.
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To commence the process, the Behaviour Complaints Officer will, as the first course of action upon receiving a complaint,
offer the Complainant and the Respondent the option of Alternative Dispute Resolution. If both parties agree to participate in
Alternative Dispute Resolution, the Behaviour Complaints Officer will pause the formal process.

The objective of Alternative Dispute Resolution will be to reach an agreed resolution that satisfies the Complainant that the
formal process is no longer required, allowing them to withdraw the Complaint, in accordance with Part 4.3.3 of this Policy.
For example, an offer by a Respondent to issue a voluntary apology in response to a Complaint, even in the absence of a
request from the Complainant, qualifies for consideration as Alternative Dispute Resolution.

If Alternative Dispute Resolution is commenced, both the Complainant and Respondent may decline to proceed with the
process at any time. The process may also be terminated on the advice of a third party who is providing assistance to the
Local Government, such as a facilitator or mediator.

If Alternative Dispute Resolution is terminated or does not achieve an agreed outcome that results in the withdrawal of the
Complaint, the Behaviour Complaints Officer will resume the formal process required under this Policy.

4.3.7  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.

4.3.8  Appointment of Complaints Assessor

If Alternative Dispute Resolution is not commenced, is terminated or does not achieve an agreed outcome resulting in the
withdrawal of the Complaint, the Behaviour Complaints Officer will appoint a suitably qualified and experience Complaint
Assessor, in accordance with the Shire of Wickepin' Purchasing Policy.

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.

439  Search of Local Government Records
The Complaint Assessor may request the Behaviour Complaints Officer to search for any relevant records in the Shire of
Wickepin' Record Management System.
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:
o the behaviour occurred at a Council or Committee Meeting,
o the behaviour was dealt with by the person presiding at the meeting, and/or
e the Respondent has taken remedial action in accordance with the Shire of Wickepin' Meeting Procedures/Standing
Orders Local Law.
The Complaints Assessor must provide the Respondent with a copy of any records that are identified. In addition, where a
clarification or additional information has been sought from the Complainant by either the Behaviour Complaints Officer or
the Complaint Assessor, copies must also be provided to the Respondent.

4.3.10 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 4.3.4 and Part 4.3.5 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.

43.11 Complaint Report
The Complaint Assessor will prepare a Complaint Report that will:
¢ outline the process followed, including how the Respondent was provided with an opportunity to be heard;
e include the Complaint Documents, the Response Documents and any relevant Local Government Records as
attachments; and
¢ include recommendations on each decision that may be made by the Council; and
include reasons for each recommendation, with reference to Part 4.4.4 of this Policy.
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If the Complaint Report recommends that a Plan is prepared and implemented in accordance with clause 12(4)(b) of the
Code of Conduct and Part 4.4.4 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 Council. The Behaviour Complaints Officer will be responsible for preparation of an Officer Report with the
Complaint Report provided as a confidential attachment. The recommendations of the Complaint Report will be provided as
the Officer Recommendations.

4.3.12 Council 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 Council will consider the Complaint Report and attachments and give due regard to the recommendations.

In accordance with Regulation 11(d)(a) of the Local Government (Administration) Regulations 1996, reasons for any decisions
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
Council will determine whether or not to dismiss the Complaint in accordance with Clause 13 of the Code of Conduct and
Part 4.4.2 of this Policy.

If the Council dismisses a Complaint, the Behaviour Complaints Officer must give the Complainant and the Respondent
written notice of the decision and the reasons for the decision in accordance with clause 13(2) of the Code of Conduct. This
concludes the process for this Complaint.

If the Complaint is not dismissed, the Council will consider the Complaint and make a Finding as to whether the alleged
Breach that is the subject of the Complaint has or has not occurred, in accordance with clause 12 of the Code of Conduct
and Part 4.4.3 of this Policy.

If the Council finds that the alleged breach did occur, the Committee will decide whether to take no further action in accordance
with clause 12(4)(a) of the Code of Conduct or prepare a plan to address the behaviour in accordance with clause 12(4)(b)
of the Code of Conduct and Part 4.4.4 of this Policy.

If the Council decides to take no further action, the Behaviour Complaints Office must give the Complainant and the
Respondent written notice of this decision and the reasons for the Finding in accordance with clause 12(7)(a) of the Code of
Conduct.

4.3.13 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.

4.4 Decision Making
441  Obijective and Principles
All decisions made under this Policy will reflect the Policy Objectives and Principles included in Part 4 of this Policy.

4.4.2 Dismissal
The Council 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) either -
(i) the behaviour was dealt with by the person presiding at the meeting; or
(ii) the Respondent has taken remedial action in accordance with the Shire of Wickepin's Meeting
Procedures/Standing Orders Local Law.
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443 Finding

A Finding that the alleged breach has occurred must be based on evidence from which it may be concluded that it is more
likely that the breach occurred than that it did not occur [clause 12(3) of the Code of Conduct].

This may involve first considering whether the behaviour occurred, on the balance of probabilities, and then whether that
behaviour constituted a breach of a requirement of Division 3 of the Code of Conduct.

444  Action
In deciding whether to take no further action, or prepare and implement a Plan, the Council may consider:
o the nature and seriousness of the breach(es);
the Respondent’s submission in relation to contravention;
whether the Respondent has breached the Code of Conduct knowingly or carelessly;
whether the Respondent has breached the Code of Conduct on previous occasions;
likelihood or not of the Respondent committing further breaches of the Code of Conduct;
personal circumstances at the time of conduct;
need to protect the public through general deterrence and maintain public confidence in Local Government; and
any other matters which may be regarded as contributing to or the conduct or mitigating its seriousness.

445 Plan Requirements

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

undertake counselling;

undertake training;

take other action the Council 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 express in the Code of Conduct.

The Proposed Plan may also outline:

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

who is responsible for the actions;

any assistance the Local Government will provide to assist achieve the intent of the Plan; and
a reasonable timeframe for the Plan action(s) to be addressed by the Respondent.

RESOLUTION: DATE OF REVIEW:
200324-07 Adopted 20 March 2024
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Shire of Wickepin

Complaint About Alleged Breach Form -
Code of Conduct for Council Members, Committee Members and Candidates

Schedule 1, Division 3 of the Local Government (Model Code of Conduct) Regulations 2021

NOTE: A complaint about an alleged breach must be made —
(a) in writing in the form approved by the local government
(b) to an authorised person
(c) within one month after the occurrence of the alleged breach.

Name of person who is making the complaint:

Name:

Given Name(s) Family Name

Contact details of person making the complaint:

Address:

Email:

Contact number:

Name of the local government (city, town, shire) concerned:

Name of council member, committee member, candidate alleged to have committed the
breach:
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List the particular requirement under Division 3 of the Code that has been alleged to
have been breached:

State the full details of the alleged breach. Attach any supporting evidence to your
complaint form.

Date of alleged breach:

/ /20

SIGNED:
Complainant’s SIgNALUNE: ...iuiie it e e e e e e e e e e e

Date of signing: / /20

Received by Authorised Officer
AUThOrised OffiCEaI' S NaM . .ottt e e e e e e

Authorised Officer's SignatUre: .......oooii it e e e e
Date received: / /20

NOTE TO PERSON MAKING THE COMPLAINT:

This form should be completed, dated and sighed by the person making a complaint of an
alleged breach of the Code of Conduct. The complaint is to be specific about the alleged breach
and include the relevant section/subsection of the alleged breach.

The complaint must be made to the authorised officer within one month after the occurrence of
the alleged breach.

Signed complaint form is to be forwarded to the Chief Executive Officer, Shire of Wickepin, via
mail (PO Box 19 Wickepin WA 6370), by hand (77 Wogolin Road, Wickepin WA 6370) or via email
to ceo@wickepin.wa.gov.au
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2.1.29 ATTENDANCE AT EVENTS AND FUNCITONS

Introduction
Section 5.90A of the Local Government Act 1995 provides that a local government must prepare and adopt an Attendance
at Events policy.

This policy is made in accordance with those provisions.

1. Purpose

This policy addresses attendance at any events, including concerts, functions or sporting events, whether free of charge,
part of a sponsorship agreement, or paid by the local government.

The purpose of the policy is to provide transparency about the attendance at events by councillors, the Chief Executive
Officer (CEO) and other employees.

Attendance at an event in accordance with this policy will exclude the gift holder from the requirement to disclose a
potential conflict of interest if the ticket is above $300 (inclusive of GST) and the donor has a matter before Council. Any gift
received that is $300 or less (either one gift or cumulative over 12 months from the same donor) also does not need to be
disclosed as an interest.

Guidance is provided below:

1. Ifacouncillor receives a ticket in their name, in their role as councillor, of $300 or greater value, they are still required
to comply with normal gift disclosure requirements.

2. Whilst the law permits greater than $300 to be accepted by the CEO (but not other employees), in their role with the
Shire, the CEO and all other employees are prohibited from accepting any gift greater than $300, unless from the
Shire as the organiser of the event or as a gift pursuant to Section 5.50 of the Local Government Act 1995 (gratuity
on termination).

3. Ifthe CEO or an employee receives a ticket in their name, in their role as an employee, of between $50 and $300,
they are required to comply with normal gift disclosure requirements and the Code of Conduct as per notifiable and
prohibited gifts.

4. Note this policy doesn’t apply to prizes won by ‘games of chance’ such as a lottery, raffle, business card draw or
contest.

5. Nothing in this policy shall be construed as diminishing the role of the CEO in approving attendance at activities or
events by other employees that in the opinion of the CEO are appropriate, relevant and beneficial to the Shire of
Wickepin.

. Legislation
ection 5.90A — Attendance at Events. In this section “event” includes the following:
a) a concert;

b) a conference;

c)

d

2
S

a function;
) a sporting event;
e) an occasion of a kind prescribed by the Local Government (Administration) Regulations 1996..
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) the provision of tickets to events;
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3. Scope
This policy applies to Councillors, the CEO and all employees of the Shire of Wickepin (the Shire) in their capacity as a
councillor or employee of the Shire.

Councillors, the CEO and employees occasionally receive tickets or invitations to attend events to represent the Shire to
fulfil their leadership roles in the community. The event may be a paid event or a ticket/invitation may be gifted in kind, or
indeed it may be to a free/open invitation event for the community in general.

Note this Policy isn't applicable to the attendance by councillors, CEO or employees at training, conferences or other
professional development as such attendance is covered by separate Council policies.

4. Pre-Approved Events
Note: Individual tickets and associated hospitality with a dollar value above $500 (inclusive of GST and if relevant, travel)
provided to the Shire are to be referred to Council for determination.

Under this Policy Council approves attendance at the following events by councillors, the CEO and employees of the Shire:

a) Advocacy, lobbying or Ministerial briefings;

b)  Meetings of clubs or organisations within the Shire of Wickepin;

c) Any free event held within the Shire of Wickepin;

d) Australian or West Australian Local Government events;

e) Events hosted by Clubs or Not for Profit Organisations within the Shire of Wickepin to which the Shire President,
councillor(s), CEO or employee(s) has been officially invited;

f)  Shire hosted ceremonies and functions;

g)  Shire hosted events with employees;

h)  Shire run tournaments or events;

i) Shire sponsored functions or events;

j)  Community art exhibitions within the Shire of Wickepin or Wheatbelt Region;

k)  Cultural events/festivals within the Shire of Wickepin or Wheatbelt Region;

[)  Eventsrun by a Local, State or Federal Government;

m) Events run by schools and universities within the Shire of Wickepin;

n)  Major professional bodies associated with local government at a local, state and federal level;

0)  Opening or launch of an event or facility within the Shire of Wickepin or Wheatbelt Region;

p) Recognition of Service events

q) RSL events;

r)  Anevent run by an organisation of which the Shire of Wickepin is a member;

s)  Wickepin Business and Tourism Association events; and

t)  Where the Shire President, councillor(s), CEO or employee(s) attendance has been formally requested.

All councillors, the CEO and employees are entitled to attend a pre-approved event.
If there are more tickets than prospective attendees the Shire President and CEO will liaise to determine allocations.

5. Approval Process

Where an invitation is received to an event that is not pre-approved, it may be submitted for approval prior to the event for
approval as follows:

»  Events for the Shire President may be approved by the Deputy Shire President;

»  Events for Councillors may be approved by the Shire President;

»  Events for the CEO may be approved by the Shire President; and

»  Events for employees may be approved by the CEO.

Considerations for approval of the event include:

»  Anyjustification provided by the applicant when the event is submitted for approval.
»  The benefit to the Shire of the person attending.

»  Alignment to the Shire’s Strategic Objectives.
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e The number of Shire representatives already approved to attend.
Where a councillor has an event approved through this process and there is a fee associated with the event, then the cost
of the event, including for attendance of a partner, is to be paid out of the applicable members governance account.

Where the CEO or employee has an event approved through this process and there is a fee associated with the event, then
the cost of the event is to be paid for out of the Shire’s relevant budget line.

Where partners of an authorised local government representative attend an event, any tickets for that person, if paid for by
the Shire, must be reimbursed by the representative unless expressly authorised by the Council.

6. Non-Approved Events

Any event that is not pre-approved, is not submitted through an approval process, or is received personally is considered a

non-approved event:

» Ifthe eventis a free event to the public then no action is required.

 Ifthe event s ticketed and the councillor, CEO or employee pays the full ticketed price and does not seek reimbursement
then no action is required.

» Ifthe event is ticketed and the councillor, CEO or employee pays a discounted rate, or is provided with a free ticket(s),
then the recipient must disclose receipt of the tickets (and any other associated hospitality) within 10 days.

7. Procedures
Any disputes regarding the approval of attendance at events are to be resolved by the Shire President in relation to
councillors and by the CEO in relation to employees.

Organisations that desire attendance at an event by a particular person(s), such as the President, Deputy President,
Councillor, CEO or particular employee of the Shire, should clearly indicate that on the offer, together what is expected of
that individual, should they be available, and whether the invite/ticket is transferable to another Shire representative.

Tickets that are provided to the Shire without denotation as to who they are for, will be provided to the CEO and attendance
determined by the CEO in liaison with the Shire President, based on relative benefit to the organisation in attending the
event, the overall cost in attending the event inclusive of travel or accommodation, availability of representatives, and the
expected role of the relevant councillor or employee.

RESOLUTION: DATE OF REVIEW:
200324-06 New policy
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2.1.30 DISPOSAL OF PROPERTY (OTHER THAN LAND) POLICY

Purpose

The purpose of this policy is to provide guidance on the management of the disposition of property
(other than land) valued less than $20,000, ensuring full compliance with applicable legislative
obligations and principles of transparency.

Scope

This policy applies to all disposition of property (other than land) valued less than $20,000.

This policy is to provide unambiguous and transparent direction for the disposal of assets and in doing
So:

e Promote fair and effective competition to the greatest possible extent;
e Consider any potential benefit to the community; and
e Ensure best value for money is achieved.

Definitions

Dispose means to sell, donate or dispose of in an environmentally responsible method.

Property means any local government property (valued less than $20,000) not including money or
land.

Reference Documentation

Local Government Act 1995
Regulation 30(3) of the Local Government (Functions and General) Regulations 1996

Policy Details

The following principles are to be applied:
o Every reasonable effort will be made to dispose of assets at the best possible price and in an
environmentally friendly manner.
e The cost and time associated with disposing of an asset/s should not exceed the estimated
market value of the asset/s.
e Consideration should be given to donating the assets to charity or a not for profit organisation.

The disposal of property (other than land) valued less than $20,000, based on a reasonable judgement
valuation, shall be as follows:

Property Type Method of Disposition
Fleet, plant or machinery valued less than | The CEO shall have discretion to dispose of the
$20,000 property through either a:

1. Public auction process, or

2. Public tender process, or

3. Trade-in (in accordance with regulation
30(3)(b) of the Local Government
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(Functions and General) Regulations
1996.

Furniture, equipment or goods valued from
$5,000 and less than $20,000

The CEO shall have discretion to dispose of the
property through either a:

1. Public Auction process, or

2. Public tender process.
In the event of there being no response to the
auction or tender process, the property shall be
offered to local community groups, sporting
clubs or charities through a locally advertised
expression of interest process which may
comprise either an expression of interest or be
on a “first in, first served” response basis.
Where more than one interest is received, the
CEO shall determine the order of priority, with
preference given to local not-for-profit
community groups where practicable.
If no interest is received, the property will be
disposed of through a waste collection service.

Furniture, equipment or goods valued from
$1,000 and less than $5,000

Property will be offered to local community
groups, sporting clubs, charities or schools
through a locally advertised expression of
interest process which may comprise either an
expression of interest or be on a “first in, first
served” response basis.

Where more than one interest is received, the
CEO shall determine the order of priority, with
preference given to local not-for-profit
community groups where practicable.

If no interest is received, the property will be
disposed of through a waste collection service.

Furniture, equipment or goods valued less than
$1,000

Property will be offered to local community
groups, sporting clubs, charities or schools
through a locally advertised expression of
interest process which may comprise either an
expression of interest or be on a “first in, first
served” response basis.

Where more than one interest is received, the
CEO shall determine the order of priority, with
preference given to local not-for-profit
community groups where practicable.

If no interest is received, the property will be
disposed of through a waste collection service.

The Asset Register shall reflect the disposal where applicable.

Dispositions not outlined in this policy are prescribed by legislation.

Relevant Management Practice

Delegation Register
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3.1 RATES

3.1.1

RECOVERY OF DEBTS, RATES AND SERVICE CHARGES

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

To assist finance and administration staff in end of year procedures.

3111

POLICY STATEMENT

The Shire of Wickepin will:

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

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

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

consider all requests from person’s experiencing difficulties with making payments for debts or rates and service
charges. Such persons will be required to make a written application to the Chief Executive Officer to enter into a
Negotiated Special Payment Arrangement, detailing their Serious Hardship and/or Exceptional
Hardship/Circumstances to warrant consideration and leniency.

Definitions

In the administration of this Policy, the following will be apply:

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

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

Serious Hardship

Serious Hardship exists when a person is unable to provide adequate food, accommodation, clothing, medical treatment,
education or other necessities for themselves, their family or other people for whom they are responsible. (Source: Australian
Taxation Office).

Consideration will be given as to whether a person’s current financial difficulties are short term, when deciding whether a
person is suffering Serious Hardship.
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Financial Assets

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

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

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

Exceptional Hardship/Circumstances

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

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

- aserious accident;
- sudden bereavement within a family;
- severellife threatening iliness or medical condition;

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

- temporary physical or mental incapacity; or

- or any other matters considered acceptable by the Chief Executive Officer.

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

Note: The temporary loss of a job will not normally in itself qualify as Exceptional Hardship unless a convincing case can be
put forward that the impact would be so exceptional as to warrant leniency.

Negotiated Special Payment Arrangement (NSPA)

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

23.1.1.2 GUIDELINES AND PROCEDURES
Debt Recovery Process

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

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

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

Notice of Intention to Summons (Demand Letter)

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

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

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

General Procedure Claim

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

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

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

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

- Apersonwho is experiencing difficulty in making a payment, can apply to the Shire of Wickepin to make a Negotiated
Special Payment Arrangement.

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

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

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

- IfaGeneral Procedure Claim proceeds to Judgement and was not issued in error, then the matter will not be granted
a Notice of Discontinuance, nor permission granted to have the matter set aside.

Non-Service of General Procedure Claim

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

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

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

Property Sale and Seizure Order

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

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

- If a Property Sale and Seizure Order against goods and or land is proposed to collect outstanding rates due on a
property, the Council's prior approval shall be obtained before the Property Sale and Seizure Order is lodged.

Rates or Service Charges Recoverable in Court (Section 6.56)

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

- Rates or service charges due by the same person to the local government may be included in one writ, summons,
or other process.
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Seizure of Rent (Section 6.60)

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

Sale of Land (Section 6.64)
Where Rates and Service Charges are outstanding for a period of three (3) years or more, the Council may:
- from time to time lease the land;
- sell the land;
- have the land transferred to the Shire of Wickepin;
- have the land transferred to the Crown; or

- sell the land as per the Local Government Act 1995 - Section 6.64. Council approval will be obtained prior to the
above course of action being undertaken.

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

Outstanding Rates and Charges — Write Off/Waiver of Small Balances
Where balance of rates is owing not exceeding $10.00 council:

- Delegate authority to the Chief Executive Officer to write-off outstanding balances on individual rate assessments
of amounts not exceeding $10.00.

23.1.1.3 DEBTS (OTHER THAN RATES AND SERVICE CHARGES)

These Guidelines and Policy Procedures will apply to all those invoices raised in respect of non-rates and service charges
debtors.

Debt Management

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

If the invoice is not paid by the due date then the following procedure will take place:

Recovery Procedure

- Aletter or Reminder Notice will be issued advising the debtor that if there exists a dispute or query to contact the
Shire of Wickepin, otherwise payment is expected within fourteen (14) days of the issue date of the letter;

- If no response is received from the debtor, then following a review of the circumstances with the relevant Shire of
Wickepin employees involved, a Demand Notice may be sent to the debtor advising that if payment is not made
within fourteen (14) days of the date of the notice, then further action may be taken to recover the debt. The debtor
will be advised that any additional fees incurred in recovering the debt will be passed on to the debtor.
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Application for Special Payment Arrangement

Persons experiencing difficulties in paying their debts by the specified date, can apply to the Shire of Wickepin to enter into
a Negotiated Special Payment Arrangement.

Write-Off

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

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

Debt Raised in Error or Debt Adjustment

If a debt has been raised in error or requires an adjustment, then an explanation will be sought from the Finance Officer.
Once this has been received, a credit note request will be raised which is to be authorised by both the Finance Officer and
Deputy CEO, where applicable.

Other Action Which May be Taken

The following list of actions may also be instituted at the discretion of the Chief Executive Officer, against defaulting sundry
Debtors, who do not respond to normal requests for payment:

Issue a Letter of Demand,;

- Commencement of Court proceedings to recover the outstanding monies;
- Rescinding any seasonal hall/reserve booking licence (if applicable);

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

- Request “up-front” bonds for future dealings with the Shire of Wickepin, which may be used to offset against the
outstanding debt;

- Offset of any Shire of Wickepin contributions owing to the personal entity against, any outstanding debt; and

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

23.1.1.4 INTEREST ON OVERDUE MONIES

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

- Should the ratepayer default in the Negotiated Special Payment Arrangement, the waiving of the interest will cease
and interest, will be calculated from the date that the rates, or debt default occurred within the Negotiated Special
Payment Arrangement.
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23.1.1.5 APPLICATION FOR A NEGOTIATED SPECIAL PAYMENT ARRANGEMENTS

- Applicants are required to make a written request for a Special Payment Arrangement.
- Following an assessment by the Finance Officer, the Application will be referred to the Deputy CEO for approval.

- Inthe event of an Applicant being dissatisfied with the decision of the Finance Officer/Deputy CEO, they will have
access rights for a review to the Chief Executive Officer.

23.1.1.6 DELEGATED AUTHORITY

The Chief Executive Officer will administer and enforce this Policy, Guidelines and Procedures, in accordance with the Council
Delegated Authority Register.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
210617-21 21/06/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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3.1.2 RATES DISCOUNT

OBJECTIVE: Provide clear parameters in relation to rates discounts.

Council provides a discount for Shire of Wickepin rates paid before the close of business on the date rates are due, to provide
an incentive for ratepayers to pay their rates in full by the due date.

A discount on rates will be given for:

- payments by cheque, cash or EFTPOS received and receipted; and

- all electronic payments received before close of business on the due date.

Council sets the rate discount percentage each year in Council's annual budget.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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3.1.3 CORPORATE CREDIT CARD

OBJECTIVE: Provide clear parameters in relation to corporate credit cards.

Credit cards can be an efficient method of purchasing goods and services and can reduce administration costs as well as the
need to carry cash. If not properly controlled, they can also expose the Shire of Wickepin to significant risks. These risks can
be minimised by implementing policies to control their use. The purpose of the Corporate Credit Card Policy is to establish
the guidelines for use of the credit card and responsibilities of cardholders.

Legislation

The following provisions of the Local Government Act 1995 (the Act) and associated regulations impact on the use and control
of corporate credit cards:

- Section 2.7(2)(a) and (b) requires the council to oversee the allocation of the local government's finances and
resources and determine the policies of the local government.

- Section 6.5(a) of the Act requires the Chief Executive Officer (CEQ) to ensure that proper accounts and records of
the transactions and affairs of the local government are kept in accordance with regulations.

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

Policy and Procedure Governing the Use of Corporate Credit Cards
The following policies and procedures are designed to control the use of credit cards:

- Anagreement must be signed by the cardholder and the Shire setting out the cardholder’s responsibilities and legal
obligations when using the credit card.

- Avregister should be kept of all current cardholders including, card number, expiry date of the credit card, credit limit
and details of goods and services the cardholder has authority to purchase.

- Allnew and existing cardholders are to be provided with a copy of the policy relating to the use of credit cards on an
annual basis.

- Inthe event that a cardholder ceases employment, takes an extended period of leave, or moves to a position which
does not require the use of a credit card, the cardholder must return the card to the CEO two weeks before
termination date, to arrange cancellation and destruction of the card and to ensure all receipts are obtained and the
account has been settled.

- Inthe event that the cardholder loses or misplace their credit card they must notify the issuing financial institution
and CEO immediately.

- The credit card account will be unigque to the user and may not be transferred to other users.

- Ifthe credit cards issued by the financial institution include reward schemes such as frequent flyer points of fly buys,
these will be accumulated in the name of the Shire of Wickepin. The Chief Executive Officer, at their discretion, will
decide how these rewards are utilised and could include offering these to charitable institutions, or sporting clubs.
Under no circumstances is the reward scheme to be used to provide private benefits to staff or councillors.

- Payments made using Corporate Credit Card will be disclosed in monthly agenda report to council and statements
made available for councillors to view.
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Cardholders Breaching Credit Card Policy

- Any officer that believes a cardholder is entering into transactions that seem to be unauthorised, excessive and
unreasonable will be reported to the Chief Executive Officer or Deputy CEO. Any breach by a cardholder will require
an investigation into activities and if necessary action taken by the Chief Executive Officer or Deputy CEO which
may result in the withdrawal of the card or termination of employment. .

- Cardholders that do not follow any component of the policy, at the discretion of the Chief Executive Officer, may
have their credit card cancelled.

- If the purchase has a component that is private in nature, the entire purchase will be recovered by the cardholder
as private expenditure.

Purchasing

- Corporate credit cards are only be used for purchasing goods and services on behalf of the Shire of Wickepin which
is authorised in the current budget.

- Cardholders must follow the Shire of Wickepin Purchasing Policy.

- Personal expenditure is prohibited.

- The credit card is not be used for cash withdrawals.

- The maximum credit card limit is $5,000.

- Where the purchase has been made via facsimile, telephone or over the internet, an invoice or receipt is must be
provided containing details of the purchase.

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

Payments

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

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

- The Finance Officer will code the individual transactions and submit the list to the credit card holder for their
confirmation. The transaction list and associated codes will also be authorised by the Deputy CEO or Manager of
Works.

- The Deputy CEO will be required to authorise and sign the Chief Executive Officer's statement.

Authorised Use and Limits

- Acredit card may be issued to the Chief Executive Officer and any authorised officers that would benefit from using
this payment method.

- Council must approve the use of a credit card to the Chief Executive Officer and any changes to their credit card
limit up to @ maximum of $5,000.

- The Chief Executive Officer may approve the use and any changes to credit card limits up to a maximum $5,000 for
any authorised officers.

- The Local Government Act 1995 does not allow for the issue of credit cards to elected members. There are no
provisions within the Act which allow an elected member to incur a debt, as would be the case with a credit card.
The Shire of Wickepin may only pay allowances or reimburse expenses to an elected member.

SHIRE OF WICKEPIN | Policy Manual



Finance Officer Responsibilities

The Finance Officer will;

Page |80

- Arrange the issuing and cancellations of credit cards as directed by the Chief Executive Officer.

- Maintain a register of all cardholders.

- Provide cardholders with the Credit Card Policy and where required any changes to the policy and their

responsibilities and obligations as cardholders.

- Process payments of credit cards including the attachment of all receipts and tax invoices and the relevant
authorising officers have signed off on the statements.
- Arrange for all cardholders to sign the Credit cardholder Agreement (refer to Appendix A below) on receipt of the
issue of the new card and ensure the signed agreement is placed in the Corporate Credit Card Register in the

Synergy Central Records system.
Cardholders Responsibilities and Obligations

Credit cardholder's must:

- Keep their card in a safe place.

- Make payments for goods and services that are within their card limit, budget and authority to do so.
- Adhere to the Corporate Credit Card Policy and procedures and Purchasing Policy.
- Ensure all receipts and tax invoices are kept and submitted to the Finance Officer within seven days of receipt.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
210617-16 21/06/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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Appendix A - AUTHORITY FOR ISSUE OF CORPORATE CREDIT CARD

Name of Cardholder:

Position:

From: Chief Executive Officer

Date:

As the Chief Executive Officer, | have authorised the issue of a Shire of Wickepin Corporate Credit Card in line with your
official duties as a (insert position).

The following conditions apply;

- You have been authorised a card limit of $

- All purchases are for budgeted expenses within the Shire of Wickepin budget and within the level of your purchasing
policy.

- The card is issued in your name, however it is a corporate credit card and all transactions must be official
transactions on behalf of the Shire of Wickepin. Under no circumstances must the card be used for private purposes.
When a transaction has a small component of private expenditure in nature, the entire transaction must be repaid
to the Shire of Wickepin.

- The Chief Executive Officer can call an enquiry into the use of the card, and any findings of transactions that are
unauthorised, excessive or unreasonable will result in disciplinary action.

- The card must be kept in a safe place.

- Under no circumstances is cash to be withdrawn from the card.

- Alltax invoices and receipts must be kept to validate transactions. The card holder must ensure that a tax invoices
and receipts (not EFTPOS slips) contain the following;

- Suppliers name.

- Suppliers ABN.

- Brief description of goods and services supplied.
- Identifies transactions where GST applies.

- If the transaction relates to entertainment, the cardholder must document how many people they entertained and
the names of Shire of Wickepin employees that attended for Fringe Benefit Tax reporting.

- The cardholder must certify that the transactions on the statement are correct.

- Only supervisors can sign off on credit card statements and in the case of the Chief Executive Officer, this must be
signed off by the Shire President.

- If the card is lost or stolen, you must immediately contact ANZ Commercial Cards Customer Service on 1800 032
481. The Finance Officer must also be notified in writing to arrange replacement card.

- If your employment is terminated, your card and all tax invoices and receipts must be submitted to the Finance
Officer two weeks before employment ceases to ensure account is settled.

- If you agree to abide by the terms above and all other conditions set out in Council Policy 1.1.1 Corporate Credit
Cards please sign and return this statement to the Deputy CEO or Finance Officer.

Signature Date
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3.1.4 WAIVING OF FEES AND CHARGES FOR COUNCIL FACILITIES

OBJECTIVE: Provide clear parameters in relation to waiving Fees and Charges for Council facilities.

The CEO is permitted to waive Fees and Charges for the use or hire of Council facilities if the following criteria are met:

the organisation hiring the Council facility is a local not-for-profit community organisation; and

- an application is made in writing 7 days before the Council facility is hired.

The following community groups, organisations and events are entitled to use of the halls and Community Centre free of
charge, as set in Council's annual Fees and Charges, for non-profit functions:

- Wickepin and Yealering Primary Schools;
- Yealering Progress Association;

- Harrismith Community Centre Committee;
- community Christmas functions;

- annual Senior Citizens Luncheon; and

- Wickepin Community Resource Centre (CRC)

All other requests for reductions, concessions or waiving of hire charges will be considered at the discretion of Council.

RESOLUTION: DATE OF REVIEW:
170615-12 17/06/2015
150317-11 15/03/2017
200618-13 20/06/2018
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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13.1.5 SPONSORSHIP, CONTRIBUTIONS AND DONATIONS TO SPORTING AND COMMUNITY
| GROUPS

OBJECTIVE: Provide guidelines for the provision of financial assistance to community and sporting clubs within the
Shire of Wickepin.

A maximum of 2.5% of the previous year's levied rates may be provided for in Council’s budget each year to distribute to
community and sporting organisations upon application to the Council.

$3,000 per year will be allocated to a rolling fund for grants under $500 with the CEO being given delegated authority to
authorise the grants under $500.

13151 FUND OBJECTIVE

Funds from Council may be made available for the following:

- establishment or improvement of playing areas or buildings

- Support for major sporting and community events

- Support for general sporting clinics, including coaching clinics :and

- To assist community groups in establishing a service or activity seen as a need for the betterment of and

improvement to the enjoyment of life within the community.

Increasing visitors to the region

Council may fund the following:

- 100% up to $2000
- 75% between  $2,000 and $5,000
- 50% $5,000 and above

Voluntary labour and equipment may be included in the applicant’s contribution at a value of $25/hour.

Council employees or equipment may be used in lieu of a cash contribution from Council.

Council will favour applications that would not otherwise be funded through other government grants e.g. CSRFF.

23.1.5.2 APPLICATION PROCEDURE

Applications for funding must be received at the Shire of Wickepin Office by close of business of the due date each year to
be considered in the Council budget. Applications are to be made in writing on the Shire of Wickepin Community Grants form
(attached).

Applications should only be made when an applicant group is confident that all cash the applicant proposes to contribute will
be readily available if a grant is approved.

The value of work undertaken by volunteers can be included in the local contribution but this value may not exceed one third
of the completed value of the project. The voluntary work should be described and valued at the rate of $25.00 per hour.

Funds are not to be used for trophies, prizes or expenses (including loan repayments) incurred in the conduct of the sport or
community activities.

Council reserves the right for the CEO or his/her delegate to carry out an inspection of the project at any time prior to and at
completion of the project.
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3153  GUIDELINES

All applications must be completed on the Shire of Wickepin Community Grants form attached.

Applications should be supported by 2 written quotes for materials or other goods included in the funding
submission if possible.
Applications will be acknowledged as received by Council.

Council reserves the right to request further information on demand.

Council reserves the right to consider and allocate funds without the right of appeal. Money will not be allocated
for completed projects. Council reserves the right to set aside large projects as longer term budget items to be
funded over more than one year.

No project requiring funding shall commence without the written consent of Council.

Money granted must be spent on the project allocated.

All monies allocated must be spent and claimed by 30 June in the financial year for which it was allocated and
any unspent allocation will not be carried over to the next budget year.
Council reserves the right to inspect reserves and buildings without prior notification to the respective committee.

All funded projects are to acknowledge the Shire of Wickepin through project media, community engagement
and event promotions. CDO can provide support regarding signage and approved use of the Shires Logo.
Ineligible Items:

- Private or commercial ventures or activities

- Retrospective Funding

- Purchase of Land

- Support for an individual pursuit

- Events/activities/programs that already receive financial assistance from other source of funding

- Events/activities/programs that are eligible under the CSRFF grants scheme
All successful applicants must provide Council with an acquittal of all grants on an acquittal form available from
the Shire Administration Office.

RESOLUTION: DATE OF REVIEW:
151008.10/11/12/13/14/15 15 October 2008
170615-12 17/06/2015
150317-11 15/03/2017
180320-02 19/02/2020
170321-03 17/02/2021
200422-12 16/03/2022
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Community Grants Application Form Attachment
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3.1.6 PURCHASING

OBJECTIVE: To ensure that all purchasing activities:

- demonstrate that best value for money is attained for the Shire of Wickepin;

- are compliant with relevant legislations, including the Act and Regulations;

- are recorded in compliance with the State Records Act 2000 and associated records management
practices and procedures of the Shire of Wickepin;

- mitigate probity risk, by establishing consistent and demonstrated processes that promotes
openness, transparency, fairness and equity to all potential suppliers;

- ensure that the sustainable benefits, such as environmental, social and local economic factors are
considered in the overall value for money assessment; and

- are conducted in a consistent and efficient manner across the Shire of Wickepin and that ethical
decision making is demonstrated.

The Shire of Wickepin is committed to delivering best practice in the purchasing of goods, services and works that align
with the principles of transparency, probity and good governance and complies with the Local Government Act 1995 (the
“Act”) and Part 4 of the Local Government (Functions and General) Regulations 1996, (the “Regulations”) Procurement
processes and practices to be complied with are defined within this Policy and the Shire of Wickepin's prescribed
procurement procedures.

3.1.6.1 ETHICS & INTEGRITY

All officers and employees of the Shire of Wickepin undertaking purchasing activities must have regard for the Code
of Conduct requirements and shall observe the highest standards of ethics and integrity.

All officers and employees of the Shire of Wickepin must act in an honest and professional manner at all times
which supports the standing of the Shire of Wickepin.

The following principles, standards and behaviours must be observed and enforced through all stages of the purchasing
process to ensure the fair and equitable treatment of all parties:

- full accountability shall be taken for all purchasing decisions and the efficient, effective and proper expenditure
of public monies based on achieving value for money;

- all purchasing practices shall comply with relevant legislation, regulations, and requirements consistent with
the Shire of Wickepin's policies and Code of Conduct;

- purchasing is to be undertaken on a competitive basis where all potential suppliers are treated impartially,
honestly and consistently;

- all processes, evaluations and decisions shall be transparent, free from bias and fully documented in
accordance with applicable policies, audit requirements and relevant legislation;

- any actual or perceived conflicts of interest are to be identified, disclosed and appropriately managed; and

- any information provided to the Shire of Wickepin by a supplier shall be treated as commercial-in-confidence
and should not be released unless authorised by the supplier or relevant legislation.

23.1.6.2 VALUE FOR MONEY

Value for money is determined when the consideration of price, risk and qualitative factors that are assessed to determine
the most advantageous outcome to be achieved for the Shire of Wickepin.

As such, purchasing decisions must be made with greater consideration than obtaining lowest price, but also to incorporate
qualitative and risk factors into the decision.
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An assessment of the best value for money outcome for any purchasing process should consider:

all relevant Total Costs of Ownership (TCO) and benefits including transaction costs associated with acquisition,
delivery, distribution, as well as other costs such as but not limited to holding costs, consumables, deployment,
maintenance and disposal;

the technical merits of the goods or services being offered in terms of compliance with specifications, contractual
terms and conditions and any relevant methods of assuring quality, including but not limited to an assessment
of levels and currency of compliances, value adds offered, warranties, guarantees, repair and replacement
policies, ease of inspection, ease of after sales service, ease of communications etc.

financial viability and capacity to supply without risk of default (competency of the prospective suppliers in terms
of managerial and technical capabilities and compliance history);

a strong element of competition in the allocation of orders or the awarding of contracts. This is achieved by
obtaining a sufficient number of competitive quotations wherever practicable;

the safety requirements associated with both the product design and specification offered by suppliers and the
evaluation of risk when considering purchasing goods and services from suppliers;

purchasing of goods and services from suppliers that demonstrate sustainable benefits and good corporate social
responsibility; and

providing opportunities for businesses within the Shire of Wickepin's boundaries to be given the opportunity to
quote for providing goods and services wherever possible.

3163

PURCHASING REQUIREMENTS

The requirements that must be complied with by the Shire of Wickepin, including purchasing thresholds and processes,
are prescribed within the Regulations, this Policy and associated purchasing procedures in effect at the Shire of Wickepin.

Purchasing that is $250,000 or below in total value (excluding GST) must be in accordance with the purchasing
requirements under the relevant threshold as defined in this Purchasing Policy.

Purchasing that exceeds $250,000 in total value (excluding GST) must be put to public Tender when it is determined
that a regulatory Tender exemption, as stated under this Policy is not deemed to be suitable.

Determining purchasing value is to be based on the following considerations: Exclusive of Goods and Services
Tax (GST);

The actual or expected value of a contract over the full contract period, including all options to extend; or the
extent to which it could be reasonably expected that the Shire of Wickepin will continue to purchase a particular
category of goods, services or works and what total value is or could be reasonably expected to be purchased.

A best practice suggestion is that if a purchasing threshold is reached within three years for a particular
category of goods, services or works, then the purchasing requirement under the relevant threshold (including
the tender threshold) must apply.

Must incorporate any variation to the scope of the purchase and be limited to a 10% tolerance of the

original purchasing value.

Where the Shire of Wickepin has an existing contract in place, it must ensure that goods and services required are
purchased under these contracts to the extent that the scope of the contract allows. When planning the purchase, the
Shire of Wickepin must consult its Contracts Register in the first instance before seeking to obtain quotes and tenders on
its own accord.
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The table below prescribes the purchasing process that the Shire of Wickepin must follow, based on the purchase value:

Purchase Value
Threshold

Purchasing Requirement

Up to $5,000

Purchase directly from a supplier using a Purchase Order or Corporate Credit Card issued
by the Shire of Wickepin, by obtaining at least one (1) oral or written quotation from a suitable
supplier, either from:

- a pre-qualified supplier on the WALGA Preferred Supply Program or State
Government Common Use Arrangement (CUA); or

- from the open market.

Where the purchasing requirement is of an urgent or emergency nature the purchase is
permitted without undertaking the quotation process.

Over $5,000 and
up to $50,000

Obtain at least two (2) written quotations from suppliers following a brief outlining the
specified requirement, either from:

- a pre-qualified supplier on the WALGA Preferred Supply Program or State
Government CUA; or

- from the open market.

Where the purchasing requirement is of an urgent or emergency nature the purchase is
permitted without undertaking the quotation process.

Over  $50,000
and up to
$250,000

Obtain at least three (3) written quotations from suppliers by formal invitation under a
Request for Quotation, containing price and detailed specification of goods and services
required. The procurement decision is to be based on pre-determined evaluation a criterion
that assesses all value for money considerations in accordance with the definition stated
within this Policy.

Quotations within this threshold may be obtained from:

- a pre-qualified supplier on the WALGA Preferred Supply Program or State
Government CUA; or

- from the open market.

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

Over $250,000

Where the purchasing requirement is not suitable to be met through a panel of pre-qualified
suppliers, or any other tender-exempt arrangement as listed in this Policy, conduct a public
Request for Tender process in accordance with Part 4 of the Local Government (Functions
and General) Regulations 1996, this policy and the Shire of Wickepin's tender procedures.
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The procurement decision is to be based on pre-determined evaluation a criterion that
assesses all value for money considerations in accordance with the definition stated within
this Policy.

An exemption to publicly invite tenders may apply in the following instances:

- the purchase is obtained from a pre-qualified supplier under the WALGA Preferred Supply Program or State
Government Common Use Arrangement.

- the purchase is from a Regional Local Government or another Local Government;

- the purchase is acquired from a person registered on the WA Aboriginal Business Directory, as published by the
Small Business Development Corporation, where the consideration under contract is worth $250,000 or less and
represents value for money;

- the purchase is acquired from an Australian Disability Enterprise and represents value for money;

- any of the other exclusions under Regulation 11 of the Regulations apply.

- an emergency situation as defined by the Local Government Act 1995;

- the purchase is from a Department of Finance Common Use Arrangements (where Local Government use is
permitted), a Regional Local Government or another Local Government;

- the purchase is under auction that has been authorised by Council;

- the contract if for petrol, oil or other liquid or gas used for internal combustion engines; or Determining purchasing
value is to be used based on the following considerations:

- The actual or expected value of a contract over the full contract period (including all options to extend); or

- The extent to which it could be reasonably expected that the Local Government will continue to purchase a particular
category of goods, services or works and what total value is or could be reasonably expected to be purchased.

Inviting Tenders under the Tender Threshold

Where considered appropriate and beneficial, the Shire of Wickepin may consider publicly advertising Tenders in lieu of
undertaking a Request for Quotation for purchases under the tender threshold. This decision should be made after
considering the benefits of this approach in comparison with the costs, risks, timeliness and compliance requirements and
also whether the purchasing requirement can be met through the WALGA Preferred Supply Program or State Government
CUA.

If a decision is made to undertake a public Tender for contracts expected to be $250,000 or less in value, the Shire of
Wickepin's tendering procedures must be followed in full.

Sole Source of Supply

Where the purchasing requirement is over the value of $5,000 and is of a unique nature that can only be supplied from one
supplier, the purchase is permitted without undertaking a tender or quotation process. This is only permitted in circumstances
where the Shire of Wickepin is satisfied and can evidence that there is only one source of supply for those goods, services
or works. The Shire of Wickepin must use its best endeavours to determine if the sole source of supply is genuine by exploring
if there are any alternative sources of supply. Once determined, the justification must be endorsed by:

- Upto $100,000 Chief Executive Officer, Deputy Chief Executive officer or Works Manager prior to entering into a
contract.

- Upto $250,000 Chief Executive Officer prior to entering into a contract.

From time to time, the Shire of Wickepin may publicly invite an expression of interest to effectively determine that one sole
source of supply still genuinely exists.

SHIRE OF WICKEPIN | Policy Manual



Page |91

Anti-Avoidance

The Shire of Wickepin shall not enter into two or more contracts or create multiple purchase order transactions of a similar
nature for the purpose of “splitting” the value of the purchase or contract to take the value of the consideration of the purchase
below a particular purchasing threshold, particularly in relation to Tenders and to avoid the need to call a public Tender.

Emergency Purchases

An urgent or emergency purchase is defined as an unanticipated and unbudgeted purchase which is required in response to
an urgent or emergency situation as provided for in the Local Government Act 1995. In such instances, quotes and tenders
are not required to be obtained prior to the purchase being undertaken.

An urgent or emergency purchase does not relate to purchases not planned for due to time constraints. Every effort must be
made to anticipate purchases required by the Shire of Wickepin in advance and to allow sufficient time to obtain quotes and
tenders, whichever may apply.

23.1.6.4 RECORDS MANAGEMENT

Records of all purchasing activity must be retained in compliance with the State Records Act 2000 (WA), the Shire of
Wickepin's Records Management Policy and associated procurement procedures.

For each procurement activity, such documents may include:

- The Procurement initiation document such as a procurement business case which justifies the need for a contract
to be created (where applicable);

- Procurement Planning and approval documentation which describes how the procurement is to be undertaken to
create and manage the contract;

- Request for Quotation/Tender documentation;

- Copy of public advertisement inviting tenders, or the notice of private invitation (whichever is applicable);

- Copies of quotes/tenders received;

- Evaluation documentation, including individual evaluators note and clarifications sought;

- Negotiation documents such as negotiation plans and negotiation logs;

- Approval of award documentation;

- All correspondence to respondents notifying of the outcome to award a contract;

- Contract Management Plans which describes how the contract will be managed; and

- Copies of contract(s) with supplier(s) formed from the procurement process.

3.1.6.5 SUSTAINABLE PROCUREMENT AND CORPORATE SOCIAL RESPONSIBILITY

The Shire of Wickepin is committed to providing a preference to suppliers that demonstrate sustainable business practices
and high levels of corporate social responsibility (CSR). Where appropriate, the Shire of Wickepin shall endeavour to provide
an advantage to suppliers demonstrating that they minimise environmental and negative social impacts and embrace CSR.
Sustainable and CSR considerations must be balanced against value for money outcomes in accordance with the Shire of
Wickepin’s sustainability objectives.
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23.1.6.6 BUY LOCAL AND REGIONAL PRICE PREFERENCE
As much as practicable, the Shire of Wickepin must:

- where appropriate, consider buying practices, procedures and specifications that do not unfairly disadvantage local
businesses;

- consider indirect benefits that have flow on benefits for local suppliers (i.e. servicing and support);
- ensure that procurement plans address local business capability and local content;

- explore the capability of local businesses to meet requirements and ensure that Requests for Quotation and Tenders
are designed to accommodate the capabilities of local businesses;

- avoid bias in the design and specifications for Requests for Quotation and Tenders - all Requests must be structured
to encourage local businesses to bid; and

- provide adequate and consistent information to potential suppliers.

To this extent, a qualitative weighting may be afforded in the evaluation of quotes and tenders where suppliers are located
within the boundaries of the Shire of Wickepin, or substantially demonstrate a benefit or contribution to the local economy.

A regional price preference may be afforded to locally based businesses for the purposes of assessment. Provisions are
detailed within the Shire of Wickepin Regional Price Preference Policy.

23.1.6.7 PURCHASING FROM WA DISABILITY ENTERPRISES

Pursuant to Part 4 of the Local Government (Functions and General) Regulations 1996, the Shire of Wickepin is not required
to publicly invite tenders if the goods or services are to be supplied from an Australian Disability Enterprise, as registered on
www.ade.org.au. This is contingent on the demonstration of value for money.

Where possible, Australian Disability Enterprises are to be invited to quote for supplying goods and services under the tender
threshold. A qualitative weighting may be afforded in the evaluation of quotes and tenders to provide advantages to Australian
Disability Enterprises.

23.1.6.8 PURCHASING FROM ABORIGINAL BUSINESSES

Pursuant to Part 4 of the Local Government (Functions and General) Regulations 1996, the Shire of Wickepin is not required
to publicly invite tenders if the goods or services are to be supplied from a person registered on the Aboriginal Business
Directory published by the Small Business Development Corporation on www.abdwa.com.au, where the expected
consideration under contract is worth $250,000 or less. This is contingent on the demonstration of value for money.

Where possible, Aboriginal businesses are to be invited to quote for supplying goods and services under the tender threshold.

A qualitative weighting may be afforded in the evaluation of quotes and tenders to provide advantages to Aboriginal owned
businesses, or businesses that demonstrate a high level of aboriginal employment.

The Shire of Wickepin is also to retain itemised records of all requests for quotation, including quotations received from pre-
qualified suppli