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FOREWORD
Introduction
The Local Government Act 1995 empowers Council in the determination of policy under section
2.7 Role of Council - “(2)(b) determine the local government’s policies.”
In simple terms policy provides guidance as to what is to be done, procedures provide how it is to be done
and delegation provides who can do it.
This manual contains both Council and Shire (Operational) Policies to guide both its direction and operation.
It is to be used in conjunction with the:
I.
Shire of Mingenew Delegation Register; and the
II. Shire of Mingenew Procedure Manual.
Policies within this manual are expressed in broad terms to achieve flexibility within Shire procedures whilst
still allowing for good governance.
Definitions
The Shire of Mingenew has defined policy as:
A guiding statement intended to influence decisions and action.
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COUNCIL POLICY
Elected Members
Title:
Adopted:
Last Reviewed:
Associated Legislation:

Associated Documents:
Review Responsibility:
Delegation:

1.1.1
1.1.1 ELECTED MEMBERS ENTITLEMENTS
20 February 2018
18 December 2019 (amended)
Sections 5.98, 5.98A, 5.99, 5.99A and 5.100A of the Local Government
Act 1995.
Regulations 30, 31, 32 and 34AC of the Local Government
(Administration) Regulations 1996
Salaries and Allowances Act 1975
Chief Executive Officer
Previous Policy Number/s 1004, 1005, 1006, 1.1.1

Objective:
The Shire of Mingenew’s Elected Members are required to carry out certain functions and responsibilities
under the Local Government Act. In order to assist in the facilitation of their roles this policy details the
entitlements that Elected Members must be provided with in order to be effective in their role.
Policy Statement:
In recognition of the complexity and demands on Elected Members in undertaking their role, the Shire of
Mingenew is committed to ensuring adequate funding is included within the Annual Budget to allow for
a) Elected Member compensation and reimbursement;
b) The provision of appropriate facilities, equipment, material and information to support
professional development; and
c) Acknowledgement of service.
1.

Payment of Fees and Allowances
1.1 Annual Meeting Attendance Fees in lieu of Council Meeting and Committee Meeting
Attendance Fees:
a) In lieu of paying the President meeting attendance fee for each prescribed meeting, the
Shire will pay 33% of the maximum annual attendance fee set by the Salaries and
Allowances Tribunal through a determination published in the Government Gazette from
time to time.
b) In lieu of paying Councillors a meeting attendance fee for each prescribed meeting, the
Shire will pay 40% of the maximum annual attendance fee set by the Salaries and
Allowances Tribunal through a determination published in the Government Gazette from
time to time.
c) Payments will be made quarterly in arrears on a pro-rata basis throughout the annual
period.
1.2 Annual Local Government Allowances — President and Deputy President:
a) The Shire will pay an Annual Local Government Allowance for the President that is 37%
of the maximum set by the Salaries and Allowances Tribunal through a determination
published in the Government Gazette from time to time.
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b) The Shire will pay an Annual Local Government Allowance for the Deputy President that
is equivalent to 25% of the President’s Allowance.
c) Payments will be made quarterly on a pro-rata basis throughout the annual period.
1.3 Conditions of Payment
a) All allowances and fees shall be paid automatically into a nominated bank account
unless an Elected Member has advised the Chief Executive Officer (CEO), in writing,
that he/she does not want to claim any or part of those fees and allowances.
b) If an Elected Member advises that he/she does not want all or part of the fees and
allowances to which he/she is entitled, any subsequent request for full or additional
payment will not be back-paid but accrued from the date of the CEO receiving such a
request.
1.4 Information, Communication and Technology (ICT) Equipment & Use
a) The following equipment will be issued to Elected Members upon commencement of
role:
(i)
A mobile device with keyboard or equivalent technology and inclusive of a data
SIM Card.
b) Conditions
(i)
Any damage or loss of the equipment during that time is the responsibility of the
Elected Member to repair and fund.
(ii)
The equipment is strictly to be used for Shire purposes only including,
researching Council related matters, Shire approved social media, Shire related
pictures or filming, receiving and despatching email correspondence, diary
requests and Council meeting agendas.
(iii)
The CEO, if requested, may provide assistance to Elected Members with user
training and support.
(iv)
All information on Shire issued equipment is subject to Freedom of Information
requests.
(v)
All Councillor’s will receive an @mingenew.wa.gov.au email address which is to
be used for all Shire related correspondence.
(vi)
All emails received and sent through the @mingenew.wa.gov.au email account
are to be captured in the Shire’s Record Keeping System.
(vii)
Any costs associated with upgrades or additional requirements over and above
the standard equipment being offered should be met by the Elected Member.
c) An Elected Member who incurs an ICT expense, as defined by the SAT, is entitled to
be reimbursed for that expense up to $100.00 per claim, providing sufficient evidence
be submitted. As such the Shire will not pay an ICT Annual Allowance.
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2.

Attendance at Conferences and Training within Australia
a) Council will determine, as part of the annual budgetary process, the Annual Conference
and Training budget, which is to be in addition to costs associated with attendance at
the annual West Australian Local Government Week.
a) All fees associated with a training event or conference, including travel, meals and
accommodation expenses and course fees etc will be reimbursed by the Shire, to the
extent listed in clause 2.6. Supporting evidence must be provided.
b) Travel for any prescribed meeting (as prescribed in 30(3A) of the LG Regulations) or
community consultation will be reimbursed by the Shire providing sufficient evidence is
submitted.
2.1 Community and other Consultation
a) In order for Councillors to consult with communities in an official Shire capacity outside
the Mingenew townsite, and in the case of a Council vehicle not being available (private
vehicle used) the Shire will reimburse associated vehicle costs at the rate set by the
Salaries and Allowances Tribunal through a determination published in the Government
Gazette from time to time. Additionally, accommodation and meals will be reimbursed at
cost.
2.2 Support Activities
a) The Shire will pay all costs for Elected Members that are charged by organisers for
support activities, including those costs relating to official luncheons, dinners and
tours/inspections that are relevant to the conference and training event.
2.3 Extent of Expenses to be reimbursed
a) The Shire will reimburse all accommodation costs associated with training and
conferences providing the nightly rate is fair and reasonable.
b) An Elected Member attending a Conference and Training event is entitled to be
reimbursed for ‘normally accepted’ living costs while travelling. Such living costs are to
be reimbursed in accordance with the Salaries and Allowances Tribunal through a
determination published in the Government Gazette from time to time and include, but
are not limited to:
• meals and refreshments for the Elected Member (that are not covered by the
conference and Training registration costs);
• dry-cleaning and laundry expenses; and
• reasonable telephone, internet and facsimile charges.
c) Elected Members will generally not be reimbursed for the cost of meals or refreshments
for other people with the exception of an accompanying person as specified in 2.8 of this
policy.
d) Expenses will generally be reimbursed from the time an Elected Member leaves home
to attend an event to the time the Elected Member returns home. Should an Elected
Member extend a visit by leaving prior to the time necessary to arrive for the event or
return after the time at which the Elected Member could have returned following the
event, reimbursements will be paid:
• for the days of the Conference and Training event only; and
• for the cost of travel to and from the airport to the accommodation to be used for the
Conference and Training.
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e) The extent to which an Elected Member can be reimbursed for intrastate and interstate
travel and accommodation costs incurred in any of the circumstances referred to in
regulation 32(1) of the Regulations is set by the Salaries and Allowances Tribunal
through a determination published in the Government Gazette from time to time.
f) Costs of taxi fares, ride-share services, vehicle hire and parking, which are reasonable,
required and incurred in attending Conferences and Training, will be reimbursed by the
Shire in accordance with Salaries and Allowances Tribunal through a determination
published in the Government Gazette from time to time.
g) All reimbursements require substantiation with details of the date, activity attended, the
actual costs incurred, and original receipts being provided and attached to the claim
form.
h) Should an Elected Member withdraw their registration from a conference or training
course past the last cancellation date, any costs incurred by Council that cannot be
recouped from event organisers or recovered through insurance shall be reimbursed to
Council by that Councillor.
2.4 Air Travel
a) All air travel must be economy class, any upgrades to other classes must be paid by the
elected member
2.5 Elected Member/Delegate Accompanying Person
a) Where an Elected Member is accompanied at a conference or training event, all costs
incurred by the accompanying person, including, but not limited to, travel,
breakfast, meals, registration and/or participation in any event programs, are to be borne
by the Elected Member / accompanying person and not by the Shire.
b) The exception to the above being the cost of attending any official conference/training
event dinner where partners would normally attend as well as accommodation costs
associated with a shared room with the Elected Member, where such costs are not
above a room rate for the Elected Member alone.
c) Where the Shire meets an account containing any expenditure or cost incurred on behalf
of the accompanying person attending, such expenditure must be repaid to Shire by the
Elected Member / accompanying person within 30 days of being invoiced for such
expenditure following the conclusion of the conference / training event.
2.6
Loyalty Rewards or Bonus Points
Consistent with the principle of not using public expenditure for private advantage, where
travel and accommodation bookings or associated bookings are made and carry loyalty
rewards or bonus points, they should not be personally claimed or used for private
purposes. They may be used only for further official purposes.
3.

Other Entitlements
3.1 Acknowledgement of Service
a) Council will upon retirement of Elected Members, acknowledge their service through the
provision of an appropriate gift. The value of any gift provided to a retiring Elected
Member is limited to the prescribed amount set out below and is in accordance with
Regulation 34AC of the Local Government (Administration) Regulations 1996.
(i)
Up to 4 years’ service:
A certificate of appreciation
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(ii)

Greater than 4 years and up to and including 8 years of service:
A gift up to the value of $200
(iii)
Greater than 8 years and up to and including 12 years of service:
A gift up to the value of $300
(iv)
Greater than 12 years of service:
$300 plus $25 per year of service to the maximum value of $1,000.
a) Recognition will not take the form of a cash payment.
b) In the event that a sitting or retiring Councillor has performed an extensive range of
functions on behalf of the municipally and the community which are beyond that normally
associated with a Councillor’s day to day duties, the Council may at its discretion grant
the title of “Honorary Freeman of the municipally”.
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COUNCIL POLICY
Elected Members
Title:
Adopted:
Reviewed:
Associated Legislation:

Associated Documents:

Review Responsibility:
Delegation:

1.1.2
1.1.2 ELECTED MEMBER COMMUNICATIONS
21 March 2018
18 December 2019 (amended)
State Records Act 2000
Freedom of Information Act 2000
Local Government Act 1995
Local Government (Rules of Conduct) Regulations 2007
Shire of Mingenew Code of Conduct for Council Members, Committee
& Working Group Members
Shire of Mingenew Freedom of Information Statement
Shire of Mingenew Recordkeeping Plan
Shire of Mingenew Records Management Policy
Governance Officer

Previous Policy Number/s 2003, 2014.
Objective:
To provide a policy position in respect to the expectation of Elected Members when engaging in
communications, whether verbal, written, electronic or via social media, as an Elected Member of the
Shire of Mingenew and, in some circumstances, a personal capacity
Policy Statement:
The Shire of Mingenew supports and implements good governance practices and applies these
principals to the appropriate use of, and access to communication systems and information managed
and retained by the Shire.
As such, it is the Shire’s position that communications made on behalf of the Shire or Council, should be
appropriately coordinated to ensure quality and consistent information is disseminated and to provide
the community and Shire stakeholders with opportunities to be informed, participate, engage and
contribute to the decisions made by Council on issues that affect them. In addition, communication should
be carried out with regard to the Shire’s Code of Conduct, the Local Government Act 1995 and the Local
Government (Rules of Conduct) Regulations 2007.
Any breach of this Policy may also be considered a breach of the Shire of Mingenew Code of Conduct.
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COUNCIL POLICY
Elected Members
Title:
Adopted:
Reviewed:
Associated Legislation:

Associated Documents:
Review Responsibility:
Delegation:

1.1.3
1.1.3 COMMUNICATION BETWEEN ELECTED MEMBERS AND
STAFF
21 March 2018
18 December 2019 (amended)
State Records Act 2000
Freedom of Information Act 2000
Local Government Act 1995 Local Government (Rules of Conduct)
Regulations 2007- Regulation 6
Shire of Mingenew Code of Conduct for Council Members, Committee
& Working Group Members
Shire of Mingenew Code of Conduct for Shire Employees
Governance Officer
Previous Policy Number/s

Objective:
To provide a policy position in regards to the expectation of Elected Members and Shire Employees when
engaging in communications with one another.
Policy Statement:
Elected Members and staff of the Shire are committed to establishing a respectful, harmonious and
effective working relationship with one another to achieve the Council’s corporate goals and implement
Councils strategies.
To achieve that position communication channels between Elected Members and Shire Employees
should be in accordance with the provisions of the Local Government Act 1995 whereby the Chief
Executive Officer is the contact point for Elected Members.
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COUNCIL POLICY
Elected Members
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.1.4
1.1.4 CODE OF CONDUCT FOR COUNCIL MEMBERS AND
COMMITTEE MEMBERS
20 March 2019
Local Government Act 1995
Separate formatted document issued to Elected Members
Governance Officer
Previous Policy Number/s: Nil

PREAMBLE
The Model Code of Conduct provides Council Members, and Committee Members in Local
Government with consistent guidelines for an acceptable standard of professional conduct. The
Code addresses in a concise manner the broader issue of ethical responsibility and encourages
greater transparency and accountability in individual Local Governments.
The Model Code is complementary to the principles adopted in the Local Government Act and
Regulations which incorporates four fundamental aims to result in: (a)
(b)
(c)
(d)

better decision-making by local governments;
greater community participation in the decisions and affairs of local governments;
greater accountability of local governments to their communities; and
more efficient and effective local government.

The Code provides a guide and a basis of expectations for Council Members, Committee
Members and employees. It encourages a commitment to ethical and professional behaviour
and outlines principles in which individual and collective Local Government responsibilities may
be based.

STATUTORY ENVIRONMENT
The Model Code of Conduct observes statutory requirements of the Local Government Act 1995
(s.5.103 – Codes of Conduct) and Local Government (Administration) Regulations 1996 (Regs
34B and 34C).

RULES OF CONDUCT
Council Members acknowledge their activities, behaviour and statutory compliance obligations
may be scrutinised in accordance with prescribed rules of conduct as described in the Local
Government Act 1995 and Local Government (Rules of Conduct) Regulations 2007.
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1.

ROLES

1.1

Role of Council Member

The primary role of a Council Member is to represent the community, and the effective
translation of the community’s needs and aspirations into a direction and future for the Local
Government will be the focus of the Council Member’s public life.
The Role of Council Members as set out in S 2.10 of the Local Government Act 1995 follows:
“A Councillor:
(a) represents the interests of electors, ratepayers and residents of the district;
(b) provides leadership and guidance to the community in the district;
(c) facilitates communication between the community and the council;
(d) participates in the local government’s decision-making processes at council and
committee meetings; and
(e) performs such other functions as are given to a Councillor by this Act or any
other written law.”
A Council Member is part of the team in which the community has placed its trust to make
decisions on its behalf and the community is therefore entitled to expect high standards of
conduct from its elected representatives. In fulfilling the various roles, Council Members activities
will focus on:
•

achieving a balance in the diversity of community views to develop an overall strategy for
the future of the community;

•

achieving sound financial management and accountability in relation to the Local
Government’s finances;

•

ensuring that appropriate mechanisms are in place to deal with the prompt handling of
residents’ concerns;

•

working with other governments and organisations to achieve benefits for the community at
both a local and regional level;

•

having an awareness of the statutory obligations imposed on Council Members and on Local
Governments.

In carrying out its functions a local government is to use its best endeavours to meet the needs
of current and future generations through an integration of environmental protection, social
advancement and economic prosperity.
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1.3

Role of Council

The Role of the Council is in accordance with S 2.7 of the Local Government Act 1995:
“(1) The council —
(a) governs the local government’s affairs; and
(b) is responsible for the performance of the local government’s functions.
(2) Without limiting subsection (1), the council is to —
(a) oversee the allocation of the local government’s finances and resources; and
(b) determine the local government’s policies.”

1.2

Role of Employees

The role of employees is determined by the functions of the CEO as set out in S 5.41 of the
Local Government Act 1995:
“The CEO’s functions are to:
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)

advise the council in relation to the functions of a local government under this Act
and other written laws;
ensure that advice and information is available to the council so that informed
decisions can be made;
cause council decisions to be implemented;
manage the day to day operations of the local government;
liaise with the mayor or president on the local government’s affairs and the
performance of the local government’s functions;
speak on behalf of the local government if the mayor or president agrees;
be responsible for the employment, management supervision, direction and
dismissal of other employees (subject to S 5.37(2) in relation to senior employees);
ensure that records and documents of the local government are properly kept for
the purposes of this Act and any other written law; and
perform any other function specified or delegated by the local government or
imposed under this Act or any other written law as a function to be performed by
the CEO.”
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1.4

Principles affecting the employment of employees by the Shire

The following principles, set out in section 5.40 of the Act, apply to the employment of the Shire’s
employees:
“(a) employees are to be selected and promoted in accordance with the principles of
merit and equity; and
(b) no power with regard to matters affecting employees is to be exercised on the basis
of nepotism or patronage; and
(c) employees are to be treated fairly and consistently; and
(d) there is to be no unlawful discrimination against employees or persons seeking
employment by the Shire on a ground referred to in the Equal Opportunity Act 1984
or on any other ground; and
(e) employees are to be provided with safe and healthy working conditions in
accordance with the Occupational Safety and Health Act 1984; and
(f)
such other principles, not inconsistent with this Division, as may be prescribed.”

1.5

Relationships between Council Members and Employees

An effective Councillor will work as part of the Council team with the Chief Executive Officer and
other members of staff. That teamwork will only occur if Council Members and employees have
a mutual respect and co-operate with each other to achieve the Council’s corporate goals and
implement the Council’s strategies. To achieve that position, Council Members need to observe
their statutory obligations which include, but are not limited to, the following –
• accept that their role is a leadership, not a management or administrative one;
• acknowledge that they have no capacity to individually direct members of staff to carry
out particular functions;
• refrain from publicly criticising employees in a way that casts aspersions on their
professional competence and credibility.

2.
2.1

CONFLICT AND DISCLOSURE OF INTEREST
Conflict of Interest

(a) Council and Committee Members will ensure that there is no actual (or perceived) conflict
of interest between their personal interests and the impartial fulfilment of their professional
duties. An “interest” is one that could reasonably be perceived to, adversely affect the
impartiality of the person having the interest and includes an interest arising from kinship,
friendship or membership of an association.
(b) Council and Committee Members will lodge written notice with the Chief Executive Officer
describing an intention to undertake a dealing in land within the local government district or
which may otherwise be in conflict with the Council's functions (other than purchasing the
principal place of residence).
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(c) Council and Committee Members who exercise a recruitment or other discretionary function
will make disclosure before dealing with relatives or close friends and will disqualify
themselves from dealing with those persons.

2.2 Financial Interest
Council and Committee Members will adopt the principles of disclosure of financial interest as
contained within the Local Government Act.

3.

PERSONAL BENEFIT

3.1 Use of Confidential Information
Council and Committee Members shall not use confidential information to gain improper
advantage for themselves or another person or body in ways which are inconsistent with their
obligation to act impartially and in good faith, or to improperly cause harm, detriment or
impairment to any person, body, or the Council.
Due discretion shall be exercised by all those who have access to confidential or sensitive
information. Every matter dealt with by, or brought before, a meeting sitting behind closed doors,
shall be treated as strictly confidential, and shall not without the authority of the Council be
disclosed to any person other than the Council members and/or employees of the Shire (and in
the case of employees only so far as may be necessary for the performance of their duties) prior
to the discussion of the matter at a meeting of the Council held with open doors.
Nothing in this section prevents a Council member from disclosing confidential information:
• to a legal practitioner for the purpose of obtaining legal advice; or
• if the disclosure is permitted by law.

3.3

Improper or Undue Influence

Council Members 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.
Council and Committee Members shall not take advantage of their position to improperly
influence any other person in order to gain undue or improper (direct or indirect) advantage or
gain, pecuniary or otherwise, for themselves or for any other person or body. Similarly, Council
and Committee Members shall not take advantage of their positions to improperly disadvantage
or cause detriment to the local government or any other person.
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4.

CONDUCT OF COUNCIL AND COMMITTEE MEMBERS

4.1 Personal Behaviour
(a)

Council and Committee Members will:
(i)
(ii)
(iii)
(iv)

(v)

act, and be seen to act, properly and in accordance with the requirements of the
law and the terms of this Code;
perform their duties impartially and in the best interests of the Local Government
uninfluenced by fear or favour;
act in good faith (i.e. honestly, for the proper purpose, and without exceeding their
powers) in the interests of the Local Government and the community;
make no allegations which are improper or derogatory (unless true and in the
public interest) and refrain from any form of conduct, in the performance of their
official or professional duties, which may cause any reasonable person
unwarranted offence or embarrassment; and
always act in accordance with their obligation of fidelity to the Local Government.

(b)

Council Members will represent and promote the interests of the Local Government,
while recognising their special duty to their own constituents.

4.2

Honesty and Integrity

Council and Committee Members will:
(a)

observe the highest standards of honesty and integrity, and avoid conduct which might
suggest any departure from these standards;

(b)

bring to the notice of the President any dishonesty or possible dishonesty on the part of
any other member, and in the case of an employee to the Chief Executive Officer.

(c)

be frank and honest in their official dealing with each other.

4.3 Personal Communications and Social Media
(a)

Personal communications and statements made privately in conversation, written,
recorded, emailed or posted in personal social media, have the potential to be made
public, whether intended or not.

(c)

Council Member comments which become public and breach the Local Government
(Rules of Conduct) Regulations 2007 may constitute a breach of the Local Government
Act 1995 and may be referred for investigation.
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4.4 Performance of Duties
Council and Committee Members will at all times exercise reasonable care and diligence in the
performance of their duties, being consistent in their decision making but treating all matters on
individual merits. Council members and committee members will be as informed as possible
about the functions of the Council and treat all members of the community honestly and fairly.

4.5 Compliance with Lawful Orders
(a)

Council and Committee Members will comply with any lawful order given by any person
having authority to make or give such an order, with any doubts as to the propriety of
any such order being taken up with the Chief Executive Officer.

(b)

Council and Committee Members will give effect to the lawful decisions and policies of
the Local Government, whether or not they agree with or approve of them.

4.6 Administrative and Management Practices
Council and Committee Members will ensure compliance with proper and reasonable
administrative practices and conduct, and professional and responsible management practices.

4.7 Corporate Obligations
(a)

Standard of Dress
Council and Committee Members are expected to comply with neat and responsible
dress standards at all times. Accordingly, Council Members and Committee Members
will dress in a manner appropriate to their position, in particular when attending meetings
or representing the Local Government in an official capacity.
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(b)

Communication and Public Relations
(i)

As a representative of the community, Council Members need to be not only
responsive to community views, but to adequately communicate the attitudes and
decisions of the Council. In doing so Council Members should acknowledge that:
- as a member of the Council there is respect for the decision-making processes
of the Council which are based on a decision of the majority of the Council;
- information of a confidential nature ought not be communicated until it is no
longer treated as confidential;
- information relating to decisions of the Council on approvals, permits and so
on ought only be communicated in an official capacity by a designated officer
of the Council;
- information concerning adopted policies, procedures and decisions of the
Council is conveyed accurately.

(ii)

Committee Members accept and acknowledge it is their responsibility to observe
any direction the Local Government may adopt in terms of advancing and
promoting the objectives of the Committee to which they have been appointed.

4.7 Appointments to Committees
As part of their representative role Council Members are often asked to represent the Council
on external organisations. It is important that Council Members:
• clearly understand the basis of their appointment; and
• provide regular reports on the activities of the organisation.

5.

DEALING WITH COUNCIL PROPERTY

5.1 Use of Local Government Resources
Council Members will:
(a)

be scrupulously honest in their use of the Local Government's resources and shall not
misuse them or permit their misuse (or the appearance of misuse) by any other person
or body;

(b)

use the Local Government resources entrusted to them effectively and economically in
the course of their duties; and

(c)

not use the Local Government's resources (including the services of Council employees)
for private purposes (other than when supplied as part of a contract of employment),
unless properly authorised to do so, and appropriate payments are made (as determined
by the Chief Executive Officer).
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5.2 Travelling and Sustenance Expenses
Council and Committee Members will only claim or accept travelling and sustenance expenses
arising out of travel-related matters which have a direct bearing on the services, policies or
business of the Local Government in accordance with Local Government policy, awards and the
provisions of the Local Government Act.

5.3 Access to Information
(a)

Employees will ensure that Council Members are given access to all information
necessary for them to properly perform their functions and comply with their
responsibilities.

(b)

Council Members will ensure that information provided will be used properly and to assist
in the process of making reasonable and informed decisions on matters before the
Council.
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COUNCIL POLICY
Elected Members
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.1.5
1.1.5 ELECTED MEMBER TRAINING AND PROFESSIONAL
DEVELOPMENT
18 December 2019
NEW
Local Government Act 1995
Local Government Amendment Act 2019
Shire of Mingenew Code of Conduct for Councillors and Committee
Members and Elected Member Entitlements Policy
Governance Officer
Previous Policy Number/s: Nil

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.
Policy Statement:
Council shall ensure adequate resources are allocated annually in the Shire’s budget to provide the
opportunity for Elected Members to participate in appropriate training and development, including the
minimum requirements for mandatory training as legislated.
Mandatory Training
All Elected Members will comply with the requirements of s5.126 of the Local Government Act 1995 and
r55 and r36 of the Local Government (Administration) Regulations 1996 which outline that Elected
Members must complete the Council Member Essentials training course within the first 12 months of
being elected.
These requirements are mandatory for newly elected members (an exemption may apply under r36 of
the Local Government (Administration) Regulations 1996). Nothing in the legislation or this policy
precludes an elected member, who is exempt under r36, from undertaking the training. Although approval
will be required, and consideration must be had for budgetary implications. Priority may be given to those
requiring the training under the legislation.
To ensure costs are kept to a minimum and flexibility in training can be maintained, it is Council’s
preference that Elected Members participate in the legislated training via an eLearning subscription.
Where regional face-to-face training can be offered at a subsidised rate (such as through shared training
costs with neighbouring local government’s) this method may take precedence if offering value for money.
The CEO will prepare a report on the training completed by council members following each financial
year and publish it on the Shire’s website.
Pre-Authorised Training / Conferences
All Elected Members shall be entitled to attend the annual Western Australian Local Government
Association (WALGA) Conference, with estimated costs to be included in the annual budget each year.
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Council generally authorises the following list of conferences and workshops where sufficient budget
allocation has been made:
• West Australian Local Government Association and Australian Local Government Association
conferences.
• Special ‘one off’ conferences called for or sponsored by the West Australian Local Government
Association and/or Australian Local Government Association on important issues.
• Annual conferences of the major professions in local government and other institutions of
relevance to local government activities.
• Municipal Training Service’s Councillor Induction Program.
• West Australian Local Government Association Elected Member Training and Development.
• Training relating to the role of Elected Members.
• Other local government-specific training courses, workshops and forums, relating to such things
as understanding the roles/responsibilities of Elected Members, meeting procedures, etc.
The CEO will administer any requests and approve any reimbursements in accordance with this Policy
and the Elected Members Entitlements policy.
Application must be made prior to attendance and each Elected Member is to comply with any requests
for information and/or receipts to satisfy the Shire’s record keeping and administration/financial
management systems.
Alternative or Unbudgeted Training / Conference Opportunities require Council Approval
A Councillor may apply in writing to the CEO to participate in a relevant alternative conference or training
program requiring the approval of Council. The CEO will provide a report to Council after assessing the
training against the requirements of the training/conference assessment matrix below. A score of fifteen
or more will be required to receive a favourable recommendation.
Conference / Training Assessment Matrix
Criteria
Relevance to Councillors’ governance role
under LGA
Value for money and cost/benefit
Alignment with Council’s Strategic Community
Plan and current priorities
Meets an identified skill gap
Level of quality of networking opportunities with
peers

1

2

3

4

Comment

Rate based on how well the training/conference/event meets the statements above: 1 = Disagree/Does not apply, 2 = Neutral
/ Somewhat applies, 3 = Agree / Mostly applies, 4 = Strongly agree / highly relevant

In the event that there is insufficient time for Council approval to be obtained for a Councillor to attend an
identified relevant training opportunity that is not pre-authorised and sufficient budget funds are available,
the CEO is authorised to register the Councillor’s attendance in the training program after firstly
completing the evaluation matrix in liaison with the President, and the President and CEO being satisfied
that at least 15 points has been achieved. Where the training request is made by the President, the CEO
will liaise with the Deputy President.
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The Shire will meet the costs of associated accommodation, travel, conference costs and insurance
costs, for approved training and development events, in accordance with the Elected Members
Entitlements Policy and relevant legislation.
All interstate and overseas requests will require Council approval. Council’s delegate is to provide a
written report on the key outcomes from any interstate or overseas conference/event relevant to the Shire
of Mingenew within one month of returning from the conference.
Other Matters
The CEO, in liaison with the President, shall bring forward for Council consideration any proposals for
“in-house” training and Councillor development opportunities to meet Council’s strategic objectives and
priorities or to meet perceived gaps in Councillor skill development.
A Councillor shall not be permitted to nominate for attendance at a conference four months prior to their
term of office expiring with the exception of WALGA’s Local Government Convention.
Application responsibility for the implementation of this policy rests with the President, Councillors and
Chief Executive Officer.
Review
The policy is to be reviewed within three (3) months after each ordinary election or at any other time as
appropriate.
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COUNCIL POLICY
Elected Members
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.1.6
1.1.6 ELECTED MEMBER AND CEO ATTENDANCE AT EVENTS
18 December 2019
NEW
Local Government Act 1995
Local Government Amendment Act 2019
Shire of Mingenew Code of Conduct for Councillors and Committee
Members, Elected Member Training and Professional Development
policy and Elected Member Entitlements Policy
Governance Officer
Previous Policy Number/s: Nil

Objective:
To provide guidance and clarify eligibility and responsibilities for Elected Members and the CEO in
attending events as representatives of the Shire of Mingenew.
Definitions
An event includes: a concert, conference, function, sporting event and any other occasion as prescribed.

Policy Statement:
Elected Members and the CEO are encouraged to engage with the community and attend events as
representatives of the Shire of Mingenew.
The President reserves the right to attend as the key representative/guest on behalf of the Shire of
Mingenew. In the event of the President relinquishing attendance at a function to the Deputy President,
CEO or Council-delegated alternative Elected Member, the CEO will communicate with the nominated
Elected Member to ensure that they are aware of relevant issues and is prepared for the function.
Where the event is of relevance to a group or committee to which an Elected Member has been
appointed, then one of the appointed Elected Members will be the designated representative (where there
is more than one, Council may appoint a delegate for the event).
Attendance at training and professional development events may be approved and purchased in
accordance with the Elected Member Training and Professional Development policy and Elected Member
Entitlements Policy.
Application responsibility for the implementation of this policy rests with the President, Councillors and
Chief Executive Officer.
Invitations
Invitations are to be addressed to Council, the CEO or Elected Member Committee delegate, rather than
to individual Councillors. Where a specific number of tickets/allocations are provided, an invitation should
be referred to a ‘Council representative’.
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Invitations received by Councillors for events may be forwarded to the CEO/President for eligibility and
disclosure requirements to be checked and timely advice provided where necessary. This also enables
consideration of whether an officer should accompany the nominated Elected Member, whether a speech
needs to be developed for the President/Elected Member, and whether the event should be used as an
opportunity for a media release.
Before accepting an invitation, consideration must be given to the political implications and community
expectations that may be inadvertently placed on the Elected Member or CEO for attending an event.
Approval
Tickets and associated costs to events may be approved under the following circumstances:
• The applicant is an Elected Member or CEO; and
• They are attending as representatives of the Shire of Mingenew; and
• An appropriate allocation in the budget has been made/Council approval given/costs borne by
individual; and
• The disclosure of financial interests and gifts requirements are met; and
• Records are kept in relation to the costs and attendance at the event; and
• The donor does not have a matter before Council or the donor is not expected to have a matter
presented to Council (i.e. a pending application or recent known contact suggests a decision of
Council may be required) which may imply a real or perceived conflict of interest.
Subject to the requirements above being met, Council pre-approves the attendance to any event that is
offered by one of the following organisations:
• WALGA (but not LGIS)
• Local Government Professionals Australia (WA)
• Australian Local Government Association
• A State Government department or agency
• The Federal Government
• A local government or regional local government
• Local community organisation or sporting club (based in the Shire of Mingenew)
Tickets and Associated Costs
This section relates to the purchasing or gifting of tickets, accommodation, travel and any other
contributions associated with the attendance at an event.
The procedure for purchasing of tickets and associated costs for approved events will be in accordance
with the Shire’s Elected Member Entitlements Policy.
The acceptance of gifted tickets and associated costs must be approved in accordance with this policy
and legislated gift provisions.
The acceptance of any tickets or associated costs for events valued over $300 (or contributes to an
aggregated value of $300 from the same person/organisation over a 12-month period) must be disclosed.
Where tickets or associated costs are offered at no cost to the receiver, the value of the cost/s must first
be obtained and considered against the gift provisions.
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Elected Members and the CEO may have regard to the following flowchart to assist with their decision
making and disclosure:
Gift Disclosure Flowchart
Elected Member /
CEO receives gift

I am not sure why I received a gift

The gift was received in the capacity (Because
I am) an Elected Member/CEO

Would I have received the gift
(or a gift of that size) if I was
not an Elected Member/CEO

Was the gift over $300 in value (or
contributes to an accumulated value of
$300 from the same donor over a 12month period)

Yes

No
Yes

No further action required, unless the donor
has a matter before Council (see interests
relating to gifts)

Disclose the gift to the
CEO (or President if CEO)
within 10 days of receipt.
Entered into online
register.

No

Keep personal records of
the gift and if future gifts
are received and the total is
over $300, disclose the gifts

Should an Elected Member or the CEO be attending an event in a private capacity and not performing
any official duties, the cost and associated arrangements will be borne by the individual. However, the
Elected Member/CEO may still be required to act in a manner that befits their role as an Elected
Member/CEO and are beholden to the requirements of the Rules of Conduct and Code of Conduct.
Interests relating to gifts
If a council member receives any gift (or a series of gifts in a 12-month period) valued at $300 or above
and the donor has a matter before Council, the Elected Member must disclose an interest and remove
themselves from the meeting (unless approval is granted by the Council or the Minister, depending on
the value of the gift). The donor becomes a closely associated person in accordance with section 5.62.
Review
The policy is to be reviewed biennially following each ordinary local government election, and at any other
time as deemed appropriate.
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1.2.1 RECORDS MANAGEMENT POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:

Associated Documents:
Review Responsibility:
Delegation:

1.2.1 RECORDS MANAGEMENT POLICY
16 March 2018
16 December 2020
State Records Act 2000
Local Government Act 1995
Freedom of Information Act 1992
Electronic Transactions Act 2011
Financial Management Act 2006
Corruption and Crime Commission Act 2003
Criminal Code Act 1913
Shire of Mingenew Recordkeeping Plan
Governance Officer
Previous Policy Number/s 2014

Objective:
To ensure that the Shire of Mingenew meets the statutory requirements provided for by the State Records
Act 2000.
Policy Statement:
The Shire of Mingenew is committed to creating and maintaining full and accurate records of its business
transactions and official activities and managing them in accordance with the State Records Act 2000, the
Shire of Mingenew Recordkeeping Plan, Policy and Procedures.
Elected Members
Records must be created and kept (by elected members) by forwarding to the Chief Executive Officer for
retention and disposal in accordance with the requirements of the State Records Office of WA if:
• The subject matter is in relation to their participation in the decision making processes of Council or
Committees of Council, and
• Deemed to be a significant or vital record. (See Recordkeeping Procedure).
Activities or transactions that are not directly relevant to the decision making processes of Council or
Committees of Council are not subject to mandatory recordkeeping requirements. Accordingly, the creation
and retention of records relating to these activities or transactions is at the discretion of the Elected Member.
Employees
All staff (including contractors) are to create, collect and retain records relating to the business activities they
perform. They are to ensure significant records are captured into the Recordkeeping System and that all
records are handled in a manner commensurate with legislation and the Shire’s policies and procedures for
recordkeeping.
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COUNCIL POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.2.2
1.2.2 RISK MANAGEMENT
20 February 2019
16 December 2020
Local Government Act 1995
Local Government (Audit) Regulations 1996
Risk Management Standard AS/NZS ISO 31000:2018
Risk Assessment and Acceptance Criteria Tables:
Risk Management Framework
Audit & Risk Committee; Chief Executive Officer & Governance Officer
Nil
Previous Policy Number/s 2013, 1.2.2

Objective:
To detail the Shire’s level of commitment towards the concept and resourcing of risk management and define
its risk appetite, risk acceptance and control evaluation criteria.
Policy Statement:
It is the Shire’s Policy to aim for best practice (aligned with AS/NZS ISO 31000:2018 Risk Management
Guidelines), in the management of all risks that may affect the Shire, its customers, people, assets, functions,
objectives, operations or members of the public.
Risk management functions will be resourced appropriately to meet the size and scale of the Shire’s operations
and will form part of the Strategic, Operational, and Project responsibilities and be incorporated within the
Shire’s Integrated Planning Framework.
The Shire is committed to:
• Utilising the principles and guidelines outlined in the standard AS/NZS ISO 31000:2018;
• Appointing and resourcing the Audit & Risk Committee.
• Provide adequate budgetary provision for the financing of risk management including approved risk
mitigation activities.
• Promoting a culture within the Shire of awareness and active management of risks;
• Providing regular education to its staff in risk management practices;
• Implementation of these principles in the Shire’s operations through the Risk Management Framework
and Procedures;
• Providing transparent and formal oversight of the risk and control environment to enable effective
decision making.
• Embedding appropriate and effective controls to mitigate risk.
• Providing for the continuity of critical operations.
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•

Doing all the above to the best of our ability within the constraints imposed by resource availability.

Risk Appetite
As a public authority the Shire has a natural and, in some cases, statutory predisposition to a conservative
appetite for risk. In particular, the Shire has little or no appetite for risk which will;
a) Have a moderate (or higher) negative impact on the Shire’s long-term financial sustainability;
b) Result in moderate (or higher) breaches of legislative requirements and/or successful litigation against
the Shire;
c) Compromise the safety and welfare of staff, contractors and/or members of the community.
d) Cause significant and irreparable damage to the environment;
e) Result in moderate (or higher) disruption to the delivery of key Shire’s services;
f) Result in any negative impact on the Shire’s reputation;
g) Result in the loss of, or otherwise unauthorised or accidental access or disclosure of confidential
information.
Quantified Risk Assessment and Acceptance Criteria
The Shire’s Risk Assessment and Acceptance criteria (fig1-5) has been developed to align with its conservative
risk appetite. All organisational risks are to be assessed against these criteria to allow consistency and
informed decision making.
For operational requirements such as projects, or to satisfy external stakeholder requirements, alternative risk
assessment criteria may be utilised, however these cannot exceed the organisations risk acceptance criteria
and are to be noted within the individual risk assessment.
Monitoring and Reporting of Organisational Risk
a) The Shire will develop and maintain a Risk Profile (register), which will evaluate risk at an
organisational level using the quantified Risk Assessment and Acceptance Criteria contained within
this policy;
b) The CEO will report to the Audit & Risk Committee on the status of the Risk Profile at least twice
yearly, with the report to include:
I.
A review of any risk escalation; and
II. Provide a summary of risk maturity;
c) The Audit & Risk Committee, in consultation with the CEO, will set an annual Control Assurance
Plan informed by the Organisational Risk Profile and its priority rankings;
d) The CEO will report to the Audit & Risk Committee at least twice yearly on the progress and findings
of the Control Assurance Plan;
e) The Audit & Risk Committee is to review this policy on a Biennial Basis;
f) The CEO will conduct a triennial review of financial management systems and submit to the Audit &
Risk Committee as per Regulation 5 of the Local Government (Financial Management) Regulations
1996;
g) The CEO will conduct a triennial review on risk management, legislative compliance, and internal
control and submit to the Audit & Risk Committee as per Regulation 17 of the Local Government
(Audit) Regulations 1996.
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Figure 1- Risk Assessment Criteria- Measures of Consequence

Figure 2- Evaluation of Controls Criteria
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Figure 3- Risk Assessment Criteria- Measures of Likelihood

Figure 4- Risk Assessment Criteria- Risk Matrix

Figure 5- Risk Acceptance Criteria
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COUNCIL POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.2.3
1.2.3 LEGAL REPRESENTATION – COSTS INDEMNIFICATION
21 March 2018
20 December 2020
Local Government Act 1995
Shire of Mingenew Code of Conduct for Council Members,
Committee & Working Group Members
Shire of Mingenew Code of Conduct for Shire Employees
Chief Executive Officer, Governance Officer
Chief Executive Officer
Previous Policy Number/s 2002

Objective:
To set out the circumstances under which the Shire will indemnify elected members and employees against
legal costs
Policy Statement:
The Shire of Mingenew is committed to ensuring that in performing their duties in a fair and objective manner,
the interests of council members and staff are protected from civil legal proceedings.
The Shire may provide financial assistance to members and employees in connection with the performance of
their duties provided that the member or employee has acted reasonably and has not acted illegally,
dishonestly, against the interests of the local government or otherwise in bad faith.
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COUNCIL POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:
Objective:

1.2.4
1.2.4 APPOINTMENT OF ACTING CHIEF EXECUTIVE OFFICER
19 September 2018
16 December 2020
Local Government Act 1995
Local Government (Administration) Regulation 1996
Council Resolution of pre-endorsed staff
Governance Officer
N/A
Previous Policy Number/s -

To provide for the appointment Shire staff to serve as Acting Chief Executive Officer (ACEO) during limited
absences of the Chief Executive Officer (CEO).
Policy Statement:
1. The written consent (where practical) must be obtained from the Shire President (or Deputy Shire
President in the absence of the President) prior to taking of annual leave by the CEO in line with this
policy and contract.
2. In accordance with the requirements of the Local Government Act 1995, section 5.36(2)(a), the Council
will endorse suitably qualified staff to perform the role of ACEO.
3. Endorsed staff will be appointed to the role of ACEO at the discretion of the CEO, subject to
performance and dependent on availability and operational requirements.
4. Appointment of an ACEO is not required during periods when the CEO is away from the office on local
government business in the State of Western Australia.
5. Appointment of an ACEO is not required or during short periods of leave (up to 5 days) when the CEO
is contactable and in the State of Western Australia.
6. The CEO may, at their discretion, appoint an ACEO during short periods of leave if they believe the
operational requirements of the Shire warrant such an appointment.
7. For periods in excess of four weeks a separate report on each occasion is to be presented to Council
for a formal resolution to extend the appointment of the ACEO or appoint another person to act in the
CEO position. However, such a period is not to exceed twelve (12) months.
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8. The CEO may, at their discretion, negotiate the remuneration for officers assuming the role of ACEO,
provided it is within the range set by the Salaries and Allowances Tribunal through a determination
published in the Government Gazette from time to time.
This policy does not bind Council from appointing another person to act in the CEO position at any time.
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COUNCIL POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:

Associated Documents:

Review Responsibility:
Delegation:

1.2.5
1.2.5 OCCUPATIONAL, HEALTH, SAFETY AND ENVIRONMENT
21 March 2018
16 December 2020
Occupational Safety and Health Act 1984 & 2005 Amendments
Workers Compensation and Injury Management Act 1981
Occupational Safety and Health Regulations 1996 & 2005 Amendments
Australian Standard AS 4801:2001.
Australian Standard AS 3547-1997
Occupational Safety, Health and Environment Risk Mitigation Procedure
Drug and Alcohol Procedure
Hazard/Incident Reporting Procedure
Occupational Rehabilitation and Workers’ Compensation Procedure
Governance
Previous Policy Number/s 8001

Objective:
To outline the Shire’s commitment to continually improve the occupational safety and health standards and
systems within the workplace.
Policy Statement:
The Shire of Mingenew is committed to providing a safe and healthy workplace for employees, contractors,
visitors, volunteers and any other person whose health or safety could be affected. It aims to maintain an
effective Safety Management System that incorporates continuous improvement philosophy and provides as
far as is reasonably practical for maintenance of occupational safety and health standards to protect the
wellbeing of staff, stakeholders and the environment.
The Shire will endeavour to:
a) Ensure that the organisations operations do not place the local community at risk of injury, illness or
property and or environmental damage.
b) As far as practicable provide the necessary resources, both human and financial, to enable satisfactory
implementation of all policies and procedures.
c) To have Occupational Health and Safety practices that support the Shire of Mingenew’s Shire’s
Strategic Plan (Plan for the Future).
The application of this policy is to be in conjunction with the Shire of Mingenew Code of Conduct.
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COUNCIL POLICY
Administration
Title:
Adopted:
Last Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.2.6
1.2.6 GRATUITIES
21 November 2018
16 December 2020
Sections 5.50 of the Local Government Act 1995.
Regulations 19A of the Local Government (Administration) Regulations
1996
Chief Executive Officer
Chief Executive Officer

Objective:
A gratuity payment, in the form of a monetary payment or gift(s) to an equivalent value may be given as a
token of appreciation for an employee’s commitment and service to the Shire of Mingenew (Local
Government), only when the employee is finishing their employment with the Local Government. This policy
outlines the circumstances in which gratuity payments may be made to an employee.
A gratuity payment may be paid in addition to any amount which an employee is entitled to under a contract of
employment or industrial instrument. This policy does not form a contractual entitlement for any employee of
the Local Government or impact or change an employee’s contractual entitlements under legislation or an
industrial instrument.
This policy is to be read in conjunction with section 5.50 of the Local Government Act 1995 (WA) (Act) and
regulation 19A of the Local Government (Administration) Regulations 1996 (WA) (Administration Regulation).
Policy Statement:
The Shire of Mingenew acknowledges that its employees regularly commit more in their staff roles to supporting
the Shire and its community than many employees in larger local government organisations. The Council is
therefore committed to suitably recognising that value-add benefit, as provided by its long serving employees.
A gratuity payment entitlement is subject to completed years of continuous service as detailed in clause 4
below and is only payable at the time an employee finishes their employment with the Local Government for
one of the following reasons:
• resignation (not as a result of any performance management or investigation or disciplinary process
being undertaken by the Local Government)
• retirement, or
• redundancy.
An employee is not eligible to receive a gratuity payment under this policy where an employee:
• has been dismissed for any reason other than redundancy
• resigns following commencement of a disciplinary, investigation or performance management process,
or
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• [optional] is engaged on a maximum or fixed term contract and his/her employment ends on the contract
expiry date.
The prescribed maximum amounts for Gratuity Payments, and means for their presentation is outlined in the
below table:
Number of Years’ Service (in
either full-time or part time
employment only)
1. Continuous service less
than two years
2. Continuous service of
greater than two completed
years, and up to 10 years.
3. Continuous service greater
than 10 completed years
and up to 20 years.
4. Above 20 completed years
of service.

Maximum amount of Gratuity and means of
presentation
Nil.
$25 for each completed year of service (e.g. three years @
$25/year = $75).
$25 for each completed year of service (e.g. 12 years @
$25/year = $300).
To be presented to the employee by the CEO, or nominated
representative at a function to be determined by the CEO.
$25 for each completed year of service (e.g. 22 years @
$25/year = $550).
To be presented to the employee by the President or
nominated representative, at a function to be determined by
the CEO.

The value of the calculated gratuity can be in the form of cash, a gift, or shire property, or combination thereof.
The employee accepts full responsibility for any taxation payable on a gratuity payment, and agrees to fully
indemnify the Shire of Mingenew in relation to any claims or liabilities for taxation in relation to the gratuity
payment.
An employee who has been dismissed by the Shire of Mingenew for any reason other than redundancy, will not
be eligible to receive any Gratuity Payment.
The Chief Executive Officer (CEO) is authorised to approve payments in accordance with the limits prescribed
by this policy, and to define continuous service within the accompanying procedure.
Suitable funds will be allocated as part of the Local Government’s annual budget.
Payments in addition to this policy
The Council may, by resolution, determine to make a gratuity payment that is greater than prescribed in this policy
but does not exceed the amount prescribed in Administration Regulation 19A, subject to Local Public Notice
requirements prescribed in section 5.50(2) of the Act.
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The Local Government is prohibited by section 5.50 of the Act from making any payment to an employee finishing
their employment which exceeds the amount prescribed in Administration Regulation 19A.
Policy Review Communications
This policy may be cancelled or varied from time to time, however, the Shire of Mingenew will take reasonable
steps (by the normal correspondence method) to notify employees prior to the variation of this policy or the
introduction of any new gratuity policy.
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COUNCIL POLICY
Administration
Title:
Adopted:
Last Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.2.8
1.2.8 Information & Communications Technology (ICT) Usage
18 September 2019
16 December 2020
Local Government Act 1995
Code of Conduct
Chief Executive Officer and Finance & Administration Manager
Chief Executive Officer

Objective:

To ensure the security and integrity of the Shire’s ICT environment and set out the rights and obligations
of Shire staff (including contractors, volunteers and any person performing work for or with the Shire of
Mingenew in any capacity).
Policy Statement:
Effective security is a team effort involving the participation and support of every Shire of Mingenew
employee who deals with information and/or information systems and devices. Every digital device
user must understand this policy and carry out their use of digital devices in accordance with this
policy. For the purposes of this policy the term “employee/s” shall extend to cover contractors,
volunteers and any person performing work for or with the Shire of Mingenew in any capacity.
General Use of ICT Equipment
• While the Shire of Mingenew’s network administration desires to provide a reasonable level
of privacy, users should be aware that the data they create on the corporate systems remain
the property of the Shire. Because of the need to protect the Shire’s network, the
confidentiality of personal (non-work-related) information stored on any network device
belonging to the Shire cannot be guaranteed; and
• A degree of personal use is allowed on the Shire of Mingenew’s equipment/devices/systems.
Employees should exercise conservative judgment regarding the reasonableness of personal
use but should be guided by the following principles:
o
o

Personal use should be conducted either before or after contracted hours of work
or authorised breaks;
Personal use should be limited and brief, avoiding excessive download or
transmission. An example of acceptable personal use would be conducting brief
transactions through internet banking;
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o
o

o

Personal use should not breach anything in this policy, particularly relating to the
downloading of offensive or copyrighted materials;
Managers/Supervisors will determine the specific acceptable personal use for their
respective business areas as this will differ according to the needs of each group;
and
If there is any uncertainty regarding acceptable personal use then employees
should consult their supervisor or manager for guidance.

• For security and network maintenance purposes, authorised individuals within the Shire of
Mingenew may monitor equipment, systems and network traffic at any time, according to the
specific nature and requirements of their roles.
• The Shire of Mingenew reserves the right to audit networks and systems on a periodic basis
to ensure system integrity and compliance with this policy.
• All emails sent by Shire of Mingenew staff should include their ‘signature’ in the format
specified by the Shire of Mingenew’s style guide or as otherwise advised by the CEO.
• Computers should be locked when stepping away from the works station to prevent
unauthorised access.
• Computers to be shut down when leaving the workplace for the day.
Security and Proprietary Information
• All information stored on the Shire of Mingenew’s corporate systems should be regarded as
confidential and care must be exercised before sharing or distributing any information. If there
is any uncertainty regarding the level of confidentiality involved then employees should
consult their supervisor or manager for guidance;
• Passwords should be kept secure and accounts must not be shared. Authorised users are
responsible for the security of their passwords and accounts. Passwords should be changed
regularly, in accordance with Shire of Mingenew’s advice from the person responsible for ICT
(presently the Finance & Administration Manager);
• All devices connected to the Shire of Mingenew’s computing systems/networks, regardless of
ownership, must be running approved and up to date virus-scanning software; and
• People must use caution when opening files received from unknown senders.
Unacceptable Use
The information in this policy provides a framework for activities which fall into the category of
unacceptable use, but do not represent an exhaustive list. Some users are exempted from these
restrictions during the course of carrying out responsibilities related to their role. Under no circumstances
is any user authorised to engage in any activity that is illegal under local, state, federal or international
law while connected to or utilising Shire of Mingenew ICT systems or resources.
System and Network Activities
The following activities are not permitted:
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• Violations of the rights of any person or company/organisation protected by copyright, trade
secret, patent or other intellectual property, or similar laws or regulations, including, but not
limited to, the duplication, installation or distribution of "pirated" or other software products
that are not appropriately licensed for use by the Shire of Mingenew or the end user;
• Unauthorised copying or digitising of copyrighted material and the installation of any
copyrighted software for which the Shire of Mingenew or the end user does not have an active
license;
• Exporting software, technical information, encryption software or technology, in violation of
international or regional export control laws. The appropriate manager should be consulted
prior to export of any material where status is in unclear;
• Introduction of malicious programs or code into the network or onto devices connected to the
network;
• Revealing your account password to others or allowing use of your account by others;
• The Shire of Mingenew’s equipment is not be used for the downloading or distribution of any
material that could be considered as offensive. If a user receives such material they should
notify their supervisor and also the Finance & Administration Manager;
• Making fraudulent offers of products, items, or services, or running private business interests
via any Shire of Mingenew equipment, device or account; and
• Undertaking private work.
The following activities are not permitted unless they are within the scope of regular responsibilities
for an expressly authorised role/position:
• Effecting security breaches or disruptions of network communication. Security breaches
include, but are not limited to, accessing data of which the user is not an intended recipient
or logging into a server or account that the user is not expressly authorised to access;
• Executing any form of network monitoring which will intercept data not intended for the user's
host;
• Attempting to avoid or bypass Shire of Mingenew’s network security measures;
• Interfering with any other user’s account, by whatever means; and
• Using the system in a way that could damage or affect the performance of the network in any
way.
Email and Communications Activities
The following activities are not permitted:
• Except in the course of normal business notifications, sending or forwarding unsolicited
electronic messages, including the sending of "junk mail" or other advertising material, jokes,
or chain communication to individuals who did not specifically request such material;
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• Any form of harassment via electronic/ICT means;
• Unauthorised use, or forging, of email header information;
• Solicitation of communication for any other electronic address, other than that of the poster's
account, with the intent to harass or to collect replies;
• Creating or forwarding "chain letters" or "pyramid" schemes of any type;
• Use of any of the Shire of Mingenew’s network or systems for the purpose of generating
unsolicited communications;
• Providing information about, or lists of the Shire of Mingenew’s employees to parties outside
Shire of Mingenew or to personal email addresses;
• Communicating in a manner that could adversely affect the reputation or public image of Shire
of Mingenew; and
• Communicating in a manner that could be construed as making statements or representations
on behalf of Shire of Mingenew without the Shire of Mingenew’s express permission to do so;
and
Users should also endeavor to clean out their Inbox, Sent Items, Deleted Items and other email boxes on a
regular basis, by either deletion or saving in the central record system. A size limit per mailbox may be
implemented to ensure that the system is functioning optimally.
Remote Access
Users with remote access should be reminded that, when they are connected to the Shire of Mingenew’s
network, their machines are an extension of that network, and as such are subject to the same rules and
regulations that apply to the Shire of Mingenew’s corporate equipment and systems. That is, their machines
need to connect and communicate reliably with the Shire of Mingenew’s network and servers to ensure the
security and integrity of data and records.
Users are reminded of the following conditions relating to remote access to the Shire of Mingenew’s system:
• Family members must not violate any of the Shire of Mingenew’s policies, perform illegal
activities, or use the access for outside business interests;
• The device that is connected remotely to the Shire of Mingenew’s corporate network should
be secure from access by external non-Shire of Mingenew parties and should be under the
complete control of the user;
• The use of non-Shire of Mingenew email accounts (e.g. Yahoo, Hotmail, Gmail etc.) or other
external resources is not permitted for the conduct of Shire of Mingenew business, thereby
ensuring official business is not confused with personal business; and
• All devices (whether personal or corporate) connected to the Shire of Mingenew’s networks
via remote access technologies should have up-to-date anti-malicious-code software.
Provision and Use of Mobile Phones and Information/ Communication Devices
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Some people will be supplied with a mobile phone and/or other mobile computing device if it is deemed
necessary to their position. All mobile devices supplied remain the property of the Shire of Mingenew and
users must not change service providers unless permitted to do so.
Where a mobile device provides an email service, all emails sent or received or otherwise processed via
the mobile device that are classified as a record of the Shire of Mingenew should be through the Shire of
Mingenew’s server, to ensure the integrity of the recordkeeping system.
Where the device includes a digital camera, users are to use the technology in a sensible manner. A failure
to do so may lead to disciplinary action including possible termination of employment. Employees may also
be held criminally liable for their actions.
It is unlawful for drivers to operate a mobile phone and/or other mobile computing device whilst driving.
Phone calls may otherwise be made or received providing the device is accessible while mounted/fixed to
the vehicle or does not need to be touched by the user. An employee who operates a mobile phone and/or
other mobile computing device whilst driving may face disciplinary action including possible termination of
employment. Employees may also be held criminally liable for their actions.
Consequences of Breaching This Policy
• Any user found to have breached this policy may be subject to disciplinary action including
possible termination of employment. The Shire of Mingenew may also be obligated to refer
any breach of this policy to an external agency where an employee may be held criminally
liable for their actions.
• Private/personal or unauthorised use of corporate ICT systems and/or devices may result in
the user being obligated to pay any extra costs incurred.
Variation to This Policy
This policy may be cancelled or varied from time to time. All the Shire of Mingenew s employees will be
notified of any variation to this policy by the normal correspondence method. All users of the organisations
ICT are responsible for reading this policy prior to accessing the organisations ICT.
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COUNCIL POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.2.9
1.2.9 PRE-QUALIFIED SUPPLIERS POLICY
18 September 2019
16 December 2020
Local Government Act 1995
Local Government (Functions and General) Regulations 1996
Purchasing Procedure
Code of Conduct
Finance and Administration Manager
N/A

Objective:
The Shire will consider establishing a Panel for purchasing activity when all of the following factors apply:
• It determines that a range of similar goods or services are required to be purchased on a
continuing and regular basis;
• The purchases are considered vital, but of low value, and may be needed prior to a purchase
order being completed;
• There are numerous potential suppliers in the local and regional procurement-related market
sector(s) that offer ‘value for money’;
• The purchasing activity under the intended Panel is considered to be of a low risk;
• The Panel will streamline and improve procurement processes; and
• It has the capacity to establish, manage the risks and achieve the benefits expected of the
proposed Panel.
Policy Statement:
The Shire is committed to developing and operating efficient, effective, economical and sustainable
procedures for the procurement of all goods and services and adopting a value for money approach, which
allows the best possible procurement outcome to be achieved.
The application of this policy is to be in conjunction with the Shire of Mingenew Code of Conduct and in
compliance with the Shire’s Purchasing Policy.
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ACCESS AND INCLUSION POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated
Documentation:
Review Responsibility:

1.2.10

1.2.10 Access and Inclusion Policy
15/07/2020
N/A
Local Government Act (1995) as amended;
Disability Services Act 1993 (WA)
Shire of Mingenew Disability Access and Inclusion Plan 2019-2024
Council

Previous Policy Number/s – Nil

Objective:
To ensure that the Shire of Mingenew is an accessible community for people with disability, their families
and carers.
Policy:
The Shire of Mingenew is committed to ensuring that the community is an accessible community for
people with disability, their families and carers, via the following;
• The Shire of Mingenew believes that people with disability, their families and carers who live in
country areas should be supported to remain in the community of their choice.
• The Shire of Mingenew is committed to consulting with people with disability, their families and
carers and, where required, disability organisations to ensure that barriers to access are
addressed appropriately.
• The Shire of Mingenew is committed to ensuring that its agents and contractors work towards
the desired outcomes in the Disability Access and Inclusion Plan.
The Shire is also committed to achieving the seven standards of its disability access and inclusion plan
which are as follows;
• People with disability have the same opportunities as other people to access the services of,
and any events organised by, a public authority.
• People with disability have the same opportunities as other people to access the buildings and
other facilities of a public authority.
• People with disability receive information from a public authority in a format that will enable
them to access the information as readily as other people are able to access it.
• People with disability receive the same level and quality of service from the staff of a public
authority as other people receive from the staff of that public authority.
• People with disability have the same opportunities as other people to make complaints to a
public authority.
• People with disability have the same opportunities as other people to participate in any public
consultation by a public authority.
• People with disability have the same opportunities as other people to obtain and maintain
employment with a public authority.
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ACCESSIBLE INFORMATION POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated
Documentation:
Review Responsibility:

1.2.11

1.2.11 Accessible Information Policy
15/07/2020
N/A
Local Government Act (1995) as amended;
Disability Services Act 1993 (WA)
Shire of Mingenew Disability Access and Inclusion Plan 2019-2024
Council

Previous Policy Number/s – Nil

Objective:
To ensure people with disabilities have the same opportunities as other community members to access
public documents and information relating to Council’s functions, services and facilities.
Policy:
People with disabilities have the same rights as other community members to access public information
about Council’s functions, services and facilities. In accordance with existing legislative responsibilities,
it is recommended that, wherever possible, Councils provide:
1. printed and electronic public information in clear and easy to understand formats;
2. on request from people with specific communication requirements, information in alternative
formats such as audio tape or large print; and
3. accessible public consultation processes and venues for people with disabilities.
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REASONABLE ADJUSTMENT POLICY
Administration
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated
Documentation:
Review Responsibility:

1.2.12

1.2.12 Reasonable Adjustment Policy
15/07/2020
N/A
Local Government Act (1995) as amended;
Disability Discrimination Act (1992),
Shire of Mingenew Disability Access and Inclusion Plan 2019-2024
Council

Previous Policy Number/s – Nil

Objective:
The objectives of this policy and procedure are to:

a) Ensure that the Shire of Mingenew is inclusive of people with disability in its employment
practises;
b) Enable appropriately skilled people with disabilities to perform the inherent requirements of their
positions;
c) Provide an opportunity for employees who acquire a temporary or permanent disability to
continue their employment at the Shire, where possible;
d) Create an inclusive environment that ensures that equal employment opportunities are available
to all staff, including those with a disability;
e) Provide staff who have a disability with the opportunity to participate in a safe, equitable,
discrimination and harassment free working environment;
f) Actively facilitate the employment of people with a disability in all suitable areas of employment;
g) Ensure that people with a disability are treated equitably during all stages of employment,
including recruitment, selection, promotion, training, and termination;
h) Ensure that the needs of people with a disability, such as effective interaction, management and
supervision, are recognised in the performance management process;
i) Understand that some people with a disability may choose not to involve their supports in their
employment matters;
j) Ensure that people with a disability have the means to contribute to and participate in the work
environment; and
k) Make reasonable adjustments to the work area to accommodate staff with a disability.
Policy:
People with disabilities have the same rights as other community members to access public information
about Council’s functions, services and facilities. In accordance with existing legislative responsibilities,
it is recommended that, wherever possible, Councils provide:
1. printed and electronic public information in clear and easy to understand formats;
2. on request from people with specific communication requirements, information in alternative
formats such as audio tape or large print; and
3. accessible public consultation processes and venues for people with disabilities.
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The Shire is committed to ensuring an accessible and inclusive work environment to enable people with
disability to participate fully in all aspects of employment in keeping with the requirements of the Disability
Discrimination Act (1992).
The Shire seeks to apply the principle of reasonable adjustment to remove barriers to participation in
work by people with disability. Reasonable adjustments will be made to enable appropriately skilled
people with disabilities to perform the inherent requirements of their positions.
Application
This policy applies to, but is not limited to, the following areas:
a)
b)
c)
d)
e)
f)
g)

Recruitment, selection, and appointment;
Induction and orientation;
Participation in projects and committees;
Training and career development;
Performance management;
Opportunities to enjoy all Shire supported social or recreational activities;
Promotion, transfer, or any other employment benefit.

The rights of people with disability are safeguarded by the Disability Discrimination Act (1992) by which
the Shire must abide. While this policy provides overall guidance on handling staff with disability, more
detailed information is incorporated throughout the policies and procedures of the Shire.
People with disability are obliged to abide by all other policies of the Shire including those relating to
bullying and harassment, staff conduct and discrimination. Where exceptions or other considerations
apply, detailed information is incorporated throughout other policies and procedures of the Shire.
This policy also applies to those involved in the recruitment and management of staff.
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COUNCIL POLICY

1.3.1

Finance

Title:
Adopted:
Reviewed:
Associated Legislation:

Associated Documentation:
Review Responsibility:
Delegation:

1.3.1 PURCHASING POLICY
21 March 2018
15 April 2020
Local Government Act 1995 s5.42, s5.44, s5.46, s6.2(4a), s6.8
Local Government (Functions and General) Regulations 1996 Part 4
Local Government (Financial Management) Regulations 1996 Part 4
State Records Act 2000
Shire of Mingenew Delegations Register
Shire of Mingenew Code of Conduct
Governance Officer
Finance and Administration Manager
Chief Executive Officer

NOTE: This policy is based on the WALGA Model Purchasing Policy Template with some modifications

Previous Policy Number/s 3007, 3008
Policy Statement:

The Shire of Mingenew (the “Shire”) is committed to delivering the objectives, principles and practices
outlined in this Policy, when purchasing goods, services or works to achieve the Shire’s strategic and
operational objectives.
This policy complies with the Local Government (Functions and General) Regulations 1996 (The
Regulations).
1.1 Objectives:

The Shire’s purchasing activities will achieve:
•
•
•
•
•
•
•
•
•
•

The attainment of best value for money;
Sustainable benefits, such as environmental, social and local economic factors are
considered in the overall value for money assessment;
Consistent, efficient and accountable processes and decision-making;
Fair and equitable competitive processes that engage potential suppliers impartially,
honestly and consistently;
Probity and integrity, including the avoidance of bias and of perceived and actual conflicts of
interest;
Compliance with the Local Government Act 1995, Local Government (Functions and
General) Regulations 1996, as well as any relevant legislation, Codes of Practice, Standards
and the Shire’s Policies and procedures;
Efficiencies (time and resources) for the Shire of Mingenew
Risks identified and managed within the Shire’s Risk Management framework;
Records created and maintained to evidence purchasing activities in accordance with the
State Records Act and the Shire’s Record Keeping Plan;
Confidentiality protocols that protect commercial-in-confidence information and only release
information where appropriately approved.
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1.2

Ethics & Integrity

The Shire’s Code of Conduct applies when undertaking purchasing activities and decision making.
Elected Members and employees must observe the highest standards of ethics and integrity and act in
an honest and professional manner at all times.
1.3

Value For Money

Value for Money is achieved through the critical assessment of price, risk, timeliness, environmental,
social, economic and qualitative factors to determine the most advantageous supply outcome that
contributes to the Shire achieving its strategic and operational objectives.
The Shire will apply value for money principles when assessing purchasing decisions and acknowledges
that the lowest price may not always be the most advantageous.
Assessing Value for Money
Assessment of value for money will consider:
•
•

•
•
•
•
•
1.4

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, training, 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. This
includes but is not limited to an assessment of compliances, tenderers resources available,
capacity and capability, 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 the risk of default (competency of the prospective
suppliers in terms of managerial and technical capabilities and compliance history);
A strong element of competition by obtaining a sufficient number of competitive quotations
wherever practicable and consistent with this Policy;
The safety requirements and standards associated with both the product design and the
specification offered by suppliers and the evaluation of risk arising from the supply, operation and
maintenance;
The environmental, economic and social benefits arising from the goods, services or works
required, including consideration of these benefits in regard to the supplier’s operations, in
accordance with this Policy and any other relevant Shire Policy; and
Providing opportunities for businesses within the Shire’s boundaries to quote wherever possible.
Purchasing Thresholds and Practices

The Shire must comply with all requirements, including purchasing thresholds and processes, as
prescribed within the Regulations, this Policy and associated purchasing procedures in effect at the Shire.
Policy Purchasing Value Definition
Purchasing value for a specified category of goods, services or works is to be determined upon the
following considerations:
•

Exclusive of Goods and Services Tax (GST); and
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•

Where a contract is in place, the actual or expected value of expenditure over the full contract
period, including all options to extend specific to a particular category of goods, services or works.
OR
Where there is no existing contract arrangement, the Purchasing Value will be the estimated total
expenditure for a category of goods, services or works over a minimum three-year period. This
period may be extended to a maximum of 5 years only where the supply category has a high risk
of change i.e. to technology, specification, availability or the Shire’s requirements (Regulation 12).

•

The calculated estimated Purchasing Value will be used to determine the applicable threshold and
purchasing practice to be undertaken.
NOTE:
When considering a variation in scope during a contract, it should be remembered that the change must
be minor. It is recommended that, at best, it should be within a 10% tolerance of the original value.
It should not also be of a nature that changes methodology or approach to a project, opening up the
possibility that different suppliers may have tendered if they had been aware of the new approach.
Purchasing from Existing Contracts
The Shire will ensure that any goods, services or works required that are within the scope of an existing
contract will be purchased under that contract.
Table of Purchasing Thresholds and Practices
This table prescribes Purchasing Value Thresholds and the applicable purchasing practices which apply
to the Shire’s purchasing activities.
The following list provides the Order of Process that should be utilised to undertake the procurement:
•

Shire’s Prequalified Supplier Panel

•

Preferred Supplier Arrangement

•

Common Use Arrangement

•

RFQ to selected group as per this policy or RFT through public advertisement

If there is a Preferred Supplier Arrangement (PSA) in place that meets the requirements of the Shire,
then the Shire requires that the PSA be considered in the first instance, irrespective of threshold.
If the Shire’s Officer does not consider the PSA to be appropriate, then approval for an alternative
approach needs to be given by the Shire’s CEO or delegated authority.
Reasons for consideration of not using the PSA may include:
•

Local supplier availability (who are not suppliers within the PSA);

•

Social procurement – preference to use Aboriginal business or Disability Enterprise;
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Purchasing
Thresholds

Purchasing Requirements

(ex GST)
Up to $4,999*

$5,000
$9,999*
$9,999
$39,999*

No quotations are required if the expenditure is approved in the Budget however
officers are bound to value for money principles. The following factors are to be
considered in the decision-making process for all purchasing;

• Value for money
• Knowledge of general cost of item / service
• Buy local principles
• Sustainable procurement principals
• Ongoing good relationship with supplier
• Reliability of supplier
to Obtain at least one (1) verbal or written quotation from suitable suppliers.
- Obtain at least two (2) written quotations from suitable suppliers.

OR
Obtain at least two (2) quotations directly from WALGA Preferred Supplier Program
via eQuotes;

$40,000
$149,999*

- Obtain at least three (3) written quotations from suppliers containing price and

specification of goods and services. The procurement decision is to be based on all
value for money considerations in accordance with the definition stated within this
Policy.
OR
Obtain at least three (3) quotations via the WALGA Preferred Supplier Program. The
procurement decision is to be based on all value for money considerations in
accordance with the definition stated within this Policy.

$150,000* and Where the Shire has an established Panel of Pre-Qualified Suppliers relevant to the
above
required purchasing category, quotations must be sought from those suppliers only in

(or up to accordance with the procedures prescribed under the Shire’s Pre-qualified Suppliers
Policy and Procedure.
$250,000
during
an
If no Panel of Pre-Qualified Suppliers exists for the required purchasing category, then
emergency)

either:
•

Seek at least three (3) written quotations from suppliers included in the relevant
WALGA Preferred Supplier Arrangement and / or another tender exempt
arrangement; OR

•

If quotes are not being sought from a WALGA Preferred Supplier Arrangement,
three (3) quotations are to be sought, where suitable suppliers are available, from
the WA Disability Enterprises; OR
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•

Conduct a Public Request for Tender process in accordance with the Local
Government Act 1995 and relevant Shire Policy requirements.

The purchasing decision is to be based upon the supplier’s response to:

Emergency
Purchases

•

a specification of the goods, services or works (for a tender exempt process
including the WALGA Preferred Supplier Arrangement); or a detailed specification
for the open tender process; and

•

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

(Within Budget) Must be approved by the President or by the Chief Executive Officer
under delegation and reported to the next available Council Meeting.
(Not Included in Budget) Only applicable where, authorised in advance by the
President in accordance with s.6.8 of the Local Government Act 1995 and reported to
the next available Council Meeting.
Where the Shire has an established Panel of Pre-Qualified Suppliers relevant to the
required purchasing category, the emergency supply must be obtained from the Panel
suppliers.
If however, no member of the Panel of Pre-qualified Suppliers or a suitable supplier
from WALGA Preferred Supplier Arrangement is available, then the supply may be
obtained from any supplier capable of providing the emergency purchasing
requirement, and to the extent that it is reasonable in context of the emergency
requirements, with due consideration of best value and sustainable. Purchase
threshold actions must be adhered to where reasonable and practical to do so and are
to be in accordance with Regulations.

WALGA
Services

For the purchasing of WALGA Services, a minimum of one (1) written quotation is to
be sought and appropriately recorded. Recording is to be in accordance with the
threshold levels outlined above. Confirmed via Purchase Order or
Contract/Agreement.

LGIS Services

LGIS Services are provided as part of a mutual, where WALGA Member Local
Governments are the owners of LGIS. Therefore, obtaining insurance services from
LGIS is not a procurement activity and is not subject to this Policy.

(excluding
Preferred
Supplier
Program)

Should Council wish to seek quotations from other insurance suppliers, this activity will
be subject to the above listed Purchase Value Thresholds and associated activities.
The rationale for the procurement decision should be documented and recorded in accordance with the
Shire Records Management Policy.
Where the Shire has an established Panel of Pre-Qualified Suppliers relevant to the required purchasing
category, quotations must be sought from those suppliers only in accordance with the procedures outlined
within the Prequalified Suppliers Policy and Procedure.
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Exemptions
An exemption from the requirement to publicly invite tenders may apply when the purchase is:
•

obtained from a pre-qualified supplier under the WALGA Preferred Supplier Arrangement or other
suppliers that are accessible under another tender exempt arrangement,

•

from a pre-qualified supplier under a Panel established by the Shire;

•

from a Regional Local Government or another Local Government;

•

acquired from an Australian Disability Enterprise and represents Value for Money;

•

the purchase is authorised under action by Council under delegated authority;

•

within 6 months of no tender being accepted;

•

where the contract is for petrol, oil, or other liquid or gas used for internal combustion engines;

OR
•

the purchase is covered by any of the other exclusions under Regulation 11 of the Regulations.

Inviting Tenders Under the Tender Threshold
The Shire may determine to invite Public Tenders, despite the estimated Purchase Value being less than
the $150,000 threshold.
This decision will be made after considering:
•

Whether the purchasing requirement can be met through the WALGA Preferred Supplier Program
or any other tender exemption arrangement; and

•

Any value for money benefits, timeliness, risks; and

•

Compliance requirements.

A decision to invite Tenders, though not required to do so, may occur where an assessment has been
undertaken and it is considered that there is benefit from conducting a publicly accountable and more
rigorous process. In such cases, the Shire’s tendering procedures must be followed in full.
Other Procurement Processes
•

Expressions of Interest
Expressions of Interest (EOI) are typically considered in situations where the project is of a
significant value or contains significant complexity of project delivery that may solicit responses
from a considerable range of industry providers.
In these cases, the Shire may consider conducting an EOI process, preliminary to any Request
for Tender process, where the purchasing requirement is:
-

Unable to be sufficiently scoped or specified;
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-

Open to multiple options for how the purchasing requirement may be obtained, specified,
created or delivered;
Subject to a creative element; or
To establish a procurement methodology that allows for an assessment of a significant
number of tenderers leading to a shortlisting process based on non-price assessment.

All EOI processes are conducted as a public process and similar rules to a Request for Tender
apply. However, the EOI should not seek price information from respondents, seeking qualitative
and other non-price information only. All EOI processes should be subsequently followed by a
Request for Tender through an invited process of those shortlisted under the EOI.
•

Request for Proposal
As an alternative to a Request for Tender, the Shire may consider conducting a Request for
Proposal where the requirements are less known, or less prescriptive and detailed. In this
situation, the Request For Proposal would still be conducted under the same rules as for a
Request For Tender but would seek responses from the market that are outcomes based or that
outline solutions to meet the requirements of the Shire.

•

Emergency Purchases
An emergency purchase is defined as an unanticipated purchase which is required in response
to an emergency situation as provided for in the Act. In such instances, quotes and tenders are
not required to be obtained prior to the purchase being undertaken.
Time constraints are not a justification for an emergency purchase. Every effort must be made
to anticipate purchases in advance and to allow sufficient time to obtain quotes and tenders,
whichever may apply.

• Sole Source of Supply
A sole source of supply arrangement may only be approved where the:
-

purchasing value is estimated to be over $5,000; and
purchasing requirement has been documented in a detailed specification; and
specification has been extensively market tested and only one potential supplier has
been identified as being capable of meeting the specified purchase requirement; and
- market testing process and outcomes of supplier assessments have been documented,
inclusive of a rationale for why the supply is determined as unique and cannot be sourced
through more than one supplier.
A sole source of supply arrangement will only be approved for a period not exceeding three (3)
years. For any continuing purchasing requirement, the approval must be re-assessed before
expiry to evidence that a Sole Source of Supply still genuinely exists.
A decision to approve a sole source of supply arrangement must be made by the Council, unless
decision making under Functions and General Regulations 11(2) (f) has been delegated to the
CEO.
• Anti-Avoidance
The Shire will not conduct multiple purchasing activities with the intent (inadvertent or otherwise)
of "splitting" the purchase value or the contract value, avoiding a particular purchasing threshold
or the need to call a Public Tender. This includes the creation of two or more contracts or creating
multiple purchase order transactions of a similar nature.
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Utilising rolling contract extensions at the end of a contract term without properly testing the
market or using a Tender exempt arrangement, will not be adopted as this would place this Local
Government in breach of the Regulations (Regulation 12).
The Shire will conduct regular periodic analysis of purchasing activities within supply categories
and aggregating expenditure values in order to identify purchasing activities which can be more
appropriately undertaken within the Purchasing Threshold practices detailed in clause 1.4.3
above.
Sustainable Procurement
The Shire is committed to implementing sustainable procurement by providing a preference to suppliers
that demonstrate sustainable business practices (social advancement, environmental protection and
local economic benefits).
The Shire will embrace Sustainable Procurement by applying the value for money assessment to ensure
that wherever possible our suppliers demonstrate outcomes which contribute to improved environmental,
social and local economic outcomes. Sustainable Procurement can be demonstrated as being internally
focussed (i.e. operational environmental efficiencies or employment opportunities and benefits relating to
special needs), or externally focussed (i.e. initiatives such as corporate philanthropy).
Requests for Quotation and Tenders will include a request for information from Suppliers regarding their
sustainable practices and/or demonstrate that their product or service offers enhanced sustainable
benefits.
Local Economic Benefit
The Shire encourages the development of competitive local businesses within its boundary first, and
second within its broader region. As much as practicable, the Shire will:
•

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 local suppliers.

To this extent, a qualitative weighting will be included in the evaluation criteria for quotes and Tenders
where suppliers are located within the boundaries of the Shire, or substantially demonstrate a benefit or
contribution to the local economy. This criterion will relate to local economic benefits that result from
Tender processes.
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The Shire will also consider adopting KPIs for successful suppliers that encourage the placement of the
local workforce.
The Shire has adopted a Regional Price Preference Policy in accordance with Part 4A of the Local
Government (Functions and General) Regulations 1996, which provides a price weighting when
evaluating and awarding contracts with Council via the Tendering process.
NOTE:
In the qualitative criteria section of the evaluation criteria, a Local Government cannot have both weighted
price and Local Economic Benefit clauses. They are mutually exclusive.
However, a Local Government can have a Local Economic Benefit criteria and non-weighted price as
part of its evaluation.
Purchasing from Disability Enterprises
An Australian Disability Enterprise may be contracted directly without the need to comply with the
Threshold and Purchasing Practices requirements of this Policy, where a value for money assessment
demonstrates benefits for the Shire’s achievement of its strategic and operational objectives.
A qualitative weighting will be used in the evaluation of quotes and Tenders to provide advantages to
Australian Disability Enterprises, in instances where not directly contracted.
Purchasing from Aboriginal Businesses
An Aboriginal Business registered on the WA Aboriginal Business Directory may be contracted directly
without the need to comply with the Threshold and Purchasing Practices requirements of this Policy,
where a value for money assessment demonstrates benefits for the Shire’s achievement of its strategic
and operational objectives.
Record Keeping
All purchasing activity, communications and transactions must be evidenced and retained as local
government records in accordance with the State Records Act 2000 and the Shire’s Record Keeping
Plan. This includes those with organisations involved in a tender or quotation process, including suppliers.
Other Relevant Policies
1.2.9 Prequalified Suppliers
1.3.7 Regional Price Preference
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COUNCIL POLICY
Finance
Title:
Adopted:
Reviewed:
Associated Legislation:

Associated Documents:

Review Responsibility:
Delegation:

1.3.2
1.3.2 ASSET MANAGEMENT
21 March 2018
16 December 2020
Local Government Act 1995
Local Government (Financial Management) Regulations 1996
Government of WA, Department of Local Government, Sport and Cultural
Industries,
Department of Local Government, Sport and Cultural Industries Integrated Planning and Reporting, Asset Management Guidelines
September 2016.
Strategic Community Plan to 2019
Corporate Business Plan 2019-2023
Long Term Financial Plan to 2012 - 2022
Asset Management Plan 2019 - 2034
Disability and Access Inclusion Plan
Finance & Administration Manager
Previous Policy Number/s 3011

Objective:
To outline the Shires commitment to sustainable management of Shires assets and its commitment in
delivering service levels.
Policy Statement:
The Shire of Mingenew delivers a variety of services to the community and in doing so, must ensure that the
assets supporting these services are:
a) Managed in a way that promotes maximum performance for the most cost-effective ’Life Cycle’ cost;
b) Meeting community expectations of time, quality, and value for money.
Achieving this objective in an affordable and sustainable manner requires strategic and long-term approach to
asset planning and management. The Shire aims to deliver this through:
a) Agreed levels of service that are cost effective and relevant;
b) The adoption of a continuous improvement approach to asset management;
c) Community and key stakeholder consultation in regard to expected levels of service; and
d) Endeavouring to achieve Asset Ratio benchmarks as set by the Department of Local Government,
Sport and Cultural Industries.
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COUNCIL POLICY
Finance
Title:
Adopted:
Reviewed:
Associated Legislation:

Associated Documents:
Review Responsibility:
Delegation:

1.3.3
1.3.3 INVESTMENT OF SURPLUS FUNDS
21 March 2018
16 December 2020
Local Government Act 1995 (s.14)
Banking Act 1995,
The Trustees Act 1962 (s18)
Local Government (Financial Management) Regulations 1996 (r19, 19C,
r28 and r49)
Code of Conduct
Finance and Administration Manager
Chief Executive Officer
Previous Policy Number/s 3002

Objective:
To ensure that there are effective and accountable systems in place to safeguard the Shire’s financial
resources whilst taking advantage of the interest earning potential from its surplus funds.
Policy Statement:
To satisfy its fiduciary duty under the Local Government Act 1995 the Shire is committed to the development
of proper systems to authorise, verify and record the investment of surplus monies into appropriate financial
institutions. The Shire will also ensure that there are effective and accountable systems in place to:
a ) Safeguard the Shire’s financial resources;
b ) Satisfy all legislative requirements, in particular those provided by The Local Government (Financial
Management) Regulations 1996 and The Trustees Act 1962.
c ) Take advantage of the interest earning potential of its surplus funds while reducing its exposure to risk
and ensuring sufficient funds are kept available to meet cash requirements and preserve capital
investment.
The application of this policy is to be in conjunction with the Shire of Mingenew Code of Conduct.
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COUNCIL POLICY
Finance
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated
Documentation:
Review Responsibility:
Delegation:

1.3.4
1.3.4 SIGNIFICANT ACCOUNTING POLICIES
21 March 2018
16 December 2020
Local Government Act 1995
Local Government (Financial Management) Regulations 1996
Australian Accounting Standards
Annual Report
Finance Reports
Finance and Administration Manager
Previous Policy Number/s 3007, 3008

Objective:
To provide direction for the preparation of financial transactions and financial reporting.
Policy Statement:
1. The Local Government Reporting Entity.
In accordance with Australian Accounting Standards, for the purposes of budgets and financial
reports, the reporting entity includes all activities of the Council and any other entities controlled by the
Council.
2. Basis of Preparation of the Annual Financial Report
The annual financial report is a general purpose financial report and has been prepared to comply with
applicable Australian Accounting Standards (as they apply to local governments and not for profit
entities) and disclosure requirements of the Local Government Act 1995 and Local Government
(Financial Management) Regulations 1996. The financial report has been prepared on the accrual
basis under the convention of historical cost accounting as modified by the accounting treatment
relating to the revaluation of financial assets and liabilities at fair value through profit and loss and
certain classes of non-current assets.
3. Significant Accounting Policies
All significant accounting policies are included in the annual financial report and are updated each year
in accordance with applicable Australian Accounting Standards and the Local Government (Financial
Management) Regulations 1996.
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COUNCIL POLICY
Finance
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:
Objective:

1.3.5
1.3.5 CORPORATE CREDIT CARD
22 August 2018
16 December 2020
Local Government Act 1995
Local Government (Financial Management) Regulation 11(1) (a)
Corporate Credit Card Management Procedure
Code of Conduct
Purchasing Policy
Finance and Administration Manager
N/A
Previous Policy Number/s 3010

To ensure effective controls, policies and procedures are in place with respect to the issue and use of corporate
credit cards to reduce the risk of fraud and misuse of the corporate credit card.
Policy Statement:
The Shire is committed to operating effective and transparent procedures for the procurement of all goods and
services via credit card.
To achieve transparency, accountability and reduce associated risk the Shire will:
• Ensure that effective and accountable systems are in place to mitigate risks associated with
procurement via credit card and review, report and monitor the potential risks in accordance with the
Shire’s Risk Management Framework;
• In accordance with the Shire’s Risk Management Framework, submit to the Audit & Risk Committee
a biennial report of the Shire’s accounting and internal control procedures, with corporate credit card
use to be included;
• Submit itemised credit card statements to Council on a monthly basis with accompanying explanation
as to the expense incurred; and
• Limit the Shire’s credit card facility to $14,500 or less, with any increase to be via Council resolution.
The issue of corporate credit cards and use shall be strictly in accordance with this Policy and the associated
Management Procedure
The procurement of goods and services on corporate credit cards shall be in accordance with the Shire’s
Procurement Management Procedure.
The application of this policy is to be in conjunction with the Shire of Mingenew Code of Conduct and in
compliance with the Shire’s Purchasing Policy.
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COUNCIL POLICY
Finance
Title:
Adopted:
Last Reviewed:
Associated Legislation:
Associated Documents:

Review Responsibility:
Delegation:

1.3.6
1.3.6 RELATED PARTIES DISCLOSURE
21 November 2018
16 December 2020
Australian Accounting Standard AASB124
Related Party Disclosures- Procedure
Related Party Disclosures- Declaration Form
Code of Conduct
Declarations of Interest
Finance and Administration Manager
Nil

Objective:
The objective of the policy is to ensure that the Shire of Mingenew’s financial statements disclose dealings
with related parties and transactions and outstanding balances, including commitments, with such parties that
may have affected its financial position and profit or loss.
Policy Statement:
The Shire is committed to ensuring its financial operations are conducted with the highest of ethical integrity and
in an open and transparent environment. To evidence this, and to comply with the Australian Accounting
Standard AASB 124 Related Party Disclosures (AASB 124), the Shire will:
1. Establish, review and maintain a list of Key Management Personnel (KMP);
2. Establish, review and maintain a Related Party Transactions Register for the Shire; and will
3. Disclose related party relationships, transactions and outstanding balances, including commitments,
in the Shire’s annual financial statements.
For the purposes of implementing this policy, individuals who meet the definition of a Key Management
Personnel (KMP) will include:
I.
The President, Deputy President & Councillors;
II. The Leadership Team, comprising of Chief Executive Officer, Finance and Administration
Manager, Governance Officer and Works Supervisor .
Council requires temporary appointments to KMP positions or persons acting as KMP in their absence, to be
considered as KMP for that duration if the appointment is for three or more months in the financial year. For
appointments of less than three months, the assessment is a matter of judgment based on facts, that is to be
made by the Chief Executive Officer, such as that person’s participation in key decisions made in that period.
For the purposes of implementing this policy, the related parties for nominated KMP will include:
I.
Their spouse or domestic partner (including married, de-facto, civil union partnership, but
excluding separated or divorced spouse or partner);
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II.
III.
IV.

Their children, including children of their spouse/partner (whether step, adopted,
dependant/non-dependant, adult children living/not living at home);
Their dependants, including dependants of their spouse/partner (i.e. family members
financially supported by them or their spouse/partner and may include siblings, elderly
parents/grandparents or disabled family members); and
Entities (including sole proprietors, partnerships, companies and trusts) in which KMP
and/or his/her close family members have control or joint control (i.e. hold 50% or more
of the shares or 50% or more voting power).

For the purpose of implementing this policy Ordinary Citizen Transactions (OCT), that is transactions that occur
on terms and conditions no different to those applying to the general public and are of an immaterial nature,
include:
I.
Attending Shire functions that are open to the public;
II. Fines on normal terms and conditions;
III. Paying rates and other statutory fees or charges for applications, licences, approvals or permits;
IV. Using Shire services and accessing Shire facilities; and
V. Making a development application.
These aforementioned OCT’s that meet the definition as stated, do not require disclosure. As such they will
not be captured by the Shire within its Related Party Register.
For all other transactions, Key Management Personnel will be required to make a declaration in the Related
Parties Disclosure - Declaration form (appendix 1).
All KMPs must provide their declarations to the period 30th June, annually, within 30 days.
Information (including personal information) provided by a key management person in a Related Party
Transaction Notification and personal information contained in a register of related party transactions is
classified as confidential, and will not be available for inspection by or disclosure to the public.
The Related Party Disclosure Management Procedure provides the guidelines by which the CEO will
implement the Related Party Disclosure Policy.
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COUNCIL POLICY
Finance
Title:
Adopted:
Reviewed:

Associated Legislation:
Associated
Documentation:
Review Responsibility:
Objective:
•
•

1.3.7
1.3.7 REGIONAL PRICE PREFERENCE
<2009
February 2019
March 2018- Inserted into Management Procedure 1.3.1.
January 2020 – Clarified Midwest region boundary
16 December 2020
Local Government Act (1995) as amended;
State Records Act 2000
Local Government (Functions and General) Regulations 1996, Part 4A
Shire of Mingenew Code of Conduct
Shire of Mingenew Policy 1.3.1- Purchasing
Shire of Mingenew Management Procedure 1.3.1- Purchasing
Council
Previous Policy Number/s – 3008

To ensure Shire of Mingenew residents and all relevant stakeholders are provided a fair and
meaningful opportunity to participate and contribute to problem solving, planning and decisions made
by the Council and its staff.
To provide effective stakeholder engagement for productive relationships, improved dialogue and
deliberation, and ultimately, better democracy.

Policy:
In order to promote sub-regional development, the Shire of Mingenew will provide a price preference to
regional suppliers (located within the stipulated areas) when evaluating and awarding contracts with Council
via the Tendering Process.
Any price preference provided will comply with part 4A of the Local Government (Functions and General)
Regulations 1995 as amended.
Price preference will be given to all suppliers submitting conforming tenders for the supply of goods and
services (including Construction (building) Services) to the Shire of Mingenew, unless Council resolves that
this policy does not apply to a particular tender.
The following price preference will be given to suppliers submitting tenders assessed in relation to this policy:
Goods and Services – up to a maximum price reduction of $50,000 unless a lower amount is stipulated in the
tender document.
Stipulated Area1. 10% to all suppliers located within the Shire of Mingenew

60

2. 5% to all suppliers located within the Shires of Coorow, Carnamah, Perenjori, Three Springs,
Morawa and Irwin
3. 2.5% to all suppliers located within the Midwest Region
Construction (building) Services – up to a maximum price reduction of $50,000 unless a lower amount is
stipulated in the tender document.
Stipulated Area1. 5% to all suppliers located within the Shire of Mingenew
2. 2.5% to all suppliers located within the Shires of Coorow, Carnamah, Perenjori, Three Springs,
Morawa and Irwin.
3. 1% to all suppliers located within the Midwest Region
Goods and Services, including Construction (building) Services tendered for the first time where Council
previously supplied the Goods or Services – up to a maximum price reduction of $500,000 unless a lower
amount is stipulated in the tender document.
Stipulated Area1. 10% to all suppliers located within the Shire of Mingenew
2. 5% to all suppliers located within the Shires of Coorow, Carnamah, Perenjori, Three Springs,
Morawa and Irwin
3. 2.5% to all suppliers located within the Midwest Region
The Midwest Region incorporates the following 17 local governments: Carnamah, Chapman Valley, Coorow,
Cue, Greater Geraldton, Irwin, Meekatharra, Mingenew, Morawa, Mount Magnet, Murchison, Northampton,
Perenjori, Sandstone, Three Springs, Wiluna and Yalgoo.
Regional Price Preference will only be given to suppliers located within the stipulated areas for more than six
months prior to the advertising date of the tender.
Located within the stipulated areas is defined as having a physical presence in the way of a shop, depot,
outlet, headquarters or other premises where the goods or services specifically being provided are supplied
from. This does not exclude suppliers whose registered business is located outside the stipulated area but
undertake the business from premises within the stipulated area. An example is a franchisee of a
multinational company.
Only those goods and services identified in the tender as being from a source located within the stipulated
area will have the price preference applied when assessing the tender.
Price is only one factor that Council considers when evaluating a tender. There is nothing contained within
this policy that compels Council to accept the lowest tender or any tender based on price offered.

61

COUNCIL POLICY
Finance
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.3.8
1.3.8 EMPLOYEE SUPERANNUATION
20 March 2019
16 December 2020
Superannuation Guarantee Contribution (Administration) Act 1992
Shire of Mingenew – Authority to Deduct From Pay Form
Shire of Mingenew – Induction Documentation
Shire of Mingenew – Contract of Employment
Finance and Administration Manager
-

Objective:
To detail the arrangements and contributions the Shire will make to employee superannuation
Policy Statement:
• This Policy applies to all employees whether full time, part time or casual.
• Employees will have freedom of choice over the complying fund that their Superannuation
Guarantee Contributions (SGC) are paid in to.
• Employees may elect to contribute additional superannuation, either as a deduction (after tax)
or as a salary sacrifice (before tax).
• The Shire will pay:
1. The statutory SGC amount, and
2. Match an employee’s contribution to a maximum of 5% of the employees gross salary;
subject to the combined total contribution from the Shire not exceeding 15% of the
employees salary. Accordingly, it should be noted that as the SGC component
increases, the maximum matching contribution by the Shire will decrease once the
SGC component is more than 10%.
• Employees can voluntarily contribute more than the threshold but will not receive a further
contribution from the Shire.
• The additional contribution and the voluntary contribution can be deposited into the employees
fund of choice.
• The superannuation default fund shall be a public sector industry superannuation fund.
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COUNCIL POLICY
Finance
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.3.9
1.3.9 DEBT COLLECTION POLICY
9 October 2019
16 December 2020
Local Government Act 1995
Local Government (Financial Management) Regulations
Code of Conduct
Finance and Administration Manager
Chief Executive Officer

Previous Policy Number (2.3.2 – CEO Directive)
Objective:
To ensure proper records are maintained of debts owed to the Shire as required by the Local Government Act
1995 and to provide guidance to Council in determining efficient, effective and economical procedures for debt
collection.
Policy Statement:
The Shire of Mingenew will exercise its debt recovery powers in order to reduce the overall debt burden on
ratepayers and it will be guided by the following principles:
•
•
•
•
•
•

Providing the Shire of Mingenew with an effective method for the collection of any and all outstanding
debts;
Ensuring that debt collection procedures are carried out in a fair and equitable manner;
Making the process used to recover outstanding debts clear, simple to administer and cost effective;
Transparency, by making clear the obligations of it’s Ratepayers and Sundry Debtors to the processes
used by the Shire is assisting them to meet their financial obligations;
Ensuring that the Shire of Mingenew is compliant with all regulatory obligations; and
Promoting effective governance of the Shire’s finances.

1. Sundry Debtors
The Shire of Mingenew’s credit terms are stated on the issued tax invoice. The recovery of outstanding
sundry debtor accounts will be collected in a fair and timely manner.
•
•

Where a payment is not received within 35 days from the date of the initial invoice, a Final
Notice shall be issued requesting full payment within 14 days, unless the debtor has agreed
to enter into a special repayment arrangement.
Interest will be applied on balances that are over 35 days unless otherwise specified in a
special repayment arrangement. The percentage interest charged is the percentage as
approved by Council when the Annual Budget is adopted, in accordance with Section 6.13(1)
of the Local Government Act 1995. The rate as set is not to exceed the maximum rate of
interest as prescribed within Regulation 19A of the Local Government (Financial
Management) Regulations 1996.
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•

Where amounts remain outstanding for more than 60 days from date of invoice, recovery
action will commence, based upon a risk management approach as determined by the value
and type of debt. This action may include referral to a debt collection agency.

2. Rates Arrears
The recovery of outstanding rates will be collected in a fair and timely manner.
•
•

•
•
•

•

Where a payment is not received within 35 days from the date of the initial Rates Notice, a
Final Notice shall be issued requesting full payment within 14 days, unless the debtor has
agreed to enter into a special repayment arrangement or is on an instalment plan.
Interest will be applied on balances that are over 35 days. The percentage interest charged is
the percentage as approved by Council when the Annual Budget is adopted, in accordance
with Section 6.13(1) of the Local Government Act 1995. The rate as set is not to exceed the
maximum rate of interest as prescribed within Regulation 19A of the Local Government
(Financial Management) Regulations 1996.
Once the debt is overdue for more than 90 days, then a letter of demand is sent requesting
payment within 14 days and notifying the debtor that further action will be taken.
After 14 days from the date of the letter of demand, legal action may be taken, including
handing over to a debt collection agency. All associated legal costs are passed on to the
debtor.
In cases where the owner of a leased or rented property on which municipal rates are
outstanding cannot be located or refuses to settle rates and service charges owed, notice may
be served on the lessee or tenant to pay to the Shire the rent due under the lease/tenancy
agreement as it becomes due until the amount in arrears has been paid.
If rates and service charges remain unpaid for at least 3 years a caveat may be registered on
the title for the land under the provisions of Section 6.64(3) of the Local Government Act 1995,
and the Shire may take possession of the land. Before this course of action is to be taken,
approval is to be obtained from Council.

3. Bad debts
Where a Sundry Debtor has accounts unpaid for a period exceeding 6 months and the debtor has
provided documentary evidence of having filed for bankruptcy or insolvency, or the debtor has proven
untraceable; the debt may be written off under Delegated Authority by the Chief Executive Officer or
the Finance and Administration Manager. Any amounts above the Delegated Authority shall be
referred to Council for a decision.
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COUNCIL POLICY
Finance
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.3.9
1.3.9 FEES AND CHARGES POLICY
August 2019
16 December 2020
Local Government Act 1995
Local Government (Financial Management) Regulation
Code of Conduct
Fees and Charges Procedure
Fees and Charges list
Finance Manager
N/A

Objective:
The purpose of this policy is to establish a fair and equitable fee structure which reflects actual reasonable
costs for services and goods provided by the Shire.
Policy Statement:
The Shire, in accordance with s6.16 of the Local Government Act 1995 (Act), may impose and recover a
fee or charge for any goods or services it provides or proposes to provide, other than a service for which a
service charge is imposed.
The Shire will impose Fees and Charges for:
•

Providing the use of, or allowing admission to, any property or facility wholly or partly owned,
controlled, managed or maintained by the Shire;

•

Supply a service or carrying out work at the request of a person;

•

Subject to section 5.94 of the Act, providing information from Shire records;

•

Receiving an application for approval, granting an approval, making an inspection and issuing a
licence, permit, authorisation or certificate;

•

Supplying goods; and

•

Such other services or goods as may be prescribed.

In setting the level of a fee or charge (s6.17 of the Act) for a service or for goods the Shire is required to
take into consideration the following factors:
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a) The cost to the local government of providing the service or goods;
b) The importance of the service or goods to the community; and
c) The price at which the service or goods could be provided by an alternative provider.
A higher fee or charge or additional fee or charge may be imposed for an expedited service or supply of
goods if it is requested that the service or goods be provided urgently.
In addition to this, the National Competition Policy requires that local government review its fees, charges
and services with a view to identifying whether these should be adjusted to ensure they are not unfair
and uncompetitive when compared with the private sector. While many of the services provided by the
Shire are specific to local government, there are others, which may be provided by the private sector.
The provision of services and goods additional to those provided as core business operations require
resourcing and have an inherent cost. The Shire adopts a ‘user contributes’ approach to the provision of
services and goods in order that the cost burden is fairly set and spread more equitably amongst
customers.
The basic principles considered in establishing Shire fees and charges will be:
•

Charges which reflect the true cost of providing a facility;

•

Compliance with the Local Government Act 1995 and associated Regulations;

•

Fees for service on a cost recovery basis;

•

Importance of the service to the Community; and

•

Compliance with Goods and Services Tax (GST).

Costs associated with the provision of services and goods will be reviewed annually as part of the annual
budget development process.
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1.3.11 FINANCIAL HARDSHIP POLICY
Finance

Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documentation:
Review Responsibility:
Delegation:

1.3.11 FINANCIAL HARDSHIP POLICY
15 April 2020
16 December 2020
Local Government Act 1995
1.3.9 Debt Collection Policy
Finance and Administration Manager
Chief Executive Officer

NOTE: This policy is based on the WALGA Model Purchasing Policy Template with some modifications

Previous Policy Number/s N/A
Objectives:
•

To give effect to the Shire’s commitment to support the whole community to meet the unprecedented
challenges arising from declared State of Emergencies, the Shire of Mingenew recognises that these
challenges may result in financial hardship for ratepayers or debtors of the Shire.

•

This Policy is intended to ensure that the Shire offers fair, equitable, consistent and dignified support to
ratepayers or debtors suffering hardship, while treating all members of the community with respect and
understanding at these difficult times.

Scope:
This policy applies to:
1.
Outstanding rates, debtors and service charges as at the date of adoption of this policy; and
2.
Rates and service charges levied during any period where a declared State of Emergency is in force.
It is a reasonable community expectation, as the Shire deals with the effects of any declared State of Emergency,
that those with the capacity to pay rates will continue to do so. For this reason, the Policy is not intended to provide
relief to ratepayers or debtors who are not able to evidence financial hardship and the statutory provisions of the
Local Government Act 1995 and Local Government (Financial Management) Regulations 1996 will apply.
Policy Statement:
1

Payment difficulties, hardship and vulnerability

Financial hardship occurs where a person is unable to pay rates and service charges without affecting their ability
to meet their basic living needs, or the basic living needs of their dependants. The Shire of Mingenew recognises
the likelihood that a declared State of Emergency will increase the occurrence of payment difficulties, financial
hardship and vulnerability in our community. This policy is intended to apply to all ratepayers or debtors
experiencing financial hardship.
2

Financial Hardship Criteria

While evidence of hardship is required, the Shire recognises that not all circumstances are alike, and will take a
flexible approach to a range of individual circumstances including, but not limited to, the following situations:
•

Recent unemployment or under-employment
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•

Sickness or recovery from sickness

•

Loss of primary source of income

•

Unanticipated circumstances such as caring for and supporting extended family

Ratepayers or debtors are encouraged to provide as much information as possible to support their individual
circumstances, which will be taken into consideration during the assessment process. Preference will be for
ratepayers or debtors to enter into a reasonable payment proposal. The Shire will consider all circumstances,
applying the principles of fairness, integrity and confidentiality whilst complying statutory responsibilities.
3

Payment Arrangements

Payment arrangements facilitated in accordance with Clause 2 of this Policy, and Section 6.49 of the Act are of an
agreed frequency and amount. These arrangements will consider the following:
•

That a ratepayer or debtor has made genuine effort to meet rate and service charge obligations in the
past;

•

The payment arrangement will establish a known end date that is realistic and achievable;

•

The ratepayer or debtor will be responsible for informing the Shire of Mingenew of any change in
circumstance that jeopardises the agreed payment schedule.

In the case of severe financial hardship, the Shire reserves the right to consider waiving additional charges or
interest (excluding the late payment interest applicable to the Emergency Services Levy).
4

Interest Charges

A ratepayer or debtor that meets the Financial Hardship Criteria and enters into a payment arrangement may
request a suspension or waiver of interest charges. Applications will be assessed on a case by case basis.
5

Deferment of Rates

Deferment of rates may apply for ratepayers who have a Pensioner Card, State Concession Card or Seniors Card
and Commonwealth Seniors Health Care Card registered on their property. The deferred rates balance:
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•

remains as a debt on the property until paid;

•

becomes payable in full upon the passing of the pensioner or if the property is sold or if the pensioner
ceases to reside in the property;

•

may be paid at any time, BUT the concession will not apply when the rates debt is subsequently paid
(deferral forfeits the right to any concession entitlement); and

•

does not incur penalty interest charges.
Debt recovery

Debt recovery processes may be suspended whilst negotiating a suitable payment arrangement with a ratepayer
or debtor. Where a ratepayer or debtor is unable to make payments in accordance with the agreed payment plan
and the debtor advises the Shire and makes an alternative plan before defaulting on the 3rd due payment, then
the Shire will continue to suspend debt recovery processes.
Where a ratepayer or debtor has not reasonably adhered to an agreed payment plan, then for any Rates, debtors
and Service Charges that remain outstanding on 1 July of any financial year, the Shire may offer the ratepayer one
further opportunity of adhering to a payment plan that will clear the total debt by the end of that financial year.
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Rates, debtors and service charges that remain outstanding at the end of the said financial year, may be subject
to the rates debt recovery procedures prescribed in the Local Government Act 1995, and Council Policy 1.3.9.
7

Review

The Shire will advise ratepayers or debtors of all decisions made under this policy and advise them of their right to
seek a review by the full Council.
8

Communication and Confidentiality

The Shire will maintain confidential communications at all times and undertakes to communicate with a nominated
support person or other third party at the ratepayer’s or debtor’s request.
The Shire recognises that applicants during the times of a declared State of Emergency are experiencing additional
stressors, and may have complex needs, and will provide additional time to respond to communication and will
communicate in alternative formats where appropriate. All communication with applicants is to be clear and
respectful.
9

Conflict of Interest

Where the ratepayer or debtor has a close relationship with any staff member, or Councillor, that staff member or
Council must remove themselves from any decision-making process.
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COUNCIL POLICY
Community
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.4.1
1.4.1 COMMUNITY ENGAGEMENT
21 March 2018
15 February 2018
AA1000 Stakeholder Engagement Standard 2015:
The International Association for Public Participation Framework
Community Development Officer
Previous Policy Number/s -

Objective:
•
•

To ensure Shire of Mingenew residents and all relevant stakeholders are provided a fair and
meaningful opportunity to participate and contribute to problem solving, planning and decisions made
by the Council and its staff.
To provide effective stakeholder engagement for productive relationships, improved dialogue and
deliberation, and ultimately, better democracy.

Policy:
The Shire of Mingenew is committed to providing good governance and the delivery of high quality local
services by fostering democratic representation, social inclusion and meaningful community engagement with
its residents and stakeholders.
Furthermore, The Shire of Mingenew commits to being open and accountable in its community engagement
processes and will endeavour to undertake and continuously improve its various forms of engagements to:
• Inform the community on matters of community interest;
• Encourage informed discussion and input into decision making; and
• Assist open and transparent decision making.
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COUNCIL POLICY
Community
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:

Review Responsibility:
Delegation:

1.4.2
1.4.2 SUPPORTING THE COMMUNITY
21 March 2018
11 April 2019
Local Government Act 1995
Community Assistance Scheme 2019/20
Supporting the Community Procedures
Delegation Register- CD02 Debts, Waiver, Concessions, Write Off and
Recovery
Community Development Officer
Chief Executive Officer
Previous Policy Number/s 3004

Objective:
To assist community organisations and groups to undertake activities and provide facilities for the benefit
of its residents in the Shire region.
Policy Statement:
The Shire acknowledges its role as a facilitator and partner in the development and sustainable
management of local community-based organisations and to support the aspirations and achievements
of its residents. To fulfil these roles and to enable the continued provision of a broad range of projects,
activities and events, the Shire supports:
a) The annual allocation of funding towards community projects that are consistent with the
values and strategies contained within the Shire of Mingenew Strategic Plan; and
b) Where able, will endeavour to provide facilities and services that increase opportunities for
inclusion, participation social wellbeing and physical activity as the Shire recognises the
value of accessibility and community involvement; and
c) In exceptional circumstances and when financial circumstances permit, will consider selfsupporting loans to provide community organisations with an opportunity to raise loan funds
through the Shire at competitive rates.
To acknowledge the role the Shire of Mingenew plays in supporting the community, recipients of Shire
funding for the delivery of community activities and events are to acknowledge the Shire of Mingenew
in any advertising and promotional material relating to the activity or event for which the funding has
been provided.
Community Financial Assistance Scheme
Council will allocate 1.5% of the value of rates per financial year to the Community Financial Assistance
Scheme. The allocated funding will be distributed between the two funding categories within the Scheme
in line with the following:
1. 80% is to be allocated to Community Grants and is to be allocated via a competitive grants
process and in line with Management Procedures, and
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2. 20% is allocated to the Waiver of Fees and Sundry Donations combined.
Community Grants
For projects and events that support and promote social, economic, recreational, art and cultural
development of persons living within the Shire of Mingenew, the Chief Executive Officer is authorised to
commit funds of up to the $5,000 per application (project), subject to the confinements of the budgetary
allocation as set by Council.
All community grants will be considered by a panel, comprising of the Community Services Coordinator,
the Chief Executive Officer and two Councillors, who are to assess and prioritise the applications in
accordance with the above listed criteria.
Criteria to award grant/commit Shire funds:
1. Applicants must be incorporated, not-for-profit, community-based organisations, groups
and event organisers. Local state and federal government departments, private companies,
private and public schools including employees of these bodies acting on behalf of their
employers (excluding relevant community purpose representative bodies such as P&C
Associations are ineligible.
2. The activity, event, competition, project or celebration must be offered within the Shire of
Mingenew local government boundaries and open for attendance by the local community;
a. Where Shire funds are used towards an event, it is preferable that entry for locals
be free of charge
3. The activity, event, competition, project or celebration must demonstrate alignment with the
Shire’s Community Strategic Plan;
4. The Community Organisation is not to have already received funding from the Shire by way
of a Sponsorship, Donation, Community Assistance Scheme Funding or Council
Contribution or received financial assistance from the Shire for the project for which the
application has been made under any existing written agreement during the relevant
financial year.
5. Applicants acknowledge that funding is subject to an Acquittal and Evaluation Form being
completed and submitted to the Shire within 8 weeks of the stated completion date of the
project or activity, or before the 20 June of the current financial year, whichever falls first.
Failure to complete this step will result in disqualification for the next round of funding.
Waiver of Fees and Charges
Waivers will be considered for local clubs and not-for-profit organisations to conduct activities that support
the Shire’s Community Strategic Plan.
Applications for waiver of fees and charges shall be made via written application to the Chief Executive
Officer and shall not exceed a value of $1,000.00 per application. Applications above $1,000.00 are to
be made via the Community Grants Process.
The decision to waive fees and charges shall be at the discretion of the Chief Executive Officer. All
waivers shall be within the limits of Council’s Delegation to the Chief Executive Officer- CD02 Debts,
Waiver, Concessions, Write Off and Recovery and is subject to the confinements of the budgetary
allocation as set by Council.
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Sundries Donations
Small grants up to $200.00 can be applied for at any time through a written request directed to the Chief
Executive Officer.
The Chief Executive Officer, at their discretion, is authorised to commit funds of up to $200.00 per
application provided it is within the budgetary allocation as set by Council.
Sponsorship
All applications for financial sponsorship shall be referred to the Council for decision.
Marketing Assistance
Small grants of up to $500.00 per business can be applied for at any time through a written request
directed to the Chief Executive Officer. Funds can be used for business promotion provided the Shire’s
logo is applied to all materials and approval of final design is sort from Shire CEO.
Self-Supporting Loans
Self-supporting loans are loans taken out by the Shire on behalf of clubs or organisations who undertake
to meet the capital, interest and loan guarantee payments.
The Shire of Mingenew will only provide access to self-supporting loans in exceptional circumstances,
when financial circumstances permit, and when there is compelling evidence of positive benefits to the
community. Council will only consider providing self-supporting loans to community or sporting groups in
the following circumstances:
a) In exceptional circumstances to mitigate serious risks and/or meet urgent capital requirements
that will deliver substantial benefits to the community consistent with the Shire’s Strategic
Community Plan and priorities identified in the Corporate Business Plan.
b) Where the self-supporting loan forms part of a matching community grant component
c) Where, in the view of Council, the use of Shire borrowings for the intended purpose will deliver
benefits to the community materially outweighing likely benefits from the alternative purposes
from which the said borrowings would have to be diverted.
d) Where in the view of Council there is compelling justification for the Shire to act as lender instead
of a bank or other financial institution.
Organisations seeking assistance from Council to raise a loan shall:
a) Be an incorporated body that leases or occupies land and/or buildings owned or vested in the
Shire.
b) Provide a copy of the last three years' audited trading and balance sheet statements.
c) Agree to enter into a Deed of Agreement for the period of the loan repayments.
d) Provide whatever security or guarantees that Council considers appropriate to ensure that the
loan is repaid.
e) Insure and keep insured premises where the premises are security over repayment of a loan.
f) Pay all costs associated with the preparation and stamping of legal documents concerned with
the raising of the loan.
g) Provide a copy of the minutes of a legally constituted meeting of the organisation showing the
formal resolution agreeing to the raising of the loan.
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h) Provide any other information that Council requires.
All applications for self-supporting loans shall be referred to the Council for review and decision.
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COUNCIL POLICY
Community
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:

Review Responsibility:
Delegation:

1.4.3
1.4.3 COMMUNITY BUS HIRE
21 December 2016
3 September 2019
Local Government Act 1995
Community Assistance Scheme 2019/20
Supporting the Community Procedures
Delegation Register- CD02 Debts, Waiver, Concessions, Write Off and
Recovery
Community Development Officer
Chief Executive Officer
Previous Policy Number/s 3004

BUS BOOKINGS

There are three categories of groups requesting to hire the Shire Community Bus;
o Category 1 – Mingenew Primary School and Seniors
o Category 2 – Community and Sports Groups
o Category 3 – Business/Commercial and Private Groups
When booking the bus each category is required to complete the relevant booking form and nominate a
driver who has been authorized by the Shire of Mingenew.
A bond is applicable to all bus hire categories; this bond is to be made up of the following:
• A bus hire bond to the value of the vehicle’s insurance excess; and
• A cleaning bond of $60
Note: Council has a list of endorsed drivers, if a hire group wishes to use its own driver, that driver
must obtain endorsement from Council prior to the hire event.
CATEGORY 1
MINGENEW PRIMARY SCHOOL & SENIORS
Mingenew Primary School and Mingenew Autumn group are two of the most regular bus users; the fee
for this category is to be included in the Schedule of Fees & Charges and reviewed annually but is not to
exceed 50% of the Category 3 daily hire rate, with no fee for kilometres travelled.
As regular users, the bond amount is payable once and will be held in a trust account by Council. On
each return, the bus will be checked over by an appropriate Shire employee and the kilometres travelled
will be recorded. Any cleaning/repair costs will be deducted from the bond and the hirer will be advised.
The Community Bus must be returned with a full fuel tank; however, with the prior approval of the Chief
Executive Officer, this requirement may be waived.
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CATEGORY 2
COMMUNITY and SPORTS GROUPS
For Community and Sports Groups located within the Shire of Mingenew the hire fee is to be included in
the Schedule of Fees and Charges and reviewed annually but is not to exceed 50% of the Category 3
daily hire rate for usage within the Midwest Region, or 100% of the Category 3 daily hire rate for usage
outside the Midwest Region. The charge for kilometres travelled is not to exceed 50% of the Category 3
cents per kilometre.
As regular users, the bond amount can be payable once and will be held in a trust account by Council or
to pay the bond before the bus is collected, on each return, the bus will be checked over by an appropriate
Shire employee and the kilometres travelled will be recorded. When all conditions have been met, the
hire form will be signed off and if all is clean and no damage, the bond can be refunded less the kilometres
used charge or if the bond is being retained by Council in Trust, then payment of the kilometre used
charge must be received in full.
Note: By prior agreement with the Shire, an invoice can be issued for the daily hire fee and kilometres
travelled charge.
The Community Bus must be returned with a full fuel tank; however, with the prior approval of the Chief
Executive Officer, this requirement may be waived.
CATEGORY 3
BUSINESS/COMMERCIAL, PRIVATE GROUPS
(Hire to users in this category is at the discretion of the Shire’s Chief Executive Officer)
Category 3 covers individuals, or any group not covered by Categories 1 or 2; charges for this category,
including a per kilometre charge are to be included in the Schedule of Fees & Charges and reviewed
annually. The Community Bus must be returned with a full fuel tank.
There is also a requirement for the hirer to pay the bond before the bus is collected, on return, the bus
will be checked over by an appropriate Shire employee and the kilometres travelled will be recorded.
When all hire conditions have been met, the hire form will be signed off and if all is clean and no damage,
the bond will be refunded less the kilometres used charge and the cost for fuel, if the bus has not been
refuelled prior to return.
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COUNCIL POLICY
Works
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:

1.5.1
1.5.1 GRAVEL ACQUISITIONS
20 June 2018
15 February 2018
Local Government Act 1995
Works Supervisor

Previous Policy Number/sObjective:
To ensure that the Shire of Mingenew provides fair and equitable compensation to all land owners for the
acquisition of road building material.
Policy Statement:
The Shire will, when materials for construction and maintenance purposes need to be sourced from private
land, obtain such material in consultation with the landowner or his/her authorised representative. Where such
negotiations are successful the Shire will:
a) Satisfactorily rehabilitate pit areas if requested, including drainage, upon completion of extraction;
b) Construct where necessary and repair affected haul roads, gates, fences or other structures; and
c) Negotiate compensation with the landowner for materials extracted from within the Shire district, up to
a rate of $2.00 per cubic metre for gravel. Payment for gravel royalties will be by normal bank payment
processes.
d) Negotiate compensation with the landowner for materials extracted from properties outside of the Shire
district, up to a rate of $2.00 per m3.
Values for gravel are to be determined by the Works Supervisor on a case by case basis. The suggested range
is to be $1.00 per m3 (ex GST) for moderate quality material to $2.00 per m3 (ex GST) for gravel that conforms
to Main Roads WA Specification 501.08.01 for Naturally Occurring Basecourse material.
The Shire of Mingenew will not pay for gravel acquisitions by way of private works in lieu on behalf of the land
owner. However, the Shire is prepared to undertake private works for the land owner in accordance with the
private works rate set by Council and at a time best suited for the Shire. Land owners will be invoiced for private
works undertaken and payment made to the Shire as per all other private works activities.
Should an agreement for the removal of gravel not be reached with the land owner and the Chief Executive
Officer (CEO) considers the acquisition of these materials in the best interest of the public, the CEO is to
provide such notices, and takes such actions, as are prescribed by the Local Government Act 1995 to secure
these materials.
The compensation rate this policy sets extends to all landowners whose properties lie outside the boundaries
of the Shire.
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COUNCIL POLICY
Works
Title:
Adopted:
Reviewed:
Associated Legislation:
Associated Documents:
Review Responsibility:
Delegation:

1.5.2
ROAD CLOSURES
17 July 2019
Local Government Act 1995, Section 3.50
Works Supervisor
Chief Executive Officer
Previous Policy Number/s: Nil

Objective:

To manage road closures in a manner that preserves the safety of road users and lifespan of the Shire’s
road transportation network.
Policy Statement:
Section 3.50(1) of the Local Government Act 1995 provides for a local government to close any road it
manages, wholly or partially for a period not exceeding four weeks.
If, in the opinion of the delegated officer, there is a risk of damage to Shire road infrastructure, due to
inclement or persistent wet weather, or road conditions present an unacceptable hazard to road users,
the Chief Executive Officer may close roads:
a) for all vehicles with a Gross Vehicle Mass of 4.5 tonnes or greater; and/or
b) for all vehicles without four wheel drive; or
c) for all vehicles
The Chief Executive Officer may close:
a) A single road, or section of road; in the case of very localised risk; and/or
b) All unsealed roads within an area of the Shire; in the case of somewhat localised risk; or
c) All unsealed roads in the Shire of Mingenew; in the case of widespread risk
Permits to Travel on Closed Roads:
Those with legitimate and pressing reasons for travel and/or in emergency situations may apply to the
Chief Executive Officer for permission to traverse closed roads.
In issuing such a permit, the Chief Executive Officer may give consideration to:
1. Any potential road damage that may arise from the permitted use
2. Weather forecasts
3. Planned road maintenance activities
4. Animal welfare of livestock, including livestock in transit
The following activities may be considered for such a permit:• food and grocery supplies to community stores
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•
•
•
•
•
•

fuel supplies to power stations
building supplies for urgent housing projects
access for businesses to ensure continuity of essential work processes
funerals or other significant personal or cultural reasons
emergency services response
such other activities which may be determined from time to time by the CEO

The permit may be cancelled at any time by the CEO if circumstances warrant.
The following exemptions apply:
•
•

Local residents seeking to access their homes, providing they do not enter any hazard, give
consideration to their own personal safety and the safety of others
Emergency services vehicles

Notification of Road Closures:
As soon as practicably possible after the decision has been made to close a road or roads, the Shire
shall:
a) Send a text message to the Road Notifications database
b) Place notice of closures on the Shire website
c) Post notice of closures on relevant social media channels
Road Closed signs will also be erected where it is safe and practicable to do so.
A mandatory review time is to be provided with a notification of a road closure.
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OUTBUILDINGS
LOCAL PLANNING POLICY
PURPOSE
Local Planning Policies assist the local government in making decisions under the Scheme.
It is not intended that a policy be applied rigidly, but each planning application be examined on its merits, with the
objectives and intent of the policy the key for assessment. However, it should not be assumed that the local
government, in exercising its planning discretion, will be limited to the policy provisions and that mere compliance will
result in an approval.
The Shire encourages applicants to produce innovative ways of achieving the stated objectives and acknowledges that
these may sit outside the more traditional planning and architectural approaches. In these instances, the local
government is open to considering (and encourages) well-presented cases, during pre-application consultation, having
due regard to the outcome of any public consultation undertaken and the orderly and proper planning of the locality.

SCOPE
A Local Planning Policy is not part of the Scheme and does not bind the local government in respect of any application
for planning approval but the local government is to have due regard to the provisions of the Policy and the objectives
which the Policy is designed to achieve before making its determination. The Scheme prevails should there be any
conflict between this Policy and the Scheme.

OBJECTIVES
1.
2.
3.
4.
5.
6.

To provide development standards for outbuildings specific to the Shire of Mingenew, as appropriate.
To provide a clear definition of what constitutes an “outbuilding”.
To ensure that outbuildings are not used for habitation, commercial or industrial purposes by controlling building
size and location.
To limit the visual impact of outbuildings.
To encourage the use of outbuilding materials and colours that complement the landscape and amenity of the
surrounding areas.
To ensure that the outbuilding remains an ancillary use to the main dwelling or the principle land use on the
property.

DEFINITIONS
‘Outbuilding’ means an enclosed non-habitable structure that is detached from any dwelling. For the purpose of this
policy an open sided, roofed patio completely detached from the dwelling is also considered an outbuilding. For the
purpose of this policy a non-enclosed addition to an existing outbuilding (e.g. veranda, patio, lean-to or carport etc.)
shall constitute an extension to that outbuilding.
‘Front Building Line’ means the closest point of a house to the front boundary, drawn parallel to the that boundary.
In the case of a corner lot, the front building line applies to both streets.
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POLICY PROVISIONS
General
1. Pre-fabricated garden sheds, “cubby houses”, kennels and other animal enclosures (such as aviaries, stables)
less than 9m2 in total aggregate area and less than 2.5m in height (measured from natural ground level) are
exempt from this policy provided they are located to the rear of the house, and of a design and colour considered
in keeping with the amenity of the area by the local government.
2. Other than for general storage and/or agricultural purposes an outbuilding shall not be used for any commercial
or industrial use without prior approval from Council.
3. The storage of accumulated personal items and any items in connection with a commercial or industrial operation
(e.g. building materials, earthmoving equipment etc.) is considered contrary to the objectives of this policy and is
therefore not considered sufficient justification for an increase in the maximum standards prescribed.

Height, Size and Setbacks
Outbuildings within the Residential, Rural Townsite or Tourism zones shall;
(a)
be single storey;
(b)
be located behind any dwelling on site;
(c)
meet all setback requirements set out in the Local Planning Scheme and this policy;
(d)
not be approved by the local government on a lot not containing a dwelling;
(e)
be attached to, or setback 1.8m from any dwelling and 1.2m from any septic tank.
The following maximum standards apply to outbuildings:

Zone / Lot Size

Maximum area
(m²)

Rural, Rural Residential

Maximum wall height
Maximum wall length
(m)
(m)
(to be measured at natural
ground level)

Maximum roof
height (m)

Exempt from the area and height requirements of this policy

All other zones - on lots
80
under 1,500m²
All other zones - on lots
200
over 1,500m²
(Table 1 – Site layout requirements)

10

4

5

N/A

4

5

Materials
The use of uncoated metal sheeting (i.e. zincalume or corrugated iron) is only permitted upon land zoned ‘Rural
Residential’ or ‘Rural’.

Consultation
Applications that propose variation to any part of the Policy may require consultation with effected owners and/or
occupiers, by means of the Shire writing directly to the surrounding landowners inviting comment, and placement of an
advisory sign on-site for a period of not less than 14 days, prior to the application and any received submissions being
placed before a meeting of Council for consideration.
Note: The advertising of a received application that proposes variation to any part of the Policy is undertaken to make
the proposal available for inspection in order to provide opportunity for public comment and it should not be
construed that final approval will be granted.
The local government in determining the application will take into account the submissions received but is not
obliged to support those views.
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ADMINISTRATION
REFERENCES
Shire of Mingenew Local Planning Scheme No.4
Residential Design Codes Western Australia
Planning and Development Act 2005
Planning and Development (Local Planning Schemes) Regulations 2015

ADOPTION
VERSION

STATUS

DATE

REFERENCE

DRAFT V1
FINAL
REVISION 1

Advertising
Adoption
Adoption

21/2/18
17/4/19
21/8/19

Minute Ref: 9.4.1
Minute Ref: 17041908
Minute Ref: 11.1

REVIEW
Review timeframe:
Review responsibility:

Annually
Chief Executive Officer
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