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Section 1
ADMINISTRATION




Policy A.01
Senior Employees

Objective

To determine Senior employees which includes Director of Corporate Services and
Director of Works & Services as required by section 5.37 of the Local Government Act
1995.

Statement

For the purposes of Section 5.37 of the Local Government Act 1995, the Council designates
the position(s) of General Practitioner; Director of Corporate Services; and Director of Works
& Services to be Asenior employeeso.

POLICY NO. A.01

POLICY SUBJECT Senior Employees

ADOPTION DATE 17 June 2004,

VARIATION DATE 21 December 2007, 15 September 2016, 20 September
2018,

LAST REVIEW DATE 18 June 2020




Policy A.02
Acting Chief Executive Officer 1 Authority to Act

Objective
To determine which officer will act as CEO when the Chief Executive Officer is absent.

Statement

It is Council policy that the Director of Works and Services act in the capacity of Chief
Executive Officer at all times when the Chief Executive Officer is absent for a period in
excess of 5 days.

In the event the Director of Works and Services is unable or unwilling to act as the Chief
Executive Officer, the Director of Corporate Services act in the capacity of Chief Executive
Officer when the Chief Executive Officer is absent for a period in excess of 5 days.

POLICY NO. A.02

POLICY SUBJECT Acting Chief Executive Officer 1 Authority to Act
ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007, 25 August 2016

LAST REVIEW DATE 18 June 2020




Policy A.03
Superannuation

Objective
To determine the maximum contribution rates for basic superannuation.

Statement

The total superannuation component provided by the Shire is a maximum of 12% of an
empl oyeebs sal ary.

POLICY NO A.03

POLICY SUBJECT Superannuation
ADOPTION DATE 17 June 2004
VARIATION DATE 22 December 2007
LAST REVIEW DATE 18 June 2020




Policy A.04
Bushfire Control i Operational Issues

Objective
To determine procedures and practices relating to bush fire control matters.

Statement
't is Counciltds policy that:

A telephone is to be provided in the principal place of residence for both the Chief Bush
Fire Control Officer and the Communications Officer. The telephone is to have a silent
number and all costs of rental and calls made are to be paid by the Shire;

A an annual aeri al firebreak inspection
inspection by the Ranger with the date of the inspection determined by the CEO in
consultation with the Chief Bush Fire Control Officer;

A the Chief Bushfire Control Officer shall be reimbursed the same rate of
reimbursement for use of a private vehicle as Councillors, to a maximum value of
$500 annually;

A a mi n i firefightingofdam & @ bedmaintairsed io $tock, funded by
the Shire, with the use of the foam being approved by the Chief Bush Fire Control
Officer or his deputy;

A subject to approval by the Chief Executive Officer or the Manager of Works and
Services, the Chief Bushfire Control Officer is empowered to utilise Shire owned plant
and equipment for the purpose of suppressing Bushfires.

A The format of having a Fire Advisory Annual General meeting and Brigades Annual
General meeting on the same date be replaced by having a Fire Advisory Annual
General meeting in May. This meeting will be open to all Brigade members and will
conduct all business of an Annual General meeting. Each Brigade will only be entitled
to have two voting delegates at this meeting.

A The Shire is responsible for the maintenance of the Bush Fire Tower,
Receiver/Transmitter, base sets operated by the Chief Fire Control Officer, Deputies
and Fire Weather Officer. Repairs to any of these items are to be undertaken at
Shire cost following an assessment by the Communications Officer. All other sets
are to be maintained by the brigades or individual owners;

A Prosecutions and infringements for firebreak contraventions are to be instigated by
the CEO or his delegated officer.

A No track chaining will be permitted during prohibited burning times and on harvest
ban days.

A Where there is any conflict between this policy and the Bushfire Brigade Local Laws,

the local law shall apply.

A Council shall make every endeavour to, where possible, keep all incidents under the
control of local volunteers and staff.



POLICY NO.

A. 04

POLICY SUBJECT

Bushfire Control i Operational Issues

ADOPTION DATE

17 June 2004

VARIATION DATE

17 November 2016

REVIEW DATE

18 June 2020
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Policy A.05
Shire Vehicles i Private Use

Policy

On the recommendation of the Chief Executive Officer, in consultation with the Shire President,

the Local Government may provide private use of vehicles for employees and therefore the
LocalGover nment has adopted the following polici
Objective

This policy is designed to provide clear guidelines for employees with respect to private use of

Local Government vehicles.

Procedure

Private use of the Local Government vehicles is restricted to the State of Western Australia.

Designated Driver

Vehicles shall only be driven for private use by a driver who-

Has been assigned the vehicle as part of their duties and/or conditions of employment;
Holds an appropriate licence;

Has private use of the vehicle in accordance with this policy; and

Is responsible for the care and management of the vehicle

.

Authorised Drivers

The following persons holding an appropriate driving licence shall be authorised drivers of any
Local Government vehicle available for private use:

Any Councillor or Employee other than the Designated Driver on Local Government business
and acting with the prior knowledge of the CEO-

U Any other person authorised in writing by the CEO; or
U Any other person provided a Designated Driver is physically present in the vehicle.

Standard of Vehicles

It shall be by agreement between the Chief Executive Officer and the employee concerned,
what type of vehicle is suitable fort he empl oyeeds private use havi

U The needs of the employee;

U What type of vehicle is more suitable to the work being performed during business
hours by the employee;

U The operational costs associated with purchasing and maintaining the vehicle;

U Road and driving conditions or any other health or safety needs of the employee; and

U Individual physical requirements or needs of the employee/s.

Contribution by Drivers

On the recommendation of the Chief Executive Officer, in consultation with the Shire
President, after having regard to the needs of the Local Government and associated costs,
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whether or not the employee is able to retain the use of the vehicle during periods of
absence from work including paid or unpaid leave.

The designated driver will be responsible for operating costs during periods of authorised
leave.

General Conditions

A vehicle used for private use must be made available for use for Local Government purposes
during normal business hours, and for Councillors' use for Local Government purposes at any
time by prior arrangement with the Chief Executive Officer.

Drivers and passengers are not permitted to smoke within a Local Government vehicle at any
time and it is the responsibility of the driver to ensure that no occupant smokes whilst in the
vehicle.

No animals to be allowed in the vehicle at any time.

No person is allowed to operate a motor vehicle whilst over the legal alcohol limit or whilst
under the influence of drugs before, during or after normal working hours

The vehicle shall be operated in a reasonable manner in accordance with all relevant acts,
regulations and Local Government policies. All drivers are financially responsible for any fines
or infringements received during the operating of a vehicle during business hours or private
use.

The Local Government shall be financially responsible for the maintenance of the vehicle but
it is the responsibility of the driver to ensure that the vehicle has sufficient oil and water in
between scheduled servicing.

Where the vehicle has been fitted with a first aid kit, it is the responsibility of the driver to ensure
that the kit is adequately stocked at all times or replacement stock is ordered when used.

Drivers shall comply with the following conditions with respect to the vehicle in their care:

U Arrange for scheduled servicing when necessary in accordance with the warrant
requirements;

Clean and vacuum the vehicle as often as required,

Drive it responsibly and legally, observing all rules and regulations;

Secure it when parked in public places;

Examine the vehicle prior to use for damage, operation of lights and signalling lights;
Report all accidents immediately; and

Avoid damage caused by unsealed roads.

[t et ent Y an i et i e

The usage of the Local Government vehicles for private use is a privilege and not an
automatic or established right.

Failure to comply with any of these conditions of this policy may result in the withdrawal of
private use.

Variation to Policy

This policy may be varied or cancelled at any time at the discretion of Council.
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All employees will be notified by the normal correspondence method of any variation to this
policy.

It is the responsibility of all employees to read this policy prior to using Local Government
vehicles.

Contracts of employment which are current when this policy was adopted on 19 October 2006
will take precedence for the term of the contract.

POLICY NO. A.05

POLICY SUBJECT Shire Vehicles i Private Use
ADOPTION DATE 17 June 2004

VARIATION DATE 19 October 2006

REVIEW DATE 18 June 2020
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Policy A.06
Advertising i Statutory and General

Objective
To specify the procedures for the placement of advertising.

Statement

It is the policy of Council that Local Public Notice advertisements are to be placed in the
Boyup Gazette.

Statewide Public Notice advertisements are to be placed in the West Australian Newspaper.

The Chief Executive Officer is empowered to approve Council advertisements being placed
in other periodicals if considered appropriate.

POLICY NO. A.06

POLICY SUBJECT Advertising 7 Statutory and General
ADOPTION DATE 17 June 2004

REVIEW DATE 18 June 2020
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Policy A.07
Shire Facilities Hire i Exempt Groups

Objective

To indicate those organisations that the Council will exempt from being charged hire fees
without the need for a donation/sponsorship application.

Statement

Fees for the use of the facilities and equipment are to be charged in accordance with the
fees adopted by the Council annually.

The Council will exempt Town Hall hire fees for-

Anzac Day services

Remembrance Day services

Sandakan Memorial services

community groups rehearsing in the Town Hall for one-off events (whether for
fundraising purposes or not) on condition that they rehearse for no more than three
(3) hours per session per week and a maximum of one (1) event per year.

= =4 8 -9

The Council will exempt Flax Mill hire fees for-

T Lions Auctions heelddd i(n2 tmoent digrda innbdokelt e i s

accommodation in this area takes precedenc
POLICY NO. A.07
POLICY SUBJECT Shire Facilities Hire i Exempt Groups
ADOPTION DATE 17 June 2004
LAST REVIEW DATE 18 June 2020
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Policy A.08
Policy Manual T Maintenance of

Objective
To determine the manner in which the policy manual is to be maintained.

Statement

A Policy Manual be kept and updated annually.

It is the policy of the Boyup Brook Shire Council to maintain a manual recording of the
various policies of the Council.

Policies are to relate to issues of an on-going nature; policy decisions on single issues are
not to be recorded in the manual.

The objectives of the Council's Policy Manual are to:

1. provide Council with a formal written record of all policy decisions;

2. provide the staff with precise guidelines in which to act in accordance with
Council's wishes;

3. enable the staff to act promptly in accordance with Council's requirements, but
without continual reference to Council,

4. enable Councillors to adequately handle enquiries from electors without
undue reference to the staff or the Council,

5. enable Council to maintain a continual review of Council policy decisions and

to ensure they are in keeping with community expectations, current trends and
circumstances;
6. enable stakeholders to obtain immediate advice on matters of Council Policy.

The Policy Manual will be maintained in a loose-leaf binder and updated as and when a
policy is varied by the Council.

A copy of the Policy Manual, together with details of variations as they occur, shall be
distributed to all Councillors and appropriate staff.

Changes to Council Policy shall be made only by Council resolution.

POLICY NO. A.08

POLICY SUBJECT Policy Manual i Maintenance of
ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007

LAST REVIEW DATE 18 June 2020
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Policy A.09
Use of Common Seal and the Signatories for Contract Execution

Objective

To set out the procedures to be followed when there is a requirement to use the common
seal.

Statement

The following applies to the use of the common seal and signatures when a document
requires this method of completion:-

1. is to be used only when Council has previously authorised the action contained
within the document being signed,;
2. be affixed in the presence of the Shire President and Chief Executive Officer.

The document is to be completed in the following manner:-

The common seal of Shire of Boyup Brook was hereunto affixed and signed by the
authority of a resolution of the Council in the presence of:

Shire President

Chief Executive Officer

POLICY NO. A.09

POLICY SUBJECT Use of Common Seal and the Signatories for
Contract Execution

ADOPTION DATE 17 June 2004

VARIATION DATE 22 December 2007

LAST REVIEW DATE 18 June 2020
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Policy A.10
Leave i Christmas Period

Objective

To determine the period for which the Administrative Office and Depot operations may be
substantially closed during the festive period, in recognition of the disruption to efficient
operations which occurs during the festive period.

Statement

The Administrative Office and Depot operations may be substantially closed at the
discretion of the CEO for the period immediately prior to Christmas Day until after New
Years Day subject to:

1 leave is to be deducted from accrued leave entitlements (with the exception of
appropriate Award public holiday provisions);

1 notice of the closure period being displayed at the Administration Office, in the Boyup
Gazette and recorded on the telephone messaging system at least one month prior
to the closure occurring.

The administration office shall be closed for a maximum of four (4) working days, excluding
public holidays, over this period.

Shire depot staff shall have a maximum of eight (8) working days, excluding public holidays,
off over this period. This is subject to a skeleton crew of at least two (2) staff members
working for at least five (5) of the working days.

The EBA roster system still applies.

POLICY NO. A.10

POLICY SUBJECT Leave - Christmas Period
ADOPTION DATE 17 June 2004

LAST REVIEW DATE 18 June 2020
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Policy A.11
Leave 1T Upper Blackwood Show

Preamble

The responsibility for good governance including proper control and operation of a local
government's affairs, the allocation of resources and determination of policies rests with
Council. Proper policies and procedures provide for the smooth running of the organisation,
whilst providing for the stewardship function of the public moneys under the control of the
local government (Western Australian Local Government Accounting Manual).

The Local Government Act 1995 (the Act) identifies the role of Council to include:

2.7 Role of council

(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.

With Council's role focused on the broader governance and financial responsibilities, the
Chief Executive Officer (CEO) has substantial operational responsibility to ensure that
human resource and finance matters are handled effectively and efficiently.

Objective

To determine the extent of leave permitted to be granted to staff to facilitate attendance at
the annual Upper Blackwood Agricultural Show which is held on the first Tuesday in
November each year.

Statement

In recognition of local significance of the annual Upper Blackwood Agricultural Show,
employees may choose to take a Personal Day Off or a Rostered Day Off to attend the
event.

The Shire office shall remain open to the public on the day of the event.

The Chief Executive Officer shall ensure that a minimum number of office staff is present.

POLICY NO. A1l

POLICY SUBJECT Leave i Upper Blackwood Show
ADOPTION DATE 17 June 2004

VARIATION DATE 17 November 2016

LAST REVIEW DATE 18 June 2020
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Policy A.12
Public Interest Disclosure

Objective
To provide procedures for the compliance with Public Interest Disclosure legislation.

Statement

Support for Staff who make Public Interest Disclosures

The Shire of Boyup Brook does not tolerate corrupt or other improper conduct, including
mismanagement of public resources, in the exercise of the public functions of the Shire of
Boyup Brook and its Councillors, employees and contractors.

The Shire of Boyup Brook is committed to the aims and objectives of the Public Interest
Disclosure Act 2003. It recognises the value and importance of contributions of staff to
enhance administrative and management practices and strongly supports disclosures being
made as to corrupt or other improper conduct.

The Shire of Boyup Brook will take all reasonable steps to provide protection to those who
make such disclosures from any detrimental action in reprisal for making a public interest
disclosure.

The Shire of Boyup Brook does not tolerate any of its Councillors, employees or contractors
engaging in acts of victimisation or reprisal against those who make public interest
disclosures.

Purpose of this Policy

The internal procedures providing the manner in which the Shire of Boyup Brook will comply

with its obligations that are based on the Office of the Public Interest Disclosure Act 2003

60Guidelines on Il nternal Proceduresbéb publ i sl

Commissioner. They provide for the manner in which:

1 Disclosure of public interest information shall be made to the Public Interest Disclosure
Officer (PID Officer).

i The PID Officer shall investigate the information disclosed or cause that information to

be investigated.

The PID Officer may take action following the completion of the investigation.

The PID Officer shall report to the informant as to the progress and outcome of that

investigation and the action taken as a consequence.

1  The confidentiality of the informant, and any person who maybe the subject of a public
interest disclosure, shall be maintained.

1 Records as to public interest disclosure shall be maintained and reporting obligations
complied with.

)l
)l

Designation of Public Interest Disclosure (PID) Officer
The person from time to time holding or acting in the position of Chief Executive Officer is

designated as the Public Interest Disclosure Officer, or PID Officer, of the Shire of Boyup
Brook.
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The PID Officer is responsible for receiving disclosure of public interest information relating
to matters falling within the sphere of the responsibility of the Shire of Boyup Brook.

POLICY NO. A.12

POLICY SUBJECT Public Interest Disclosure
ADOPTION DATE 17 June 2004

LAST REVIEW DATE 18 June 2020
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Policy A.13
Record Keeping Policy

Objective

To ensure all formats of records are captured and controlled in accordance with relevant
legislation, standards, principles and procedures. The outcome is accurate and accessible
records with continuing administration, legal and historical value.

Statement
Means of implementation:

The Records Management function will investigate, recommend and implement the most
suitable and affordable technology to provide an efficient, modern and effective means of
recording, accessing, storing, reporting and disposing of business information. Software
should effectively manage all records of the Shire in all forms, provide for Electronic
Document Management and Work flow and the seamless integration of information for
enquiry purposes.

Its actions are intended to achieve the following:

1 Toimprove the availability of, and access to, information across the Shire and provide
reliable and efficient retrieval of records (both physical and electronic).

1 To train staff in the creation, access and preservation of full and accurate business
records.

To support these principles:

1 An integrated paper and electronic system which is based on a reducing level of
paper records and an increasing level of electronic records.

1 Adevolved level of responsibility to all staff to generate accurate and usable business

records and to ensure they carry out necessary records management responsibilities

in managing records they create.

Document management being carried out at every personal computer.

The concept of a single copy being enforced.

The concept of the single entry of data being applied.

Information being accessible to all staff, simultaneously and at all times (security

considerations considered).

1 Information being readily available which shows the current status of outstanding
correspondence and identifies what action is being taken and by whom.

= =4 -8 -

1 The provision of automated and one off recording of electronic documents regardless
of format.

1 Comprehensive reporting facilities being available to Management.

Strateqgies
1. STAFF OBLIGATIONS

1.1 Staff must make and create records to support accountability and corporate memory.
Records provide evidence of business activities, Staff are required to comply with the
following to keep full and accurate records.
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a) To create records which reflectthe Shire s busi ness activities.

b) To make records which would not otherwise be made, such as details of important
meetings, telephone discussions, conferences and oral statements which document
the reason, explanation or justification for their decisions. These should be properly
prepared, typed or neatly handwritten and clearly identify the author, or recorded
electronically when suitable facilities are available.

c) To keep records on official files, not in private record keeping systems.

d) To learn how and where records are kept within Shire.

e) Not to destroy records without authorisation.

f) To register documents created by officers using the register to records macro of IT
Vision's Synergy Soft Electronic Document Management Systems.

2. REGISTRATION OF CORRESPONDENCE

All formats of incoming correspondence to Shire of Boyup Brook, which requires an
action or is relevant information, is to be registered using Synergy Soft's Registry.
The Records Management System should be capable of this function and be based
on the concepts of a single copy and the single entry of data.

Any request for a service or a complaint regarding a provision of a service (where Shire
is to provide an action) is to be registered into Synergy Soft's Customer Service
Request module.

Ephemeral type records do not require registration on either system.

3. ACCESS TO COUNCIL RECORDS

3.1 The access conditions set out below shall be adhered to:
a) Use of original records will be limited
b) If copies are made it will be stamped with copy to identify the correspondence.

c) Information of a confidential nature will have security levels applied to them to limit
the access of staff

d) The Public will not be permitted access to the Corporate Information Management
storage areas and staff work areas.

e) Original material must be viewed in a suitably defined area, and is not to be
removed by the Public for any purpose. If a record has been copied onto another
format (eg. microfilm/fiche, aperture card, photocopy, digital image etc.) the copy
is to be issued in preference to the original record.

f) Some records may be restricted to protect the privacy of individuals or because
they are fragile and require conservation.

3.2 Inrespect of staff personnel files, the following persons have access:

Chief Executive Officer, Manager of Finance, Manager of Works & Services and
the Finance Officer (in the capacity of maintaining and retrieving the files),

3.3 No record of Boyup Brook Shire is to be removed or temporarily removed by any Staff
Member without having first obtained the consent of the Records Officer or Chief
Executive Officer (refer to procedures manual).

4. STORAGE AND SECURITY

All Boyup Brook Shire records are to be appropriately stored to ensure their future
retrieval and use until they are archived. In doing so, the security, privacy and
confidentiality of all records is to be protected.
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4.1

4.2

4.3

4.4

4.5.

4.7

4.8

5.2

5.3

5.4

5.5

5.6

5.7

6.1

All Shire records are to be maintained in appropriately secure storage. Paper-based
records are to be housed in secure storage areas.

User access to shared electronic directories (folders) is to be controlled to prevent
unauthorised creation, modification, or deletion of electronic files and/or directories
(folders).

Unauthorised alteration, removal, distribution, duplication, or destruction of Shire
records is prohibited.

Confidentiality of information must be adhered to at all times, and access to particularly
sensitive material controlled and recorded.

Personnel files or commercial contracts are to be locked and not left in areas
accessible to unauthorised personnel or persons.

All electronic records must be backed up systematically at appropriate intervals.

Measures are to be taken to prevent the loss of records in the event of a disaster
including processes such as imaging, microfilming, off-site storage, fire proof
containment and disaster planning.

ARCHIVE MANAGEMENT AND DISPOSAL

Shire will preserve records created or received by it in the course of its daily business
and which are deemed to have permanent or semi-permanent value

Records no longer required for general use in the Shire, and regarded as having
permanent value, will be transferred to secondary storage.

Records suitable for destruction should be destroyed rather than being retained
indefinitely. Files no longer required should be deleted from indexing systems,
however, an historical record of file index details is to be maintained permanently.

the Shire will endeavour to ensure that all records of permanent value are maintained
in the best possible condition.

The Local Government Act, the State Records Act and the General Records Disposal
Authority for Local Government Records are to be used for the retention and disposal
of Shire records.

A disposal register is to be completed for each series of items to be destroyed.
Where records concerned are not covered by the approved disposal schedule or
identified in the Act, the Records Officers shall exercise due caution, paying regard to
the records disposal guidelines issued by the Department of Local Government.

PRESERVATION AND CONSERVATION

The Corporate Records and Archives Manager will ensure that Shire 's records are
preserved for posterity as required.
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POLICY NO.

A.13

POLICY SUBJECT

Record Keeping Policy

ADOPTION DATE

17 June 2004

VARIATION DATE

22 December 2007, 18 April 2019

LAST REVIEW DATE

18 June 2020
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Policy A.14
Email Policy

Objectives

To provide guidelines for the use of the Shire 's electronic mail (email) and establish
procedures for the creation, retention, management and disposal of email.

Statement

1. The Shire's email system and the messages sent through it are part of the Shire 's formal
communication network. This means that Shire records now include information kept
in electronic form.

Email messages must be kept as Shire records if they provide evidence of Shire business
and activities, are needed for use by others or affect the work of others.

2. The email system is part of Shire 's computer network and all the information processes,
transmitted or stored in the system is the property of the Shire.

3. Email messages which become Shire records must be retained in accordance with the
approved retention periods listed in the General Retention and Disposal Schedule for
Local Government (1994) published by the WA State Records Office.

4. Access to email is limited to Shire staff, or other authorised persons, who have been
given a user identification and password.

5. Email is a business tool. Staff must make sure that all email messages are brief, concise
and business related and are kept in the system only as long as required.

6. Email messages that are retained as Shire records are accessible to the public under
Freedom on Information and Privacy legislation.

7. Email systems should not be assumed to be secure. Staff must be aware of the
potential risks involved in sending confidential or sensitive information by email.

Procedures for the use of electronic mail

1. Email should be treated with the same significance as the signed letter. The password
and the ability to send an email message has the same authority as signed
correspondence.

2. Email must be accessed at least once a day by each employee with access to a
networked personal computer. Any unwanted email should be deleted.

3. Staff can maintain their own email address book.

4. Personal or private information such as personal notes or invitations, staff appraisals or
job applications should not be included in an email message because it could be read
by, or misdirected to, unauthorised persons. Messages may also continue to exist long
after the sender has deleted them. Deletion eliminates the message or file name from
your computer directory but the information itself exists in the backup system until it has
been overwritten.
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5. A copy of all incoming and outgoing email messages will be received by the Records
Officer and electronically registered. A copy of the email will be printed onto green
paper and filed in the Central Records System.

6. Remember that email is admissible as evidence in court so use good judgment and
think carefully about what is written.

7. Make sure to follow email etiquette. Keep the message polite and don't write in upper
case as this is considered as 'shouting’. Only send information that is of value to the
received and don't make messages High Priority unless they are truly urgent.

o

All discs loaded onto Shire equipment are to be virus scanned. No attachments should

be opened or stored unless the employee can positively identify the sender.

POLICY NO.

A.14

POLICY SUBJECT

Email Policy

ADOPTION DATE

17 June 2004

VARIATION DATE

21 December 2007

LAST REVIEW DATE

18 June 2020
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Policy A.15
Boyup Brook Medical Service i Use of Consulting Rooms

Objective
To provide guidelines for the use of the consulting room by visiting health professionals.

Statement

The room has been provided for the purpose of encouraging the provision of health and
medical services not currently available within the community or are only available through
the public health system.
Private practitioners have a limited number of facilities that can be used for consulting
purposes. This room at the medical centre will provide them with an option of being able to
a modern and pleasant environment for both practitioner and patient alike.
The general conditions of use are:-

1. room hire subject to the approval of the GP

2. practitioners providing evidence of public liability insurance of not less than ten

million dollars ($10,000,000) for their activities prior to use of room .

Responsibilities of the Chief Executive Officer

The CEO will ensure that the use of the room is monitored via a register.

The CEO will ensure keys to the room will not be issued by staff without prior arrangement.
The CEO will ensure the room allocation register details each and every occasion that the
key is obtained and returned.

POLICY NO. A.15

POLICY SUBJECT Boyup Brook Medical Service - Use of Consulting
Rooms

ADOPTION DATE 16 November 2006

VARIATION DATE 21 December 2007, 18 July 2019

LAST REVIEW DATE 18 June 2020
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Policy A.16
Occupational Safety & Health Policy

Objective

To formalise the Shireds obligation to provi

a safe and healthy work environment for all shire employees, contractors, volunteers and
visitors, as required by the Occupational Safety and Health Act 1984, as amended.

Statement

The Shire of Boyup Brook is committed to working together with all stakeholders to prevent
accidents and personal injury by maintaining a high standard of job safety awareness. To
facilitate this, Council will provide acceptable resources and finance to allow the objectives
of this policy to be achieved.

As part of this process the Shire will establish realistic, measurable objectives and targets
as part of the safety management system, which will ensure continued improvement.

The Chief Executive Officer is responsible for driving all safety and health strategies by
promoting a safety culture that is based on:

Safe work practices & systems of work

Safe plant and machinery

Identification, assessment & control of hazards

Information, training and supervision

Competent & knowledgeable sub-contractors

Consultation on all matters affecting personal safety

Monitoring and control of environmental factors in the workplace
Implementation of wellness programs

Provision of resources for first aid treatment

Ensuring personal protective clothing and equipment is provided and worn where
risks cannot be reasonably controlled

= =4 =4 -4 -4 -4 -—a -—a -—a A

To assist in achieving these objectives, managers and supervisors are expected to support
the policy by providing supervision and instruction to employees under their control and
enforcing safe work procedures. All employees and contractors of the shire are expected
to have a positive commitment and attitude towards safety in the workplace.

Employees, contractors and volunteers are expected to understand risk and take
reasonable care of themselves and contribute to this process by utilising the mechanisms
in place that allow them as individuals to provide input where changes are likely to affect
their safety at work. They are also expected to be directly involved by reporting workplace
hazards and where practical, take action to remove any identified risk.

This policy will take effect as of the date of adoption and will be reviewed as part of the

safety review process conducted by the Shire's insurer to ensure currency and compliance
with regulatory requirements.
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POLICY NO. A.16

POLICY SUBJECT Occupational Safety & Health Policy

ADOPTION DATE 15 October 2009

VARIATION DATE 17 March 2011, 21 November 2013, 17 November 2016,
18 April 2019, 19 March 2020

LAST REVIEW DATE 18 June 2020
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Policy A.17
Children in the Workplace

Purpose

To ensure the Council fulfils its duty of care under the Occupational Safety & Health Act
1984, with respect to children in the workplace by the provision of consistent guidelines that
consideranindividualb s ci rcumstances, and that of other

Objective

To promote a culture that supports the needs of carers with family responsibilities and
acknowledge that as an employer they need to remain flexible in their approach by the
provision of fair guidelines that consider each individual situation on presentation of the
facts, in line with the written procedure.

Scope
This policy applies to:
1 Councillors, workers, contractors and visitors who are performing work for or with the
Shire in any capacity.

Statement

The Boyup Brook Shire is committed to promoting a culture which is supportive of the needs
and aspirations of Councillors, employees, and contractors with family responsibilities. This
includes the concept of flexible work practices, various types of leave, and the provision of
rostered days off to assist employees balance work and family life.

Regardless of the reason children are in the workplace, Safety & Health legislation provides
for their protection, therefore various factors need to be considered when a request to bring
children into the workplace is made.

Generally, the circumstances fall into three categories:

1 Brief visits (eg employee bringing grandchild, or the other minor into the workplace
to be introduced to co-workers)

1 Specific events (eg combined Christmas party) where family are invited

1 Inthe event of an emergency.

1 Children with an infectious disease must not be brought into the workplace and as
an alternative, provision for leave is made within the terms of employment which
include personal days, rostered days off, annual leave or unpaid leave.

Responsibility/Implementation

The Chief Executive Officer will ensure that:
T A process is available to allow requests t
who will assess the request based on the circumstances and factors listed in this
policy. No reasonable request will be refused.
1 Management has the right to revoke previously granted permission where it has
become apparent that the level of supervision is not appropriate, or the behavior of
the child is disruptive to others in the workplace.

Employees are responsible to supervise any child they have permission to bring into the
workplace at all times and ensure compliance with workplace safety policy and procedures.
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Review

This policy will be reviewed annually to ensure compliance and currency with legislation,
and to consider amendments or inclusions raised by the Safety and Health Committee, the
Chief Executive Officer or Council.

POLICY NO. A.l7

POLICY SUBJECT Children in the workplace
ADOPTION DATE 16 February 2017
AMENDED 19 March 2020

LAST REVIEW DATE 18 June 2020
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Policy A.18
Smoke Free Workplace

Purpose
To facilitate a smoke-free workplace for all employees, and ensure compliance with the
Tobacco Products Control Act 2006, and associated legislation that prevents smoking in

enclosed public places and workplaces, as well as protecting all employees from passive
smoke.

Objectives

The Shire of Boyup Brook will;
1 Clearly state where smoking is not permitted on workplace grounds
1 Provide information and practical cessation support for workers who contemplate
quitting
1 Promote awareness of key health issues and the benefits of quitting smoking.
1 Encourage workers to provide input into health and wellbeing activities.

Scope

This policy applies to all workers, contractors and visitors who are performing work for or
with the Shire in any capacity.

Policy Statement

The Shire recognises that the choice to smoke
committed to ensuring that people are not exposed to the hazards of environmental
tobacco smoke in its workplace, which includes all buildings and vehicles.

Smoking is therefore not permitted within 5 metres of any entrance of any workplace,
owned by the Shire, and is restricted to designated outdoor areas.

Smoking is only permitted during designated breaks and scheduled rest periods. Smoking
is prohibited in all vehicles owned or leased by the Shire.

Signage will be erected and maintained at all sites and building entrances and in vehicles
owned or leased to identify areas where smoking is and is not permitted.

Employees are not permitted to smoke when they are acting in an official capacity/or
working off-site.

Workers should encourage and support colleagues who smoke to participate in a range of
initiatives that are available to assist with the cessation of smoking, these include:

9 various education tools and self-help materials.

1 information resources, such as posters and flyers will be distributed that assist
reduce cigarette consumption

1 distribution of quit kits to employees who wish to quit smoking
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POLICY NO. A.18

POLICY SUBJECT Smoke free Workplace Policy
ADOPTION DATE 19 March 2020

LAST REVIEW DATE 18 June 2020
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Policy A.19
Surveillance Cameras

Objective

To provide guidance for the operation of surveillance cameras operated and controlled by
the Shire of Boyup Brook.

within, on or around Shire buildings;

installed in public spaces; and

Policy

1. This policy applies to The Shire of Boyup Brook owned, leased and operated
surveillance cameras only.

2. Reducing crime and improving safety are key priorities for the Shire. The
Shire of Boyup Brook is committed to 6
Crime reduction and community safety w
and Crime Prevention Plan is to be developed.

W
[

3. This Policy deals with the installation of surveillance cameras as a strategic
el ement of the Shirebés commitment to sa

Guidelines and Policy Procedures for use of Surveillance Cameras

1. Principles

The Shire of Boyup Brook recognizes best practice in administering
operation of all Shire owned operated, leased surveillance cameras.

All systems will comply and meet minimum standards as prescribed in:
Surveillance Devices Act 1998
Telecommunications (Interception) Western Australia Act 1996
The surveillance cameras will attain an appropriate balance between the
personal privacy of individuals utilizing Shire infrastructure or public spaces
with the objective of recording incidents of alleged criminal or unwanted

behaviour.

The system will be operated equitably, within applicable law, and only for the
purposes to which it is established.

2. Code of Practice

Sighage

Prominent and appropriate signage will be permanently displayed in the general location
of camera coverage to notify employees, council members and members of public of the
presence of surveillance cameras.

Access to surveillance cameras equipment
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All surveillance camera equipment will be located within secure areas and not accessible
to unauthorized persons.

Recording and Storage of information

Recording of video images or still photographs will only occur if the Chief Executive Officer
or his delegated representative is of the opinion that an offence against a Statute Law is
being or is likely to be committed. At no time shall the surveillance cameras be used with
the intent to examine individuals going about their lawful business.

Any person requesting a video recording shall apply in writing to the Chief Executive Officer
or his delegated representative and give reasons for such requests.

At no time shall any original or copied video recordings, or still photographs, be released to
any media organisation, journalist, individual or group without the prior approval of the Chief
Executive Officer.

Liaison with WA Police

Members of the WA Police may request the cooperation of the Shire of Boyup Brook and
usage of surveillance cameras.

All requests made by the WA Police or any other law enforcement agency should be
referred to the Chief Executive Officer.

Privacy principles

Surveillance camera usage in the Shire will be guided by confidentiality and privacy
provisions in Western Australian law included within the:

i Freedom of Information Act 1992

1 Surveillance Devices Act 1998

1 Telecommunications (Interception) Western Australia Act 1996

Complaints

All complaints will be investigated and reviewed and where requested, complainants will be
notified of the results of thei nvesti gati on, i n accordance
Charter.

Responsibility

The Chief Executive Officer or his delegated representative is responsible for the
management of the Shireds surveillance od
protection of privacy interests of individual members, the Shire of Boyup Brook council
members, staff and members of public from invasive monitoring.

The Chief Executive Officer will ensure that all employees involved in recording, observation
and capture of images are informed, through training or through other means, of their
responsibility to act in an ethical and lawful manner as per the relevant legislation.

If evidence is provided that an individual or individuals are using the system inappropriately,
the Shire will take appropriate action to cease or minimize reoccurrence. Inappropriate use
of the surveillance cameras wil|l be consi
will be dealt with accordingly.
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POLICY NO. A.19

POLICY SUBJECT Surveillance Cameras
ADOPTION DATE 21 February 2013

LAST REVIEW DATE 18 June 2020
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Policy A.20
Equal Employment Opportunity and Diversity Management
Planning

Preamble

The responsibility for good governance and the allocation of resources and determination
of policies rests with Council. Proper policies and procedures provide for the smooth
running of the organisation, whilst providing for the stewardship function of resources under
the control of the local government.
TheLocal Government Act 1998he Act) identifies the role of Council to include:

2.7Role of council

(2) € the coiuncil i's to
(@) oversee the allocation of the log@glo ver nment 6s € resources,; ar
(b) determine the | ocal governmentds policies.
With Council s role focused on the broader go

Officer has substantial operational responsibility to ensure employee relations matters are
handled effectively and efficiently.

The State Equal Opportunity Act 1984, Criminal Code (Chapter XI) and Spent Convictions
Act 1988 legislation and Commonwealth Human Rights and Equal Opportunity Commission
Act 1986, Racial Discrimination Act 1975, Sex Discrimination Act 1984, Disability
Discrimination Act 1992, Age Discrimination Act 2004, Fair Work Act 2009, Gender Equality
Act 2012, render workplace discrimination and harassment (and other circumstances)
unlawful on the following grounds:

R a c eial wilificatiom

Col our

National or ethnic origin

Gender

Sexual orientation

Ment al status
Religious or poli
Physical and/ or i
Age

Marital status
Pregnancy and/ or potenti al pregnancy
Fami | gbilitege s pon

Disability

Spent convictions

Sexual Hi story

Under the State Equal Opportunity Act 1984 (and its subsequent amendments), it is the
responsibility of Local Government to prepare and implement an equal employment
opportunity management plan in order to achieve the objects of the Act. The legislation
prescribes (Part IX 1 Division 3) that each management plan includes certain provisions,
which detail the following:

ction

tical convi
ntell ectual I mpair ment

Too Joo Joo Too Too oo Too oo oo oo oo oo oo To To

A Policies and programs to achieve the obj
A The meoanmumicatiniy these policies and programmes to employees;
A The means of collecting and recording ap

A - The review of human resource practices v
techniques, selection criteria, training and staff development programmes, promotion

and transfer policies and patterns, and conditions of service) with a view to the
identification to any discriminatory practices;
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A Goals and targets against which the succ
the objects of the Act can be assessed,;

A A means of revising and amending the man
A The appointment of people within the Co
management plan.

Objective

The purpose of this policy is to provide a strategic focus to maximise human resource

potential and enhance productivity to meet core business goals. The specific objectives are:

A To maximise the potenti al of all councillor
meet its core business goals.

A To maintain satisfactory staff mor al e and
matteroés employment rel ated.

A To ensure that all Counci | wor kpl aces are
and harassment.

A To ensur e teboarte palities and practices give all staff (or those seeking

empl oyment with the Council) a Afair goo and
fairness and natural justice.

A To ensure staff have access to relevant tra
AThat the Council promotes a workplace culture that displays fair workplace practices and
behaviours.

Statement

The Shire of Boyup Brook is committed to and promotes the principle of equal opportunity

for all staff and those seeking employment with the Shire. The Council accepts that it has a
responsibility to create an environment free from discrimination and harassment. In
achieving this objective, the Shire will continue to develop policies, practices and guidelines
consistent with the principles of equity, fair play and ethical conduct. Diversity management
strategies demonstrate the Council dés commitm
discrimination and equal opportunity.

In order to assure that the Equal Opportunity and Diversity Management Planning is
effectively implemented, the following roles and responsibilities apply:

Council:
A Sets overall policy directing Council in terms of diversity management.
A Compliance with legislative requirements relating to EEO and anti-
discrimination legislation.
A Formation of community feedback mechanisms such as the Disability Access

and Inclusion Plan.

Chief Executive Officer:

A Ensures that Diversity Management and EEO policies and procedures are
communicated, embedded and adhered to throughout the organisation.

A Ensures that EEO and diversity outcomes are included in business planning.

A Supports and signs the Equal Employment Opportunity Plan and ensures that
relevant policies and achievements are communicated to all staff under CEO
endorsement.

A Sets measurable EEO and diversity accountabilities for Directors and

evaluates progress at regular executive meetings.

Review Plan
This policy is to be reviewed every four years, review by date September 2020.
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POLICY NO. A.20

POLICY SUBJECT Equal Employment Opportunity and Diversity
Management Planning

ADOPTION DATE 15 September 2016

LAST REVIEW DATE 18 June 2020
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Policy A.21
Staff Establishment Levels

Preamble

Section 5.2 of the Local Government Act 1995, puts the onus on Council to ensure there is
an appropriate structure in place for administering the local government, as follows:

5.2 Administration of local governments

The council of a local government 1s to ensure that there 1s an
appropriate structure for admimstering the local government.

Rationale

To ensure that adequate resources are available to undertake the day-to-day tasks of the
Shire in an efficient manner.

The proposed staff establishment policy aims to fulfil a number of functions as follows:
1. It will ensure a transparent approach to:
(@)  structuring the organisation into a hierarchy appropriate for the day-
to-day management of the business of the shire; and
(b)  ancillary staff recruitment.

2. It will ensure that staffing levels are adequately funded through the
budgetary process.

Policy

Responsibility of the Council
To ensure that adequate resources are available for the shire to undertake its day-to-day
tasks.

Responsibility of the CEO

To ensure that the day-to-day tasks of the shire are undertaken in an efficient manner.
To report staff establishment levels to Council annually as part of the budgetary process.
To ensure proposed ancillary staff recruitments are reported to Council prior to the staff
being engaged.

POLICY NO. A2l

POLICY SUBJECT Staff Establishment Levels
ADOPTION DATE 18 April 2019

LAST REVIEW DATE 18 June 2020
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Policy A.22
Recruitment and Selection

OBJECTIVES:

Ensure the process for recruitment and selection is based upon the principles of merit, equal
employment opportunity and confidentiality. Council is committed to ensuring recruitment
and selection of prospective employees is in accordance with relevant employment
legislation.

Council is committed to an effective and professional method of selecting employees that
is consistent with its organisational values.

POLICY STATEMENT/S:

Council 6s aim is to attract, select, empl oy,
to Council 6és culture and values.

All recruitment and selection will be made using merit, confidentiality, and equal
employment principles. A fair, equitable, consistent, and transparent recruitment process
will be undertaken to appoint all employees of the Shire.

Definitions

Recruitment refers to the process commencing with the decision to recruit an individual
already employed by the Shire who may have the appropriate skillset and knowledge
through to attracting and seeking a pool of applications e.g. by a way of advertisement.

Selection process involves choosing from the pool or available applicants resulting in the
selection of an individual who is most likely to perform successfully in the job.

1. POLICY

1.1 Recruitment and Selection Principles

The following are the Shiredéds recruitment and
1 Merit

The Shire ensures the best applicant is appointed to a vacant position based on merit.

The selection panel use several selection techniques to determine the best suited
applicant for the role, comparing each &applic
The selection panel will assess each applican
requirements and the requirements of the vacant position.

1 Equal Employment Opportunity

The Shire is an equal employment opportunity employer and is committed to ensuring all

applicants are not discriminated against and are treated in a manner consistent with

Council 6s Equal Empl oyment Opportunity Policy

1 Confidentiality

Selection panel members must ensure all information gathered throughout the recruitment
and selection process remains private and confidential. Selection panels are not to share
details regarding applicants, their assessments/scoring or any interview notes taken
during the interview process.
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The panel may disclose applicant details to the manager of the vacant position to aid in
the decision making and approval process. The manager is also required to keep
applicant and recruitment details confidential. The appointment of employees must be
made based on the individual capacity of the person having regard to the knowledge,
skills, qualifications, experience and potential for future development of that person in their
employment.

1.2 Advertising Practices

Council is committed to fostering a process of developing and promoting within the

organisation, where possible to give employees every opportunity to advance and develop

to their full potential. However, where it is assessed that the skill level or suitable

candidate may not be available in the Shireos
both internally and externally simultaneously.

1.3 Conflict of Interest

A conflict of interest may arise where a selection panel member has either a social or
personal connection with an applicant and/or a perception may exist that the conflict of
interest may impact the recruitment decision making process.

If a selection panel member believes a conflict of interest exists or may exist, the panel
member must notify the other members of the selection panel immediately including
informing them of their potential/perceived conflict. If a panel member is unsure if a
potential/perceived conflict of interest exists, the panel member must discuss the
individual situation with their supervisor and the Chief Executive Officer prior to
commencing the recruitment process. If a potential/perceived conflict of interest has been
raised, the panel member must not progress with the recruitment process until a decision
has been made and they have been notified by the Chief Executive Officer.

1.4 Approval to Appoint
In accordance with the Local Government Act 2009, The Chief Executive Officer is the
only person who can appoint local government employees.

RELATED DOCUMENTS AND LEGISLATION
Anti-Discrimination Act 1991

Age Discrimination Act 2004 (Commonwealth)
Australian Human Rights Commission Act 1986 (Commonwealth)
Disability Discrimination Act 1992 (Commonwealth)
Information Privacy Act 2009

Local Government Act 2009

Local Government Regulation 2012

Racial Discrimination Act 1975 (Commonwealth)

Right to Information Act 2009

Sex Discrimination Act 1984(Commonwealth)
Workplace Gender Equality Act 2012 (Commonwealth)
Code of Conduct

Equal Employment Opportunity

Industrial Instruments

Recruitment and Selection Procedure

= =4 =8 -4 N
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POLICY SUBJECT Recruitment and Selection
ADOPTION DATE 27 August 2020

REVIEW DATE
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Section 2
BUILDING

45



Policy B.01
Building Permit Fees

Objective
To determine procedures for the calculation and payment of building permit application fees.

Statement
Building Value
It is the Councilds policy that Building Lice

determine the estimated value of the proposed construction in accordance with schedule 2 of
the Building Regulations 2012, for the purpose of setting Building Permit fees. The Shireb s
Building Surveyor is empowered by the Building Regulations 2012, to estimate the value of
construction where the nominated value is considered unrealistic.

If an applicant does not agree with the estimated value which has been calculated, the
applicant may be required to submit such supporting evidence on construction value as
considered necessary by the Building Surveyor to enable a revision of the estimated value.

Fee Exemption

That the payment of building permit fees by sporting, charitable and other community groups
be waived for building works up to the construction value of $10,000 (plus GST).

Building constructions works exceeding $10,000 (plus GST) will only be considered for
exemption by the Council if the works are fully funded by the community group and/or the
Shire.

This policy does not apply to the levy required by the Builders Services Board (BSL), the
Construction Training Fund (CTF), sewage apparatus (septic tanks, leach drains etc)
applications or any other statutory fees and charges.

Refunds

That in all cases where a building project is abandoned, and a refund of building licence fee
is sought by the holder of the building permit: -

that 50% of the fees paid be reimbursed if the claim is made within 12 months of issue of
the building permit where no building work has commenced and;

That no refunds are payable after expiry of 12 months from date of issue of the permit, as
the permit is then void.

Duration and Extension to Permits

An extension of time or renewal of Building Permits is to be limited to 12 months per extension.

The fee payable on the renewal of a Building Permits is to be in proportion to the extent of the
building to be completed, e.qg.:

If 50% completed, then 50% of fee charged.
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If 75% completed, then 25% of fee charged.

POLICY NO.

B.01

POLICY SUBJECT

Building Permit Fees

ADOPTION DATE

17 June 2004

VARIATION DATE

21 December 2007

LAST REVIEW DATE

18 June 2020
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Policy B.02
Building Permits i Kerb Deposit

Objective

To provide a mechanism for the recovery of any likely damage to roads, kerbing or footpaths
as a result of building works.

Statement

It is the Council policy to require recipients of a building permit to lodge a bond to cover any
likely damage that may be causedto Shire6 s r oad s, kerbing and or fc
of construction. The bond is to be lodged prior to the issue of a building permit.

The Council will establish the amount of bond and include the same in its annual schedule
of fees and charges. The amount of the bond will be reviewed annually as part of the budget
process.

POLICY NO. B.02

POLICY SUBJECT Building Permits i Kerb Deposit
ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007

LAST REVIEW DATE 18 June 2020
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Policy B.03
Building Approvalsi Var i ati ons of

Objective
Todeterminer equi r ement where applicants request a

Statement

That applications for special approval for buildings which involve exemption or significant
variation from any provi si ons eduiret o providleRvith c o d e
the application proof that affected neighbours have been notified in writing of the intentions
of the applicant, and that they may lodge objections to the proposal with the Council.

POLICY NO. B.03

POLICY SUBJECT Building Approvalsi Vari ati ons of i
ADOPTION DATE 17 June 2004

LAST REVIEW DATE 18 June 2020
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Policy B.04
Building Stormwater Drainage

Objective
To clarify the requirements for the disposal of stormwater.

Statement

Every owner of a building whether on residential, commercial, industrial, special rural or
rural zoned land is responsible for ensuring that adequate guttering and down pipes are
provided to carry the stormwater from an "average" rain storm, and dispose of the storm
water away from the foundations of all buildings on the property, or adjoining properties
preferably onto a road way (with approval from the Manager of Works and Services) then
flow through the road stormwater/drain water drainage system.

Policy W13 #fAConnection of Private Landhol der
Drainage Systemo is to be read in conjunction
POLICY NO. B.04

POLICY SUBJECT Building Stormwater Drainage

ADOPTION DATE 17 June 2004

VARIATION DATE 16 May 2013

LAST REVIEW DATE 18 June 2020
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Policy B.05
Building with Bush Timber

Objective
To determine requirements for the use of bush timber for external uprights on buildings.

Statement

Should a building application be submitted for a dwelling whereby the applicant wishes to
utilise 6bush timberd for any external upri gh
with the following :-

1. Timber may only be selected from the following:
- White Gum (Wandoo)
- Jarrah
- Karri
2. Alltimber upon erection is to have no more than 0.5 degree variance from the straight
perpendicular which is equivalent to 20 mm distance from the perpendicular at 2400
mm above ground level.
3. All timber is to be of uniform size and length.
4. All bark shall be removed, and branches shall be cut off at the main trunk to render
a smooth surface.
5. Timber shall be sealed to render a finished surface which is impervious (to water).

POLICY NO. B.05

POLICY SUBJECT Building with Bush Timber
ADOPTION DATE 17 June 2004

LAST REVIEW DATE 18 June 2020
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Policy B.06
Building Application i Land without Legal Access

Objective
To ensure applicants are informed of land which has no legal access.

Statement

Should the Building Surveyor become aware of legal access not being provided to a
property, the applicant shall be advised in writing that:-

1. As far as the Council is aware no legal access to the land exists;

2. He/she should seek legal opinion on the position regarding access to the land, prior
to the commencement of building operations;

3. Be advised that the Shire is under no obligation to provide legal access to the land at
present or any time in the future.

POLICY NO. B.06

POLICY SUBJECT Building Application 1 Land without Legal Access
ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007

LAST REVIEW DATE 18 June 2020

52



Policy B.07
Sub-Standard Buildings

Objective
To provide guidelines where a building is determined as sub-standard.

Statement

Should a sub-standard dwelling or other buildings on any location or lot throughout the Shire
become known to the Shire Officers then an appropriate order subject to the provisions of
the Health Act and/Building Act 2012 be prepared and served on the owners of the
properties concerned.

In the case of there being more than one dwelling on any location, the matter is to be referred
to the Council for consideration.

The maximum time frame allowed for completion of all works required by the notice shall be
as follows:-

Where only building additions or alterations are required, which the Building Surveyor
determines that a building permit is not required and the majority of required works involved
the provision of toilet and ablution facilities, then all works to be completed within one year.

Where substantial building alterations, or complete rebuilding together with the provision of
toilet and ablution facilities is required the following is to apply:-

a) Appropriate plans and specifications shall be submitted to the Shire and a
building permit obtained within three months.

b) Works are to be substantially commenced within one year.

C) All works to be completed within a period of two years of issue of the original

notice.
POLICY NO. B.07
POLICY SUBJECT Sub-Standard Buildings
ADOPTION DATE 17 June 2004
VARIATION DATE 21 December 2007
LAST REVIEW DATE 18 June 2020
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Policy B.08
Resited Transportable Residences

Objective
To determine requirements relating to resited/transportable residences.

Statement

Relocated houses may not be brought into the shire until a building permit is issued.

The re-erection of a second-hand building that has been removed and transported from
another site or from another location on the same site shall be regarded as being the
erection of a new building. A demolition permit shall be obtained from the local government
in which the building is located prior to removal.

Houses clad with asbestos cement sheeting will be permitted, provided the cladding is
undamaged and the relocation complies with the Health (Asbestos) Regulations, 2012,
specifically:

1. That part of the building built wholly or partly with asbestos cement sheet is
not substantially dismantled.
2. A person shall not cut or deliberately break asbestos cement sheet for the

purpose, or in the course of moving a dwelling/house built wholly or partly with
asbestos cement sheet. (See note 2 - Conditions).

A building application will comply with clause 5.17 of Town Planning Scheme No 2 and
clause 1.7 of the Residential Planning Codes.

The visual amenity of the building shall be brought up to the required standard within three
(3) months of being placed on the lot.

The application shall include:-

1. STRUCTURAL ENGINEER'S REPORT: The dwelling is to be inspected by a
practising Structural Engineer who is to issue a full report, stating that the
proposed dwelling is in a sound structural condition and can be transported
and relocated on a stump floor system. The report must also detail any defects
in relation to cladding, roofing, etc and repairs necessary to bring the house
up to the required standard.

PHOTOGRAPHS of each elevation.
BUILDING PLANS of the dwelling as per the Building Regulations, 2012.
SEPTIC TANK application form and plans.

The BUILDING Permit FEE and bond (cash or bank guarantee) must be paid
prior to the issuing of a building permit. The Chief Executive Officer is
authorised to make progressive refunds (a maximum of 2 refunds) of the bond
as the required works are finished.

o bk~ 0N

NOTE: Relocation into the Shire prior to the permit fee and bond being paid may result in
prosecution and the offender will be required to remove the house and relocate it outside
the Shire boundary.
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CONDITIONS

1. Stumps may be of timber, steel or concrete. All timber stumps and sole plates to be
of new jarrah or other hardwood approved by the Building Surveyor. No second-
hand wood stumps or sole plates to be used.

2. All damaged sections of external wall cladding, and roof sheeting shall be replaced
with new material to match existing.

3. If more than 10% of roofing sheets, gutters, ridge caps or flashings are affected by
rust then those sheets or materials must be replaced with new roofing materials to
match existing.

4. Any damaged or rusted gutters or downpipes are to be replaced with new materials
to match existing.

5. Any damaged tiles to be replaced with new tiles of the same colour and design as
the existing tiles.

6. Al l external items (architraves, fasci
new material where necessary due to damage incurred in transit, splitting, rot or other
reason, to match existing.

7. All windows and openings are to comply with the Building Code of Australia. All
broken glass in the dwelling is to be replaced, all windows and doors to open freely
and locks and catches are to be easily operable.

8. The dwelling to give an aesthetically pleasing and professionally finished
appearance.

9 The building is not to be occupied prior to final inspection by the Building Surveyor.

10. The Shire at all times reserves the right to revoke the above building permit and
require the building to be removed from the site, in the circumstances where damage
sustained by the dwelling during sectioning, transport or re-erection renders the
building to be, in the opinion of the Shire, of an unacceptable standard for relocation
to the site.

11. Cement tiled roofs shall be replaced with new material being either clay tiles,
zincalume or colourbond sheeting.

12.  Clay tiled roofs shall be cleaned to the satisfaction of the Building Surveyor.

13. Applicants are encouraged to erect verandahs over all external doors and a full length
patio, a minimum of 2.4 metres wide, to the rear of the building. Materials shall be
new.

14.  Other conditions may be imposed as the Shire sees fit.

POLICY NO. B.08

POLICY SUBJECT Resited Transportable Residences
ADOPTION DATE 17 June 2004

LAST REVIEW DATE 18 June 2020
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Policy B.09
Buildings i Set out by Licensed Surveyor

Objective
To ensure that specified buildings are correctly sited.

Statement

It is Council's policy that the following condition be imposed on all building permits issued for
all developments excluding single residential buildings, outbuildings, etc. That is, the
condition is to be imposed on duplexes, group residential, commercial, industrial and the like.

All buildings, excluding single residential buildings, outbuildings, etc, are to be set out by a
licensed surveyor. The set out is not to occur unless the boundaries of the lot have been re-
established by a licensed surveyor who confirms that the survey pegs determining the lot
boundaries are correctly positioned.

Prior to the construction of a residential building in a gazetted townsite, the set out is not to
occur unless the boundaries of the lot have been re-established by a licensed surveyor who
confirms that the survey pegs determining the lot boundaries are correctly positioned.

POLICY NO. B.09

POLICY SUBJECT Buildings 1 Set out by Licensed Surveyor
ADOPTION DATE 17 June 2004

LAST REVIEW DATE 18 June 2020
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Policy B.10
Building Materials Standards in Industrial and Light Industrial Areas

Objective

To determine the minimum standard of building materials relating to the development of

wor kshops and other associated outbuildings i
Statement

Il n order to maintain consistency in consider:]i
OLi ghgtrlinadlud zones for future planning applic:

with the following provisions.

The minimum standard of building materials to be used in the construction of roofs on
buildings, workshops and any associatedout bui | di ngs in the &6l ndust
zones shall be:-

1 corrugated iron
1 zincalume
9 colorbond

In relation to external walls, consideration will be given to the use of the following
materials subject to a planning application being forwarded to the Shire:-

1 Concrete
M Brick
1 Stone
1 Rammed earth
POLICY NO. B.10
POLICY SUBJECT Building Materials Standards in Industrial and
Light Industrial Areas
ADOPTION DATE 17 June 2004
VARIATION DATE 21 December 2007
LAST REVIEW DATE 18 June 2020
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Policy B.11
Wood Encouragement Policy

Objective
To ensure that wood is considered as a building material for all new Shire buildings and
encourage its use within the Shire.

The aim is to ensure that the use of wood is considered, not that its use be mandated as
economic and other factors may dictate the use of other materials.
Statement
It is Council policy that:
1 the use of wood will be considered for all new Shire buildings as part of the normal

process of planning, designing and construction.
71 the use of wood in all new buildings be encouraged

POLICY NO. B.11

POLICY SUBJECT Wood Encouragement Policy
ADOPTION DATE 16 December 2016

LAST REVIEW DATE 18 June 2020
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Section 3
FINANCE
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Policy F.01
Investments and Surplus Funds

Preamble

The Local Government Act prescribes that the role of Council includes:

2.7 Therole of the Council
(2)  Without limiting subsection (1), the council is to-
@ oversees the allocation of the | ocal
(b)  determine the local government policies.

Objective

To invest the | ocal government 6s surplus funda
favourable rate of interest available to it at the time, for that investment type, while ensuring
that its liquidity requirements are being met.

While exercising the power to invest, consideration is to be given in preservation of capital,
liquidity, and the return of investment.

Preservation of the real value of capital is the principal objective of the investment portfolio.
Investments are to be performed in a manner that seeks to ensure security and
safeguarding the investment portfolio. This includes managing credit and interest rate risk
within identified thresholds and parameters.

The investment portfolio will ensure there is sufficient liquidity to meet all reasonably
anticipated cash flow requirements, as and when they fall due, without incurring significant
costs due to the unanticipated sale of an investment.

The investment is expected to achieve a predetermined market average rate of return that
takes into account the Councilés risk toleran
will also consider the risk limitation and prudent investment principles.

Policy Scope

This policy applies to all funds invested by the Shire. It is to be noted that the type of
investments that the Shire has the power to invest in, is limited by prescriptive legislation
provisions as outlined in the Legislative Requirements section below:-

Legislative Requirements

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

Section 6.14(1) provides that o6Money hel d in

government that is not, for the time being, required by the local government for any other
purpose may be invested as trust funds (sic)
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Section 6.14(1) p
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that OA | ocal gov
i nvesting money on

es
ed to in subsecti

/\(D

rn
1)

Deleqgation of Authority

While authority for implementation of the Investment Policy is delegated by Council to the

CEO in accordance with the Local Government Act 1995, the CEO may in turn on-

delegatetheday-t oday management of Councilds I nvestm
Financial Officer subject to regular reviews.

Prudent Person Standard

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

Ethics and Conflicts of Interest

Officers shall refrain from personal activities that would conflict with the proper execution
and manage me n tinvestmenCportfatioc iTHis @dicy requires officers to
disclose any conflict of interest to the CEO.

Approved Investments

Wit hout referral to Counci |, i nvest ments are
guidelines and include:

State, Territory or Commonwealth Government Bonds;
Interest bearing deposits;

Bank accepted/endorsed bank bills; and

Bank negotiable Certificate of Deposits.

= =4 -4 4

For every investment event, officers will appraise at least 2 interest rate quotes i and
these quotesaretoincl ude any from ADI &6s | ocated in the

Prohibited Investments

Investing officers shall not:

a) Deposit with an institution except an authorised (deposit-taking) institution (ADI) as
defined by the Banking Act 1959 (Commonwealth) section 5;

b) Deposit for a fixed term of more than three years;

c) invest in bonds that are not guaranteed by the Commonwealth Government, or a
State or Territory;

d) Investin bonds with a term to maturity of more than 3 years;

e) Invest in foreign currency.

Further, this investment policy prohibits any investment carried out for speculative
purposes e.g. Principal only investments that provide potentially nil or negative cash flow.

Finally, this policy prohibits the use of leveraging (borrowing to invest) of an investment.

Risk Management Guidelines

Investments obtained are to comply with three key criteria relating to:

a) Portfolio Credit Framework: limit overall credit exposure of the portfolio
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b) Counterparty Credit Framework: limit exposure to individual

counterparties/institutions
c) Term to Maturity Framework: limits based upon maturity of securities.

a) Overall Portfolio Limits

To control the credit quality on the entire portfolio, the following credit framework limits
the percentage of the portfolio exposed to any particular credit rating category.

S&P i Long Term Rating

S&P i Short Term Rating

Direct Investment i Max %

Managed Funds i Max %

Al 1+

100%

100%

AAA
AA

AT 1l

100%

100%

BBB

A-2

85%

85%

If any of the local government investments are downgraded such that they no longer
fall within the investment policy, they will be divested as soon as practicable.

Investments fixed for greater than 12 months are to be approved by Council and
reviewed on a regular term and invested for no longer than 5 years.

b) Counterparty Credit Framework

Exposure to an individual counterparty/institution will be restricted by its credit
rating so that single entity exposure is limited, as detailed in the table below:

S&P i Long Term Rating S&P i Short Term Rating Direct Investment i Max % | Managed Funds i Max %
AAA AT 1+ 85% 85%
AA Al 1l 85% 85%
A A-2 15% 15%

Where an Australian authorised (deposit-taking) institution (ADI) has a branch or
agency located in the Boyup Brook townsite, an individual institution will be restricted by
its credit rating so that single entity exposure is limited, as detailed in the table below:

S&P i Long Term Rating S&P i Short Term Rating Direct Investment i Max % | Managed Funds i Max %
AAA Al 1+ 85% 85%
AA Al l 85% 85%
BBB A-2 85% 85%

c) Term to Maturity Framework

The investment portfolio is to be invested within the following maturity constraints:

Overall Portfolio Term to Maturity Limits

Portfolio % <1 year

100% Max; 40% Min

Portfolio %>1 year and <3 years

60%

Individual Portfolio Term to Maturity Limits

ADI

Up to 3 years

Non ADI (e.g. Bonds)

3 years

Measurements

The investment return for the portfolio is to be regularly reviewed by assessing the market
value of the portfolio. The market value is to be assessed by officers each month, and this
is to coincide with monthly financial reporting.
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Benchmarking

Performance benchmarks need to be established.

Investment Performance Benchmark

Cash Cash Rate

Enhanced/Direct Investments UBSWA Bank Bill

Diversified Funds CPI + appropriate margin over rolling 3
year periods (depending upon composition
of fund)

Investment Strateqy and Review

Due to the limited range of investments now available to Council, and the term to maturity
limits, the value of an investment strategy too, would be limited. Prior to investing in
Government Bonds, however, a strategy will be prepared and will run in conjunction with
the investment policy. The investment strategy will be reviewed with an independent
investment adviser every six months with a more formal review once a year.

The Strategy will outline:

f Council 6s cash fl ow expectations.

1 Optimal target allocation of investment types, credit rating exposure, and term to
maturity exposure and;

1T Appropriateness of overall investment

The Policy will be reviewed at least once every 2 years or as required in the event of
legislative changes.

POLICY NO. F.01

POLICY SUBJECT Investments and Surplus Funds

ADOPTION DATE 17 June 2004

VARIATION DATE 27 August 2015, 16 November 2017, 21 May 2020
POLICY REVIEWED 18 June 2020
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Policy F.02
Guidelines for Community Grants

Objective

The Council will provide the provision of financial assistance to promote and support

community-b a s e d

initiatives, whi ch meet t he Shi

the Community Grants Program.

Definitions

The following definitions apply to this policy:

Community Grant

Community
Donation

Community Grants
Program

Extraordinary
donation requests

Individual

Organisation

Sponsorship

Policy Statement:

The provision of a set amount of funds, $1,001 and over, for a single
year in order to achieve a specific, identified purpose, awarded through
the Community Grants Program.

The provision of a set amount of funds, $1,000 and under, for a single
year in order to achieve a specific, identified purpose, awarded through
the Community Grants Program.

An annual application based, contestable funding opportunity for
once off Community Donations and Grants.

Requests made to the CEO and Shire President in writing for cash or
in-kind support outside of the Community Grants Program. Requests
to hire Shire facilities such as the town hall or oval as well as Shire
plant and equipment are considered extraordinary donation requests.

A resident of the Shire of Boyup Brook.

An incorporated body under the Associations Incorporation Act 2015
or a recognised corporate body created by government with an
Australian Companies Number (ACN).

The provision of cash, ini kind support or subsidy to organisations or
individuals in return for specifically identified promotional opportunities
for the Shire. Sponsorship requests are made in writing to the CEO
and will be assessed on a case by case basis separate to the
Community Grants process.

1. Community Grants Program
This is an annual application based, contestable funding opportunity for a once off
contribution for a specific purpose.

The Community Grants Program opens in March each year and closes the last Friday of
April. The Humanities Committee reviews the submitted applications in May and the
recommendations go to Council for consideration during the adoption of the annual

budget.

Funding support will be on the basis of:
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9 specific and once off initiatives.
1 annual support for organisations for specific ongoing initiatives.
1 annual support to assist organisations to become self-sufficient.

Organisations are encouraged to seek funding from other sources and not just rely on
Shire funding support. Council may consider providing only a portion of the total funds
requested. Preference will be given to applications that leverage funds and demonstrate a
larger percentage of contribution.

2. Eligibility

T

Applicant organisations must be local community (including sporting) groups
that provide community benefit.

Funds may be used for construction, equipment, salaries, contract services,
operational expenses, marketing expenses, consumables and administration
expenses.

Only one application per year may be funded for any one organisation.

The funding is not to be used for direct profit or financial gain to the
organisation.

The proposal must support the mission statement, values and strategic direction
of the Shire.

Applications $1,000 and under must be made via letter, outlining the project,
community benefit and applicants contribution. Applications over $1,001 must
complete the application form and provide additional supporting information.
Only complete applications will be considered.

Applications must reach the Shire by 5pm on the final Friday in April. Late
applications will not be considered.

The applicant organisation must be able to demonstrate the capacity to manage
and be accountable for the funds and the project.

Grants will not be provided retrospectively (for a project that is already complete
or underway).

3. Funding Conditions

T

= =4 =4 A

Council will only allocate funds for identified purposes and with specific

expenditure estimates provided and will not provide block grants under any

circumstances.

Applicants shall agree that they do not represent the Shire in any capacity.

Council may require applicants to seek part funding from other sources.

The Shire of Boyup Brook will determine terms of payment.

All funded entities will be required to enter into a Funding Agreement with the

Shire of Boyup Brook which will detail specific conditions and terms relevant to

that project.

Funding must only be used for the purposes specified in the Funding Agreement.

Any change to the purpose of the funding cannot proceed without a formal

resolution from Council. The applicant will be required to make their request in

writing, this will be considered by Council and a determination made.

An acquittal of the project must be provided to the Shire 60 days after the project

has been completed and no later than 30 June in the financial year, of the
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successful grant. Failure to provide an acquittal will eliminate consideration of
future applications until such time as an acquittal is received.

1 Any funds that have not been spent and acquitted by the 30 June shall be
returned to the Shire of Boyup Brook.

1 Payments of grant funding may be suspended at any time if, in the opinion of
Council, any of the conditions of the funding agreement, or satisfactory progress,
has not been achieved.

1 The applicant is responsible for applying for all relevant permissions and licences
associated with the project. If the project involves Shire property the applicant
must also complete the relevant hire processes and/or obtain written permission
from the Shire and abide by all associated lease conditions.

1 All grant and donation recipients are bound by the Shire of Boyup Brook
Employee Code of Conduct.

1 Applicants are able to use the Shire's logo with permission and must acknowledge
Shireds support in its advertising, pr omc
the funded project.

4. Assessment of Applications

A Committee comprising of Councillor representation will assess all of the eligible
applications. This Committee will then make recommendations to Council in accordance
with the following assessment criteria:

1. The Committee will assess each application received in the Community Grants
process on its merit, and determine the value of the application in relation to whole
of community benefit.

2. Applications which demonstrate a cash contribution (not just in-kind) from the
organisation will be assessed as having higher merit than applications solely reliant
upon grant funding.

3. Applications which demonstrate a strong ability to assist Council deliver strategic
objectives and actions (as identified in the Strategic Community Plan) will generally
be assessed as having higher merit than applications that do not.

4. The Committee will consider funding projects which do not have direct links to
Council's strategic objectives based on the applicant's ability to explain how the
project will benefit the community and why they believe their project should be
funded.

Council will make the final decision and include these grant allocations in the Annual Budget.
Successful applicants will be notified during September after the adoption of the budget.
Decisions regarding funding applications are final and will not be reconsidered during the
financial year in which the application was made.

5. Extraordinary Requests

The Chief Executive Officer may in consultation with the Shire President approve combined
extraordinary requests of up to $1,000 cash or in-kind (excluding administrative support eg.
photocopying), to local community groups throughout the year when requested.

Annual Budgets shall include $1,000 per year inclusive of cash and in-kind for this purpose.
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Extraordinary in-kind support may be carried out during normal working hours where there
is no impact on work programs.

Extraordinary requests are once off requests for waiving hall or outdoor space hire fees,
hiring shire equipment or asking for additional support outside of the Community Grants
Program timeframe.

The process to apply for an extraordinary request:
1. Applicant applies in writing to the CEO and Shire President, outlining the request,
community benefit, total cost and any other relevant details.

2. The CEO and Shire President set the conditions and approve the request in writing.

3. The applicant agrees to the conditions and completes either a Hire Form or
Miscellaneous Hire Agreement and pays any associated bond or fees.

4. The applicant abides by the conditions of agreement and completes the project.

Alternatively, the CEO shall put to Council requests received throughout the year and
outside of the Community Grants process.

Responsibility of Council:

1. Funding Allocations

Council will set aside an amount of up to 2% of budgeted rate revenue as set out in the
Rate Revenue Note (usually Note *) in the Annual Budget for the Community Grants
Program. Council may reserve any of this amount not distributed, in the year it was set
aside, to fund future requests.

Council will not normally fund annual Community Grant and donation requests in excess
of 2% of budgeted rate revenue.

2. Funding Categories

Council will determine an annual funding allocation within the following categories:
1 Community Donation ($1,000 and under)
1 Community Grant ($1,001 and over)

Extraordinary donation

Responsibility of the CEO

1 Extraordinary requests, either they be cash or in-kind use of facilities or plant, or in-
kind provision of materials or labour, are to be recorded separately in the shire's
chart of accounts (COA);

1 Information about each extraordinary in-kind request recorded in the shire's COA
shall include: the beneficiary of the in-kind request; a brief scope of the works or
benefit; and the total cost of the benefit.

1 An Extraordinary Requests Register (the Register) be kept covering the period 01
July to 30 June of a financial year, and shall include the information itemised in dot
points 1 and 2 above; and

1 the Register shall be made available to the Committee prior to the next year's
budget deliberations.
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Policy F.03
Purchasing Policy

Preamble

The Local Government Act 1995 (the Act) prescribes that the role of Council includes:

2.8 Role of council
(2) Without limiting subsection (1), the councilisto i

(c) oversee the allocation of
finances and resources; and
(d) determine the | polices. gover nm

3.57 Tenders for providing goods or services
(1) A local government is required to invite tenders before it enters into a
contract of a prescribed kind under which another person is to supply goods
or services.

Objectives

1  To ensure compliance with the Act and the Local Government (Functions and
General) Regulations 1996 (as amended in March 2007).

1 To deliver a best practice approach, and internal procedures when purchasing
for the Shire of Boyup Brook (the Shire).

1 To ensure all purchasing activities that integrates consistently across all of the
Shir eds operational areas.

The Shire of Boyup Brook is committed to establishing efficient, effective, economical and
sustainable procedures in all purchasing activities. This policy will:

1 provide the Shire with effective processes for purchasing goods and services;

1 ensure that purchasing transactions are carried out in a fair and equitable
manner,;

1 strengthen integrity and confidence in

1 ensure that the Shire receives value for money in its purchasing;

1  ensure that the Shire considers both the: staff and community health and
safety; and environmental impacts of the procurement process across the life
cycle of goods and services;

1 ensure the Shire is compliant with all regulatory obligations;

1 promote effective governance and definition of roles and responsibilities; and

1 uphol d respect from the publ i c and i n
practices which withstand probity.

Policy

Where the value of procurement (excluding GST) for the value of the contract over the full
contract period* (including options to extend) is, or is expected to be:-
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* The Acontract periodo can wedn nfea @ree i ofdfo.

Amount of Purchase  Model Policy

Up to $5,000 Quotations not required.

$5,001 - $39,999 By r ef er en c ePrdfeared BiphlyGArtls
or obtain at least two written quotations.

$40,000 - $150,000 By r ef er en c ePrdfeared BiphlyGArtls
or obtain at least three written quotations containing
price and specification of goods and services (with
procurement decision based on all value for money
considerations).

More than $150,000 By reference to WApyarels
or Conduct a public tender process.

Where it is considered beneficial, tenders may be called in lieu of seeking quotations for
purchases at, or under the $150,000 threshold (excluding GST). If a decision is made to
seek public tenders for Contracts of $150,000 or less, a Request for Tender process that
entails all the procedures for tendering outlined in this policy must be followed.

Process

16.1

1.6.2

Up to $5,000

Where the value of procurement of goods or services does not exceed $5,000,
quotations will not be required. However it is recommended to use professional
discretion and occasionally undertake market testing with a greater number or more
formal forms of quotation to ensure best value is maintained.

This purchasing method is suitable where the purchase is relatively small and low
risk.

$5,001 to $39,999
This category is for the procurement of goods or services where the value of such
procurement ranges between $5,001 and $39,999.

P

I f not accessing WALGAOGs Preferred Supply

are required. Where this is not practical, e.g. due to limited suppliers, it must be
noted through records relating to the process.

The general principles for obtaining written quotations are:

1 An appropriately detailed specification should communicate the

requirement(s) in a clear, concise and logical fashion.

The request for written quotation should include as a minimum:

Written Specification

Selection Criteria to be applied

Price Schedule

Conditions of responding

Validity period of offer

Invitations to quote should be issued simultaneously to ensure that all parties

receive an equal opportunity to respond.

1 Offer to all prospective suppliers at the same time any new information that is
likely to change the requirements.

E
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1.6.3

1 Responses should be assessed for compliance, then against the selection
criteria, and then value for money and all evaluations documented.

1 Respondents should be advised in writing as soon as possible after the final
determination is made and approved.

The responsible officer is expected to demonstrate due diligence seeking quotes and
to comply with the any record keeping and audit requirements.

Record keeping requirements must be maintained in accordance with record keeping
policies.

$40,000 to $150,000

For the procurement of goods or services where the value exceeds $40,000 but is
lessthan $99,999-i f not accessing WALPERIS,dis requied
to obtain at least three written quotations containing price and a sufficient amount of
information relating to the specification of goods and services being purchased.

The Local Government Purchasing and Tender Guide has a series of forms including
a Request for Quotation Template which can assist with recording details. Record
keeping requirements must be maintained in accordance with record keeping
policies.

For this procurement range, the selection should not be based on price alone, and it
is strongly recommended to consider some of the qualitative factors such as quality,
stock availability, accreditation, time for completion or delivery, warranty conditions,
technol ogy, mai ntenance r e uty,mpreuwoesnraesant
experience and any other relevant factors as part of the assessment of the quote.

Process Cntd i Regulatory Compliance

1.7.1

1.7.2

Tender Exemption
In the following instances public tenders or quotation procedures are not required
(regardless of the value of expenditure):

An emergency situation as defined by the Local Government Act 1995;

The purchase is under a contract of WALGA (Preferred Supplier
Arrangements), Department of Treasury and Finance (permitted Common
Use Arrangements), Regional Council, or another Local Government;

The purchase is under auction which has been authorised by Council;

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

1  Any of the other exclusions under Regulation 11 of the Functions and General
Regulations apply.

T
T
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Sole Source of Supply (Monopoly Suppliers)
The procurement of goods and/or services available from only one private sector
source of supply, (i.e. manufacturer, supplier or agency) is permitted without the need
to call competitive quotations provided that there must genuinely be only one source
of supply. Every endeavour to find alternative sources must be made. Written
confirmation of this must be kept on file for later audit.

Note: The application of provision "sole source of supply” should only occur
in limited cases and procurement experience indicates that generally more
than one supplier is able to provide the requirements.
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1.7.3

1.7.4

1.7.5

1.7.6

Anti-Avoidance

The Shire shall not enter two or more contracts of a similar nature for the
purpose of splitting the value of the contracts to take the value of consideration
below the level of more than $150,000, thereby avoiding the need to publicly
tender.

Tender Criteria
The Shire shall, before tenders are publicly invited, determine in writing the
criteria for deciding which tender should be accepted.

The evaluation panel shall be established prior to the advertising of a tender
and include a mix of skills and experience relevant to the nature of the
purchase.

For Requests with a total estimated (Ex GST) price of:

1 above $150,000, the panel must contain a minimum of 2 members.

Advertising Tenders

Tenders are to be advertised in a
Australiando newspaper, Local Gover
Wednesday or Saturday.

The tender must remain open for at least 14 days after the date the tender is
advertised. Care must be taken to ensure that 14 full days are provided as a
minimum.

The notice must include;

a brief description of the goods or services required;
information as to where and how tenders may be submitted;
the date and time after which tenders cannot be submitted,;
particulars identifying a person from who more detailed information as
to tendering may be obtained;
detailed information shall include;
- such information as the Shire decides should be disclosed to
those interested in submitting a tender;
- where detailed specifications of the goods or services required
can be obtained,;
- where the criteria for deciding which tender should be accepted
can be obtained,;
- whether or not the Shire has decided to submit a tender; and
- whether or not tenders can be submitted by facsimile or other
electronic means, and if so, how tenders may so be submitted.

rwnE

o

Issuing Tender Documentation

Tenders will not be made available (counter, malil, internet, referral, or other
means) without a process to ensure the recording of details of all parties who
acquire the documentation.

This is essential as if clarifications, addendums or further communication is
required prior to the close of tenders, all potential tenderers must have equal
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1.7.7

1.7.8

1.7.9

1.7.10

1.7.11

1.7.12

access to this information in order for the Shire not to compromise its Duty to
be Fair.

Tender Deadline
A tender that is not received in full in the required format by the advertised
Tender Deadline shall be rejected.

Opening of Tenders
No tenders are to be removed from the tender box, or opened (read or
evaluated) prior to the Tender Deadline.

Tenders are to be opened in the presence of the Chief Executive Of f i
delegated nominee and preferably at least one other Shire Officer. The details
of all tenders received and opened shall be recorded in the Tenders Register.

Tenders are to be opened in accordance with the advertised time and place.
There is no obligation to disclose or record tendered prices at the tender
opening, and price information should be regarded as commercial-in-
confidence to the Shire. Members of the public are entitled to be present.

The Tender er 6 s Ssliefiueerand btber appropriate pages from
each tender shall be date stamped and initialled by at least two Shire Officers
present at the opening of tenders.

No Tenders Received
Where the Shire has invited tenders, however no compliant submissions were
received, direct purchases can be arranged on the basis of the following:

a sufficient number of quotations are obtained,;

the process follows the guidelines for seeking quotations between $40,000
& $99,999 (listed above);

the specification for goods and/or services remains unchanged;
purchasing is arranged within 6 months of the closing date of the lapsed
tender.

T
T
T
T

Tender Evaluation

Tenders that have not been rejected shall be assessed by the Shire by means
of a written evaluation against the pre-determined criteria. The tender
evaluation panel shall assess each tender that has not been rejected to
determine which tender is most advantageous.

Addendum to Tender

If, after the tender has been publicly advertised, any changes, variations or
adjustments to the tender document and/or the conditions of tender are
required, the Shire may vary the initial information by taking reasonable steps
to give each person who has sought copies of the tender documents notice of
the variation.

Minor Variation

If after the tender has been publicly advertised and a successful tenderer has
been chosen but before the Shire and tenderer have entered into a Contract,
a minor variation may be made by the Shire.
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1.7.13

1.7.14

A minor variation will not alter the nature of the goods and/or services
procured, nor will it materially alter the specification or structure provided for
by the initial tender.

Notification of Outcome
Each tenderer shall be notified of the outcome of the tender following Council
resolution. Notification shall include:

9 The name of the successful tenderer
1 The total value of consideration of the winning offer

The details and total value of consideration for the winning offer must also be
entered into the Tenders Register at the conclusion of the tender process.

Records Management
All records associated with the tender process or a direct purchase process
must be recorded and retained. For a tender process this includes:

1 Tender documentation;
1 Internal documentation;

1 Evaluation documentation;

1 Enquiry and response documentation;
1 Notification and award documentation.

For a direct purchasing process this includes:

1 Quotation documentation;
1 Internal documentation;
1 Order forms and requisitions.

Record retention shall be in accordance with the minimum requirements of the
State Records Act, and the Shireos

Process Cntd i Ethics & Inteqrity

All officers and employees of the Shire of Boyup Brook shall observe the highest standards
of ethics and integrity in undertaking purchasing activity and act in an honest and
professional manner that supports the standing of the Shire.

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

all parties:
1

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

all purchasing practices shall comply with relevant legislation, regulations, and
requirements consistent with the Shire policies and code of conduct;
purchasing is to be undertaken on a competitive basis in which all potential
suppliers are treated impartially, honestly and consistently;

all processes, evaluations and decisions shall be transparent, free from bias
and fully documented in accordance with applicable policies and audit
requirements;
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1 any actual or perceived conflicts of interest are to be identified, disclosed and
appropriately managed; and

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

Process Cntd i Value for Money

Value for money is an overarching principle governing purchasing that allows the best
possible outcome to be achieved for the Shire. It is important to note that compliance with
the specification is more important than obtaining the lowest price, particularly taking into
account user requirements, quality standards, sustainability, life cycle costing, and service
benchmarks.

An assessment of the best value for money outcome for any purchasing should consider:

1 all relevant whole-of-life costs and benefits whole of life cycle costs (for goods)
and whole of contract life costs (for services) including transaction costs
associated with acquisition, delivery, distribution, as well as other costs such
as but not limited to holding costs, consumables, deployment, maintenance
and disposal.

1  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;

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

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

1 The Shire of Boyup Brook Local Purchasing Preference (below), and Sale of
Goods and Services Policy (Copy attached as Addendum 1).

Where a higher priced conforming offer is recommended, there should be clear and
demonstrable benefits over and above the lowest total priced, conforming offer.

Process Cntd I_Sustainable Procurement

Sustainable Procurement is defined as the procurement of goods and services that have
fewer adverse environmental, occupational and social impacts than competing products
and services.

The Shire is committed to sustainable procurement and where appropriate shall endeavour
to design quotations and tenders so as to focus toward goods, services and/or processes
that minimise environmental and adverse occupational (as per the Shire of Boyup Brook
OSH Ma n Buacha8isg and Hire Guidance Note) and social impacts. Sustainable
considerations must be balanced against value for money outcomes in accordance with the
Shireéds sustainability objectives.

Practically, sustainable procurement means the Shire shall endeavour at all times to identify
and procure products and services that:

1 Have been determined as necessary;
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1 Demonstrate environmental best practice in energy efficiency /and or consumption
which can be demonstrated through suitable rating systems and eco-labelling.

1 Demonstrate environmental best practice in water efficiency.

1 Are environmentally sound in manufacture, use, and disposal with a specific
preference for products made using the minimum amount of raw materials from a
sustainable resource, that are free of toxic or polluting materials and that consume
minimal energy during the production stage;

1 Products that can be refurbished, reused, recycled or reclaimed shall be given
priority, and those that are designed for ease of recycling, re-manufacture or
otherwise to minimise waste.

1 For motor vehicles i the most suitable vehicle for the proposed use having regards
for fuel efficiency, vehicle type and within the designated price range;

1 For new buildings and refurbishments i where available use renewable energy and
technologies and their suitability on each occasion.

Head of Power
Local Government Act 1995, Sections 2.7(2)(a) & (b) and 3.57(1).

Review Plan

This policy is to be reviewed every four years, review by date April 2019.

POLICY NO. F.03

POLICY SUBJECT Purchasing Policy
ADOPTION DATE 15 March 2007

VARIATION DATE 27 August 2015, 16 June 2016
REVIEW DATE 18 June 2020
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Policy F.04
Authority to Make Payments

Preamble

The responsibility for good governance including proper control and operation of a local
government 6s affairs, the allocation of resol
Council. Proper policies and procedures provide for the smooth running of the organisation,

whilst providing for the stewardship function of the public moneys under the control of the

local government (Western Australian Local Government Accounting Manual).

The Local Government Act 1995 (the Act) identifies the role of Council to include:

2.9 Role of council
(2)  Without limiting subsection (1), the councilisto T

() oversee the allocation of the | oc
resources; and
) determine the | ocal governmentos p
With Councilds role focused on the broader g:¢

Chief Executive Officer (CEO) has substantial operational responsibility to ensure the
financial matters are handled effectively and efficiently (Western Australian Local
Government Accounting Manual).

The Act identifies the duties of the CEO to include:

6.5 Accounts and records
The CEO has a duty i
(a) to ensure that there are kept, in accordance with regulations,
proper accounts and records of the transactions and affairs of the
local government;

Further, the Local Government (Financial Management) Regulations 1996 (the Regulations)
require the local government to develop procedures for the authorization of, and payment
of accounts;

11. Payment of accounts
(1) A local government is to develop procedures for the authorization of,
and the payment of, accounts to ensure that there is effective security
for, and properly authorized use of 1
(&) cheques, credit cards, computer encryption devices and
passwords, purchasing cards and any other devices or methods
by which goods, services, money or other benefits may be
obtained; and

(b) petty cash systems.

(2) A local government is to develop procedures for the approval of
accounts to ensure that before payment of an account a determination
is made that the relevant debt was incurred by a person who was
properly authorized to do so.

Objective
To object of the Authority to Make Payments Policy is to minimise risk and ensure that
payments made by the local government accord with the Act and the Regulations.
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Statement
The CEO will make certain that appropriate systems and procedures are in place to ensure:

1 that approved accounts for payment were incurred by properly authorised persons;

1 goods or services to which each account relates were provided to a satisfactory
standard and/or condition;

T that the payment of the | ocal governmentds
authorised manner; and

1 payments are made in a manner which allows identification of the person(s) who
made the payment.

Payments made by cheque must be signed by two properly authorised signatories. In
instances where one of the signatories is not the Chief Executive Officer (or Acting CEO) or
Shire President (or Deputy Shire President), payments will not exceed $150,000.00
(including GST).

Payments made by electronic funds transfer (EFT) or BPay must be processed by any two
properly authorised Commbiz (the shireds Con
banking software) password holders. In instances where one of the password holders is

not the CEO (or Acting CEO) or Shire President (or Deputy Shire President), payments will

not exceed $200,000.00 (including GST).

Payments made by credit card must be authorised by the designated officer and usage will
accord wi t lsetofiCerposate Credit Eads Policy.

Review Plan

This policy is to be reviewed every four years, review by date being June 2020.

POLICY NO. F.04

POLICY SUBJECT Authority to Make Payments

ADOPTION DATE 16 October 2008, 16 April 2015

VARIATION DATE 27 August 2015, 16 June 2016

REVIEW DATES 16 October 2015, 20 April 2015, 16 June 2016, 18 June
2020
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Policy F.05
Use of Credit Card

Preamble

The Local Government Act 1995 (the Act) prescribes that the role of Council includes:

2.10 Role of council
(2) Without limiting subsection (1), the councilisto i
(9) oversee the allocation
finances and resources; and
(h) determine the localgove r nment 6 s po

The Act also prescribes that the CEO has a duty to keep records:

6.6  Accounts and records
The CEO has a duty i
(b) to ensure that there are kept, in accordance with
regulations, proper accounts and records of the
transactions and affairs of the local government;

Further, the Local Government (Financial Management) Regulations 1996 (the Regulations)
require Council to develop procedures for authorization and payment of accounts;

12. Payment of accounts

(1) A local government is to develop procedures for the authorization of,
and the payment of, accounts to ensure that there is effective security

for, and properly authorized use of
(@) cheques, credit cards, computer encryption
devices and passwords, purchasing cards and any
other devices or methods by which goods,
services, money or other benefits may be

obtained; and

Corporate credit cards are being used more extensively in local government, and when used
correctly can streamline the time spent on paper based ordering and payments.

Further, credit cards provide a useful resource in emergency situations, and when it is not
possible to raise a purchase order (i.e. when it is impractical to for a goods/ service provider
to create the shire as a creditor), and at the same time provides an effective audit trail of
expenses.

Objective

To ensure proper controls are in place for the issue to, and use of Corporate Credit Cards
issued by Senior and Executive Staff on behalf of the Shire.

Policy

An agreement will be signed by the cardholder and the Shire (in the case of the Chief
Executive Officer being the cardholder, the Shire President will sign the agreement on behalf
of the Shire and in the case of other staff the Chief Executive Officer will sign on behalf of
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the Shire) which sets out the cardhol der 6s
the credit card, including:

1 The corporate credit card shall only be used for purchasing goods and
services on behalf of the Shire. The card is not to be used for personal or
non-business use.

1 What the cardholder shall do in the event their employment terminates, or they
moved to a position which does not require the use of a credit card.

1 What the cardholder shall do if they lose or misplace their credit card.

9 Credit cards are not transferable to other users, and all surrendered credit or
expired cards are to be returned to the Director of Corporate Services for
cancellation and destruction, which will be recorded in the register.

1 What action is to be taken in the event that a cardholder fails to comply with
this policy.

A register will be established to list all cardholders, which will include the card number,
expiry date of the card, credit limit and details of the goods and services the cardholder has
authority to purchase.

Head of Power

Local Government Act 1995, Section 2.7(2)(a) & (b) and Section 6.5(a). Local Government
(Financial Management) Regulations 1996 11(1)(a).

Review Plan
This policy is to be reviewed every four years, review by date 16 April 2019.
Note: The Local Government Act 1995, does not make provision for the issuing of credit

cards to Elected Members as a local government can only pay allowances or reimburse
expenses.

POLICY NO. F.05

POLICY SUBJECT Use of Credit Cards

ADOPTION DATE 16 April 2015

VARIATION DATE 20 June 2019

REVIEW DATE 27 August 2015, 20 June 2019, 18 June 2020
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Policy F.06
Sundry Debt (Other than Rates) Management

Preamble

The responsibility for good governance including proper control and operation of a local
government 6s affairs, t he al | oc apoliciesrrests With r e s 0
Council. Proper policies and procedures provide for the smooth running of the organisation,

whilst providing for the stewardship function of the public moneys under the control of the

local government (Western Australian Local Government Accounting Manual).

The Local Government Act 1995 (the Act) identifies the role of Council to include:

2.11 Role of council

(2 € the council is to
) oversee the allocation of the | oc
resources; and
() determine the localgovernment 6 s pol i ci es.
With Council s role focused on the broader

the Chief Executive Officer has substantial operational responsibility to ensure the
financial matters are handled effectively and efficiently (Western Australian Local
Government Accounting Manual).

Further, the Act identifies the duties of the Chief Executive Officer to include:

6.7 Accounts and records
The CEO has a duty i

(c) to ensure that there are kept, in accordance with regulations,
proper accounts and records of the transactions and affairs of
the local government;

Whilst carrying out its responsibility to ensure monies owed to it are recovered in a
timely, effective and efficient manner, the local government will:

1  treat all people fairly and consistently under this policy;
1 treat all matters under this policy confidentially; and
1  treat people with respect and sensitivity in considering their circumstances.

Objective

The object of the Sundry Debt (other than Rates) Management Policy is to minimize risk, provide a
framework for the efficient and effective collection of outstanding sundry debts, and fulfill
statutory requirements in relation to the recovery of fees, charges, and other debts (e.g.
fines and grants).

Statement
Sundry Debtor credit accounts will not be routinely established for the following services:
81



1 Private Works;
1 Facilities Hire or Entry Fees; and
1 Cemetery Fees.

So while credit can be approved for the provision of such services, the administration will
routinely seek payment in advance and/or upon their delivery.

Prior to extending credit, prospective Sundry Debtors must complete a Credit Application
Form. Thereafter, the administration is responsible for the design and implementation of
systems and procedures for:

1 extending or denying credit to prospective Sundry Debtors;

1 setting standardised payment terms for Debtors generally;

1 the debt collection process; and

1  stop credit actions where applicable.

Where the recovery of debt is unlikely, a provision for doubtful debts must be made in

accordance with Australian Accounting Standards, and a bad debts register will be
maintained and reviewed on a regular basis.

Proposed write-off of bad sundry debts greater than $500.00 (excluding GST), must be
reported to Council on a quarterly basis and will include:

1 name of Debtor;

1 amount to be written off;

1 description of invoice; and

1 reason for write-off.

For a debt to be written off either by Council or the administration, one of the following
conditions must be satisfied:

1 the Debtor cannot be located;
1 uneconomical to pursue the debt;

1  the hardship circumstances of the debtor do not warrant the taking or
continuation of recovery action; or

1 legal proceedings through the courts have proved, or on legal advice would
prove, unsuccessful.

Where a debt is recommended to Council for write-off as a result of hardship circumstances,
the name of the Debtor will be reported to Council in confidence.

Review Plan
This policy is to be reviewed every four years, review by date June 2020.

POLICY NO. F.06

POLICY SUBJECT Sundry Debt (Other than Rates) Management
ADOPTION DATE 16 June 2016

REVIEW DATE 18 June 2020
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Policy F.08
Asset Management Policy

Preamble

The responsibility for good governance and the allocation of resources and determination
of policies rests with Council. Proper policies and procedures provide for the smooth
running of the organisation, whilst providing for the stewardship function of resources under
the control of the local government.
The Local Government Act 1995 (the Act) identifies the role of Council to include:

2.12  Role of council

(2) € the codncil is to
(k) oversee the allocation of the local
government 6s é resources; and
() determine the | ocal gove
With Council s role focused on the broader go
Officer has substantial operational responsibility to ensure employee relations matters are
handled effectively and efficiently.
Asset management includes the taking of a systematic approach to managing assets
through all lifecycle phases, and involves applying a combination of engineering, financial
and other technical practices to the management of: an (infrastructure/ built) asset; costs;
opportunities; risks; and performance.
Guiding Principles to Asset Management
1. Accountability and Direction
The management of assets shall:
T align with Coupolcy, strategy and mansofor theapmodision of
asset based services to the community;
1 ensure an enterprise first, multi-disciplinary and consistent approach is taken
to asset management in accordance wit|
Framework;
1 ensure that accountability for the management of Council owned or controlled
assets is unambiguous, accepted and met; and
1 ensure that asset management industry standards are used where
appropriate and adapted if necessary to maintain organisation wide
consistency.
2. Information Management
The management of assets information shall ensure:
T asset information is managed in accorda

management and asset management standards and policies;

1 assets under the control of Council are identified and recorded in a register
with the level of detail and accuracy being based on: statutory requirements;
risk management requirements; and then cost/benefit; and

1 statutory requirements for external reporting are met (as a minimum).

3. Lifecycle Management
Assets are managed:
1 from a whole-of-life perspective (i.e. from planning and design to disposal);
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1 to achieve the lowest possible whole-of-life cost whilst controlling exposure
to risk and loss of service;

1 in support of the development of sustainable communities and are capable
of adapting to changing environmental and social conditions; and

1 such that statutory requirements for asset management planning are met (as
a minimum).

4. Service Level Management
Assets are managed such that:

1 a planned approach is taken to the impacts of growth and demographic
change through demand management and asset investment using an
agreed growth and demographic (model) approach;

1 current and desired levels of service are defined for asset based services
that consider: community expectations; legislative and technical
requirements; the cost of service and economic, environmental and social
sustainability;

1 Council commits to funding, within its means, infrastructure renewal
requirements stated in asset management plans, so as to ensure the
sustainability of the shire's infrastructure base; and

1 investment decisions for new/upgraded infrastructure consider whole-of-life
costs, including specifying additional annual operations and maintenance
costs as part of the defined approval process.

Objective

The purpose of this policy is to provide a strategic focus to optimising the management of
Council assets so as to: inform the local government of how capable it is to deliver the
services and assets required by the community; and enhance productivity. Policy objectives
include:
1 specifies Council's overarching intentions and guiding principles for asset
management;

T informs Council 6s strategic asset manag e

development and implementation of long term Asset Management Plans; and

1 includes commitments to funding infrastructure renewal requirements, legislative
compliance and to the continual i mpr
performance.

Statement

Council acknowledges that assets (particularly infrastructure assets) support its core
business of delivering services to the Boyup Brook community. Council is committed to
ensuring that infrastructure and services are provided in a sustainable manner, with
appropriate levels of service to residents and visitors and taking due regard of the
environment.

It is the intention of Council that the management of its assets will encompass the economic,
environmental and social sustainability of both the built and natural environment whilst
ensuring the most appropriate and cost effective methods of delivery of Council services for
the benefit of the community. If follows therefore, that Council is committed to adopting
sound asset management practices and processes so as to contribute to the achievement
of the Council's vision.

Given that substantial and on-going expenditure will be required to maintain existing
infrastructure, as required Council will engage high-level asset management skills and
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practices to ensure that its asset-intensive services (i.e. road and associated infrastructure)
are delivered economically and sustainably.

Council:

T
)l
T
)l

Will set the overarching policy(s) and strategy (s) directing the local government in
terms of asset management.

Oversee compliance with legislative requirements as they relate to asset
management.

Commits to funding, within its means, infrastructure renewal requirements stated in
long term asset management plans.

Formation of community feedback mechanisms such as the Building Structures
Asset Management Plan and Roads Bridges Assets Management Plan.

Chief Executive Officer

T

= =

Ensures that asset management policy(s) and procedures are communicated,
embedded and adhered to throughout the organisation.

Ensures that whole of life asset management outcomes are included in business
planning.

Ensures that timely review of Council's long term asset management plans.

Sets measurable asset management and service level accountabilities for Directors
and evaluates progress at regular executive meetings.

Review Plan

This policy is to be reviewed every two years, review by date October 2020.

POLICY NO. F.08

POLICY SUBJECT Asset Management Policy
ADOPTION DATE 20 October 2016
VARIATION DATE 15 November 2018
REVIEW DATE 18 June 2020
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Policy F.09
Risk Management

Preamble

The Shire of Boyup Brook is an energetic local government in the south west of Western
Australia providing infrastructure and services to its community under the auspices of the
Local Government Act 1995. The Shire delivers diverse business activities including
infrastructure, planning and building, health, bushfire control, and programming and
community services with a range of issues requiring oversight, management and response.
These issues cover compliance, operational, strategic and governance risks.

Objective

To document the Shire of Boyup Brookds commi't
of risks that may impact on the achievement of its business objectives.

Statement

Risk management is a critical contributor to the manner in which the Shire conducts its
business and makes decisions. Reports to Council and Committees or Working Groups will
include the risk impacts of decisions and Administration's view of the significance of these.

A Council approved, robust and consistently applied risk management methodology will be

used to identify, prioritise and respond to risk management issues and Council will review

the risk profile of the Shire every two years. The Council determines the risk responsiveness
appropriate to the achievement Appendihldan€willt y 6 s
review this every two years in line with a review of the risk profile.

Process

The Shireds Enter pr i s dconiprissidtheNC&E@, Digeeton@orks ande a m
Services and Director Corporate Services) will manage and monitor the implementation of

the Risk Management Policy and associated Risk Management Framework. The
Administration will progress the work required to ensure that risk management processes

are appropriately embedded into operational activities to enable appropriate risk reporting

to the Audit and Finance Committee.

Roles and Responsibilities

Council
The Council determines the risk responsiveness appropriate to the achievement of the
Shirebébs objectives and will review this every

The Council approves the risk management methodology which will be used by
Administration to identify, prioritise and respond to risk management issues.

Audit Committee

The Audit and Finance Committee will oversee and make recommendations to Council on

the Shireés responses to risk issues, and eme
if the risk management methodology is sufficiently robust, applicable and still relevant to

Council.

Executive Management Team (EMT)
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The Executive Management Team wi | | review an
managing risks.

All Employees / Contractors / Consultants

Every employee within the Shire is recognised as having a role in risk management. This

involves vigilance in the identification and ongoing management of risks and participating in

the risk management process.

(The detail of all roles and responsibilitiesistobec apt ured i n the Shireds
Framework)

Review Plan

The Risk Policy and relevant components of the Risk Management Framework will be
reviewed every two years in accordance with the requirements of this Policy. Regular
performance reportingont he ef fecti veness of the Shireos
to management of risks will be presented to the Audit and Finance Committee.

References

Local Government (Audit) Regulations Amendment
Amendments to the Local Government (Audit) Regulations 1996 came into effect on 9
February 2013. Specifically, clause 17 which states:

"17. CEO to review certain systems and procedures
(1) The CEO is to review the appropriateness and effectiveness of a local
government's systems and procedures in relation to 1

(a) risk management; and

(b) internal control; and

(c) legislative compliance
(2) The review may relate to any or all of the matters referred to in sub-regulation
(2)(a), (b) and (c), but each of those matters is to be thesubject of a review at least
once every 2 calendar years.
(3) The CEO is to report to the audit committee the results of that review."

In addition to the requirement for the CEO to prepare a report as outlined in clausel?, the
Regulation also stipulates an additional responsibility for the Audit Committee as detailed in
clause 16(c) which states:

“(c) is to review a report given to it by the CEO under regulation 17(3) (the CE OO0 s
report) and is to &
(i) report to the council the results of that review; and
(lgi ve a copy of the CEOb6s report to the <co
APPENDIX 1
RISK RESPONSIVENESS STATEMENT

Local government is expected to take a conservative approach to risk management and the

Shire of Boyup Brook prudently manages its business while exploring opportunities that

create value for the community.

The following statements articulate the Shire

Totally unacceptable risks
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The Shire will
result in:

1
1
1
1
Financial

)l
T
T

T

Strategic

not undertake any strategy, activity, service or project which may involve or

Insolvency;
Deliberate violation of Australian law and regulations;
Serious injury to employees, volunteers, contractors and visitors;

Seri ous injury in the public realm arisi

Current Ratio: not less than 0.600:1

Cash Balance: sufficient cash to fund 2 months operation;

Reserves: total balance not less than 10% of progressive balance in the
Shi r e 6-SernLFmangial Plan;

Asset Renewal: an asset renewal 'backlog’ of no greater than $500k
measured over a three year average.

The City will encourage opportunities to attract investment and infrastructure development
thatsupports significant population growth,

Plan.

Operational risks (service delivery)

9 Customer satisfaction levels will not fall below 75%;

1 Staff
9 Servi
9 Servi
control

retention levels will not fall below 85%;

ce delivery will be conducted consistent with the Corporate Business Plan.
ce delivery interruptions cannot exceed one week where these are within the
of the Shire.

POLICY NO F.09

POLICY SUBJECT Risk Management
ADOPTION DATE 27 August 2015
REVIEW DATE 18 June 2020
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Policy F.10
Related Party Disclosure

Introduction

Under the Local Government Act 1995 and Local Government (Financial Management)
Regulations 1996, all local governments in Western Australia will produce annual financial
statements that comply with Australian Accounting Standards.

The Australian Accounting Standards Board has determined that from 1 July 2016, AASB
124 (Related Party Disclosures) will apply to government entities, including local
governments. So the Shire is now required to disclose Related Party Relationships and Key
Management Personnel compensation in its Annual Financial Statements.

Policy F.10 defines the parameters for Related Party Relationships and the level of
disclosure and reporting required for Council to achieve compliance with the Australian
Accounting Standard AASB 124 i Related Party Disclosures.

This Policy addresses the four (4) different types of related party that are to be considered
by Council:

1. Entities related to Council;

2. Key Management Personnel;

3.  Close family members of Key Management Personnel; and

4. Entities that are controlled or jointly controlled by either 2 or 3 above.

Definitions
The following definitions apply to this policy:

AASB 124 Australian Accounting Standards Board, Related Party
Disclosures Standard 124.

Close family Those family members who may be expected to influence, or be

members of Key influenced by, that KMP in their dealings with the Shire of Boyup

Management Brook and include:

Personnel (KMP) - the KMPdés children, and sp
- children of that KMPG&s s pdo
- dependants of the KMP or 1t

partner.
Entity Can include a body corporate, a partnership or a trust,

incorporated, or unincorporated group or body.
Entity Related to a KMP - Related Entities to Key Management
Personnel are entities that are:

- *controlled or jointly controlled by a KMP;

- apart from Council, where a KMP has significant influence
over, or is a member of the key management personnel of
the entity or parent of the entity; or

- controlled or jointly controlled by a close family member of
a KMP of Council.

*A person or entity is deemed to have control if they have:
- power over the entity;
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Entity Related to
Council

Key Management

Personnel (KMP)

Material (materiality)

Ordinary Citizen
Transaction

- exposure, or rights, to variable returns from involvement
with the entity; or

- the ability to use power over the entity to affect the amount
of returns.

To jointly control, a person or entity would have contractual rights
or agreed sharing of control of the entity, which exists only when
decisions about the relevant activities require the unanimous
consent of the parties sharing control.

This includes any entity that is either controlled, jointly controlled
or over which Council has a significant influence. A person or
entity is a Related Party of Council if any of the following apply:
they are members of the same group (which means that each
parent, subsidiary and fellow subsidiary is related to the others);
they are an associate or belong to a joint venture of which Council
Is part of;

- they and Council are joint ventures of the same third party;

- they are part of a joint venture of a third party and Council
Is an associate of the third party;

- they are a post-employment benefit plan for the benefit of
employees of either Council or an entity related to Council,

- they are controlled or jointly controlled by close family
members of the family of a KMP;

- they are identified as a close or possibly close member of
the family of a person with significant influence over
Council or a close or possibly close member of the family
of a person who is a KMP of Council; or

- they, or any member of a group of which they are a part,
provide KMP services to Council.

AASB 124 def ithosespersomémPaviagsautliority and
responsibility for planning, directing and controlling the activities
of the entity, directly or indirectly, including any director (whether
executive or otherwise) of that entityo .
- Key Management Personnel for the Shire of Boyup Brook
are:
o elected Council Members (including the President);
and
o persons employed under s5.36 of the Local
Government Act 1995 in the capacity of Chief
Executive Officer, Senior Employee or Director.

Means the assessment of whether a transaction, either
individually or in aggregate with other transactions, by omitting it
or misstating it could influence decisions that users make on the
basis of an entity's financial statements. For the purpose of this
Policy, it is not considered appropriate to set either a dollar value
or a percentage value to determine materiality.

A transaction that an ordinary member of the community would
undertake in the ordinary course of business with the Shire of
Boyup Brook.
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Related Party

Related Party
Transaction

Significant
(significance)

Objective
The objective of this Policy is to provide guidance on:

Policy Statements

A the

A person or entity that is related to the entity preparing its
financial statements.

A transfer of resources, services or obligations between the Shire
of Boyup Brook and a related party, regardless of whether a price
Is charged.

Likely to influence the deci
financial statements make having regard to both the extent (value
and frequency) of the transactions, and that the transactions have
occurred between the Council and related party outside a public
service provider/ taxpayer relationship.

denti fication of Council 6s rel ated

A management of related party transactions;
A recording such transactions; and
A

disclosure of the transactions in the Shire of Boyup Brook annual financial statements

in accordance with AASB 124.

1.

All Key Management Personnel (KMP) are responsible for assessing and disclosing
, their close family me mber s 6
Council. All related parties will be included in the self-assessment. A disclosure form

their

Key Management Personnel (KMP)

is provided as an Attachment to this Policy.

Related Party Transactions

2.1 Ordinary Citizen Transaction

For the purpose of this Policy, an Ordinary Citizen Transaction is one that occurs
between Council and KMP and/or related parties which satisfy the following criteria.

The transaction would:

A occur during the normal course of Council delivering its public service goals;

A be under the same terms that would be available to a member of the

community; and

A belong to a class of transaction that an ordinary member of the community

would normally transact with Council.

This includes for example facility hire, and the payment of rates and dog registrations.

There is no obligation to disclose Ordinary Citizen Transactions.

Transactions between Council and Related Parties that would normally be
considered Ordinary Citizen Transactions but where the terms and conditions differ

from normal practice however, will be disclosed.

2.2 Non-ordinary Citizen Transactions

All related party transactions that do not satisfy the definition of an Ordinary Citizen

Transaction (as per 2.1) will be disclosed in accordance with AASB 124.
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The following are examples of transactions that will be disclosed if they are with a
related party and are not an Ordinary Citizen Transaction:

A

To Do Do Do Do Do Do Do Do

purchases of sales or goods (finished or unfinished);

purchases or sales of property or other assets;

rendering or receiving services;

leases;

transfers of research and development;

transfers under licence agreements;

transfers under finance arrangements (including loans and equity
contributions in cash or kind);

provisions of guarantees or collateral,

commitments to do something if a particular event occurs or does not occur in
the future, including execution of contracts (recognised or unrecognised); and
settlement of liabilities on behalf of Council or by Council on behalf of the
related party.

Disclosure of Information

3.1 Council disclosure

AASB 124 provides that Council will disclose the following financial information in its
financial statements for each financial year period:

A
A
A

the nature of any related party relationships;

the amount of the transactions;

the amount of outstanding balances, including commitments, including:

(i) their terms and conditions, whether they are secured, and the nature of
the consideration to be provided in settlement; and

(i) details of any guarantees given or received,;

provisions for doubtful debts related to the amount of outstanding balances;

and

the expense recognised during the period in respect of bad or doubtful debts

due from related parties.

The following matters will be considered in determining the materiality and significance
of any related party transactions:

o ITo Io T o I

significance of transaction in terms of size;

whether the transaction was carried out on non-market terms;

whether the transaction is outside normal day-to-day business operations,
such as the purchase and sale of assets;

whether the transaction is disclosed to regulatory or supervisory authorities;
whether the transaction has been reported to senior management; and
whether the transaction was subject to Council approval.

Regard will also be given for transactions that are collectively, but not individually
significant.

All transactions involving related parties will be captured and reviewed to determine
materiality or otherwise of such transactions, if the transactions are Ordinary Citizen
Transactions (OCTSs), and to determine the significance of each of the transactions.

92



3.2 Key Management Personnel disclosure

In accordance with this Policy, KMP will provide a Related Party Disclosure in the form
set out in the Attachment twice yearly, no later than the following dates each financial
year:

A 30 December each year; and
A 30 June each year.

4. Review of Related Parties

A review of KMP's and their related parties will be completed every 12 months. Particular

events, such as a change of Councillors, Chief Executive Officer, Senior Employee(s) or
Director(s) or a corporate restructure wil!/ 3
immediately following such an event.

The Chief Executive Officer shall implement a suitable system to identify related parties.
The primary identification method of close family members and associated entities of Key
Management Personnel shall be by (but not limited to) KMP self-assessment. KMP have a
responsibility to identify and report any changes to their related parties as they occur.

The Chief Executive Officer shall identify suitable methodology and procedures for
identifying and reporting on related party transactions such that accurate data will be
collated from 01 July 2017. Identification and reporting methods shall consider:

A transactions occurring via Councildéds account
systems;

A other transactions not passing t hrough
management systems;

A the identification of the associated terms and conditions of the related party
transactions;

A declarations in the Financial Interests Register; and

A information provided in Primary and Annual Returns.

If any elected member or employee believes a transaction may constitute a related party
transaction they will notify the Chief Executive Officer who shall, in consultation with the
Director Corporate Services, make a determination on the matter.

5. Privacy & Confidentiality

5.1 Access to information

The following persons are permitted to access, use and disclose the information
provided in a related party disclosure or contained in a register of related party
transactions for the purposes of 5.2.

the Chief Executive Officer;

Executive Assistant;

Director Corporate Services;

Manager Finance;

an Auditor of Council (includi ng an Auditor from the
Office); and

other officers as determined by the Chief Executive Officer.

To > To To To Io

5.2 Permitted purposes
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Persons specified in 5.1 may access, use and disclose information in a related party
disclosure or contained in a register of related party transactions for the following
purposes:

A assess and verify the disclosed related party transaction;

A reconcile identified related party transactions against those disclosed in the
related party disclosure or contained in a register of related party transactions;

A comply with the disclosure requirements of AASB 124; or

A verify compliance with the disclosure requirements of AASB 124.

5.3 Confidentiality
The following information is classified as confidential and is not available for inspection
by or disclosure to the public:

A information (including personal information) provided by a KMP in a related
party disclosure; and
A personal information contained in a register of related party transactions.

Policy Application

This policy applies to Key Management Personnel and Related Parties of the Shire of
Boyup Brook.

POLICY NO: F.10

POLICY SUBJECT: Related Party Disclosures
ADOPTION DATE: 20 July 2017

REVIEW DATE.: June 2018, 18 June 2020
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Policy F.11
Rating Strategy

Preamble

The responsibility for good governance including proper control and operation of a local
government's affairs, the allocation of resources and determination of policies rests with
Council. Proper policies and procedures provide for this smooth running of the
organisation, whilst providing for the stewardship function of the public moneys under the
control of the local government (Western Australian Local Government Accounting
Manual).

The Local Government Act 1995 (The Act) identifies the role of Council to include:

2.7  Role of council
(2)  the council is to-
(@) oversee the allocation of the local government's finances and
resources;
(b)  determine the local government's policies.

With Council's role focused on the broader governance and financial responsibilities, the
Chief Executive Officer has substantial operational responsibility to ensure the financial
matters are handled effectively and efficiently (Western Australian Local Government
Accounting Manual).

Objective

The object of this Rates Strategy Policy is to guide both the shire's Corporate Business
Plan and Long Term Financial Plan as they relate to the levying of rates in the district.

Statement

Rating Principles
The principles to be observed when implementing Councils rating policy are:

Objectiveness

Fairness and equity
Consistency
Transparency
Administrative efficiency

= =4 =4 -8 -9

The key premise upon which the Rating Strategy Policy is structured is that rates will be
based on the predominant "use" of a property.

Rating based on the "use" of a property

Rates will be based on the "use" of a property.

Where the predominant use is rural or mining, the basis of rating will be Unimproved
Value (UV). UV Urban and Special Rural properties are also captured in this property
category.

Sub-classes within this rate category might be UV - Rural, UV - Mining, UV - Special
Rural, or UV - Other.

95



Where the predominant use is neither rural nor mining, the basis of rating will be Gross
Rental Value (GRV). Residential, Commercial, industrial, and Special Rural properties are
captured in this property category.

Differential Rating

Differential rating is supported, e.g. As guided by the Western Australian Local
Government Grants Commission's (The Grants Commission) Balanced Budgets, and will
be applied in the Shire of Boyup Brook where the project benefit, e.g. increase in rate
revenue, or a more equitable distribution of the rate burden, is likely to exceed the cost of
undertaking the differential rating.

Spot or split rating

Spot rating, of a portion or portions within rateable parcels of land, will not normally be
applied.

For rate assessments that are for one lot or location only, the predominant use of that
property must be determined. For rate assessments that are for more than one lot or
location the predominant use of the whole property must be considered.

Where the predominant use cannot be clearly identified or where two or more significant
activities occur, Council may apply split rating (in circumstances where the projected
increase in rates revenue is likely to exceed the cost of undertaking that split).

The predominant use of land is to be determined by:
1 If one of the activities is more noticeable or imposing than the other activities
occurring on the land.
The nature, scale, frequently and duration of the activities on the land.
Locality in which the land is situated.
The size of the property.
The zoning of the land.
Promotion of the activity being conducted on the land.

= =4 =4 -4 -9

Where land is zoned as Special Rural, that land is prima facie presumed to be used for
non rural purposes, and if rated on its UV, it may subsequently be rated on its GRV as the
underlying characteristics of the land is for residential purposes.

The Rates Revenue Pool of Moneys Levied

When levying rates the shire will have regard for the percentage split of revenue
contributed to the total rates pool by each of the rates categories (rural, mining and other
i.e. GRV) as assessed by the Grants Commission.

In determining its Rates Standards (for each of the rates categories), the Grants
Commission uses data from the Information Return provided by local governments. The
Commission uses a three year average to provide a more stable result. Landgate
provides the Commission with information on the number of assessments, valuations and
area for each local government. The Commission also averages this data over a three
year period.

The Grants Commission uses a regression analysis to determine the best mathematical

fit, however it adjusts this formula to accommodate the unique circumstances of WA Local
Governments.
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For the 2016/17 grants determinations, the Grants Commission used the following
formula:

$272.90 per assessment + $0.00154 x valuations + $2.84 per ha =rural contributions.
$1260/61 x assessments +$0.2653 x area + $0.0636 x valuations = mining contributions.
$824.11 per assessment +$0.0316 in the dollar = GRV contributions.

Rates Concessions

In the instance where: a rateable unit of land straddles the Boyup Brook district and an
adjoining district; and the land is rated by both the Shire of Boyup Brook and the adjoining
district, that land shall receive a 50% concession on its rates regardless of whether the
adjoining district affords the land a concession or not.

Review Plan

This policy is to be reviewed every year, review by date June 2020..

Dates Reviewed

21 June 2018
20 June 2019

POLICY NO F.11

POLICY SUBJECT Rating Strategy

ADOPTION DATE 15 June 2017

VARIATION DATE 20 June 2019

REVIEW DATE 21 June 2018, 20 June 2019, 18 June
2020
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Policy F.12
Guidelines for Community and Commercial Lease Negotiations
Policy

Policy Objective

This policy establishes protocols for the CEO to negotiate community and commercial
leases. Through the implementation of this Policy, Council aims to maximise the benefit to
the community whilst ensuring responsible management of community assets.

Policy Scope

This policy applies to all new leases and licences, including the renewal of leases and
licences for community, sporting groups and commercial entities.

Policy

Leases are to include a range of standard clauses such as: Indemnity; Statutory
Obligations and Notices; Breech; Governing Law; Disputes; Goods and Services Tax;
and, and the Schedule.

The below table i.e. the framework, outlines the matters to be negotiated in a community
or commercial lease, and identifies who will be responsible for each of the costs.

CEQ's Responsibility

The CEO is responsible for managing lease negotiations under this framework.
Other clauses that may be negotiated by the CEO include:

1 Alterations and capital improvements - e.g. the Lessee is to obtain prior written
consent from Council.

Casual hire - Lessee is to obtain prior written consent from the CEO.
Assignment, Subletting and Charging - Lessee is to obtain prior written consent
from the CEO.

1 The term of the lease or licence.

1
1

Council's Responsibility

Should a prospective lessee wish to deviate from these standard requirements, they are to
put a written request to Council for approval. Once a lease has been negotiated, the final
draft lease will be presented to Council for approval.

Standard Lease Charges:

Who is responsible Who is responsible
Item Description for payment - for payment -
Community Lease Commercial Lease
Shire Lessee Shire Lessee
*Rates local government
services and other X X
charges
*ESL local government
services and other X X
charges
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Item

Description

Who is responsible
for payment -
Community Lease

Who is responsible
for payment -
Commercial Lease

*Bins (based local government
on fees and services and other X X
charges) charges
Electricity Utility X X
Gas Utility - replacing gas X X
bottle
Septic Tank Emptying of Septic X X
Tank
*Water Rates local government
services and other X X
charges
Water Charges | Utility X X
Telephone Outgoings X X
Building/Proper | Insurance: Shire is to X X
ty Insurance on charge.
Public Liability | Insurance X X
Insurance
Contents Insurance X X
Insurance
Termite Public building safety X X
inspection
Electrical Public building safety
inspection RCD | inspection X X
only
Fire equipment | Public building safety X X
inspection
Cost to prepare | legal fees X X
the lease
Legal action in | legal fees
regards to
lessee breach,
work done at X X
lessee request
in regards to
lease.

*These costs are as per the Fees and Charges in the Annual Budget.

POLICY NO.

F.12

POLICY SUBJECT

Guidelines for Community and Commercial Lease
Negotiations Policy

ADOPTION DATE

15 November 2018

VARIATION DATE

21 February 2019

REVIEW DATE

November 2019, 18 June 2020
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Policy F.13
Regional Price Preference

Preamble

The responsibility for good governance including control and operation of a local
government's affairs, the allocation of resources and determination of policies rests with
Council. Proper policies and procedures provide for the smooth running of the
organisation, whilst providing for the stewardship function of the public moneys under the
control of the local government (Western Australian Local Government Accounts Manual).

The Local Government Act 1995 (the Act) identifies the role of Council to include:

2.7 Role of Council
(2)  Without limiting subsection (1), the council is to-
(@) oversee the allocation of the local government's financial and
resources; and (b)  determine the local government's policies.

With Councils's role focused on the broader governance and financial responsibilities, the
Chief Executive Officer (CEO) has substantial operational responsibility to ensure that
human resource and finance matters are handles effectively and efficiently.

Objective

To promote local business partnerships within the Shire of Boyup Brook by recognising
that the overheads of regional (local) suppliers (i.e. those suppliers operating a business
continuously for 6 months or more out of premises located in the district of Boyup Brook)
might be higher than some non-regional suppliers.

Definitions

In the policy the following words have the following meanings:

Construction Is the carrying out of any works that are construction, reconstruction,

renovation or alternation to any structure where these is a design

element that has been initiated by the Shire. This includes but is not
limited to residential buildings, commercial buildings, shelters and civil

construction.

Goods Includes tangible and quantifiable material requirements, usually
prefabricated and capable of being moved or transported.

Local Supplier Is a business within the Shire which conforms to the definition of a
'regional tenderer/respondent’ under this policy.

Premises Means a physical location within the Shire's boundaries, which
includes residential property that is registered with the Shire as a
'home occupation’ or ‘home business'.

Price Preference Is defined as the willingness to pay a higher price for the procurement

of goods or services that are supplied by a 'regional

tenderer/respondent’ by assessment their tender/quotation deadline

and submits a tender/quotation for the supply of goods or services.
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Regional Is a supplier that has been operating a business continuously out of

Tenderer/Respondent premises within the Shire for a period of no less than six (6) months
prior to the tender/quotation deadline and submits a tender/quotation
for the supply of goods or services

Services Means any task, consultancy, work or advice to be performed or
provided to the Shire. This includes but is not limited to services such
as consultancies, installations, maintenance works, repairs, cleaning,
waste removal, external auditors etc.

Statement

The Shire of Boyup Brook will encourage local suppliers to do business with Council
through the provision of a regional price preference advantage in conjuction with standard
tender/quotation considerations. This policy applies to all Shire tenders and quotations
above $5,000 (excluding GST).

A preference will be given to a regional tenderer/respondent by assessing their
tender/quotation as if the price bids were reduced by:

a) 10% (up to a maximum price reduction of $50,000 (excluding GST) for
goods or services;

b) 5% (up to a maximum price reduction of $50,000 (excluding GST) for
construction (building) services; or

C) 10% (up to a maximum price reduction of $500,000 (excluding GST) for
goods or services (including construction building services) if
tenders/quotations are being sought for the first time for goods or
services currently undertaken by Council.

Proof of Eligibility

Regional tenderers/respondents that intend to claim a regional price preference under this
policy will be required to submit suitable proof of eligibility with their tender/quotation. To
be eligible to claim a price preference regional tenderers/respondents must intend to
manage/deliver the majority of the contract outcomes from premises within the Shire.

If, in the opinion of the Shire, a supplier has deliberately provided false or misleading
information so as to benefit from this policy, their tender/quotation may be considered
non-conforming and as such may be excluded from evaluation.

Competitive Purchasing

Whilst price is a competitive consideration in the provision of goods or services via
tender/quotation, it is only one aspect of the evaluation process. Value for money
principles, as described within Council's F.03 Purchasing Policy, will be employed by
assessing the price component in conjunction with the selection criteria and requirements.

The tender/quotation that is determined to be both cost effective and advantageous to the
Shire will be the most likely to be accepted.
Roles and Responsibility

The CEO will implement procedures to ensure that employees with purchasing authority
use a competitive market for their local tender/quotation requirements so as to encourage
economic growth and local business partnerships where it is practical and reasonable to
do so.
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The CEO will ensure that the application of a regional price preference is clearly identified
within tender/quotation documents to which the preference is to be applied and that this
policy is made available to local suppliers.

Reference and Related Documents

1 F.03 Purchasing Policy
91 Shire of Boyup Brook Code of Conduct
1 Local Government (Functions and General) Regulations 1996

POLICY NO. F.13

POLICY SUBJECT Regional Price Preference
ADOPTION DATE 18 April 2019

REVIEW DATE 18 June 2020
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Policy F.14
Vetting Policy

Preamble

The responsibility for good governance and the allocation of resources and determination
of policies rests with Council. Proper policies and procedures provide for the smooth
running of the organisation, whilst providing for the stewardship function of resources under
the control of the local government.

The Local Government Act 1995 (the Act) identifies the role of Council to include:

2.13 Role of council

(2) € the council i's to

(@) overseetheall ocati on of the | ocal government 6s

(b)det er mi ne the | ocal government 6s policie
With Council s role focused on the broader go

Officer has substantial operational responsibility to ensure employee relations matters are
handled effectively and efficiently.

Objective

The Vetting Policy has been established to ensure that: all staff and volunteers of the
Shire of Boyup Brook meet 'Proof of Identity' criteria; and that the shire's employees have
the right to work in Australia.

Vetting Procedures minimum requirements are:

1 Right To Work (in Australia)

9 National Police Clearance

1 100 Point Proof of Identity

1 Working with Children (where applicable)

Statement

In order to assure that the Vetting policy is effectively implemented, the following roles and
responsibilities apply:

Council
A Sets overall policy and a framework for the

Chief Executive Officer

A Ensures the Vetting po lderigeyfrom ig are comnugicatedr o c e d
embedded and adhered to.

A Ensures that policy objectives and outcomes
and Payroll staff.

A Sets measurable Vetting procedure account
progress at regular executive meetings.

Review Plan

This policy is to be reviewed every four years, review by date September 2023.
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POLICY NO. F.14

POLICY SUBJECT Vetting Policy
ADOPTION DATE 19 September 2019
REVIEW DATE 18 June 2020
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Policy F.15
Financial Hardship Policy

Objective

Council acknowledges that due to exceptional circumstances ratepayers may at times
encounter difficulty in paying rates and service charges as they fall due.

| t i s not the intention of Counci l to caus

recovery procedures and consideration will be given to acceptable arrangements to clear
any debt, where possible, prior to the end of the current financial year.

Council recognises there are cases of genuine extreme financial hardship where the interest
on outstanding rates will cause the ratepayer further hardship. The guideline below outlines
the scope and criteria for assessing applications of cases of extreme financial hardship and
to write off interest of up to $500 on outstanding rates.

Statement

On 21st May 2020, the Council delegated to the Chief Executive Officer (CEO) the power
under s6.12(1)(c) of the Local Government Act 1995 to write off interest on outstanding rates
incurred in respect of the current financial year, subject to the conditions outlined below.
Financial hardship relief policy is to continue each financial year until revoked by Council.

The Chief Executive may waive interest charges and/or write off interest on outstanding
rates subject to the following conditions:

a) In the opinion of the Director Corporate Services (DCS) or other delegated officer, the
ratepayer is experiencing extreme and genuine financial hardship.

e

i

b) The ratepayerds <circumstances are support et

financial counsellor.
c) The ratepayer is not a corporation or trustee.
d) The ratepayer is not bankrupt or subject to a bankruptcy petition.
e) The maximum interest amount to be written off without reference to Council is $500.
f) The property is the principal place of residence.

g) The applicant must be the owner or co-owner of the property and liable for payment of
rates and charges.

h) The applicant enters into a payment plan for the payment of rates and charges.

POLICY NO. F.15

POLICY SUBJECT Financial Hardship Policy
ADOPTION DATE 21 May 2020

REVIEW DATE 18 June 2020
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Section 4
MEMBERS
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Policy M.01
Seminars, Conferences and Training

Objective

To provide for the continuing professional development of Elected Members and
Employees through attendance at appropriate seminars, conferences and other training
opportunities.

Statement

It is Council policy to have the Shire of Boyup Brook represented at any conference or
seminar where it is evident that some benefit will accrue to the Council and/or the district.

It is Council policy that:-

1.

Attendance

The Shire President and or Chief Executive Officer may approve elected
members and partners attendance at seminars, conferences and other training
sources held intra and interstate, provided funds are available in the members
conference/training budget.

The Chief Executive Officer may approve attendance and payment of
associated costs at seminars, conferences and other training sources, within
budget provision for all employees.

The following shall apply for Councillors authorised and/or appointed as
delegates under this policy to attend Conferences:

a) Regqistration

The Council will pay all normal registration costs for Councillors and partners
that are charged by organizers, including those relating to official luncheons,
dinners and tours/inspections which are relevant to the interests of the
Council.

b) Accommodation

The Council will pay reasonable double room or twin share accommodation
costs for Councillors and partners including the night before and/or after the
conference where this is necessary because of travel and/or conference
timetables.

c) Travel

All reasonable travel costs for Councillors to and from the conference
location/venue will be met by the Council. Where appropriate, travel will be
provided by air and will normally be at economy rates but may be upgraded
to business class at the cost of the attendee. Where travel by motor vehicle
is used it should be undertaken by Council vehicle where available, or by
private vehicle subject to prior approval of the CEO.

The Council will reimburse the costs of vehicle hire, taxi fares and parking
which are reasonably required and incurred in attending conferences.
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Councillors using private vehicles in accordance with this Policy may claim

t he

Award, but subject to such cost not exceeding the normal full economy class

A K i

ometreo all owance

air fares to and from the particular destination.

payabl e

The Council will normally pay registration fees, accommodation costs and

airline/train tickets direct to conference organizers/travel agent in advance.

Where this is not appropriate or possible, a cash allowance or cheque
equivalent thereto may be paid in advance to the attendee for payment to
the appropriate conference/training provider.

The Council may, in accordance with s5.102 of the Act, make a cash
advance not exceeding one hundred dollars ($100) per day per member,
prior to an expense being incurred. The advance is made subject to an
acquittal being completed upon the return of the member from the
conference or training, fully accounting for the advance.

under

POLICY NO.

M.01

POLICY SUBJECT

Seminars, Conferences and Training

ADOPTION DATE

17 June 2004

VARIATION DATE

19 June 2008

REVIEW DATE

18 June 2020
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Policy M.02
Public Relations

Objective
To determine procedures for responding to requests from the media.

Statement

The Local Government Act 1995 provides that the role of the Shire President is to speak on
behalf of the Local Government and accordingly, the Shire President is the official
spokesperson for the Council. If approached by the media for formal comment on any issue,
Councillors and staff are in the first instance, to suggest that the media make direct contact
with the Shire President as the Council 0s

When the media does not make direct contact with the Shire President and a member of staff
is asked to respond/comment to the media, the staff member will direct the enquiry to the
Chief Executive Officer who will liaise with the Shire President (or Deputy Shire President in
his absence) to determine who will respond/comment and the nature of the
response/comment. If either is unable to be contacted, the Chief Executive Officer will
determine who is to respond and the nature of the response.

Without express authority from the Shire President, Staff and Councillors are not to offer a
Council view, attitude, stance, etc on any issue, this clearly being the function of the Shire
President.

A Councillordés right to express a personal
POLICY NO. M.02
POLICY SUBJECT Public Relations i Press Releases
ADOPTION DATE 17 June 2004
REVIEW DATE 18 June 2020

109

of f i

opi



Policy M.03
Council Meeting Dates

Objective

To confirm the preferred timing of ordinary meetings of the Council.

Statement

That the Council meet on the third Thursday of each month of the year with the exception
of January unless resolved otherwise.

POLICY NO.

M.03

POLICY SUBJECT

Council Meeting Dates

ADOPTION DATE

17 June 2004

VARIATION DATE

21 December 2007

REVIEW DATE

18 June 2020
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Policy M.04
Council Chambers i Use of

Objective

To determine the permitted use of the Council Chamber for purposes other than Shire
related activities.

Statement
That the Council Chambers not be made available for functions and meetings for the general

public.

The Council Chambers are to be used only for Shire related activities and activities not
clearly meeting this criteria be decided upon by the Shire President in consultation with the
Chief Executive Officer.

POLICY NO. M.04

POLICY SUBJECT Council Chambers i Use of
ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007

REVIEW DATE 18 June 2020
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Policy M.05
Councillors T Expenses Reimbursements and Loss of Earnings

Objective

To determine the extent to which expenses incurred by an Elected Member while performing
their duties will be reimbursed.

Statement

Expenses necessarily incurred by Elected Members in carrying out the functions of their
office, or in the performance of an act under express authority of Council, may be claimed.

The Shire will meet costs associated with: -

1. childcare incurred by the elected member where that member attends at a Council
meeting or a Committee meeting, where he or she is a member. Child minding fees
are applicable for children, either of natural birth or guardianship, determined by legal

process;

2. travel costs where an Elected Member attends a Council meeting or a meeting as a
member of Council appointed to a management or advisory Committee;

3. where an Elected Member attends other meetings as a hominated delegate of the
Council;

4, In submitting a claim for expenses incurred under these circumstances, Elected

Members shall detail on the prescribed form the date of the claim, particular area of
travel and nature of business, distance travelled and vehicle engine displacement;

5. The Travel Log register to be completed by Councillors. Travel reimbursement will
be paid automatically on a 6 monthly basis;

6. Details of other expenses, should also be submitted on the appropriate claim form,
supported by actual invoices or receipts;

7. The amount payable in respect of travelling expenses shall be that assessed at the
applicable rate per kilometre as detail ed

8. Wherever possible, the use of a Shire owned vehicle should be made by prior
arrangement with the Chief Executive Officer to attend meetings;

9. Where a Shire vehicle is available and not used by Councillors, travel will not be
claimable.

Elected Members electing to receive reimbursement of expenses in accordance with the
provisions of this policy shall submit the appropriate claim form, together with supporting
documentation.

POLICY NO. M.05

POLICY SUBJECT Councillors i Expenses Reimbursement and Loss of
Earnings

ADOPTION DATE 17 June 2004

VARIATION DATE 09 August 2006, 20 May 2010

REVIEW DATE 18 June 2020
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Policy M.06
Tape Recordings of Council

Objective
To determine the procedures where tape recording of a Council meeting takes place.

Statement

The Chairman is to announce at the commencement when a meeting is to be tape recorded.

It is Council policy that any tape recordings of Council meetings are to remain the property
of the Council and are available to Councillors upon written request.

A copy of the tape will be available to members of the public only when authorised by
Council resolution.

POLICY NO. M.06

POLICY SUBJECT Tape Recordings of Council
ADOPTION DATE 17 June 2004

REVIEW DATE 18 June 2020
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Policy M.07
Well Wishes from the Council

Objective

To recognise personal significant events of staff, Councillors (present and former) and close
affiliates of the Council or their families.

Statement

It is the Council és Policy to send fl ower s, C
the local paper to recognise personal events in the lives of staff members, Councillors, past
Councillors, close affiliates of the Council or their families.

In so doing, assistance with the procedure is to be encouraged from staff and Councillors,
but due regard is to be had always to such things as length of service (staff or Councillors),
community attitudes, input and involvement from others.

POLICY NO. M.07

POLICY SUBJECT Well Wishes from the Council
ADOPTION DATE 17 June 2004

REVIEW DATE 18 June 2020
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Policy M.08
Meetings of Council i Guest Speakers

Objective
To provide procedures when guest speakers make presentations at Council meetings.

Statement

Council's Policy is to support the scheduling of guest speakers at Council meetings where
the subject matter is one of general information for all Councillors and not requiring any
Council decision.

Guest speakers will be limited to approximately 20 minutes duration with an allowance of
approximately five minutes for questions from Councillors.

This Policy is not to be construed so as to allow persons to make submissions for or against
items on the Agenda, or canvas issues that may be addressed by Council in the near future.

The Shire President be authorised to approve or disapprove requests to address the Council
meeting.

POLICY NO. M.08

POLICY SUBJECT Meetings of Council i Guest Speakers
ADOPTION DATE 17 June 2004

REVIEW DATE 18 June 2020
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Policy M.09
Sandakan Relationship

Objective

To promote and develop the Memorandum of Friendship between the Sandakan
Municipal Council and the Boyup Brook Shire Council.

Statement

The Memorandum of Friendship between the two Municipalities was signed in October
2007. The aims of the Memorandum are to improve the management of the two councils;
to encourage commerce, trade and tourism; exchange of administration and information
on culture, arts and relics of World War II; and exchange of youth and sport matters.

To uphold the memorandum-

1 the Council Representative (usually the Shire President) and partner of the Shire of
Boyup Brook attend either the Anzac Day Service or the Sandakan Memorial Day
Service in Sandakan each calendar year.

1 Council offer financial assistance to the Boyup Brook Lions Club in their annual
school scholarship programme to send a student to the Sandakan Anzac Day
Ceremony.

1 the Boyup Brook Shire Council invite representatives from the Sandakan Municipal
Council and two High School students, nominated by the Sandakan Municipal
Council, to attend the Boyup Brook Sandakan Memorial service each year.

It is Council policy that all reasonable and direct expenses incurred by the Shire
Representative and partner are met by the Shire.

To assist Council and the Community to monitor the success of the relationship in
respect to the aims of the Memorandum of Friendship the Council representative
and the scholarship recipient provide a written report to Council outlining progress
in the five key areas of the Memorandum of Friendship.

Implementation of this policy is subject to annual budget considerations.

POLICY NO. M.09

POLICY SUBJECT Sandakan Relationship
ADOPTION DATE 19 June 2008

VARIATION DATE 17 September 2009, 21 October 2010
REVIEW DATE 18 June 2020
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Policy M.10
Councillors Telecommunications and Information Technology
Allowance Policy

Objective

To provide an annual allowance to Members to adequately cover fixed and usage related
telecommunications and information technology fees and the cost of consumables for
printers. In addition, to set a position on the provision of computer equipment.

Principles
To meet Member 6s tel ecommunication costs

Issues

The local Government Act provides for telecommunication and information technology
allowances as an alternative to reimbursement of costs. The annual allowance is less costly
to administer than the cost reimbursement option and does not rely on claims being lodged.
|t should more adequat el yngnoe@mhmuritation eith $hé
community, each other and administration. The provision of a mobile telephone or smart
phone and internet connection will facilitate the electronic distribution of minutes,
information and other otherwise printed matter. It will also provide a research and general
information-gathering tool. In order for the full value of Councillors being accessible via
email, having the ability to provide information electronically etc it is important that
Councillors have suitable computer equipment and standard programs. Also that they are
able to print out material as need be. The plan is that the equipment be replaced every four
years and it is noted that there would be advantages to the organisation if it did not have to
deal with the used equipment should the Councillor leave, not be re-elected or otherwise no
longer hold office. The policy therefore provides for Councillors with the option to acquire
the equipment under these circumstances. The acquisition arrangements take into account
the limited value of used IT equipment.

Policy

4.1  Telecommunications and Information Technology Allowance
4.1.1 Members will be paid an annual telecommunications and technology
allowance of between $500 and $3,500. This allowance is to be
reviewed annually as part of the budget process to ensure that it keeps
pace with costs.
412 Councill ors may opt to have Tel
name with the Councillor being required to reimburse the Shire for
100% of all charges (the fixed and variablec har ges) . 0
4.2  Equipmenti Communication Purposes
4.2.1 Council will provide a suitable portable computer, smart phone and

rel e

stra

printer (the equipment) for Membersbo

4.2.2 Ownership of the equipment may be transferred to a member upon
resignation or retirement or wheniti s f our years ol
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POLICY NO.

M.10

POLICY SUBJECT

Councillors Telecommunications and Information
Technology Allowance Policy

ADOPTION DATE

17 June 2004

VARIATION DATE

09 August 2006, 20 May 2010, 15 December 2011, July
2017

REVIEW DATE

21 June 2018, 18 June 2020
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Policy M.11
Shire of Boyup Brook Councillor Record Keeping Policy

Objective

The purpose of this document is to ensure that full and accurate records of the activities and
decisions of Councillors, in the course of their official duties for Council, are created,
managed and disposed of appropriately to ensure good governance and to comply with the
State Records Act 2000 and associated State Records Commission Policies.

Scope

This policy has been developed to assist Councillors to meet their Recordkeeping
responsibilities in accordance with the State Records Act 2000 and associated State
Records Commission Policies. Shire of Boyup Brook staff members should refer to the
Shr e6s Record Keeping Plan and Records Manage
accurately created and maintained serve as a history of the transactions and processes of

the organization. They are fundamental to th

Definitions

Record A record is defined as meaning 0
recordedo and includes:

- any thing on which there is writing or Braille;

- amap, plan, diagram or graph

- adrawing, pictorial or graphic work, or photograph

- any thing from which images, sounds, or writings can be
reproduced with our without the aide of anything else; and

- any thing from which images, sounds, or writings can be
reproduced with or without the aide of anything else; and

- any thing on which information has been stored or recorded,
either mechanically, magnetically, or electronically.

A StateRecord A St ate Record fAmeans a riecord c

- agovernment organisation; or

- agovernment organization employee in the course of the
empl oyeeds work for the organ
exempt recordo (State Records

Examples of State records include (but are not limited to):

- State Records - correspondence, including emails, regarding
building and development matters

- a petition received from a community group

- decl arations concerning a Cou

- speech notes made for addresses given at official Council
events, and

- complaints, suggestions or enquiries by rate payers about
Council services.

Conversely, records which are created, sent or received by Councillors when they
are not discharging functions of Council are not considered to be State Records for
the purposes of the State Records Act 1998.

Examples of records that are not State Records include (but are not limited to):
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- records relating to political or electoral issues e.g. lobbying for votes,
supportive emails from members of the community regarding elections or
political stances

- communications regarding matters of personal/general interest rather than
Council interest e.g. information from environmental or other interest
groups not specific to issues being considered by Councillor or Council.

- Records relating to attendance at sports functions, church fetes,
community functions when the Councillor is not representing Council; and

- Personal records of Councillors such as personal emails, character
references for friends, nomination for awards, letters to local newspapers
etc that are not related to Council business.

Legislative Context

Public offices are bound by the State Records Act 2000 which establishes rules for best
practice for recordkeeping in WA Government, encouraging transparency and
accountability. Councils are identified as public offices under the Act (Schedule 1, 12).
When discharging functions of Council, Councillors are subject to the State Records Act
2000 when they create or receive OState recor

The State Records Office Policy relating to Councillor Records is:

Aln relation to the r elaagodnmenteleaed mambegsy i r e m
records must be created and kept which properly and adequately record the
performance of member functions arising from their participation in the decision

making processes of Council and Committees of Council.

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

meetings of Council and Committees of Council of local government and other
communications and transactions of elected members which constitute evidence

affecting the accountability of the Council and the discharge of its business.

Local Governments must ensure that appropriate practices are established to
facilitate the ease of capture and manager
and including the decision making processe

Application of this document

All Councillors are required to comply with this policy in their conduct of official business for
Council. Official business includes business relevant to the performance of the function and
duties of the office of Councillor. This document applies to records in all formats, including
electronic records.

Records as aresource

Records are a vital asset to council. Many records created and received by Councillors
have the potential to:
- support the work of Counci |l |l or s and Council 6s
management and administration
- help Councillors and Council to deliver customer services in an efficient,
fair and equitable manner
- provide evidence of Councillorsdo acti
precedents for future decision making; and
- protect the rights and interests of the Council, Councillors and its clients
and rate payers.
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A small percentage of records created and received by Councillors will become archives,
part of the cultural resources of the State.

Creation and capture of records

Councillors should create and capture full and accurate records of any significant business
undertaken in the course of their official duties for Council. Significant business can include:
- providing advice, instructions or recommendations
- drafts of documents for Council containing significant annotations or
submitted for comment or approval by others; and
- correspondence received and sent relating to their work undertaken for
Council.

Shire of Boyup Brook is responsible for:

- creating and capturing records of Council or committee meetings where
the Council is the secretary capturing any State Records it sends to
Councillors regarding Council business.

Capture of Records into the Records System

Where Councillors receive emails at a personal email address, and the emails are State
Records, Councillors are required to forward electronic copies to the Shire of Boyup Brook.

Faxed and Hardcopy Records

All incoming mails for Councillors received by the Shire Administration will be opened by

the Records Officer. Mail considered to be a
recordkeeping system before being forwarded
responsibility to return any mail that is a State Record and requires registration in the Shire

of Boyup Brookds recordkeeping system.

Where a Councillor receives a letter or fax at their personal address, and the document is a
State Record, the Councillor is to provide the original to the Shire of Boyup Brook. The
Shire Administration will copy the document for the Councillor. It a Councillor retains copies
of any records once the originals have been forwarded for registration, these should be
retained only while needed for current Council business. The routine destruction of
duplicate records is permitted under the General Disposal Authority for Local Government.

Notes created by Councillors, which relate to
which may affect the decision making function (such as meetings with
Developers/Residents, phone conversation notes, notes made at Council and Committee
Meetings), are State Records. These records are required to be provided to the Shire of

Boyup Brook Administration.

In all cases, where the document is registered into the Records System, the security level
is set so that access is available to only the Chief Executive Officer and Records Officer.

Disposal of Records

Documents that are duplicate Public Records (Agendas and Minutes with no notes added
by the Councillor) may be destroyed as the Councillor wishes. Documents that are not
public documents should be destroyed either by pulping, or shredding of the documents. If
the Councillor has the facilities available, they may do the disposal themselves, or the
records can be given to the Shire of Boyup Brook Administration for destruction.
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POLICY NO. M.11

POLICY SUBJECT Shire of Boyup Brook Councillor Record Keeping
Policy

ADOPTION DATE 19 March 2015

REVIEW DATE 18 June 2020
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Policy M.12
Support for Community Seniors Christmas Lunch

Policy Objective

This policy establishes the support that the Shire of Boyup Brook will provide towards the
annual Community Seniors Christmas Lunch event in Boyup Brook.

Statement

The annual Community Seniors Christmas Lunch is an event organised by volunteers to
encourage a sense of community and inclusion for the ageing residents of Boyup Brook.

In support of their endeavour Council will:

1 Each year make budget provision of $1,000 (not including facility hire costs) to
contribute to the Community Seniors Christmas lunch; and
1 Provide the Town Hall free of charge.

Community Seniors Christmas Lunch organisers will:

1 Use the funding for hosting this lunch event only;

1 Provide the Shire of Boyup Brook with a letter of request, supported by invoice(s),
for the sponsorship payment.

1 Agree to acknowledge the Council's sponsorship through any promotional, verbal
or public address announcements.

Any additional requests for in-kind support for this event will need to be addressed in
writing to the CEO, three months prior to the event. Any additional support will be at the
discretion of the CEO.

Implementation of this policy is subject to annual budget considerations.

POLICY NO. M.12

POLICY SUBJECT Support for Community Seniors Christmas Lunch
ADOPTION DATE June 2018

REVIEW DATE 18 June 2020
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Policy M.13
Social Media

Policy Objective

This policy establishespr ot ocol s for the Shire of Boyup Br
with our community to ensure the Shire of Boyup Brook is professionally and accurately
represented and to maximise a positive public perception of the Shire.

Policy Scope

This policy applies to:
1. Communications initiated or responded to by the Shire of Boyup Brook with our
community; and
2. Elected Members when making comment in either their Shire role or in a personal
capacity.

Policy

Official Communications

The purposes of the Shire of Boyup Brook's official communications include:

Sharing information required by law to be publicly available.

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

Promoting Shire events and services.

Promoting Public Notices and community consultation / engagement opportunities.

Answering questions and responding to requests for information relevant to the role

of the Shire.

1 Receiving and responding to community feedback, ideas, comments, compliments
and complaints.

The Shire of Boyup Brook's official communications will be consistent with relevant
legislation, policies, standards and the positions adopted by the Council. Our
communications will always be respectful and professional.

= =4 4 -8 A

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

1 Website;

1 Advertising and promotional materials;

1 Media releases prepared for the Shire President, to promote specific Shire
positions;

1 Social media; and

1 Community newsletters, letter drops and other modes of communications
undertaken by the Shireés Administration a

Speaking on behalf of the Shire of Boyup Brook

The Shire President is the official spokesperson for the Shire of Boyup Brook and may
represent the Shire in official communications, including; speeches, comment, print,
electronic and social media. [ s.2.8(1)(d) of the Local Government Act 1995]
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Where the Shire President is unavailable, the Deputy Shire President may act as the
spokesperson. [s.2.9 and s.5.34 of the Local Government Act 1995]

The CEO may speak on behalf of the Shire of Boyup Brook where authorised to do so by
the Shire President. [s.5.41(f) of the Local Government Act 1995]

The provisions of the Local Government Act 1995 essentially direct that only the Shire
President or the CEO if authorised, may speak on behalf of the Local Government. It is
respectful and courteous to the office of Shire President to refrain from commenting
publicly, particularly on recent decisions or contemporary issues, until such time as the
Shire President has had opportunity to speak on behalf of the Shire.

Communications by Elected Members, whether undertaken in an authorised official
capacity or as a personal communication, must not:
1 bring the Shire of Boyup Brook into disrepute,
T compromise the personbés effectiveness in t
T i mply the Shi itd@esonal vielvs, brs e me n
1 disclose, without authorisation, confidential information.

Social media accounts or unsecured website forums must not be used to transact
meetings which relate to the official business of the Shire of Boyup Brook.

Elected member communications must comply with the Code of Conduct and the Local
Government (Rules of Conduct) Regulations 2007.

Responding to Media Enquiries

All enquiries from the Media for an official Shire of Boyup Brook comment, whether made
to an individual Elected Member or Employee, must be directed to the CEO or a person
authorised by the CEO. Information will be coordinated to support the Shire President or
CEO (where authorised) to make an official response on behalf of the Shire of Boyup
Brook.

Website

The Shire of Boyup Brook w
h

il mai nt adimte an of f
resource to access to t e Shi

reds official co

Social Media

The Shire uses Social Media to facilitate information sharing to our community. Social
Media will not however, be used by the Shire to communicate matters that are complex or
relate to a personb6s or entitybds private affa

The Shire of Boyup Brook may maintain the following Social Media accounts:
1 Social networks, including - Facebook, Yammer, LinkedIn and Google+;

1 Media Sharing networks, including 1 Snapchat, Instagram, Flickr, Soundcloud,
YouTube and Podcasts;

1 Blogging networks, including i Wordpress or newshub;

1 Micro-blogging networks, including 1 Twitter and Tumblr
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1 Apps (applications), including T Localeye, Report It, iCouncil, Go2Guides, My Local
Services, Snap Send Solve, NearStreets

The Shire of Boyup Brook may also post to Social Media hosted by others, so as to
ensure that the Shireds st r efresenteccandploaed.t i ves

Shire President's Social Media Official Accounts

The Shire of Boyup Brook supports the Shire President in using official social media
account/s to assist the Shire President in fulfilling their role under section 2.8 of the Local
Government Act, to speak on behalf of the Local Government. The content will be
administered and moderated in accordance with this policy.

These official Shire accounts must not be used by the Shire President for personal
communications.

Use of Social Media in Emergency Management and Response

The Shire of Boyup Brook will use the following channels to communicate and advise our
community regarding Emergency Management:
1 Facebook and/or any other active social media platforms.

Record Keeping and Freedom of Information

Official communications undertaken on behalf of the Shire of Boyup Brook including on

the Shirebés Soci al Media accounts and third p
and retained as local government r ecor ds i n accordance with ¢t
Plan and the State Records Act 2000. These records are also subject to the Freedom of

Information Act 1992.

Personal Communications

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

Therefore, on the basis that personal or private communications may be shared or
become public at some point in the future, Elected Members must ensure that their
personal or private communications do not breach the requirements of this policy, the
Code of Conduct and the Local Government (Rules of Conduct) Regulations 2007.

Elected Member Statements on Shire Matters

An Elected Member may choose to make a personal statement publicly on a matter
related to the business of the Shire of Boyup Brook.

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

1. Clearly state that the comment or content is a personal view only, which does not
necessarily represent the views of the Shire of Boyup Brook.
2. Be made with reasonable care and diligence;
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3. Be lawful, including avoiding contravention of; copyright, defamation, discrimination

or harassment laws;

Be factually correct;

Avoid damage to the reputation of the local government;

Not reflect adversely on a decision of the Council,

Not reflect adversely on the character or actions of another Elected Member or

No o s

Employee;

8. Maintain a respectful and positive tone and not use offensive or objectionable
expressions in reference to any Elected Member, Employee or community member.

An Elected Member who is approached by the media for a personal statement may
request the assistance of the CEO.

Comments which become public and which breach this policy, the Code of Conduct or the
Local Government (Rules of Conduct) Regulations 2007, may constitute a serious breach
of the Local Government Act 1995 and may be referred for investigation.

POLICY NO.

M.13

POLICY SUBJECT

Social Media

ADOPTION DATE

21 June 2018

VARIATION DATE

13 December 2018

REVIEW DATE

18 June 2020
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Policy M.14
Elected Member Continuing Professional Development

Objective

To ensure that Elected Members of the Shire of Boyup Brook receive appropriate
information and training to enable them to understand and undertake their responsibilities
and obligations

Statement

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

Pursuant to the Local Government Act 1995, Elected members must complete Council
member essentials which incorporate the following training units.

1 Understanding Local Government;

Conflicts of Interest;

Serving on Council;

Meeting Procedures and Debating; and

Understanding Financial Reports and Budgets

Council 6s preferred provider for the training

E R ]

All units and associated costs will be paid by the Shire and must be completed by 30 June
in the year immediately following the elected Member 6 s el ecti on. The tr ai
period of five years.

Additionally, the Shire will publish, on the
Members within one month after the end of the financial year pursuant to the Local
Government Act 1995

It i s Council és preference that the training
the more cost-efficient form of delivery. It is acknowledged however that there may be
Elected Members who prefer to receive training face-to-face and / or opportunities to attend

training which is being delivered in the region or in the Perth metropolitan area.

Consideration of attendance at professional development courses, other that the online
Council Member Essentials, which are deemed to be approved, are to be assessed as
follows:
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1 Events for the Shire President must be approved by the Deputy Shire President, in
conjunction with the CEO; and
1 Events for Councillors must be approved by either the Council or the Shire President,
in conjunction with the CEO.
Considerations for approval of the professional development activity include:

1 The cost of the attendance including registration, travel and accommodation, if
required;

The budget provisions allowed and the uncommitted or unspent funds remaining;

Any justification provided by the applicant when the training is submitted for approval,

The benefits to the Shire of the Elected member attending

Al i gnment to the Shireds strategic object.i
The number of Elected members already approved to attend.

= =4 -4 8 2

Note: Any expenditure commitments associated with Elected Member professional
development must be performed by and authorised through the CEO.

POLICY NO. M.14
POLICY SUBJECT Elected Member Continuing Professional Development
ADOPTION DATE 24 September 2020

129



Policy M.15
Council Agenda Briefing and Strategic/Concept forums

Objective

This policy provides the purpose, procedures and conduct of briefings and forums involving
Councillors, other than ordinary and special meetings and meetings of standing or
occasional committees established under section 5.9 of the Act.

Scope

This policy applies to all Councillors, staff and members of the public that attend Council
briefings and forums convened by the Shire.

Policy

General Provisions

1  The Shire President or Deputy Shire President in his or her absence will preside at
agenda briefing and strategic/concept forums. If neither President nor Deputy is
present, a Councillor will be chosen by those Councillors present.

1 No formal minutes are required to be taken. Records will only be kept of attendance,
conflict of interest disclosures and items / topics discussed.

1 No decisions are to be made as decisions will be made at the Council meeting.

Agenda Briefing

1  The start time of agenda briefing is to be advertised on the shire website, facebook
and other mediums where necessary.

1  Agenda briefings are open to members of the public, except where items are
confidential in nature under the Act. Confidential items will be discussed once the open
briefing has closed and members of the public have left.

1  The presiding member will manage receiving of questions from the public. Public
guestions are to be confined to five minutes per person and a maximum of 15 minutes
and are limited to questions regarding items in the agenda briefing. Public questions
that members of the public wish to be recorded in the minutes of the ordinary meeting
of Council will be required to ask that question at the ordinary meeting of council.

i All questions and answers must be through the chair and relate to the upcoming
ordinary council meeting agenda.

1  There is to be no free-flowing discussion between Councillors and debate is strictly
prohibited.
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The legislation does not require disclosure of conflicts of interest at agenda briefings
however in the interest of transparency and accountability and the provisions of the
rules of conduct, it is considered not acceptable to participate in a matter if there is a
conflict of interest.

Councillors and officers will therefore be required to declare an intertest in accordance
with the provision of the Act as it applies to ordinary council meetings.

Strategic / Concept forums

1  Strategic / Concept forums are a mechanism by which Shire employees can
confidentially update councillors on developments related to specific projects,
strategic, conceptual or sensitive matters.

1 In these circumstances it is important for Councillors to be involved and to be able to
speak freely without members of the public in attendance.

1  The forums allow a free flowing discussion between Councillors and staff, however
there is to be no debate on any matter.

1 Council may decide to, at a future date, open the discussion on major projects and or
to invite members of the public to participate in workshops.

Definitions

Agenda Briefing - a monthly briefing to discuss the agenda for the following council
meeting.

Strategic / Concept forums i a briefing to update Councillors on strategically significant
issues or projects that are in a concept stage.

Relevant Policies / Administration Practice

Nil

Legislative / Local Law requirement

Section 5.23 Local Government Act 1995

Rules of Conduct regulations 2007

POLICY NO. M.15

POLICY SUBJECT Council Agenda Briefing and Strategic/Concept

forums Policy

ADOPTION DATE 26 November 2020
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Policy M.16
Attendance at Events

Objective

The Shire of Boyup Brook is required under section 5.90A of the Local Government Act
1995 to adopt a policy on attendance at events.

Scope

This policy applies to Elected Members, the Chief Executive Officer and all employees of
the Shire of Boyup Brook in their capacity as an Elected Member or employee of the Shire
and where they may receive free or discounted tickets or an invitation to attend an event to
represent the Shire to fulfill their leadership roles in the community, generally from a third

party.

Attendance at an event in accordance with this policy will not exclude the gift holder from
the requirement to disclose an interest if the ticket is above $300 and the donor has a matter
before council. Any gift received that is less that $300 (either one gift or cumulative over 12

months from the same donor) also does not need to be disclosed as an interest. Receipt of
the gift will still be required under the gift register provisions.

Policy

171 Permitted Events

All Elected Members, the Chief Executive Officer and employees with the approval of the
CEO are entitled to attend permitted events to represent the Shire of Boyup Brook.

Any fee associated with a permitted event, the fee including the attendance of a partner,

and if deemed necessary, travel and accommodation, may be paid for by the Shire out of

the Shireds budget by way of rei mbuhicshéesaeht , u|
with under clause 4 of this policy.

If there are more Elected Members than tickets provided, then the Shire President shall
allocate the tickets.

Any donated or discounted individual tickets and any associated hospitality with a discount
/ donated estimated or face value above $500 (inclusive of GST and if relevant, travel)
provided to the Shire are to be referred to Council for determination.

The following events are permitted subject to the provision of this policy:

i.  Advocacy, lobbying or members of parliament or ministerial briefings;

ii.  Meetings of clubs or organisations within the Shire of Boyup Brook;

iii.  Any free event held within the Shire of Boyup Brook;

iv.  Australian or West Australian Local Government events;

v. Events hosted by Clubs or Not for Profit Organisations within the Shire of Boyup
Brook to which the Shire President, Elected Members, Chief Executive Officer or
employee has been officially invited;

vi.  Shire hosted ceremonies and functions;

vii.  Shire hosted events with employees;
viii.  Shire sponsored functions or events;
ix.  Shire run tournament or events;
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Xi.
Xii.
Xiii.
Xiv.
XV.
XVi.
XVii.
XViil.

XiX.

Cultural events / festivals within the Shire of Boyup Brook or the district;

Events run by a Local, State or Federal Government;

Events run by schools and educations facilities within the Shire of Boyup Brook;
Major professional bodies associated with local government at a local, state and
federal level;

Opening or launch of an event or facility within the Shire of Boyup Brook or the
district;

Recognition of Service events within the Shire of Boyup Brook or the district;

RSL events with the Shire of Boyup Brook or the district;

Events run by WALGA, LGIS or a recognised and incorporated WA based local
government professional association;

Where the Shire President, Elected Member or Chief Executive Officer
representation has formally been requested.

Where attendance at the event forms part of the Chief Executive Officer or other

Shire employeeds contract of employment or

2. Approval Process

Where events are listed as prohibited, no attendance is permitted.

Where events are permitted, no approval is required for all other events the approval
process is as follows:

1
1
1
1

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

Events for the Chief Executive Officer may be approved by the Shire President; and
Events for employeeds may be approved

Consideration for approval of the event include:

T

il
1
il

Justification provided by the applicant when the application to attend the event is
submitted for approval

The benefit to the Shire of the person attending

Al ignment with the Shirebs strategic
The number of shire representative already approved to attend.

3. Other matters

1
il

If the event is a free event to the public then no action is required.

If the event is ticketed and the Elected Member, Chief Executive Officer or employee
pay the full ticketed price and does not seek reimbursement, then no action is
required.

If the event is ticketed and the Elected Member, Chief Executive Officer or employee
pays a discounted rate or is provided with a free ticket(s) with a discount value, the
recipient must disclose receipt of the tickets (*any other associated hospitality) within
10 days to the Chief Executive Officer (or Shire President in the case of the CEO
being the recipient) if the discount or free value is greater than $50 for employees,
(excluding CEO) and greater than $300 for Elected Members and the CEO.
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4. Conference Registration

Conference registration, booking, payments and expenses shall be dealt with in accordance
with council policy M.01 i seminars, conference and training.

5) Dispute Resolution

All disputes regarding the approval of attendance at events are to be resolved by the Shire
President in relation to Elected Member and the Chief Executive Officer, and the CEO in
relation to employees.

6. Procedure

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

Free or discounted invitations / offers of tickets that are provided to the Shire without
denotation as to who they are for, are to be provided to the Chief Executive Officer and
attendance determined by the Chief Executive Officer in liaison with the Shire President,
based on relative benefit to the Shire in attending the event, the overall cost in attending the
event, inclusive of travel or accommodation availability of representative, and the expected
role of the relevant Elected member or employee.

Definitions

District: is defined as the South West region of Western Australia
Elected members: includes the Shire President and all Councillors
Shire: is the local government - the Shire of Boyup Brook

Relevant Polices / Administration Practices

Policy M.01 Seminars Conference and training

Legislation / Local Law requirement

Local Government Act 1995 - S5.90A policy for attendance at events
Local Government (Administration) Regulations 1996 i r34B- required code of conduct
contents about gifts to employees

POLICY NO. M.16
POLICY SUBJECT Attendance at Events
ADOPTION DATE 17 December 2020
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Section 5
PLANNING
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Policy P.01
Landscaping Provisions i Commercial and Industrial Building

Objective

To ensure the appearance of commercial and industrial zones is improved or maintained to
a minimum standard.

Statement

That planning applications for development of commercial or industrial sites, landscaping
5% of the lot in keeping with surrounding adjacent areas, to the satisfaction of the Shire
within one year of completion of the building, be included as a condition of approval of the
application.

POLICY NO. P.01

POLICY SUBJECT Landscaping Provisions i Commercial and Industrial
Buildings

ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007

REVIEW DATE 18 June 2020
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Policy P.02
Subdivisions T Drain and Fill Conditions

Objective

To provide guidelines for subdivisions which require drain and fill.

Statement
1.

(@)

(b)

(©)

(d)

(€)

(f)

Fill Levels

In flood prone areas land should be filled only in flood fringe areas where
defined or where permitted by the Water and Rivers Commission. Authority to
a level above designated flood levels (usually the 1% flood event) or the level
advised by the Commission. In areas protected by levels or other mitigation
works other levels will be specified. These are determined by the local
government in conjunction with the Water and Rivers Commission.

No fill shall be placed in areas designated as flood ways.

Surface depressions likely to retain ponded water and areas of high water
table intersecting ground level should be filled or drained except where such
water bodies have significant beneficial uses and consequently need to be
retained as areas of Public Open Space.

Where deep sewage is not a condition of subdivision the Local Government
Authority should ensure that adequate clearance can be achieved between
the highest known water table and the septic tank/leach drain system. Where
appropriate, Local Government Authorities may consider the use of inverted
leach drains to reduce fill requirements. The Health Department of Western
Australia requires a minimum separation of 1.2 metres between the maximum
ground water level and development level where on-site effluent disposal is
utilised.

Where filling is required it should not be to the detriment of adjoining
landowners. All fill should be retained on the lot by the use of retaining walls
or ensuring the nature angle of repose is not exceeded. Development approval
and a Building Permit, may be required for any retaining walls over 0.5m from
natural ground level. Retaining walls exceeding 1m in height require structural
certification. Retaining walls shall be entirely contained within the boundaries
of a single lot. Appropriate drainage is to be installed behind retaining walls.

In many instances land to be vested as Public Open Space will be best left in
its natural state, however, the Shire should, when it is in the best interest of
the community, have a POS reserve or portion of POS reserve filled to the
same standard as the balance of the subdivision.

Where substantial vegetation exists on an area to be filled, Council should give
careful consideration to the standards imposed. Fill not only destroys shrubs
and ground cover but may in the longer term result in more established trees
dying. The effects that a reduction in vegetation may have on the water table
should also be considered by Council.
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2. Compaction

(@)  Fill placed on a lot to meet Local Government Authority standards should be
compacted to a degree that will allow typical development for that zone to be
commenced without any additional earthworks being necessary. The
Commission acknowledges that in some circumstances it will be necessary for
Council to vary this requirement.

3. Drainage

(@) Stormwater management shall be in accordance with the Department of Water
‘'Stormwater Management Manual' and address the following:

A Re-use of stormwater;

A Stormwater discharge to the Shire's drainage system must be at or below
predevelopment rates;

A Post-development flow rates are to be attenuated to pre-development flow
rates through the provision of adequate temporary detention storage;

A Discharge to the Shire's system is to be via a silt trap located within the
property;

A Connection to the Shire's system is to be via a 90mm Stormwater Grade PVC
pipe to a manhole located in the verge fronting the lot;

A Treatment of the 1 year average recurrence interval event;

A Sizing of pipe systems to accommodate the 5 year average recurrence interval
event;

A Provision of storage infrastructure sized to attenuate the 10 year average
recurrence interval event to predevelopment flow rates to protect the
downstream drainage system;

A Overland flood route for the 100 year average recurrence interval event;
Specific requirements of downstream receiving waters and existing upstream
catchment.

(b)  Adrain and fill condition may be used to require the deviation or upgrading of
creeks or drains which runs through land, the subject of a subdivision
application.

(c) Land may be drained to help achieve the necessary separation between the
highest known water table and ground level, or where septic tanks are used,
leach drains.

(d) The standard of drain construction required is best left to the Local
Government Authority to determine after considering the following factors:-
1. Area of Catchment
2. Maximum flow rates
3. Quiality of run offs
4. Surrounding land uses
5. Aesthetics
In general, however, piped drains are preferred in urban areas.
(e) Where a comprehensive drainage system exists or is proposed, a subdivider

should be required to contribute to the cost of that scheme. Generally such
contribution should be a proportion of the total cost equal to that which the
area of land being subdivided bears to the total area covered by the
comprehensive drainage system.
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) Drainage easements on reserves required as a result of subdivision should be
provided free of cost to the Local Government Authority. If required, a
condition to this effect should be requested of the Commission when a
subdivision is referred to the Local Government Authority.

Drain and Fill in Non Urban Areas

The relative isolation of development in non urban areas makes the imposition of a
drain and fill condition at the subdivision stage unwarranted. Such a condition would
be more appropriately applied to a building licence application at which stage the
location and type of development can be evaluated.

Not withstanding these comments the Commission acknowledges that in particular
instances there may be grounds for a Local Government Authority to request a drain
and fill condition in non urban areas. Such cases should be justified by the Local
Government Authority in its response to the Commission's referral.

Note: Refer also to Shire Policies B04 - Stormwater Drainage and W13 - Connection
of Private Landholders Stormwater into Councils Stormwater Drainage

System.
POLICY NO. P.02
POLICY SUBJECT Subdivisions i Drain and Fill Conditions
ADOPTION DATE 17 June 2004
VARIATION DATE 16 February 2017
REVIEW DATE 18 June 2020
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Policy P.03
Subdivisions and Amalgamations

Objective

The following provisions should form the basis of comments and recommendation to the
Western Australian Planning Commission prior to the determination of the subdivision of
rural land.

Statement

1. In considering a plan of subdivision submitted to it for support, the Council shall have
regard to the following matters:

a) The size, dimensions and shape of each lot;
b) The situation and planning of each lot in relation to services, both present and
prospective.

Note: A statement of undertaking, advice to prospective purchasers or a Section 70A Title
notification may be required in relation to the sale of any new lots with regard to provision
of existing Shire services or development issues.

C) The existing and proposed access to the subject land and to each lot. The
Council will have regards to:-

i) the provisions of the fARoad Contri bu
i) the likely impact of the proposal on the Council road construction
program;

iii) the ability to reduce the potential upgrading of existing roads by
utilising an alternative subdivision design or battleaxe access legs
which shall be constructed and designed to the satisfaction of the
Chief Executive Officer;

iv) sight distances;

V) provision of school bus pick i up and let-down points.

d) The drainage of land and whether the land for drainage is to be vested in the
local government or some public body or a government department.

e) Whether the land has been declared unfit for building under the provisions of
the Health Act 1911.

f) The provisions of Town Planning Scheme No 2, any regulations under the Act
made by the Minister, and / or any town planning by-laws by the local
government wherein the land to be subdivided or amalgamated is situated.

s)] Any other matter relating to the proposed subdivision or amalgamation which
the Council in its opinion considers necessary or desirable in relation thereto
including:-

Bush Fire Protection measures;
Flood prone land;
Battleaxe blocks; and

1
1
1
1 Subdivision boundary to suit topography.
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h) Council may object to the application where it is not accompanied by a
commitment from the applicant to construct or upgrade the road to a suitable

standard.

)] Where the construction/upgrading of a road involves the clearing of vegetation
the Commission be advised that this may require approval under the
Environmental Protection Act 1986 and the Environmental Protection and
Biodiversity Conservation Act 1999 and there is no certainty that such
approvals will be given.

POLICY NO. P.03

POLICY SUBJECT Subdivisions and Amalgamation
ADOPTION DATE 17 June 2004

VARIATION DATE 16 February 2017

REVIEW DATE 18 June 2020
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Policy P.04
Outbuildings

Objective
1. This policy seeks to guide the development of outbuildings proposed to be used for:
a. Domestic storage incidental to a dwelling; and
b. Where appropriate in accordance with Scheme 2, intensive uses such as cottage
industry, commercial, rural industry, light industry, transport depot and stables.

2. This policy also seeks to minimise adverse impacts outbuildings may have on a
locality.

Scope

1. This policy seeks to cater for a need for larger outbuilding space to accommodate
intensive uses (commercial and industrial).

2. This policy does not apply to:
a. Structures without a solid roof (shade cloth and arbours);
b. Structures attached to a dwelling; and
c. One structure (garden shed) with a floor area of 10m2 or less and under 2.4m in

height.
Definitions

Outbuilding For the purpose of this policy and in keeping with the Western
Australian Planning Commission (2012) Residential Design Codes,
outbuildings are structures that are non-habitable and not attached to a
dwelling and may include sheds, gazeboes, carports, sea-containers
and shade houses.

Height When measuring the height of an outbuilding, measurements are to be

taken from the natural ground level to the highest point of the wall or
roof top, whichever is applicable.

Maximum Area The maximum area of an outbuilding is the combined total roof area of
all existing and proposed outbuildings.

Policy Provisions

1. Outbuildings shall not be consideredona é Re s i dzometoi ualéssi-
a. There is an existing Class 1 residential dwelling constructed on the lot; or
b. The outbuilding application is concurrent with an application for a habitable
structure (dwelling).

2. Outbuildings shall be located away from the primary or secondary street towards the
rear of the lot and where possible away from neighbouring dwellings. The exception to
this rule applies to outbuildings fronting
|l ndustrial é and 6Commercial &8 zone propertie
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is to incorporate a mixture of materials such as brick, glass and steel and design
features (awnings) to improve the street appeal.

. With the exception of O6Rural 6 zon?shalbeopert
constructed out of low-reflective materials that blend with the landscape (dark blue,

green, brown or red). The following colours are to be avoided as they are deemed to
detract from the | andscape and are consider
Galvabond, White, Off-white, and Surfmist.

Sea containers may be considered where:
a. Plans indicate measures to make more visually appealing such as:
1 painting and/or re-cladding to a colour and design similar to surrounding
development; and
1 Screening by planting trees or shrubs or by locating behind other development.
b. Neighbours have been consulted and comments considered manageable.

. For mono-pitched roofs, the height of the wall on the high side may be relaxed by up
to 400mm.

For slopes greater than 1 in 5, the max wall height may be determined at the higher
point of the site where the land has not been subject to cut and/or fill.

Wall height
measured  this
side

Slope Greater than 1:5

. Where demonstrated proof of ownership of vehicle/vessel, a relaxation of the height of
the wall and/or ridge may be supported.

. The design and location of outbuildings shall comply with the following Table 1.

Relaxations for setbacks may be considered subject to written confirmation by the
adjoining landowner/s that they have no objection to the proposal.
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TABLE 1: OUTBUILDING SPECIFICATIONS

Zoning Max. Max. Maximum Maximum total Set-backs
Wall Ridge individual outbuilding
Height | Height | outbuilding area (m?)
area (m?)
Residential and 3m 4.2m 80 100 6m1 Front &
Urban Zone (Lots Secondary
<500n¥) 1m7 Side & Rear
Residential and 3m 4.2m 100 120 6m 1 Front &
Urban Zone (Lots Secondary
500m? 1 1000m?) 1m 1 Side & Rear
Residential and 3m 4.2m 120 200 6m 1 Front &
Urban Zone (Lots Secondary
1000m? or >) 1m 7 Side & Rear
Special Rural Zone | 4.2m 4.8m 200 300 Per Scheme
(Lots < 2ha) Requirements
Special Rural Zone | 4.2m 4.8m 200 400 Per Scheme
(Lots 2ha and >) Requirements
Rural Small 4.2m 4.8m 300 600 Per Scheme
Holding Requirements
Commercial Zone | 6m 10m Plot Ratio 1.0 Plot Ratio 1.0 Front - Per street
character
5m 1 One Side
Om i Other Side and
Rear
(3m setback does not
require fire wall)
Light Industrial 6m 10m Plot Ratio 0.5 Plot Ratio 0.5 5m Front
Zone 3m Rear
3m Side
General Industrial | 6m 10m Plot Ratio 0.5 Plot Ratio 0.5 11m Front
Zone 10m Rear \[L
5m Side
Rural Zone Judged on merit Per Scheme
Requirements
Special Use Zone Judged on merit Per Scheme
Requirements
POLICY NO. P.04
POLICY SUBJECT Outbuildings

ADOPTION DATE

17 June 2004

VARIATION DATE

21 December 2007, 16 April 2015

REVIEW DATE

18 June 2020
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Policy P.05
Bed and Breakfast Accommodation

Objective

To facilitate alternative tourist accommodation types for a range of locations whilst
maintaining the amenity of those locations for permanent residents.

Statement

Definition

"Bed and Breakfast Accommodation” means a dwelling, used by a resident of the
dwelling, to provide accommodation for persons away from their normal place of residence
on a short-term commercial basis and includes the provision of breakfast.

A short-term basis means that the accommodation may not be occupied by the same
tenant/s for a continuous period of more than 4 months, or more than 4 months in a 12
month period.

A maximum of 6 guests shall occupy the premises at any one time dependent upon the
maximum number of bedrooms approved by the Shire.

The Shire permits an exemption from this policy for residences which are used as Bed and
Breakfast accommodation for special events held in the Shire, limited to a maximum of 10
days per annum for no more than 3 consecutive days and a maximum of two bedrooms
being used.

Appearance of Dwelling

The use of Bed and Breakfast accommodation shall be incidental to the predominant use
and nature of the dwelling. The appearance of the dwelling shall remain residential and
shall not impact adversely on surrounding properties.

Minimum Standards/Conditions

1) The owner/manager of the Bed and Breakfast accommodation will reside on-site.

2) Bedrooms
@) Maximum 3 bedrooms for guest purposes. (maximum of 2 guests per room)
(b) No guest bedroom shall have openings to any other bedroom or facilities not
for the use of guests.
(c) Rooms to be suitably furnished for number of guests.
(d) Rooms to be kept clean at all times and supplied with clean linen.
(e) Rooms to be provided with lockable door.
0] Guest bedrooms shall be for guest purposes only.

3) Bathroom/WC
(@) Bathrooms/WC to be either shared facility for exclusive use by guests only, or
private en-suite facility off bedrooms, or a combination of the both.
(b) Bathroom/WC to have smooth and impervious surfaces throughout and shall
be kept clean at all times.
(©) Hot and cold water shall be supplied at all times.
(d) Minimum facilities shall include bath and/or shower, hand basin and WC.
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(e)  Any shared bathroom or WC to be provided with lockable doors (please note
that all WC doors should open outwards or be fitted with lift-off hinges).

NOTE: Upgrading of plumbing and wastewater disposal systems may be required if
existing system is inadequate or substandard.

4) Kitchen

(@  Allfloor, wall, bench, door, working area and ceiling surfaces shall be smooth,
impervious and free of cracks and crevices at all times.

(b) Suitable facilities for the hygienic preparation, storage and cooking of food
shall be provided to cater for the maximum number of guests likely to be
accommodated (dependent upon room numbers).

(c) Preparation of meals to be the sole responsibility of the proprietor. Self service
cooking by guests is not permitted. The preparation of hot and cold beverages
by guests is permitted.

Minimum Lot Size

The minimum lot size of a Bed and Breakfast accommodation in residential and urban zones
is 800m=.

Car Parking

Any application for Bed and Breakfast accommodation shall be accompanied with a plan of
a proposed car parking layout and demonstrate that adequate guest car parking facilities
can be provided on the lot and in close proximity to guestrooms. No on-street car parking
will be permitted for guest vehicles.

Two car parking spaces will be required for permanent residential use. One additional car-
parking bay will be required for each guestroom. All car parking must be located behind the
front setback.

The car parking bay shall not be less than 2.5m x 5.5m with a 6.0 metre wide manoeuvring
area in the case of 90° parking.

Establishments located on major arterial or distributor roads and/or within 40 metres of any
intersection will require a car parking area that is signed so vehicles can leave and enter
the site in forward gear. In other locations this is encouraged but not essential.

Car parking and access areas are to be constructed and drained to the satisfaction of the
Manager of Works and Services.

Guest Lounge Room

The Shire encourages provision of a separate guest lounge room although this is not a
mandatory requirement.

Fire Protection

The dwelling shall be provided with smoke alarms as per the Building Code of Australia.
Required smoke alarms must comply with AS3786, be connected to the mains power and
installed in every bedroom used by the guests and in all associated hallways leading to the
guest bedrooms.

A 2.5 kg dry powder fire extinguisher and fire blanket shall be supplied in the kitchen.
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Application

Written application for approval with accompanying site and floor plans shall be made in the
form prescribed by the Scheme giving full details of number and type of rooms, total number
of beds, all facilities provided for guests and car parking arrangements. The application
must also include a drawing of the entire dwelling, demarcating area of guest facilities, car
parking and locations for smoke alarms.

A preliminary inspection of the premises will be carried out prior to the application being
presented to the Council.

An application fee as set in the Shireods

Licence

A Bed and Breakfast accommodation may be subject to an annual inspection.

Upon planning approval being given, a planning consent will be issued requiring the
standards outlined in this policy and any other condition that the Council sees fit to impose
shall be complied with prior to the accommodation being occupied. The planning consent
shall be regarded as the licence.

The applicant shall arrange for a final inspection to be carried out so that compliance of all
conditions can be determined.

Any building extensions, additions or alterations to increase the number of guest rooms
within the scope of this policy will require the licence conditions to be modified to reflect the
increase in the maximum number of guests permitted.

The planning consent and approval shall not be transferable to another site.

POLICY NO. P.05

POLICY SUBJECT Bed and Breakfast Accommodation
ADOPTION DATE 17 June 2004

VARIATION DATE 16 February 2017

REVIEW DATE 18 June 2020
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Policy P.06
Farm Chalet

Objective

To determine the requirements and standards relating to the development of Farm Chalets
in the O6Ruraldé zones.

Minimum Standards/Conditions

Maximum Density:
The property shall provide for a minimum of two (2) ha per chalet.

Access and Car Parking:
The proponent shall provide appropriate access and carparking:-
1. two car parking spaces being provided for each chalet and constructed to a gravel
pavement finish (currently wor desdea ldecdodn)s
and properly drained to the satisfaction of the Chief Executive Officer;

2. access being approved by the Chief Executive Officer and crossovers
constructed to the Council és design speci

Water Supply:
The proponent shall provide a minimum of eighty thousand (80 000) litres per annum per
chalet.

Fire Prevention Measures:
The proponent shall comply with the Shirekbs Fi rebreak Order. A 2.5
extinguisher and fire blanket shall be provided in each individual kitchen.

Stormwater:
All stormwater run off from impervious surfaces being disposed of to the satisfaction of the
Chief Executive Officer.

Waste Water:
The provision of a waste water and effluent disposal system in compliance with the Health
DepartmentofWe st ern Australiads regulations and pol

Building Code:
The buildings shall comply with the Building Code of Australia.

Fire Management:
A Fire Management Plan to the satisfaction of the Chief Bushfire Control Officer will be
required for the land.

Minimum Facilities:

The following minimum facilities shall be provided in each chalet:-
Toilet

Bathroom (may be combined with toilet)

Kitchen

Living Area

w W W W
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8§ Laundry facilities (may be provided as a single detached facility for common use
where more than one (1) chalet is approved) a maximum of fifty (50) metres from

each chalet.

Location:
Proponents are encouraged to locate chalets at least 100 metres away from neighbouring

rural property boundaries to reduce any future potential conflict.

POLICY NO. P.06

POLICY SUBJECT Farm Chalets
ADOPTION DATE 17 June 2004
VARIATION DATE 16 February 2017
REVIEW DATE 18 June 2020
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Policy P.07
Feedlots Animal Husbandry i Intensive

Objective
This policy applies to an application for a feedlot in the Rural Zone.

This policy builds on the Shire's Scheme objective in clause 1.5 to protect the potential of
agricultural land for primary production and to preserve the landscape and character of
rural areas.

As rural land within the Shire is a limited resource, the natural environment and the
amenity of people's lifestyle need to be maintained.

This policy aims to ensure that feedlots do not adversely impact on the rural activities
carried out on the land and neighbouring farms.

Definition

Section 5.5.1 of the Shire of Boyup Brook Health Local Law 2004 (the Health Local Law)
interprets, for the purpose of Division 5 of the Health Local Law, feedlot and animals to
mean as follows:

5.5.1 For the purpose of this divisiond

Afeedl otdo means a confined area with water.
birds are held and fed for the purpose of weight gain;

Aani mal 0 includes sheep, | ambs, goats, deer,
hens, geese, turkeys, ducks, poultry, emus and ostriches.

Clause 2 in the Shire's Town Planning Scheme 2 (the Scheme) defines animal husbandry -
intensive as follows:

2. LAND USE DEFINITIONS

In the Scheme-

"animal husbandry - intensive" means premises used for keeping, rearing or fattening of
pigs, poultry (for either egg or meat production), rabbits (for either meat or fur production)
and other livestock in feedlots;

For the purpose of this policy, a feedlot is a confined yard area with watering and feeding
facilities where the raw material (the stock animals), is completely hand or mechanically
fed for the purpose of production, i.e. to add muscle/meat to their frame and optimise fat
cover in preparation for slaughter (finishing).

This expanded definition of a feedlot excludes:

the feeding or penning of (stock) animals in this way for weaning or dipping;
maintenance feeding, e.g. confining and feeding to maintain the condition of, e.g.
breeding (stock) animals; or

similar husbandry purposes e.g. for drought or emergency feeding; or

at a slaughtering place or in recognised saleyards.
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Development
This type of |l and use deemed by Council to be

'‘AA'" A use which Council, in exercising the discretionary powers available to it. may approve
under this scheme which may require that the following to be carried out:

3.5. ADVERTISING OF APPLICATIONS

3.5.2 Where an application is made for planning approval to commence or carry out
development which involves a 'AA' use, or any other development which requires the
planning approval of the Council, the Council may give notice of the application in
accordance with the provisions of sub-clause 3.5.3.

3.5.3 Where the Council is required or decided to give notice of an application for planning
approval the Council shall cause one or more of the following to be carried out:

a) Notice of the proposed development to be served on the owners and
occupiers as likely to be affected by the granting of planning approval stating
that submissions may be made to the Council within twenty-one days of the
service of such notice.

b) Notice of the proposed development to be published in a newspaper
circulating in the Scheme area stating that submissions may be made to the
Council within twenty-one days from the publication thereof.

C) A sign or signs displaying notice of the proposed development to be erected
in a conspicuous position on the land for a period of twenty-one days from the
date of publication of the notice referred to in paragraph b) of this sub-clause.

Application

Applications shall be made to the Council in the form required by the Scheme and must
include an accurate map of the property with all relevant distances indicated.

Site Selection

1. Not within 5 kms of a gazetted Townsite with the Council having discretionary powers
to approve sites less than 5 kms.

2. Gently sloping land, generally no greater than 1:20 but not less than 1:100.

3. Sandy loam soils with sufficient infiltration to avoid surface ponding and reduce run-
off. Coarse sand is not suitable.

4, Minimum groundwater clearance of 3m.

Establishment and Management Requirements

1. Establish trees and shrubs in dense belts so as to create a windbreak and general
screen.

2. For cattle, the recommended stocking rate of area will be 9-25m? /head, dependent
on soil types and rainfall.

3. Drainage should be designed to divert all uncontaminated stormwater from the
general waste stream.

4. Solid and liquid waste shall be disposed of so as not to be detrimental to the

environment.
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1. Dependent on stock numbers the following methods of disposal may need to be

(@)

b)

incorporated.
Liquids
() Evaporation ponds
(i) l rrigation depentg e¢onabsorm nutrieato maxidusnm

infiltration rate in winter and nutrient loading the wastewater.
(i)  Disposal area to be rested at least 14 days after application.

It should be emphasised that liquid wastes produce considerable odour when
aerated by spray irrigation which may limit some methods.

Solids:

i) Spread evenly by suitably designed machinery so as not to create a
nuisance (flies, odours).

i) Area to maintain vegetation cover and application rate not exceed 30
tonnes/halyr.

Buffer Distances

Separation distances (Including Waste Disposal Areas)

Townsites 5000m
Residence 1000m- less by Council approval.
Road 50m
Property Boundaries 50m
Designated Water Catchment Areas Not Permitted
Water Courses i Major 300m
Water Courses - Minor 100m
Stock and domestic watering supplies 300m
POLICY NO. P.07
POLICY SUBJECT Feedlots Animal Husbandry - Intensive
ADOPTION DATE 17 June 2004
VARIATION DATE 21 December 2007, 16 May 2019, 18 July 2019
REVIEW DATE 18 June 2020
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Policy P.08
Naming New Roads

Objective

To determine the process for naming new roads.

Statement

1 Name duplication with local governments or adjoining local governments shall be
avoided. If possible, it should also be avoided within the State.
1 Names of living individuals shall not be used.
f Names characterised as follows are to be avoided:-
Incongruous; given/first names*; given/first and surname combinations;
double names; qualified names; corrupted, unduly cumbersome or difficult to
pronounce names; obscene, derogatory, racist or discriminating names;
company names; or, commercialised names.
1 Preferred sources of names include:
Aboriginal names; pioneers of the State or area; war casualty list; thematic
names e.g. fauna, ships etc.
1 Road names shall not be approved unless the origin of the name is clearly stated.

*Use of given/first names may be acceptable in special circumstances, e.g. when to
people with the same name are valid sources for a road name, or a surname is not
appropriate for some reason.

But: Use of the surname will normally have priority.
Particular attention will be paid to explanation of origins.
Honouring the same person more than once will be avoided.

Further research into local history and identities has resulted in the following suggestions
as an initial schedule of suggestions:-

That Council endeavours to add Asuggested nam
submissions in the Boyup Brook Gazette and by survey of honour boards and memorials

in the Shire of Boyup Brook. The updated list is then to be submitted to Landgate for

approval.

Hales The O6Hal es®é6 name has been synonymous
years. Mr Wally Hales was a major contributor to promoting Boyup
Brook as a tourist destination for many decades. (Name added in
November 2005)

Fuller Harry Fuller took up 700 acres in the district in 1902. He was an
excellent teamster and carted regularly by contract. His team of
horses was commented on favourably for many years. He and his
wife raised ten children.

Geographic names may not accept the use of Fuller Road due to the
proximity of Fullerton Road, Catterick i previous request to approve
denied by Geographic Names.

Gregory After AC Gregory 1 first white man to the District and Famous
Explorer.

153



Lloyd

Moore

Moulton

Smith

Sinnott

Wauchope

Cailes

Millington

Letchford

Geographic Names may not accept the use of Gregory Road due to
the proximity of Gregory Street in Dinninup T previous request to
approve denied by Geographic Names.

After JR Lloyd i Councillor 1961-67, 68-89, 91-93,

Shire President 1976-1982
Geographic Names may not accept the use of LIloyd Road due to the
proximity of LIloyd Road in Darkan T previous request to approve
denied by Geographic Names.

After CL Moore i Councillor 1974 7 1988

Shire President 1982-1987
Geographic Names may not accept the use of Moore Road due to the
proximity of Moore Street in Wilga T previous request to approve
denied by Geographic Names.

Matt Moulton took a position of
of the Upper Blackwood District in 1892. He took up land there and
developed it. He was an excellent horseman and expert bushman and
is credited with providing sound advice to new settlers.

Geographic Names may not accept the use of Moulton due to the
proximity of Moulton Road in Bridgetown i previous request to
approve denied by Geographic Names.

Harry Smith and his family arrived in the district in 1909 and took up
land at Scotts Brook. Before the land became productive he earned a
living carting and dam sinking with a bullock team. His daughter Amy
married Charles Jennings and the family remain in the district today.
Geographic Names may not accept the use of Smith due to the
proximity of 12 other uses in adjoining Shires i previous request to
approve denied by Geographic Names.

William Sinnott came to the Upper Blackwood district in 1896 and
settled near Mayanup. He was a public minded person, involved in
sport, business associations and a member of the Roads Board from
1918-1934.

Mr Wauchope was one of the best known teachers at the Boyup
Brook School in the early days. He taught there from 1903-1912 and
again 1917-1925. He assisted Mr Proctor put down the first tennis
courts in town in 1904. Mrs Wauchope ran the first unofficial post
office in Boyup Brook from the school house.

Mr Albert Cailes, the grandfather of Clifford Cailes was an early settler
to the Shire of Boyup Brook. The name Cailes was approved at the
October 2008 Council Meeting.

Ray & Ivy Millington and their three children moved to Boyup Brook in
1948. Ray commenced employment with the Upper Blackwood Road
Board as grader driver, relief engineer and mechanic. Their first
home was situated in Bridge Street Boyup Brook.

The Letchford family have been farming over 100 years in the Boyup
Brook District.
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Bode

Dent

Affleck

Broadhurst

Henry George Letchford was a public minded person who was

President of the Soccer Association and instigated the establishment

of the Boronia Gully School for local children. Mr Letchford
developed a top Jersey dairy herd and won several Champion
trophies at local shows.

Harry Arnold Bode arrived in the Boyup Brook District as part of a

crew contracted to erect telegraph poles and install telephone switch

boards in the Bridgetown, Boyup Brook and Kulikup area. From the
years 1935 to and including 1938, Harry Bode was the local APB

officer. After WW2 during the years 1947 through to 1951 Harry had

a milk round in town delivering milk from his own dairy. From 1951 he

worked at the Flax Mill until is closed down. The stones that you see

aroundthest reet s of Boyup Brook come fro

George Perkins Dent saw huge potential in the Boyup Brook area and

bought many thousands of acres of farmland on the banks of the

Blackwood River. He funded moving the rest of his family from SA to

Boyup Brook. His parents and remaining 5 siblings and 1 foster
child, all packed up and moved to the prospering area and became
early settlers of the town of Boyup Brook.

The Affleck family have lived in and around Wilga since at least 1909,

when William and Isobella married in the new Wilga Hall.

The Affleck family have owned land in Wilga since 1914.

Members of the Affleck family have fought in many of the Wars that
Australia was involved with.

Five members of the Affleck family played in the Wilga Tennis, Cricket

and Golf Clubs.

John Heslop Broadhurst (1904 1 1984)
1929 - In partnership with Mr. Tom Brockman, began farming

Bushley Park. The farm gate was si tuated on
Road (RMB 141) and then consisted of locations 1831 (homestead
block), 1832, 1833, 1864, 2132, 2251 and 2291.

1934 i Married Bessie (known as Betty) Earnestine Randall,
bought Tom Brockman out by 1936 and continued to farm the
property till 1976.

1939 1 Manpowered during the war and seconded to manage
the property know as Roxburgh owned by Bill Inglis who was
called up and reinstated as an officer in the army for the
duration of the war.

1946 i Foundation member and Vice President of the Mayanup
Progress Association.

1950 i Foundation member and President of the combined

Mayanup Progress Association and Farmers Union

1

T

Foundation Member of the Mayanup Race Club

- Chief Judge and Secretary for many years

- Judged horse racing at Kulikup

Long standing member of the School Bus Committee
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i Played tennis both at Mayanup and Boyup Brook.

1 Played golf at Brancaster (the Whistler farm, Whistler Road
Mayanup).

1 Foundation Member of the present Boyup Brook Golf Club Inc.
- President for a number of years
- Executive member in various other roles

1 Foundation Member of the Boyup Brook Bowling Club
- Served as an executive member in various roles over a number

of years and Captain

- Remained a playing member to his death

1 Foundation and Life member of the Boyup Brook Club Inc.
- Served on Committee for many years.
- Remained a member to his death

1 Member of the CO-OP Board for several years.

i Ran a Corriedale stud for 10 years.

1 1984-11-11 - Died in the Boyup Brook Soldiers Memorial Hospital
from chronic bronchitis.

POLICY NO. P.08

POLICY SUBJECT

Naming New Roads

ADOPTION DATE

17 June 2004

VARIATION DATE

21 December 2007, 15 August 2013, 12 December 2013,

21 August 2014, 19 May 2016, 20 October 2016, 16 May
2019

REVIEW DATE

18 June 2020
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Policy P.09
Extractive Industry Policy

Objective
The objectives of the Extractive Industry policy are:

a) To minimise the operational impacts of extractive industry including erosion,
dust, noise, spread of dieback, vibration, drainage (stormwater, flooding,
dewatering and pollution) and land clearing on neighbouring land uses and
infrastructure (roads) by the application of development standards and
operational requirements;

b) To protect and maintain, wherever reasonable, the existing landscape character,
groundwater and surface water resources, natural resources, general amenity of
the Shire of Boyup Brook and productive agricultural land use by the appropriate
location and operation of extractive industries;

c) To allow extractive industries in areas where the road infrastructure is compatible
with the expected road usage, or the road network can be upgraded by the
proponent to meet appropriate standards.

Statement

The extraction of materials such as sand, limestone, rock or gravel is administered by the
Local Government through the granting of Development Approval under Local Planning
Scheme No.2.

Approvals are granted to the land/Lot(s) and responsibility for compliance with any
conditions, rests with the landowner.

This Policy does not apply to:
a) Mineral extraction under the Mining Act 1978;
b) Extraction of basic raw materials on Crown land vested for that purpose;
c) Extraction of materials exempt under the Public Works Act 1902;
d) Materials extracted from a lot and then used at the same lot for general purposes
such as, re-sheeting internal farm access roads, re-contouring the land to fulfil a
subdivision approval or for housing construction.

Note:
Minerals means naturally occurring substances obtained or obtainable from any land by mining
operations carried out on or under the surface of the land, but does not include:

(a) soil; or

(b) a substance the recovery of which is governed by the Petroleum and Geothermal Energy
Resources Act 1967 or the Petroleum (Submerged Lands) Act 1982; or

(ba) without limiting paragraph (b), geothermal energy resources as defined in the Petroleum and
Geothermal Energy Resources Act 1967 section 5(1); or

(c) a meteorite as defined in the Museum Act 1969; or

(d) any of the following substances if it occurs on private land &

(i) limestone, rock or gravel; or

(i) shale, other than oil shale; or

(iii) sand, other than mineral sand, silica sand or garnet sand; or

(iv) clay, other than kaolin, bentonite, attapulgite or montmorillonite.

Landholder obligations in relation to a development approval for an extractive industry are
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transferred to any new owners of the land. Responsibility rests with the landholder to notify
prospective landholders of obligations in relation to any extractive industry and to resolve
any bond agreements.

Legislative Context

The following documents apply to extractive industries:

a) State Planning Policy No.2.4 7 Basic Raw Materials;

b) EPA Guidance Statements No.3, 51 & 56;

c) Department of Environment and Conservation Guideline for the
Development and Implementation of a Dust Management Program 2008;

d) EPA Guidelines for the Prevention of Dust and Smoke from Land Development
Sites in Western Australia 1996;

e) Environmental Protection (Noise) Regulations 1997;

f) Environmental Protection (Clearing of Native Vegetation) Regulations 2004;

g) WAPCiBasi ¢c Raw Materials Proponentsbo

h) Rights in Water and Irrigation Act 1914;

)] Country Areas Water Supply Act 1947,

1) Water Agencies (Powers) Act 1984,

k) State Planning Policy 2.9 Water Resources;

) Operational policy 4.3: Identifying and establishing waterways foreshore areas
(DoW September 2012);

m) Decision process for stormwater management in WA,

n) Stormwater Management Manual for Western Australia (DoW 20041 2007);

0) Water resource considerations for extractive industries (DoW June 2014);

p) Water quality protection note 15 - Extractive industries near sensitive water
resources (DoW August 2013);

g) State Planning Policy 2.8 1 Bush Forever; and

r) Local Planning Scheme No.2, which requires:

Development approval for all extractive industries may only be considered for properties
zoned O6Rural 6.

The Council resolved to delegate the Chief Executive Officer of the Shire of Boyup the
authority to deal with application(s) for Development Approval made for an extractive
industry subject to complying with the following condition:

a) The Chief Executive Officer exercising the power delegated pursuant to the
granting of Development Approval for an application for an Extractive Industry,
shall comply with the provisions of the Scheme and Extractive Industry Policy
governing the exercise of the power by the Council, insofar as such provisions
are reasonably applicable.

Note: This delegation is valid until such time that the Council passes a resolution to
revoke or amend the delegation.

Definitions

Extractive Industry (scheme definition); means an industry which involves the extraction,
qguarrying or removal of sand, gravel, clay, hard rock, stone or similar materials from the
land and includes the treatment and storage of those materials, or the manufacture of
products from those materials on, or adjacent to, the land from which the materials are
extracted, but does not include industry T mining.

Procedures
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Information To Be Provided On Application

An application for planning approval must include the following matters:

v’ Tick box to verify completion.
I Complete Development Application Form
IAttach a 6Development Plandé to the applica

I Development Plan illustrating proposed development including:

o Operation Area (includes area for truck movement, area for storage of

materials and topsoil and extractive area;

o0 Stages of extraction and rehabilitation of resource area, ordinarily

occurring on a per hectare basis.

o Preferably min setback of 200m from dwelling(s) located on neighbouring
properties (not inclusive for dwellings on property where extraction
proposed);
40m setback to roads;
20m setback to neighbouring boundaries; and
0 50m setback to creeks/rivers/waterbodies/dams, unless a greater or

lesser setback is determined in accordance with the Department of
Water 6s Oper at identifyang ang establisbiyg waterngays
foreshore areas (DoW September 2012).

O O

Refer To (Example) Development Plan Attached

I Where vegetation needs to be cleared, attach an approval notice from the
Department of Environment Regulation. Note that clearing exemptions do not apply
to extractive industries.

I For extractive industry proposals in water source protection areas, information
should be sought from the Department of Water as to appropriate development and
operational standards.

Note:
Stages proposed for extraction and rehabilitation may be restricted at the
discretion of the Shire to appropriately manage:

1 Rehabilitation;

1 Scarring of the landscape; and

1 Erosion.

Action Having Obtained Approval And Prior To The Extraction Of Resources

A Development Approval may include conditions to be completed prior to commencing
development. Conditions may pertain to the following:

1 A bond/bank guarantee, may be requested by the Shire. The Shire will determine
the bond/bank guarantee amount. The bond/bank guarantee may be used to resolve
environment and road impediments resulting from the extractive industry.
Impediments may include:

a) Re-instatement of fill and/or topsoil;

b) Weed management;

c) Repairing damage caused to thoroughfares in the district by heavy
or extraordinary traffic resulting from the extractive industry; and
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d) Erosion resulting from storm-water and wind.

1 Top soil to a depth of 150mm (unless otherwise approved by the works manager) is
to be removed in stages from the resource area, and stored for use in staged
rehabilitation.

T A 6Permit for Vehicl e Cheoeguwredwardrthe Gassoget r uct i
constructed, prior to any extraction.

1 Where clearing of vegetation is necessary to accommodate the extractive industry,
clearing is to occur in accordance with a permit issued by the Department of
Environment Regulation.

Ongoing Conditions

A Development Approval may include conditions that run for the life of an extractive
industry. Conditions may pertain to the following:

' The owner/applicant is to ensure that operations occur in accordance with the
approved O6Devel opment Pl an 6 omphadce thaudes:] o p me n
a) Staying within Development Area boundaries i as per plan;
b) Extraction on a per hectare basis (1 hectare at a time);
c) Measures taken to suppress and minimise erosion; and
d) Progress of rehabilitation undertaken and completed per 1 hectare.

1 Any offsite fill, used to facilitate rehabilitation, must be clean fill, which includes
material that will have no harmful effects on the environment.

1 If the extraction site is located within a Priority Water Catchment Area, rehabilitation
shall not be achieved through importing fill. Rehabilitation of landfills should be
conducted primarily with sand and loam to a depth generally not exceeding two
metres and may involve the use of neutralised peat or acid sulfate soils or other
organic matter to aid soil structure, but not as the main ingredients.

Completion Of Extraction

At the completion of extraction, the site is to be rehabilitated to the satisfaction of the Shire
of Boyup Brook. At the discretion of the Shire of Boyup Brook, the bond/bank guarantee is
either:
a) Returned to the proponent once rehabilitation is completed to the satisfaction of
the Shire of Boyup Brook; or
b) Used to rehabilitate the site to the satisfaction of the Shire of Boyup Brook.

POLICY NO. P.09

POLICY SUBJECT Extractive Industry Policy
ADOPTION DATE 18 May 2017

REVIEW DATE 18 June 2020
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Policy P.10

Fire
Statement

1. This Policy has been adopted in accordance with Part 9.6 of the Shire of Boyup Brook
District Planning Scheme 2.

2. Bush fire hazard issues are to be considered in the assessment of all proposals and
applications. Proponents are encouraged to discuss bush fire management
implications for their proposal with the local government administration early on in
the planning/design process and prior to the formal lodgement of the
application/request.

3. The policy provisions apply to proposals for scheme amendments, structure

planning, subdivision, building envelope relocation, planning consent and building
permit applications.

4. Where there are differences between the policy or Western Australian Planning

Commission requirements and Australian Standards 3959-2009, Australian
Standards 3959-2009 prevails.

Objective
To assist in reducing the probability and impact of fire.

Scope

1.

This Policy applies to applications for scheme amendment, structure planning, subdivision
and development on land within;

a) Bushfire prone areas;
b) 50 metres of unmanaged grassland;
c) 100m of wvegetation thatodés greater in a
d) 100m of vegetation thatodés between 0.25
identified veg thatoés >1ha.
2. The Policy provisions apply to the following types of development:
a) New dwellings;
b) Additions to existing dwellings; and

C) Outbuildings located (Class 10a) within 6m of a dwelling.

3. This Policy does not apply to commercial development.

Definitions

Bushfire Hazard i The flammability, arrangement and quantity of vegetation, dead or alive, that
can be burnt in a bush fire.
(source: Planning for Bushfire Protection Guidelines, 2010).

Bushfire Risk T The chance of a bush fire occurring that will have harmful consequences on
life and property. It is measured in terms of consequences and likelihood, and arises from the
interaction of hazards, communities and the environment.

(source: Planning for Bushfire Protection Guidelines, 2010).

Bushfire Prone Area i A bush fire prone area is an area that has been declared as such by
the relevant local government responsible for an area (inclusive of 100m buffer). Once an area

is declared bush fire prone, then AS 3959 applies to new residential development in it.
(source: Planning for Bushfire Protection Guidelines, 2010).
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Note: Bushfire prone areas may be derived from:
I Aerial photography; Local level verification; Interpretation; Validation; and Combination of
above.

The following is low threat vegetation:

Vegetation of any type at a distance greater than 100m from a site;

Strips of veg < 20m in width regardless of length and not within 20m of each other;

Veg < 1lha and not within 100m of other parcels;

Multiple areas of veg <0.25ha and not within 20m of each other;

Managed grassland, maintained lawns, golf courses, maintained public reserves and
parklands, botanical gardens, vineyards, orchards, cultivated ornamental gardens,
commercial nurseries, nature strips and wind breaks (Source: AS 3959).

E E EEE]

Bushfire Attack Level (BAL) T is a means of measuring a buildings potential exposure to
ember attack, radiant heat and direct flame contact, in a bushfire event. Takes into account
number factors including fire danger index, slope, type of vegetation and proximity to
vegetation.

Note: There are six levels of bushfire attack under the Australian Standard 3959, ranging from low to flan

BAL Minor requirements warranted

Low

BAL Requirements to deal with Ember Attack

12.5

BAL Requirements dealing with increased levels of ember attack and burning debris ignited by

19 windborne embers together with increasing heat flux between 12.5 and 19 kW m2

BAL Requirements dealing with increased levels of ember attack and burning debris ignited by

29 windborne embers together with increasing heat flux between 19 and 29 kW m2

BAL Requirements dealing with increased levels of ember attack and burning debris ignited by

40 windborne embers together with increasing heat flux with the increased likelihood of
exposure to flames.

BAL Requirements dealing with direct exposure to flames from fire front in addition to heat flux

FZ and ember attack.

Bushfire Management Plan - sets out medium to long-term mitigation strategies for
managing bushfire hazards and risk. These plans are usually required in the early stages of
planning (re-zoning, structure planning or subdividing).

Fire Consultant - A person with expertise in fire management, who is eligible for certification
under an applicable accreditation scheme.

Building Protection Zone i defendable space around buildings (Min 20m): i Roads,
tracks, slashed grass, lawn.

Hazard Separation Zone i fuel reduced area between bush and buildings (100m or
80m if associated with BPZ).
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Examples- Building Protection and Hazard Zones

Extreme Hazard Hazard Separation Building
Zone Protection
Zone

Hazard Separation Zone Building Protection Zone
Hazard reduced zone | Lowfuel area

80m 420m .

<< € 2 2

bushland rocky bank road | grass verge

grass verge footpath buildings

Legislative Context

The State Planning Policy 3.7: Planning for Bushfire Risk Management assists in reducing the
risk of bushfire to people, property and infrastructure by encouraging a conservative approach to
strategic planning, subdivision, development and other planning decisions proposed in bushfire-
prone areas.

The Australian Standards 3959 i Construction of Buildings in Bushfire-prone-areas covers
the methodology for determining the bushfire attack level (BAL) for an allotment and goes on
to provide the construction requirements for each level of BAL, including for floors, roofs,
external walls and windows, verandahs and carports.

The Western Australian Planning Commission and Fire and Emergency Services Authority of
Western Australia endorsed the Planning for Bush Fire Protection Guidelines (edition in May
2010 to outline a range of matters that need to be addressed at various stages of the planning
process, to provide an appropriate level of protection to life and property from bush fires and avoid
inappropriately located or designed land use, subdivision and development on land where a bush
fire risk is identified.

The State Emergency Management Policy 2.4 (SEMC, 2001) identifies Local Governments as
the hazard management agency for both urban and rural fires, in areas other than Gazetted Fire
Districts and DPAW estate.

163



Local Governments are responsible for the administration and implementation of the Bush Fires
Act 1954, Fire Brigades Act 1942 and Land Administration Act 1997.

Building Regulations 2012 - Building surveyors required to ensure that, before they sign
compliance certificates for relevant buildings or decks, a BAL assessment has been undertaken.

Note: Relevant Acts allow, as authorized:
1 Burning to reduce fire hazard (Bush Fires Act 1954);
9 Clearing to construct firebreaks or to control or prevent the spread of fire (Fire Brigades Act
1942); and

i Clearing for fire management on Crown Land (Land Administration Act 1997).

Clearing exemptions may not apply to classified Environmentally Sensitive Areas.

Policy Provisions

Note: Where possible, development should be located in already cleared areas away (>100m) from
areas of bush fire risk.

Applications
Scheme amendment, structure planning and subdivision proposals on land within:
a) Bushfire prone areas;
b) 50 metres of unmanaged grassland;
C) 100m of vegetation thatds greater in area t

d) 100m of vegetation thatoés between 0. 25ha
identi fied v shgll be dtamparded bylat-iae, Management Plan. At
the discretion and satisfaction of the Local Government, a Fire Management Plan
shall be registered as a S70A natification on the title of the affected property or
properties.

Dwellings and including additions and Class 10a outbuildings and decks within 6m of a dwelling, on
land within:

a) Bushfire prone areas;
b) 50 metres of unmanaged grassland;
C) 100m of wvegetation thatds greater in area t
d) 100m of wvegetation thatods between 0.25ha al
identi fied vshal betatcanipanedby d h a
- 6Bushfire Attack Level Assessment 6;

- Plan showing:

I.  Proposed building envelope with 20m cleared building
protection zone surrounding all development (20m is to be
measured on the horizontal plain);

Il.  Proposed hazard separation zone (must be located within
subject property boundaries);

. For non-reticulated areas, a water tank designed to hold at
least 30,000l for firefighting purposes; and

IV.  Applicable construction standard in accordance with
Australian Standards 3959.

Fire Management Plan

Fire Management Plans are to determine:
a) Bushfire prone areas;
b) Bushfire attack level,
c) Clearing or burning necessary for firebreaks, fire access tracks (x2) and other
hazard reduction measures in accordance with relevant legislation;
d) Active defence and/or escape plans; and
e) Provision of water i in consultation with DFES.

Bushfire Attack Level Assessment
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Bushfire Attack Level assessments are to determine:
a) Class of vegetation (refer to AS3959);
b) Distance of the site from classified vegetation;

C) Effective slope;
d) Bushfire Attack Level; and
e) Construction standard.

Consideration for Environmental Values
Developers are to ensure that:

a) Fire Management Plans and Bushfire Attack Level Assessments balance bushfire
risk management with biodiversity and conservation values.

b) Where possible, development is located away from vegetation;

C) Where appropriate setback from vegetation cannot be achieved, developers are to

apply a minimum Bushfire Attack Level 19 Standard (BAL-19), hence minimizing the
extent of clearing to establish a hazard separation zone.

Determining Construction Standards

Is development in !
bushfire prone area? |

R .
! This standard L'_: No J
: does not apply : e

Determine bushfire :
attack level :

Mo Construction i !
! -
Requirements  * | BAL-Low !

| Construction |
' BAL—12.5 | —
! | Sect3&5 l

' BAL-13 | ! Construction

|____£————' : Sect3 &6
I=======" 1 I__________j
! BAL-25 | ' Construction 1
l____I____' | Sect3&7 |
I=TT====== 1 :__________7
' BAL-40 Construction |
I L

I____I____' | Sect3&8 |

| BAL-FZ | ! Construction |
o ___ ! : Sect3 &9 |

165



Determining Bushfire Attack Level

Bush fire Attack Levels (BALs)
Vegetation BAL—FZ | BAL—40 | BAL—29 | BAL—19 |  BAL—125
classification Distance (m) of the site from the predominant vegetation class
Vegetation Is upslope and flat land (0 degrees)
A, Forest <16 16—<21 21-<3H H—=42 42—<100
B. Woodland <10 10-<14 14—<20 20—<29 20—<100
. Shrubland <10 10-<13 13-<18 18—<27 27—<100
0. Scnub <7 7-<0 9-<13 13-<10 18—<100
E. Mallee/Mulga <6 6—<8 8-<12 12—<17 17—<100
F. Rainforest <6 6—<9 9«13 13-<19 18—<100
Vegetation is downslope (bullding Is upslope) >0 to 5 degrees
A. Forest <20 20-<27 27—<37 A7—<50 H0—<100
B. Woodland <13 13-<17 17—<25 2030 35—-<100
(. Shrubland <11 11-<15 15-<22 22—<31 31—<100
0. Scrub <7 T—<10 10-<1b 1522 22—<100
E. Mallee/Mulga <7 7-<9 9«13 13—<20 20—<100
F. Rainforest <8 8—11 11—<17 17—<24 24—100
Vegetation is downslope (bullding Is upslope) =5 to 10 degrees
A, Forest <26 26—-<33 23—<dB 46—<i1 61—<100
B. Woodland <16 16-<22 22—<M M—<43 43100
. Shrubland <12 12-<17 17—<24 24—<3b 35—<100
0. Scrub <8 g—=11 11—<17 17—<20 25100
E. Mallee/Mulga <7 T—10 10~<15 15—<23 23—<100
F. Rainforest <11 11-<15 1b-<22 22— 31—<100
Vegetation Is downslope (bullding Is upslope) >10 to 15 degrees
A, Forest <33 33-<42 42-<56 bB—<73 T3—<100
B. Woodland <M 21-<28 28«39 38—<A3 53—<100
. Shrubland <14 14-<19 19-<28 28—30 28—<100
D. Scrub <0 913 13-<18 19—<28 26—<100
E. Mallee/Mulga <8 2—<11 11-<18 18—<26 26—<100
F. Rainforest <14 14-<10 190-<28 28-<30 30—<100
Downslope >15 to 20 degrees

A, Forast <42 1252 b2-<GB BE—<87 87—<100
B. Woodland <27 27—<35 35«48 48—<64 Bd4—<100
. Shrubland <15 15-<21 21-<H M—<43 43—<100
0. Scnub <10 10~<15 15-<22 22—<31 31—<100
E. Mallea/Mulga <0 913 13-<20 20-<20 20100
F. Rainforest <18 18-<25 25«36 36—<48 48—<100

POLICY NO. P.10

POLICY SUBJECT Fire

ADOPTION DATE 27 August 2015

REVIEW DATE

18 June 2020
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Policy P.11
Container Deposit Scheme Infrastructure Policy

Background

Local governments were encouraged by the State Government (Position Statement i May
2019) to adopt a local planning policy to ensure that specified infrastructure associated
with depositing containers (for recycling purposes) are exempt from the requirement to
obtain development approval.

There are broadly five types of infrastructure to facilitate the return of containers in WA.

These are:

1 Container collection cages: - donation points associated with schools etc

1 In shop / over-the-counter / bag drop return points: - retail outlet where participants
can deposit individual containers or bags of containers that are collected and returned
to a retailer.

1 Reverse vending machines:

1 Container deposit recycling centres: and

1 Largei scale facilities.

Purpose

The purpose of this policy is to:

1 Provide guidance around the development of infrastructure associated with recycling
products (Containers); and

1 To provide an exemption in accordance with Clause 61(1)(i) and (2)(e) of the Planning
and Development (Local Planning Schemes) Regulations 2015 from the requirement
to obtain development approval for container deposit scheme infrastructure proposals
which satisfy minimum development standards.

Building Approval

Notwithstanding that development approval may not be required for the development of
some forms of Container Deposit Scheme (CDS) infrastructure, a building permit may be
required to be sought and issued prior to container deposit scheme infrastructure being
erected on site.

Accordingly, proponents should liaise with the relevant local government noting that a
Building Permit is required for any building or structure not listed by Schedule 4 of the
Building Regulations 2012, which deals with building work for which a building permit is
not required.

Objectives

The objectives of this policy are to:

1 Ensure the location, design and siting of infrastructure associated with depositing
containers (CDS), is complementary to the character, functionality and amenity of
urban localities.

1 Prevent negative impacts on local amenity from the operation of CDS infrastructure.

Enable the timely, cost effective delivery of essential CDS infrastructure.

=a

T Provide conveniently |l ocated infrastructure

litter, increased recycling and protection of the environment
167



Definitions

The Heritage Act  Means the Heritage of Western Australia Act 1990.

The Regulations  Means the Planning and Development (Local Planning Schemes)
Regulations 2015 prepared under the Planning and development Act 2005.

The Noise Means Environmental Protection (Noise) Regulations 1997 (as amended)
Regulations prepared under the Environmental Protection Act 1986.
The Scheme Means the Shire of Boyup Brook Local Planning Scheme No.2.

Container deposit Means a reverse vending machine or a container collection cage.
scheme

infrastructure

Reverse vending Means a permanently-located unattended device that accepts empty
machine beverage containers, and is incidental the predominant land use.
Container Means a cage, or other structure, that is designed to store containers
collection cage deposited at return points, and is incidental to the predominant land use.
Total lot area Means the total land area of a freehold or survey strata lot.

Statutory provisions

1. Development approval will not be required for container deposit scheme
infrastructure proposals that comply with the provisions of this policy, in accordance
with Clause 61(1)(i) and (2)(e) of the deemed provisions of the scheme provided for
by the Regulations, unless the development is proposed on land in a place that is:

1 Entered in the Register of Heritage Places under the Heritage Act; or

The subject of an order under Part 6 of the Heritage Act; or

Included on a heritage list prepared in accordance with the Scheme; or

Within an area designated under the Scheme as a heritage area; or

The subject of a heritage agreement entered into under section 29 of the

Heritage Act.

= =4 =4 =4

2. Container deposit scheme infrastructure proposed to be erected on a temporary
basis of not more than 48 hours within a 12 month period are typically exempt from
approval, as per the requirements of 61(1)(f) and (2)(d) of the deemed provisions
provided in the Regulations and contained within the Scheme. As such, the policy
provisions would not apply.

Specified exemption

3. The development or operation of a large reverse vending machine is development
for which development approval is not required where it complies with all the
relevant development standards outlined below (unless otherwise agreed by the
local government), and may take place in any zone, with the exception of:

a) Residential; and
b) rural, special rural, and rural smallholding zones.
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4. The development of a container collection cage is development for which
development approval is not required where it complies with all the relevant
development standards outlined below (unless otherwise agreed by the local
government), and may take place in any zone, including a residential or rural zone
or public purpose reserve where the land is lawfully used for the purposes of:

a) Civic use;
b) Community purpose; and/or
c) Educational establishment.

Development standards

General

5. Where the development of a large reverse vending machine and/or container
collection cage is proposed, the infrastructure must not result in any change to the
approved land use in a way that would result in the use no longer complying with any
relevant development standards and/or requirements of the Scheme.

Location

6. Where the development of a large reverse vending machine and/or container
collection cage is proposed, the infrastructure must not be erected within 10 metres of
an adjoining lot boundary that accommodates a residential use.

7. Where the development of a reverse vending machine and/or container collection
cage is proposed, the infrastructure must not restrict any vehicular or pedestrian
access to or from, or entry to any building on, the land on which the infrastructure is
located.

8. Where the development of a large reverse vending machine and/or container
collection cage is proposed, the infrastructure must not obstruct the operation of, or
access to, any utility services on the land on which the infrastructure is located or on
adjacent land.

9. Where the development of a large reverse vending machine and/or container
collection cage is proposed, to preserve pedestrian and vehicular sightlines, and
servicing access, the infrastructure must not be erected within two (2) metres of any
road reserve or right-of-way intersection or crossover, and shall be located in such a
way that it does not reduce existing car park sightlines, aisle widths and manoeuvring
spaces.

10.Where the development of a container collection cage is proposed, the collection cage
must be located in a car park or service area to be visually unobtrusive, and must be
secured, locked and immovable.

Visual Amenity
11.Where the development of a large reverse vending machine and/or container

collection cage is proposed outdoors, placement of the infrastructure must not result in
the removal of any vegetation, landscaping or street tree.

12.Where the development of a large reverse vending machine and/or container
collection cage is proposed outdoors, the infrastructure must be constructed and clad
with low-reflective, graffiti resistant materials, which provide protection from the
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elements and, where not consisting of promotional or branding material approved
under the operation of the container deposit scheme, are consistent in colour and
finish to that of nearby existing buildings.

13.Where the development of a large reverse vending machine and/or container
collection cage is proposed outdoors, the infrastructure must not display any
advertising signage other than promotional or brand signage approved under the
operation of the container deposit scheme.

14.Where the development of a large reverse vending machine is proposed outdoors,
and the infrastructure exceeds a development footprint of 10 square metres, bins for
the removal of waste or recyclable materials not accepted by the infrastructure are to
be provided, and serviced regularly to maintain the amenity of the area, at a rate of
one (1) waste bin and 0.5 recycling bins (both 240L in volume) per 10 square metres
of development footprint.

Operational Amenity

15.Where the development of a large reverse vending machine and/or container
collection cage is proposed, the operation of the infrastructure must not prejudicially
affect the amenity of the locality due to the emission of light, noise, vibration, electrical
interference, smell or any other by-product.

16.Where the development or operation of a large reverse vending machine is proposed
adjacent to land that accommodates a residential use, the machine must operate only
between the approved opening hours of the predominant land use, or in the absence
of any other use:
a) Between 7.00 am and 7.00 pm Monday to Saturday; and
b) Between 9.00 am and 7.00 pm on Sunday and public holidays.

17.Where the development or operation of a large reverse vending machine is proposed,
the reverse vending machine when in operation must not emit noise at a level which
exceeds any requirement(s) under the Noise Regulations.

18.Where the development or operation of a large reverse vending machine and/ or
container collection cage is proposed, the infrastructure must be provided with lighting
that complies with AS/NZS 1158.3.1: 2005 Lighting for roads and public spaces, Part
3.1: Pedestrian area (Category P) lightingi Performance and design requirements (as
amended).

19.Where the development or operation of a large reverse vending machine and/or
container collection cage is proposed, the infrastructure must be accessible to any
person with a disability.

Development Footprint

20.Where the development of a container collection cage is proposed outdoors, the cage
must not:
a) Have a development footprint of more than eight (8) square metres; or
b) Be more than two (2) metres in height.
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21.Where the development of a large reverse vending machine is proposed outdoors, on
land not used for car parking, the machine must not:
a) Have a development footprint of more than 45 square metres, and
b) Be more than three (3) metres in height, or have dimensions greater than eight (8)
metres by six (6) metres.

22.Where the development of a large reverse vending machine is proposed within an
existing car park comprising more than 40 car parking spaces, the area occupied by
the reverse vending machine must not exceed the greater of the following areas:
a) The area comprising four (4) car parking spaces; or
b) 45 square metres, where the car park contains 200 car parking spaces or less; or
c) 75 square metres, where the car park contains 200 or more car parking spaces.

23.Where the development of a large reverse vending machine and/or container

collection cage is proposed outdoors, the infrastructure shall be installed at a rate no

greater than:

a) Container collections cage i one (1) per lot;

b) Large reverse vending machine proposed on land not used for car parking i one
(1) per 15,000 square metres of total lot area; or

c) Large reverse vending machine proposed in an existing car park comprising more
than 40 car parking spaces i one (1) per 1000 car parking spaces.

POLICY NO. P.11

POLICY SUBJECT | Container Deposit Scheme Infrastructure Policy

ADOPTION DATE 17 October 2019

REVIEW DATE 18 June 2020
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WORKS
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Policy W.01
Material on Shire Reserves

Objective

To ensure all reserves including roads and thoroughfares are free of materials including
fencing and hay/silage rolls.

Statement

No materials including fencing and hay/silage rolls shall be left on reserves and road
verges within the Shire.

Offenders shall be written to requesting that the material be removed within 14 days.

POLICY NO. W.01

POLICY SUBJECT Material on Shire Reserves
ADOPTION DATE 17 June 2004

REVIEW DATE 18 June 2020
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Policy W.02
Preservation of Gazetted Roads

Objective
To preserve gazetted roads.

Statement
Applications received for road closures will only be considered if the proposal does not
create a situation where an existing location will no longer be provided with a surveyed road.

Although in many instances a road is not constructed, it provides the Shire with the
opportunity for an access at some time in the future should the need arise.

POLICY NO. W.02

POLICY SUBJECT Preservation of Gazetted Roads
ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007

REVIEW DATE 18 June 2020
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Policy W.03
Roadside Burning Policy

Objective

To provide guidelines for the burning of roadside debris.

Statement

Aim:

Reduce the leaf and limb debris on the road verges and gutters.
To overcome current road maintenance problems with regrowth close to road
drains.
Create a pattern of burning which will have minimised impact on Native flora
and Fauna.
Have all burning carried out in safe and responsible manner.
Liaise with local roadside interest groups about the burning of roadside.
Assessment of roadside to be burnt is to be carried out by the Shire and a
priority list provided for the Chief Fire Control Officer.
Roads to be put into three categories:
(8. Annual burn - where only grasses exist.
(b). 2-5years - moderate to heavy infestation and build up of grasses
and tree litter on roadsides.
(c) 6 years upwards - minimal infestation of grasses and tree litter
build up.

Burning Practice:

akrowbdPRE

No burning until after opening rain in April - May.

Verges to be lit only as directed.

The use of cris/cross burning pattern down roadsides where possible.

A written permit is to be obtained from the Chief Fire Control Officer.

That local Roadside interest groups be required to provide details of rare and
endangered plants on road verges listed for burning.

Burning is to be under the control of the local brigade.

POLICY NO. W.03

POLICY SUBJECT Roadside Burning Policy

ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007

REVIEW DATE 18 June 2020
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Policy W.04
Private Works

Objective
To provide procedures for requests for private works.

Statement

It is Council s policy theShie@s ryl amnutt ips i awadiel av
works are to be carried out with a 20% profit allowance so that all ratepayers can benefit

from the utilisation of the Shire6 s p |l ant . Wh e prigateavorks pre te lseicamriece , a |

out after normal working hours on an overtime basis. Requests for private works and the
documentation of each private work are to be in writing and records retained for future
reference.

Where Shire equipment is used to carry out an undertaking which benefits a community
group, the Shire will recoup the cost of fuel used, provided the plant is operated in the
personal time of a Shire staff member trained in the use of that equipment.

If arrangements cannot be reached with Shire staff under such an arrangement, normal
rates will apply.

POLICY NO. W.04

POLICY SUBJECT Private Works
ADOPTION DATE 17 June 2004
VARIATION DATE 21 December 2007
REVIEW DATE 18 June 2020
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Policy W.05
Grading

Objective
To provide procedures for the grading of roads.

Statement

1.

Wherever necessary, and safe to do so, loose material is to be graded-off in summer
without creating large windrows and graded-on in winter; any overall variation of this
to be by direction of the Chief Executive Officer following consultation with the
Manager of Works and Councillors.

When grading-on, all useable material in table drains to be brought on to the road;
As an on-going program all tables drains, off-shoots and culverts to be opened up
and kept open;

Every opportunity is to be taken to construct off-shoots at strategic points;

All gravel and dirt roads to be progressively reshaped to give and maintain to give
sufficient fall to ensure water runoff;

That the day-to-day management of this policy be in the hands of the Chief Executive
Officer to progressively implement these broad principles whenever and wherever
the desired results can be achieved with common sense and safety to road users.

Rubber tyred roller to be used behind graders during the winter grading program wherever
possible.

Where possible, two graders are to be used for road maintenance for the entire year,
bearing in mind the seasonal conditions and effectiveness of grading. Following the first
winter rains, priority is to be given to ensuring that the road system is satisfactory for the
coming winter.

POLICY NO. W.05

POLICY SUBJECT Grading
ADOPTION DATE 17 June 2004
VARIATION DATE 21 December 2007
REVIEW DATE 18 June 2020
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Policy W.06
Road Verge Development Criteria

Objective
To determine guidelines for the development of road verges.

Statement

Council's policy is to encourage and support the development of road verges in urban areas,
either maintained grass style or dry garden style or a mixture of both.

The preferred style is the fully grassed option with irrigation and up to two trees/20m of
frontage. Any irrigation system is to be installed and operated to avoid nuisance to the public.
All pipes are to be installed at a minimum depth of 400mm and approved pop-up type sprinkler
equipment is preferred.

The trees shall not be planted on the 3.5m offset so as to avoid electrical power lines and alll
other services. No trees are to be planted within 15m of street corners or within 7m of
crossovers.

Subject to keeping the verge clear for the first 2.5m width from kerb of seal a dry garden style
of small vegetation, shrubs and ground covers may be established, however, no large_rocks
or non frangible items can be placed on the road reserve. Weed control using plastic sheeting
with aggregate, tan bark, pine chips, pea gravel overlay is acceptable.

Any improvements placed or constructed on the verge is placed there at the risk of the
property owner. The Shire will endeavour to preserve the layout, but no guarantee can be
given.

No assistance can be given by the Shire for development, ongoing operation or maintenance
Ccosts.

The Shire will supply up to two trees of a mutually agreed species, provided the property owner
agrees to plant and maintain them in a caring manner. Large trees are not to be planted in
residential areas where the verge is less than 10m wide. Spreading varieties also are not
supported unless they can be set well back to avoid intrusion into traffic safety sight lines.
Poisonous trees and shrubs are not permitted to be planted on any road verge.

The Shire does not approve the full gravelling of verges in urban areas because:

1. This is not in keeping with the amenity of the area.
2. The action will tend to encourage undesirable verge parking on a semi-
permanent basis.

The levels of new verge areas shall be compatible with properties on either side and shall
slope toward the kerb at a 1 in 40 grade approximately or the property line level should be
150mm above the top of the kerb. Where the Shire has designated one side of the road for a
future footpath or dual use path levels are to be provided by Shire's staff.

POLICY NO. W.06

POLICY SUBJECT Road Verge Development Criteria
ADOPTION DATE 17 June 2004

VARIATION DATE 21 December 2007

REVIEW DATE 18 June 2020
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Policy W.07
Road Contribution

Objective

The following provisions will apply where a proposal is presented to the Council where that
proposal be it subdivision, planning applications or other development will impact on local
roads.

Statement

Construction Standard

1. The standard of road construction shall be in accordance with Table 1 unless
otherwise determined by Council.

2. Unless otherwise approved by Council design and construction of roads (including
procedures, contract administration, site preparation, drainage and streetscape)
shall be in accordance with the Institution of Public Works Engineering Australia (WA
Division Inc) Subdivisional Guidelines Edition No.2 July 2009

Table 1 Road Construction Standards

Zone Construction Reserve | Pavement | Shoulders
Standard Width Width
Residential (1) (2) Asphalt 20m 6m Mountable
kerb
Special Rural (rural Two coat spray 20m 6m 1.2m
residential). seal
Rural small holdings Two coat spray 20m 6m 1.2m
seal
Rural (3) Formed gravel 20m 6m 1.2m
Other (4) As determined by Council
Notes:
1 - Council may vary these having regard to the Liveable Neighbourhoods Policy
2 - Council may elect to apply the Special Rural standards to low density residential lots greater than
2,000m?
3 - Subject to site conditions, slope etc
4 -f Ot h eans all other zones within the Planning Scheme

Subdivision and Amalgamation

The Shire will require the proponent of a subdivision/amalgamation to contribute towards
the upgrading and construction of roads in the rural areas in accordance with the
following: -

1. The minimum standard of road construction in a rural area is a six (6) metre formed
gravel surface with roadside drains with a 20m wide road reserve.
2. The minimum standard of road construction for Special Rural (Rural Residential)

zones and Rural Small Holdings subdivisions is a six (6) metre formed and sealed
surface (two coat spray seal) with roadside drainage and cross overs. The Shire
may consider a reduced road width under extraordinary or special circumstances.
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3. The construction of a Special Rural and Rural Small Holdings subdivisions (internal)
road in point 2 above shall be at the full cost of the proponent.

4. The upgrading of roads within and adjoining Special Rural and Rural Small Holdings
policy areas is documented in Table 1 and the attached figure.
5. The Shire may contribute up to a maximum of 50% towards the cost of upgrading of

other existing roads; where such upgrading is considered by the Council to be in the
interests of the community and its road construction programme.
6. The construction or upgrading costs may include the following:
1 Field and feature surveys;
Soil testing;
Preparation of the road design;
Application to the EPA for the removal of any remnant vegetation;
Confirming the absence declared rare flora with DEC,;
Compliance with Native Title and Future Act requirements;
Relocation of existing services (if required);
Fencing and signage (if required);
1 Twelve month maintenance bond and supervision fees.
7. Any contribution will have regard to the existing and other potential users of the
road and will be based upon the following:-

=4 =4 4 4 4 4 4

1 Determine the standard to which the road is to be constructed

1 Determine the total cost of the upgrading

1 Calculate the total number and length of total road frontage of properties that
will benefit from the upgrading. This can include both existing and potential
properties.

1 Divide the total cost by the number of lots and length of total road frontage.

A

T The proponentdés relative proportion shal

calculations.

Note: This calculation may include a penalty amount where works are to be done outside of

the Shireds adopted construction programme.

local gravel supplies in calculating the cost of construction.
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Table 2 Rural Strategy Special Rural and Rural Small Holdings policy areas

Road Rural Subdivision | Contributions to upgrade
Strategy Type
Figure 3
Policy Area
Banks Road Area 1 on the | Rural 50% contribution from landowners for the frontage of
northern side. the properties on the southern side when subdivision
occurs.
Area 2 on the | Rural
southern side | Residential
Terry Road Areas 4 & 5 Rural Depending upon the scale of development in Area 6
North on the Residential | a 100% contribution will be required if Terry Road is
(from river western side. the main access road.
crossing to
townsite) Potential 50% contribution from landowners for the frontage of
Area 6 on the | Urban the properties in Areas 4 & 5 when if they develop
eastern side. before Area 6.
Terry Road Area 7 and Rural Small | Will need further investigation to determine what
Crossing rural areas. Holdings type of crossing is required. Contributions will be
based upon the subdivision lot yield which will be
assessed in structure plan for the Area.
Terry Road Area 7 and Rural Small | Functions as a rural distributor road. Adjoining
South rural areas. Holdings |l andowner s contribution
(To Stanton Rd) lot yield to be assessed in structure plan.
Fern Valley Area 7 Rural Small | 100% contribution from landowners based upon the
Road Holdings subdivision lot yield which will be assessed in
structure plan for the Area.
Stanton Road | Area 7 tothe | Rural Small | May need sealing depending final road configuration
West north. Holdings in Area 7.
(Fern Valley to
Terry Rd) Rural to the Rural Adjoining |l andowner 6s co
south. based upon lot yield to be assessed in structure
plan.
Stanton Road | Part Area 7 to | Rural Standard would depend upon the upgrading of Terry
West the north. Road and final road pattern in Area 7.
(Fern Valley to
Kojonup Rd) Rural to the Any contribution would be from properties in Terry
south. Rd and Fern Valley Road and would be 50% based
upon lot yield to be assessed in structure plan.
Asplin Siding | Area 8 on the | Rural Small | Functions as a rural distributor road. Adjoining
Road western side. | Holdings |l andowner ds contribution
lot yield to be assessed in structure plan.
Rural to the Rural
east.
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