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Sustainable Procurement, Contracts & Disposal
|

SHIRE -,

St SUSTAINABLE PROCUREMENT,
SR CONTRACTS AND DISPOSAL
B g POLICY AND PROCEDURE

Adoption Date:
Mext Review Date: September 2025

Responsible Officer: Chief Financial Officer

POLICY STATEMENT

Walgett Shire Council regognises that the procurement policy and best practice principles through
all Planning, Sourcing and Conftract Lifecycle stages (including tendering and disposal) will deliver
local economic, environmental, and socially responsible value for money outcomes. All procedures
are.designed fo mitigate risk and deliver contracts that can withstand scrutiny.

AlM

This Paolicy provides an overview of the Council procurement and contract framework and Principles
that must. ke followed by all Council officers and representatives when purchasing goods and
services and managing associated contracts. The procurement framewaork provides simple guidance
to help procure and manage goods, services, or projects based on an assessment of Value and
Risk.

OBJECTIVES:

This Policy focuses on outcomes instead of processes and aims fo balance compliance with flexibility
that delivers value for money, aligns with business needs, improves service delivery, and supporis
a competitive local economy. This policy supports delivery of Councils '‘Community Sirategic Plan’
to achieve a sustainable Lecal Region. Sustainable procurement & confract management takes
responsibility for the Economic, Environmental, Social and Governance impacts of any purchase —
goods or services. These four factors gre refemred, to as the Quadruple Bottom Line (QBL) and relate
to a total lifecycle impact, and not just the upfront price. More broadly, Sustaimable Procurement
considers:

+ The cost and local economic impact of the procured preduct or service,

¢ The environmental impact,

¢ Any social and ethical implications, and

+ The application of good governance.

Statutory Requirements

MSW Local Government Act 1993

The NSW Modern Slavery Act 2013

MSW Local Government (General) Regulations 2021
M3W Local Government Tendering Guide 2009
Independent Commission Against Corruption Act 2012
Competition Policy Reform Act 1995

MSW Model Code of Conduct

Related Policy/Procedure

Code of Conduct

Statement of Business Ethics

Local Preference Purchasing Policy
Corporate Credit Card
Environmental
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Code of Conduct

The Model Code of Conduct for Local Councils in NSW (“the Model Code of Conduct™ is made
under section 440 of the Local Government Act 1993 (*LGA") and the Local Government (General)
Regulation 2021 ("the Regulation"). The Model Code of Conduct sets the minimum sfandards of
conduct for council officials. It is prescribed by regulation to assist council officials to 1. understand
and comply with the standards of conduct that are expected of them 2. gpahle them to fulfil their
statutory duty to act honestly and exercise a reasonable degree of care and diligence (section 439)
3. agbin a way that enhances public confidence in local government.

The H3W Modern Slavery Act
Modern slavery is a serious violation of an individual's dignity and human rights. Exploitative
practices including human trafficking, slavery, servitude, fgrged labour, debt bondage and forced
marriage are all considered modemn slavery and are serious crimes under Australian law. Council
officers should consider thiz Act and the ethical treatment of all contractors and supply chains when
purchasing on behalf of Council.

APPLICATION

The Policy applies to all Council officers and representatives who have delegated authority to
purchase goods and services, public construction works and services, and manage the associated
contracts on behalf of the Council. It commits every individual involved in procuring and managing
contracts for goods, services and works, tg.aciively.ensurs that all activities are:
+ legal,
accountable and auditable,
fair and competifive,
ethically, environmentally, and socially responsible,
economically effective locally,
conducive to maintaining the Council's ability to exercise appropriate technological,
commercial, and organisational developments as they anse,
+ capable of identifying, minimising, and mamaging risks that may threaten projects,
procurements, or contracts, and
+ free of any direct or indirect conflict of interest.

This Policy and Guidance describes the key principles against which Council will ke audied and
non-compliance identified. Mon-compliance may result in disciplinary aclions.

SCOPE

The scope of the Policy commences from when Council has identified a need for procurement,
continues through to the award, delivery, management and closing of the contract or disposal of the
asset.

PROCUREMENT PRINCIPLES

Accountability — Council is committed to ensuring accountability amd transparency in ifs
procurement activities. Accountability means that Council officers are rezponsible for the actions and
decisions that they take in relation fo procurement and for the resulting outcomes. Council officers
must be able to demonstrate the basis of all decisions that can withstand any scrutiny.

Conflicts of Interest — A& conflict of interest exisfs when a reasonable person might perceive that a

public official's personal interest(s) could be favoured over their public duties. Conflicts of interest dg.
natnthemsales. usnaly. consiituts, corrupt conduct. Corrupt conduct Gan. AoWaEVEL. A6 when a

conflict of interest is concealed, understated, mismanaged, or abused. 5taff must declare, record,

and save on file all identified conflicts.

Record Keeping — The Council records are its corporate memaory, provide evidence of actions and
decisions and represent a vital asset to support its daily functions and operations. Council officers

must ensure appropriate documents and records grg.naintained in accordance with Council's
Records Management Policy and entered Council’s Records Management System (TRIM]).
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Confidentiality — Council officers must maintain the integrity and security of confidential information
in their possession, or for which they are responsible. In addition fo general obligations relating to
the use of council information, Cuunml nﬁin:'.&rs must enly access cnnﬁdenhal |nium'|at|un that they
have been authorized to groes ] nfficial ligns and
only releaze confidential mfnn'nalmn authﬂnsed tn du su Rel‘er tu the Cnunclls nr Mndel Cnde of
Conduct for further information.

Rizk Analysiz and Management — Risk analysis and management are technigues applied to
ensure that procurement processes contracts are successful. By adopting a ‘what-if mingd-set it
allows procurement to identify and assess the risks and pricrifise them by aligning relevant resources
to menitor, control and minimise or overcome the impact. Consideration of Risk showld he. manzged,
in accordance with the Council's Enterprise Risk Management Policy and Procedures.

Sustainability (QBL) — Councils top priority is to procure sustainable and with positive Planetary
Health ocutcomes a focus wherever possible (ie., socially, environmentally, and ecenomically
sustainable results delivered through excellent governance amd leadership practices). When
procuring or managing cunh’acls fnr Cuunml officers must dernuns‘dlale that Dppurtunllles fm
sustainable culcomes hayve. bes

Emergencies - From {img:ig:lime there may be a need to purchase goods or services due to an
emergency whereby the reguirements of Legislation and this Policy cannot be applied. An
emergency is a situation that poses an immediate risk to health, life, property, or environment.
Emergency procurement is only an opfion where Council must act immediately and take all
reasonable and necessary action fo mitigate any continuing risk associated with the emergency.
This may.only be used in cases of genuine Emergency and nnt to rerned'_n.r pnnr plannlng
Authnnsahun fior emergenc'_.' pmcurernent must ol ne.. gl A s = = i =T T

Spend Thregsholds Requirements — The estimate value of the contract is inclusive of Goods and
services Tax (GST) for all goods and services for the life of the coniract, e.g., if you plan for a contract
for an inifial peried of 3 years with a 1-year option to extend, the confract value is based on 4 years
of spend. If you are making a once only purchase, the contract value is the total quoted price. The
current fender thresheld is $250,000 including G5ST for the life of the contract. Council officers must
not split Purchase Orders or contract value estimates to avoid defined or legislative process.

Purchase Orders — Suppliers must not be engaged to supply any Goods or commence any Services
without first being.issued with a valid Purchase Order. Purchase Orders are required fo be in place
prior to a Scope of Work peing.pedfoomed, for invoices to be paid, except in exceptional
circumstances if approved by a manager with appropriate delegation. Invoices issued by Contracted
Suppliers must have a valid Council Purchase Order reference number that ig eferenced on their
invoice, or it may not be paid.

Purchase Cards — Council provides a purchasing card facility to enable the secure purchase of
goods and services in support of legitimate Council business. Purchasing cards g iniended to
provide an efficient method of purchasing Ad-hoc fravel, accommodation and minor expenses or
urgent items where no preferred supplier agreement is in place. Council officers issued with a
corperate purchasing card are in a position of trust regarding the use of public funds. Expenditure
on a purchasing card must be in accordance with yvour financial delegation and the fundamental
requirements set out in this Policy, considering specific requirements of any associated Policy or
Procedure.

LOCAL ECONOMIC BENEFIT
Council is committed to supporting the local economy and enhancing the capabilities of local
business and industry. Where it achieves Council's overall ‘value for money' objectives,

Council officers must give due consideration to benefits to the local economy when planning
procurement. Where local economic benefits are included in the procurement evaluation,

s \Policies and Procedures\Sustainable Procurement, Contracts and Disposal Page 3 of 3

Page 4 of 230



the weighting is to he applied to the overall assessment, considering all other price and non-
price criteria. This will ensure the best outcome for both Council and the local economy. This

policy gives a price advantage to local suppliers, for the supply of goods, materials and/or
services above an amount of §5,000.

There are several options available to improve opportunities for local content when
conducting procurement activities including, but not limited fg:

1. Social bensfit clauses in contract documentation.

2. Social benefit specifications included in scope of sourcing documentation, including
provision of templates for applicants to improve response rate.

3. Local Preference outcomes included in evaluation criteria, these must be clearly.,
aniculated for fenderers/applicants  and. stricty adhe,[ed to when,  conduciing,.
assessmenis. An amount of 5% will be nominally deducted from the local supplier's

price for the purpose of price comparison only.

When planning procurement activities Council will consider both direct and indirect impacts
on the local economy by assessing the linkages between local business and local industry,
to support existing specialisations and promote growth.

“Local Suppliers” are required to complete an application form every twelve months following
initial application when submitting their first quoteftender to Council. The onus of proofis on
the supplier.

SPEND THRESHOLDS

The procurement methodology is dependent on the value threshold andfor risk of the
purchase as shown below. All amounts ‘include’ GST. The value threshold to determine the
methodology is the total accumulated spend for the procurement including any anticipated
variations for the procurement activity. Council has access fo a range of Common Use
Arrangements (CUA's). CUA's are pre-established panels of providers that should he used
for commonly purchased goods and services. These arrangements have been established
by either Council {or group of councils), Local Government Procurement, Procurement
Australia, NSW Procurement (State Government).

Contract -
Spend Method Description
CUA's are in place to reduce red tape and time. These
should be accessed wherever possible for any spend
level. Consider any opporiunity to incorporate QBL
) iniiatives. Commaon Use arrangements include all
All Spend Eﬁ:‘:”‘emfnﬂg“gﬂ 0 USeINSW  State Govemment (NSW Buy), Local
Thresholds a c:ceses where possible Government Procurement (LGF), FProcurement
P Awusiralia. Regional Procurement Initiatives (OROC)
may.pe used where Walgett Shire Council was part of
the Tender request.
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Credit card reconciliation is the process of ensuring
that the transactions made match the transactions,
are complete, correct, and valid. Reconciliation is an
essential part of the closing process, and jf's, how we
Up to Credit f Purchase cards to | ensure the integrity of our records. Council officers
£10.000 be ulilised where possible | must reconcile credit cards as directed.
' FPurchase Orders
A Purchase Order with Standard Terms and
Conditions must be lssued prior to goods or services
being provided.
. It isn’t always practical to obtain guotes. If, for any
$10.000 - S oopfen ~auotes Oflreason you ganj, obtain the required quotes. A
$56 000 |how Value for Money detailed statement as to how VFM is to be_ achisved
' (VFM) i to be achieved must be recorded on file.
Simple Request for Quote
$50.000 - IIF{FQ} process in;luding a|Due to elevated spend and risk, an ‘Open Market or
$25Iﬂ 000 detailed ewvaluation and|Fublicly Advertized' RFQ process must e conducted
: award process. |in line with the Council Framework guidance.
Consideration of QBL.
Greater
than Fublic RFT including |As per Legislative Reguirements and the Council
$250,000 | Consideration of QBL Framework guidance.
TENDERS

For works with a value exceeding that which is specified in Section 55 of the NSW Local
Govemment Act 1993 (currently $150,000), an open or selective tendering shall be used in
accordance with the NSW Local Government {General) Regulation 2021 and include:

a) All tenders will be reported to Council for a decision;

b} The report to Council will be compiled by the relevant Director, utilising the
services of an evaluation panel and using the following recommended
selection criteria and weighting table:

Recommended Selection Criteria and Weighting
CRITERIA PLAMT SUPPLY OF | PLANT CONSULTANCIES IMFRASTRUCTURE SALE OF
EquirMeNT | OTHER- EQUIPMENT COMNSTRUCTION SURPLUE
WEHICLES MATERIALS HIRE AND MATERIAL
COMNSUMABLES OTHER ETC
SERVICES
Capabilty Ta G 55 55 50 1]
Relevant 20 15 10 25 20 [1]
Experence
Cuslity and | & 20 30 15 20 1]
safety
Urgent 5 5 [ 5 10 [1]
service
delivery
100 100 100 100 100 [1]
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c} A financial evaluation report be obtained for the preferred tender; and

d) The report to Council will be a Confidential Iltem, to he considered in a Closed
Session.

QUOTATIONS

For the purpose of effective distribution and maximising opportunity, Council will maintain
an up to date register of qualified providers/contractors for the respective trades and industry
types. Council will adveriise six monthly to invite registration on the ‘Provider/Confractors
Register, which is managed by the Finance section.

For works exceeding $50,000 in value but less than that specified as a Tender, a
special quotation process shall be undertaken utilising the following procedure:

(a) Each quote will be allocaied a tender/quote number (RFT/RFQ) by the
Information Services Section. The number will, be._ eniered into the
tender/quote register and is to be quoted on all documentation relating to
that quote.

(b} The officer initiating the purchase shall prepare a brief specification
detailing guantity, guality and timing of the works/services/goods to e,

enrer3Upplied, include copies of relevant insurance cerificates (i.e. public liability
and workers compensation). This document will not be as complex as a
tender specification.

(c) The specification shall. be sent directly to:
- Any person requesting the information
- By email to all Provider/Contractors on the Register

(d}y A ‘Special Quote Meeting® may be arranged where the intended works,
goods or services are difficult to define or it is determined that specific
clarification will support an enhanced outcome

(e} Quotes will be received under Tender Box conditions and suppliers are to be
advised of the following procedure:

A closing date will be specified, normally 21 days but not less than seven
days after the supplier would receive the invitation to quote.

= Quotes are to bg sealed in an envelope marked with the tender/guote
number and placed in the Tender Box or mailed in time to be placed in the
tender box prior to the specified date. Quotes may, also be received by email
to admin@walgett nsw.qgov.au, whereupon the administration team will seal
and place the quote in the Tender Bos.

« As soon as a tenderiquote ig secsived at.the. Coungil.Qffices...and.
recoanised as sugh, it is to be placed in the Tender Box.
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number,..marked...Opened..in. Emar,

slangd..and.. daied..and...placsd,

= Inacase where a guote is submitted email, it is to be sealed.in an envelope
by the person dealing with the email, endorse with the tender/guote number,
marked ‘Received by Email’, the time and date of receipt, signed and placed
in the Tender Box.

« Any person likely to open mail or attend to the administration email address,
at any time, is to be instructed that the contents of any such opened quotes
are to remain absolutely confidential and are not to be divulged to any
person whatsoever.

'r

. AII quutes received tﬂ,r the clusmg Ilme gmmmwm
ihe.Informa AV '

rggg[ggg in..the lg!]ggrggugig [ggigig[ M in fgmgg;gga ggqg;gqu i;f;g

conrents of the quores recened will.nor be publicly disclosed.

» The custody of the register and the keys to the Tender Box are to be the
responsibility of the Coordinator Information Services and the Tender Box
is to be located in the public foyer for ready access.

(g} A wrtten assessment will be prepared as to which quote is the most

advantageous and purchase will be effected by a purchase order.

The

‘Recommended Selection Guide and Weightings Table' (as shown in Tenders
of this Policy) are to be used as a guide.

DISPOSALS

All agsets, surplus stock, and low value scrap o he disposed.of by Council shall be publicly
advertised for sale as set out in the Summary of Disposal Protocal.

Summary of Disposal Protocol

ESTIMATED COST OF ITEM MINIMUM PROCESS | AUTHORITY

Cwer 5150,000 Tender&uction Decision by Council or delegated
authority to Gk

F50,000-5150,000 One Offer Decision by GM

Up to $50.000 One Cffer Decision GM or Director

Disposal of goods with a market value of more than $250,000 should be made through an
agent (e.g., real estate agent) by resolution of Council after inviting tenders, expressions of

interest or at public auction.
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Council may decide via resolution or delegation to the General Manager to dispose of assets
via donation to community organisations where appropriate.

All offers for the purchase of motor vehicles and motorised plant are to be reported to the
Plant Superintendent for recommendation to Council.

Any sale of land must be by way of public auction and follow the legislation in Local
Government Act 1983, sections 55, 713 and 716.

Policy/Procedure Review History

Date Changes Made Reviewead By

2017 Developed
Juky 2018 Reviewsd Greg Ingham - General Manager

Mowvember 2022 Complete Review — Supercades, Procurement | Michael Urguhart — General Manager
& Disposal P&P
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Procurement & Disposal — Now Superceded

WSC — Policy & Procedure — Procurement and Disposal

ia.& PROCUREMENT & DISPOSAL
| POLICY & PROCEDURE

Approval Date: 30 Juky 2019
Review Date: July 2019
Responsible Officer: Chief Financial Officer

Objective

To ensure the system of tendering and quotations encourages integrity and established
standards of equity, fransparency and value for money.

Statutory Requirements

Local Government Act 1993

Competition Policy Reform (N3W) Act 1865
Independent Commission Agginst Corruption Act 19838
Local Government (General) Regulation 2005

Application
All Employees
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WSC — Policy & Procedure — Procurement and Disposal

TABLE OF CONTENTS

Purpose ...

Scope ...

Policy Statemerlt

Policy Principles...

Accountability, rnles and respunmbllmes
Disposals...

Ethical Eehawuur and Fﬂlr’ Treatment
Definitions ..

Acknuwledgem ents

Page 2 of 16

Page 11 of 230



WSC — Policy & Procedure — Procurement and Disposal

Purpose

The purpose of this Procurement and Disposal Paolicy is to document Council's
principles and set out the standard by which Council will conduct these activities.
All activities will_be_ camied out in accordance with the associated legislation,
Council Polices, processes and Office of Local Government ({OLG) Guidelings and
Circulars.

Scope

This Policy and procedure applies in full to all employees and details procedures

to be used in all purchasing by Council employees. It j5 intended to ensure that
competition exists in all purchasing activities and that they are camied out in an
open and transparent manner in accordance with this policy and legislative
requirements.

The Procurement and Tendering Policy applies to anyone who undertakes or is
involved in procurement and fendering activities. This includes Councillors, staff,
contractors and delegates.

Policy Statement

Council procurement practices will comply with the Local Government Act 1993,
the Local Government (General) Regulation 2005, Competition Folicy Reform
(MSW) Act 1995, as well as other acts, regulations, codes, policies, practice notes
ar other documents published by either State or Federal Government Authorities
relating to tenders or quotes (e.g. Competition Policy).

Any conflict of interest and pecuniary interests are to he disclosed immediately.
Any person with a conflict of interest will not take part in the processes of tender
specification preparation or evaluation.

Tenders and quotes will be prepared in an endeavour to maximise:

« Compeiition;

« Participation by local and other suppliers

« Value for money, quality goods and services to residents and ratepayers
+« Accountability and cost efficiency to Council and respondents.

Page 3 of 16
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WS5SC — Policy & Procedure — Precurement and Disposal

Policy Principles
General
All values quoted in this policy are excluding Goods and Services Tax (GST).

The exact procurement method to pe used will depend on value of goods and
services to be purchased.

Contracts should be affected only with incorporated companies. Tenders or
quotes which are to result in a contract must show the companies ABMN, ACN
and date of incorporation or make a clear statement of intention to incorporate
prior to signing a contract. It is preferred that this rule be applied to all
procurement. However, purchase orders, but not contracts, may ke placed on
unincorporated organisations provided:

« The supplier has an ABN, unless extraordinary circumstances prevail (i.e.
hobby?;

* The supplier is registered for GST, unless exfracrdinary circumstances
prevail (i.e. hobby);

* The total value is less than $50,000;

+ |tis alump sum purchase or project

» The sernvice to be provided is not primarily labour hire;
* The particular supplier iz ysed intermittently.

An urgent delivery component is included as part of the selection criteria and
weighting table which is utilised as a guide in the tender selection process. This
component includes distance to suppliers and service providers.

Tenders

For works with a value exceeding that specified in Section 55 of the Local
Government Act (currently $250.000) an open or selective tendering shall be
used in accordance with Local Government (General) Regulation 2005 and
including:

(a}  Alltenders will be repored to Council for a decision.
B TDg IRROML I Coungll vl he. complled Ry, Ihg Lelevant DIeeior. ..

utllising. the.services.of. an. gvaluation.panel.and wlilisng. Table.1......
Recommended Selection, Criteria.and \Veighting.

(ch A financial evaluation report must be obtained, from the preferred
tender.

(d}  The report to Council will be a confidential item to be consjidared in
closed session.

Page 4 of 16
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WSC — Policy & Procedure — Procurement and Disposal
4.3. Quotations

For the purpose of effective distribution and maximising opportunity, Council will
maintain an up to date register of qualified suppliers/coniractors for the
respective trades and industry types. Council will advertise yearly to invite
registration on the Preferred Supplier/Contractor Register (Pro-forma attached).

4 3 1.__Forworks exceeding 550,000 in value but less than that specified as a Tender
($150,000) $250,000, a special quotation process shall be undertaken utilising the
procurement and disposal procedure:

{a) Each quote will be alocated a tenderfquote number (RFT/RFQ) by the
Information Services Section. The number will he enlered into the

tender/quote register and is to be quoted on all documentation
relating to that quote.

(b} A minimum of two quotes shall be obtained unless circumstances do not
allow (E.g. only one supplier manufactures the product)

(c) The officer initiating the purchase shall prepare a brief specification
detailing guantity, guality and timing of the works/services/goods to e

supRlied, include copies of relevant insurance certificates (i.e. public liability
and workers compensation). This document will not be as complex as a
tender specification.

(d} The specification shall be sent directly to:
« Any person requesting the information;
« By email to all relevant Suppliers/Contractors on the Register;

(e) A pre special quote meeting may be arranged where the intended works, goods or
services are difficult to define or it is determined that specific clarification will
support an enhanced outcome;,

Page 5 of 16
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WSC — Policy & Procedure — Procurement and Disposal

(fy Cuotes will pe recejyed under tender box conditions and suppliers are to be
advised of the following relevant procedures;

« A closing date will be specified, normally 21 days but not less than
seven days after the supplier would receive the invitation to quots

«  (Quotes are to be_ sealed in an envelope marked with the tender/quote
number and placed in the tender box or mailed in fime to be placed in

the tender box prior to the specified date. Ctuotes may. also.bhe received
by Tax.

ale
MWG mth thE ma;!w,;a[gggmf enduraed mth m
d.in.E '

+« |n a case where a quote is submitted by fax or email, it is to be sealed
in an envelope by the person dealing with the fax or email, endorse with
the tender/quote number, marked ‘Received by Fax/email’ marked with
the time and date of receipt, signed and placed in the tender box.

« Any person likely to open mail or attend to the faxes at any time is fo be
instructed that the contents of any such opened quotes are to remain
absojutely. confidential and are not to be divulged to any person
whatsoever.

= Al guotes received by the closing time ghall be opened at or afer,

cloging fime. by, the. niormation. sendces. representative. and . Lal.
witngsses.andrecorded in the tender/auole reqister.

« Prices will not be publicly disclosed.

 The custody of the register and the keys to the tender box are to be the
responsibility of the Coordinator Information Services and the tender
box is located in the public foyer for ready access.

(a) Cuotes via internet

For the purposes of this procedurs it is acceptable to obtain quotes
via the internet. This includes using email provided:

« A copy of each quote is retained in Council’s records management
gystem

« Each quote contains at least the following information:
Mame of Supplier

Intermet address of supplier

Specification of equipment to be supplied
Make and model of each item of equipment
Price

[ R R R

(h} A written assessment will be prepared as to which quote is the most
advantageous and purchase will be effected by a purchase order. The
‘Recommended Selection Guide' and their respective weightings shown below are to

be used as a quide.

Page 6 of 16
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(i} All records will be reia

I ! AL
System (TRIM) and auallable fur scrutiny hul Wlll I'iﬂt be avanahle to the puhllc as
they will contain confidential information.

() Suppliers shall be required to provide evidence of relevant insurances including a
minimum $20m Public Liability and Weorkers Compensation/Personal Accident.

(k) As soon as practicable after selecting a supplier and placing an order the ardering
officer shall also advise all unsuccessful guoter's of the decision in writing on
Council Letterhead.

(I} The following information may be disclosed:
= The successiul guaters name,
+« Description of selected goods if applicable

« Reasons for selection

(m) Under no circumstances should any, commercial in confidence. information. be
disclosed,

4.3.2. Where the value of goods is less than $50,000 but exceeds $15,000

(ay A minimum of two quotes shall be obtained and recorded in Council's
Records Management System, unless circumstances do not allow (e.g. only
one supplier manufactures the product)

(b} Where two guotes cannot be obtained, the Department Director shall seek
approval of exemption by the General Manager.

ic) For services provided, quotes shall be obtained firstly from Councils
Supplier/Contractor Register

id) For goods purchased, Local Government Procurement Schemes shall be
utilised where possible.

{e) The guote deemed to provide best value for money 5hall be awarded.

4.3.3. Where the value of goods is less than 515,000 best judgement shall be used by
the purchasing officer to ensure best value for money IS, achigved. A competitive
process is not required, although at least one written quote i3 gbigined. The use of
“Purchase Cards” by authorised Council staff for minor, low risk purchases may be..

considered within this limit range.

4.3.4 Petty Cash sha g ke ejimb =1pj
tecordedin e pefly CASHIAQISter, Al purchases musl.be. providsd 1o the Finance

Officer — Accounts Payable with receipts and an attached petty cash form approved
by a supervisor. Records are to he kept in Council's Records Management System

Page 7 of 16
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MOTE: In the interest of maintaining efficiency in the purchasing process there are
some instances where the procedures outlined in this policy can be bypassed.
Exceptions to the required process include:

telephone accounts

glectricity accounts
subscriptions

credit and fuel card purchases
monthly rentals

insurance purchases

legal costs

paymentis to contractors
donations/contributions
statutory levees, fees and taxes
payroll deduction remittances

4 3.5 Variations:

« The General Manager has authorty to approve variations to contracts during
progress of works in accordance within the delegated authority to the General
Manager. Any varation exceeding the delegated limit shall be presenisd to
Council for consideration.

« If a variation [5_made to the works after the order has been placed, an
additional order shall be completed and a record of the reasons kept.

4 3.6. In all cases, goods or services purchased under a procurement scheme approved
for Local Government in NSW up to 150,000 shall he deemed to comply with these
requirements (i.e. State Government contracts, Regional FProcurement Initiative,
OROC).

4.3.7.1n no case shallprocurement.of werks/aoedsiservices be, artificially split into smaller

purchases in order to reduce procedure requirements specified above.

4 3.8. In cases of emergency the General Manager may approve purchases which are not
in accordance with the above providing records are written up as soon as practicable
explaining the circumstances and the action taken.

439 The lower limits specified should be considered as guidelines and where

appropriate more rigerous standards may be applied. For example, if there is potential
benefit in public tendering for works with less than $150,000 in value, then this

document does not preclude that action.

4. 3.10. Table 2 summarises the protocol to he followed in all purchasing decisions based
on the value of the purchase.

Page & of 16
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4.3.11 All purchases must to be made by completing a Purchase Order. Every order must
contain the following information:

« Mame and address of supplier

« Description of goods and sernvices

« Costing job number

» Price quotes

« Signed and dated by Authorising Officer

4.4, Workplace Health & Safety

Workplace Practices

Service providers and their employeses must comply with occupational health and safety,
workers compensation, compensation insurance, injury management and rehabilitation
obligations under legislation, relevant industry codes of practice, safety procedures in
applicable industrial awards and approved agreements, and the general law.

Workplace Health & Safety Management and Workplace Injury Management
Walgett Shire Council attaches a high priority to the continuous improvement of
occupational health and safety management and workplace injury management in
procurement for all construction and other industry paricipants.

Service providers shall have a demonstrated commitment to, acceptable performance
with, and systematic approach to, occupational health and safety management and
workplace injury management.

Workplace Health and Safety Compliance

Semvice providers and their employess must comply with their occupational health and
safety obligations under the NS Workplace Health and Safefy Act (2011), the Workplace
injury Management.and Workers Compensation AcLIN:3kY) and Regulations, workers
compensation insurance premium reguirements, relevant WHS industry codes of practice,
and safety and dispute settlement procedures in applicable industrial awards and
approved agresments.

Page 9 of 16
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Accountability, roles and responsibilities
The General Manager, Directors and Managers are to ensure policy compliance.

5.1. Responsible Officer

« Chief Financial Officer
« Finance Officer Stores

Responsibility
+ All employees

Breaches of this Policy

. J-'-.ny occaslon where a Council staff member is not complying with this policy, the breach
Aty repordsd to the General Manager in writing.

* Where the report relates to the conduct of a Councillor, the General Manager shall
immediately report the matter fo the Mayor and, if considered necessary, to the next Council
mieeting.

* Where the repori relates fo the conduct of Council staff, the General Manager shall deal
with the matter according to the terms of employment of the Council staff member and in
accordance with the Local Government {State) Award 2014,

* Where a Councillor believes that the General Manager has failed fo comply with this policy,
the Counciller should immediately report to the Mayor who will then discuss the matter with
the General Manager and, if considered necessary, will report the matter to Council.

= Before areport iz presented to Council by the General Manager (or the Mayor), the General
Manager (or Mayor) should undertake preliminary inguiries tu eslahllsh Ihe fac:l:s The
plellmlnar'g.r |nueshgat|c|ns r|'|a1,|I 1ake any icln'n the ha

|n1.|'ul'..red Natural jusllce prln{:lples n&ed to be sallsﬁedln deallng vnlh an alleged breach

and the evidence musi be reviewesd objectively.

Disposals

Disposals
a) All assets, surplus stock and low value scrap to be disposed of by Walgett Shire
Council shall be publicly advertised for sale by:
« A setprice
« Tender
» Auction

b} Any disposal of goods with a market value of more than 150,000 should be made
fhrough an agent (e.g. real estate agent) by resolution of Council after inviting tenders,
expressions of inferest or at public auction.

¢) Council may decide via resolution or delegation to the General Manager to dispose of
aszefs via donation fo community organisations where appropriate.

d} All offers for the purchase of motor vehicles and motorised plant are to peJepoied to the
Plant Superintendent for recommendation to Council.

e} Any sale of land must be by way of public auction and follow the legislation in Local
Governmenf Act 71593, sections 35, 713 and 718.

Page 10 of 16
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|Delegatinn

Department Directors shall be responsible for the cost benefit evaluation and
disposal of selected items using the following methods:

» Trade-in where supplier offers fair value for item.

» Relocation to another project or job (redistribution of cost required).

» Relocation to another department within the arganisation.

» Use as spare parts (where practical).

« Recycling (Commercially or in-house).

« Dumping (where items have no economic value or are environmentally
undesirable)

» Invitation of public quotations or public auction (Registering and securing as
surplus item)

Sale Process

+  To ensure maximum net return of materials the Director will arrange for the valuation of
surplus items, by either independent assessment or estimation by experienced persons.
+ To ensure probity a third party shall.ge.Msed to perform auction sales.

Ethical Behaviour and Fair Treatment

Ethical Behaviour and Fair Treatment
Council officers engaged in procurement and tendering activities will at gll times undertake their
duties in an ethical and impartial manner.

Council officers must ensure that policy principles gre reflected throughout the procurement
and tendering process including activities such as buying without prejudice, effective
communication and provision of information fo all suppliers, declaring any conflicts of interest
and adhering to the Code of Conduct.
Canvassing of Councillers and staff during a formal tendering quotafion process will
automafically dizqualify that supplier.

Page 11 of 16
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Table 1 — Recommended Selection Criteria and Weighting

CRITERIA PLANT EQUIPMENT | SUPPLY OF OTHER- PLANT EQUIPMENT CONSULT- INFRASTRUCTURE SALE OF
VEHICLES MATERIALS HIRE AND OTHER ANCIES CONSTRUCTION SURPLUS
CONSUMABLES SERVICES MATERIAL
ETC
Capability 15 20 15 15 15 0
1(_techn_lc.al and
inancial)
Relevant 10 5 10 10 10 0
experience
Quality, safety 10 ) 10 10 10 0
and
environmental
management
systems
Urgent service 5 10 5 5 5 0
delivery
Price 60 60 60 60 60 0
Total 100 100 100 100 100 0

Note: Scores for Price shall.he.calculaied as (Lowest Price/Quoted Price x 60)
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Table 2 — Summary of Purchasing Protocol

ESTIMATED
CO3T oF
ITEM/PROJECT

MINIMUM PROCESS

AUTHORITY

COMMENTS

Ower 2250 000

Tender

Decision by
Council

Public advertising for
quotations iz essential. The
relevant Director is
responsible for the following;
Adverdising: Tenders must be
advertised through
TENDERLINE, Tuesdays
Sydney Morning Herald,
Walgett Spectator, Daily
Liperal, Council’s Webpage,
Council's Facebook page with
links to Facebook pages in
Lightning Ridge, Carinda,
Collarensbri and Grawin, and
radio station 2WEE See
Infarmation Services for
Tender Registration Number

$100,000-
$230.000

Two Quotes

Decision by
Director/ if
within
budget

Public adwvertisin for
quotations iz essenfial. The
relevant Director iz
responsible for the following
advertising: Walgett Sc?eclatm
Council's Webpage, Council's
Facebook page with links to
Facebook pages in Lightming
Ridge, Carinda Collarensbn
and ﬁlﬂ%ﬂ@%d Emailed to all
relevant Suppliers/Contractors
on Council's register See
Infermation Senvices for
Registration Humber

515,000 '
£100,000

Two Quotes

Under 515,000

Value for money. A
compefitive process is not
required, although at least
one verbal or writien quote
J%.gmainer; The use of
urchase  Cards" by
authorised Council staff for
minor, low risk purchases
i within

this limit range.

Decision by
Purchasing
Officer with
delegated
authority if
within
budget

Cuotes sought from
Supplier/Contractor Register

Ensure value for money

Page 12 of 1
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Table 3 Summary of Disposal Protocol

After the sbove procedures in section § for disposal of ifems have been used, please follow the
mimmum guideline sef ouf in the fallowing tabls.

ESTIMATED COST OF ITEM

MINIMUM PROCESS

AUTHORITY

Ower 3150000

Tender/Auction

Decision by Council or delegated
authority to GM

§50,000-5150,000

One Offer

Decision by G

Up to 550,000

One Offer

Decision GM or Director

MOTE: Public advertising for quotations is essenfial. The responsible Director will assess the

coverage of such public advertising.
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Definitions

Tenders — works exceeding the specified amount in Section 5% of the Local
Government Act (currently $250,000).

Quotations — work exceeding $15,000 in value but less than that specified as a tender

Request for Quote Documents — invitation to tender and guidelines, specification,
recommendation selection criteria, any other relevant information.

GST - Goods and Services Tax.
Council — Walgett Shire Council.
RFT — Request for Tender.

RFQ — Request for Quotation.

Acknowledgements

The fellowing acknowledgemeniz are made recognising organizations or documents that have
provided a basis, instructive comment or templates that have been used to develop Council's
Paolicy:

{a) Procurement and Tendering Policy — Gunnedah Shire Council

{b) Procurement of Goods and Services Pelicy — Liverpool Plaing Shire Council

{c) Procurement and Disposal Policy — Lachlan Shire Council

{d) Tendering Guidelines for HSW Local Government, NSW Department of Premier and
Cabinet Division of Local Government, October 2009
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Version control and change history

Date Version Approved by Amendment
resolution No
2017 1 Council meeting Council meeting
for
Minutes No. consideration
and adoption
2017 2 Council meeting Council meeting
for review and
Minute Mo. adoption
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WSC - Procedure — Manual Handling

| SLIEE

SE¥.  MANUAL HANDLING POLICY AND
PROCEDURE

Approval Date:

Review Date: MNovember 2011

Responsible Officer: Corporate & Community\WHS Officer

Policy Statement needs to-be developad

Walgett Shire Council has a duty of care io protect its employees, coniractors and the community
from real or potential hazards in accordance with section &, part 2, division 1 of the Work Healith and
Safety Act 2011

Objective

To recognise Councils obligation to provide a framework compliant with the Work Health
and Safety Act 2000 2011 and the Work Health and Safety Regulation 20042017 in regards
to manual handling.

Council Policy Reference
Work Health and Safety

Statutory Requirements

Local Government Act 1993
Work Health and Safety Act 20002011
Work Health and Safety Regulation 20042017

Related Policy/Procedure

Work Health and Safety
Risk Assessment and Insurance
Work Health and Safety Manual

Government References

Workcover MSW Code of Practice for Manual Handling

Mational Standard for Manual Tasks (2007)

Mational Code of Practice for the Prevention of Musculoskeletal Disorders from Performing
Manual Tasks at Work (2007)

Page 1 of 8
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Definition

Manual handling covers a wide range of activities including lifting, pushing, pulling, holding,
throwing, and carrying. It includes repetitive tasks such as packing, typing, assembling,
cleaning and sorting, using hand tools and operating machinery, plant and equipment.
Hazardous manual tasks can include:

» repetitive or sustained awkward posture;

» sustained movement or application of force;

» the application of high force (such as hitting something with a hammer);

» exposure to sustained vibration {such as using a drill for an extended period);

» working with people or animals;

+ handling unstable or unbalanced loads;

» handling loads which are difficult to grasp or hold.
Manual handling injuries may include:

» muscle sprains and strains;

» injury to muscles, ligaments and intervertebral discs;

» soft tissue injury;

» abdominal pain;

+  chronig pain.

Identification, Assessment and Control Process

a) ldentify all positions in each depariment which, involve manual handling.

b) Undertake a task analysis of each position identified and by examination of the
postures, movements and forces involved in the task, the duration and frequency of
the task and environment factors and assess if the task is hazardous and likely to
cause a musculoskeletal injury.

¢) Implement control measures to eliminate or reduce the risk of musculoskeletal injury
through:

«  Altering the workplace or the environmental conditions where manual handling
tasks are camied out

« Change the objects used to carry out the manual handling task
«  Alter the systems of work used to carry out the manual handling task

« Use of mechanical aids.

Mote: If none of the above controls are practicable, information, training or instruction
in manual handling technigues may be used to control the risk.

d) Where the risk assessment indicates a risk of M3D, records of the method used to

assess the risk and the results of the assessment must be kept by the OHWHES and
BislchssassmentQfficer

Information Instruction and Training

Employees should have an understanding of the nature of hazardous manual handling, the
risks associated with tasks involving hazardous manual handling and the reasons why risk
controls have been set in place and how to use them.

Manual handling information, instruction and training must he. given to employees who:

Page 2 of &
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Carry out manual handling tasks as well as managers, supervisors and health and
safety representatives;

Select and purchase tools and equipment to be used in manual handling tasks;

Design manual handling tasks or systems of work, or the layout of a workplace where
manual handling is carried out;

Are involved in identifying hazardous manual handling and the assessment and
control of musculoskeletal risks.

The WHE&S aml—Risk-M-anag&menLDfﬁcer is able to assist in the assessment process and
the HR Officer will assist in the provision of manual handling training. Any training provided
for emplwees who are required to perform manual handling tasks Wi

to their supervisors.

Consultation

Council will consult with members of the OHESWHS Committee when undertaking hazard
identification, risk assessment and risk control processes.

Page 3 of &
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Risk Management

Risk ldentification
Identification of risks associated with manual handling should be undertaken by:

Reviewing the duties in the position description to identify manual handling risks;
Consultation with staff and supervisors;

Direct observation of work practices;

Inspection of the task or work area so that they can be examined and assessed;
Audit of manual handling control measures;

Examining workplace injury records, if possible, to identify where, and in what jobs,

manual handling injuries have occurred.

Fisk assessment should occur:;

Before introducing or modifying a manual handling procedure or practice,
After the risk identification process,

After a manual handling injury, and should take into account the following risk factors:
o Actions and movements required to perform the task

Workplace and work station layout

Working posture and position

Duration and frequency of manual handling

Location of loads and distances moved

Weights and forces of objects to be handled

Characteristics of loads and equipment

Work organisation

Work environment

Skill and experience

Personal characteristics such as stature, height, strength of the individual
Clothing which might be restrictive for the task

Any other relevant factor

0 oDo0oDoonoonoooo

Risk Control Measures
Risk control is the process of eliminating or reducing identified and assessed risk factors

and can be best accomplished by a combination of:

Job redesign

Mechanical handling equipment
Provision of training
Administrative controls

Care should be taken to ensure that further risks to health and safety are not created by the
application of control methods aimed at the reduction of manual handling risks.
Control options should include {in order of preference):

Remaove the need for manual handling

Modify the object, e.g. reduce the packaging size

Maodify the workplace layout

Rearmrange the materials flow

Use mechanical handling equipment

Use special tools or other devices

Use team lifting arrangements to modify actions, movements and forces required
Use particular training or instruction

Page 4 of &
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The degree of urgency for the implementation of the risk controls is determined by:
+ The risk involved —in terms of potential severity together with the likely consequences
» The frequency that the task is performed
» Simplicity of implementation of the risk controls
» Effectiveness of the risk controls implemented
» The cost of implementing the risk controls

+ Job redesign, e.g. modification of work practices, plant. equipment, containers taking
info account people dimensions

» Mechanical handling equipment including staff trials and fraining in the use of the
equipment

o Training in manual handling techniques

+ Administrative controls

Review

Ongoing monitoring and review is an integral part of risk management. After applying
controls to eliminate or reduce identified hazards, it is important to assess their
effe::weness SOITIE cnntruls mlght create other, umcee&nunforeseen hazards The

Recommendations Regarding Purchase and Use of Lifting Equipment

» All departments purchasing manual handllng equipment should contact the WHE&S
and Hisk Assessment Officer for advice prior to purchase and should ensure that it
complies with Australian Standards.

+ Managers and Supervisors should also ensure that load capacities are clearly
marked on all liting equipment and that the lifting equipment js ysed only for the load
capacity and purpose intended.

» Managers and Supervisors should ensure that staff are trained in the safe use of
manual handling equipment.

¢ The WH&S and Bisk Assessment Officer should ensure that risk assessments gfe,
conducted prior to using manual handling equipment.

Page S of &
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Appendix A

MANUAL HANDLING

SAFETY CHECKLIST

Manual handiing s 2 component of most work tasks. It may involve repetitive movements, Ifting and carmying loads,
and sedentary work such 8 usng & computer  Manual handing 5 2 maor factor in workplace imjunies.  Thes checkint
will help you address the manual handing Bsues n your workplace and reduce the sk of mpunes due 1o manual
handing  You shoukd nvolve you employees in Mikng out the checkint

Note: If you mark a NO box on the checklist you need to take action to make your workplace safer.

”“bh“m-h-hl”hﬁmdﬂ__‘
Name(3) of person(s) who completed checkiist: Initial:
Position titte: Company:

Work Tasks

Can ail matenals and equipment be kfted and carmed aasily? vs[J (]
Are mechanical aids such a5 trofieys, trofley jacks or horsty used? ves ] mo ]
Are workers tramed i manual handiing lechaques and the use of mechancal acds? vaJ ne[]
Work Equipement

Are work benches at » comfortable hesght? 'QD NoD
Are chaw backs and seat heghts adustabie? ve [ no[]
Is office egupment (such as computens screens, Oesk lamps) adjusted 10 avoed stram? MD NoD
Are storage shelves organised 10 mimimese bending and stretching? V-D NoD
Work Organisation

Is rotation of tasks used to avod repetitive work? MD NOD
s work planned 10 reduce pencds of high and low demand? V-D NOD
Are there susficaent rest breaks? v [J ne[J
Woek Area

s workspace adequate 10 enable ease of movernent? V.D NoD
Are work dems that are regudarly used within easy reach? m[:] No[:]
Is there sufficient area around machines or equipment 10 enable access for mamienance and

repant? V.D NOD

Note: In addressing manual handling issues you need to consider redesigning the work processes, work environment
or objects to be handied to efiminale manual handling risks. if it is not possible 1o eliminate the risks, you
need 1o provide mechanical akds and iraining to snsure work Is carried out In 2 safe manner.

For more information or assastance, go 10 the WorkCover website www, workcover.nsw.gov.au or contact the
WorkCover Asssstance Service on 13 10 50,

Page 6 of 8
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Appendix B

Manual Handling and Safe Lifting

Manual handling is cause an injury at work and includes lifting, camy, pushing and pulling
loads. The most serious manual handling injuries are back injuries, often caused by poor
liting techniques.

Safe Lifting

If manual lifting is required:

Do not lift it if mechanical assistance is available, or where possible use team lifting.

Avoid unnecessary bending — do not place objects on the floor or ground if they must be,
picked up later.

Avoid unnecessary twisting — turn your feet, not your hips or shoulders, especially when
bending.

Keep the load close to the body — handle heavy objects close to the body. Aveid a long
reach out to pick up an object.

Lift gradually — lift slowly, smoothly and without jerking.
Keep in good physical shape — get proper exercise and maintain a good diet.

Can | really lift it?
Before picking up a load, ask yourself these questions:
» Dol really need to lift this?

= Canthe obiect be moved by mechanical means?

= | ift.an 7
= How high do | have to lift it?

»  How far do | have to carry it?

= Wil this lifting be a regular part of my job?

= Am | trying to impress anyone by lifting this?

Follow these recommended steps for lifting:
= Paosition your feet correctly — as close as possible to the load.
» One foot goes next to the load and one goes behind it.
v Check your footing is secure.
»  Squat down keeping your head erect and your back straight.

» (Obtain a good grip firm grip of the load, hands diagonally opposite with the load in
the palm of your hands — fingers alone are too weak.

= Maintain a straight back keeping the upper part of your body erect and a straight as
possible.

» Do not stoop over or bend your back forward.

»  Keep your head erect.

» Raise the load by straightening your legs, keeping your back straight.

= Keep your arms in and the load close to the body.

v |f you must turn, don’t twist your body.

= Point your foot in the direction you are turning.

Page 7 of 8

Page 32 of 230



WSC - Procedure — Manual Handling

Procedure Review History

Diate

Changes Made

Approved By

Procedure Developed

Ray Kent - General Manager

Now 2022

Complete document review

Michael Uirguhart
General Manager
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WSC - — Entering Council Depots
o
f‘lﬁb’l ENTERING COUNCIL DEPOTS -
PROCEDUREPOLICY
Approval Date:
Review Date: Movember 20442022
Responsible Officer: Director Gorparate & Community SardessEngineering

! Technical Services

Policy Statement needs to be developed

Walgett Shire Council has a duty of care to protect its employees. contractors and the community
from real or potential hazards in accordance with section &, part 2, division 1 of the Work Health and
Safety Act 2011

Objective

To ensure that all persons (including Council staff) entering Council depots do so in a safe
manner.

Council Policy Reference
Work Health and Safety Policy

Statutory Requirements

Local Government Act 1993
Work Health and Safety Act 20002011
Work Health and Safety Regulation 20002017

Related Policy/Procedure
Work Health and Safety Manual
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Entering Council Depots

The guidelines below haye been developed to ensure that visitors to the WSC depot do so
in a safe manner. Any person who does not work at the depot is considered fg be a visitor.

Visitors must report directly to the Stores Office on amival. Visitors are not permitied
to wander into the yard.

The visitor must notify the Stores Officer of the reason for being at the depot and the
person they may need to meet with. The Stores Officer will contact the person
required. If this is not possible the staff member will be directed to the location of the

person.
Put on a high visibility vest. These are available for visitors from the Stores Officer.

The Stores Officer may direct staff members to wear glasses, egr puffles muffis ora
hard hat.

Proper enclosed footwear muyst be wom.

The Council depots are pon smoking areas.
Any vehicles entering the depot area must proceed at 10 km per hour.

Failure to comply with these guidelines will result in disciplinary action.
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Appendix A
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Procedure Review History

Diate Changes Made Approved By
Procedure Developed Ray Kent - General Manager
Moy 2022 Policy review Michael Urguhart

il

Wianager

T ——
Eners
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|
4+, COUNCIL BUILDING WORKPLACE -

S
' EMERGENCY RESPONSE PROCEDURE

Approval Date:

Review Date: Movember 20412023

Responsible Officer: WH&S and Risk Managemaent Officer

POLICY STATEMENT

Walgeft Shire Council has a duty of care to protect its employees, confractors and the
community from real or potential hazards in accordance with section 8. part 2. division 1
of the Work Health and Safety Act 20002011

OBJECTIVES:

+ To ensure the health and safety of employees. contractors and members of the
community present in VWalgett Shire Council buildings during an emergency
sifuation.

«  Tocomply with current legislation and requlafions.

s+  Toensure response guidelines are in place for staff.

«  Tominimize the impact of emergency incidents on staff safety.

Objective

To protect the health and safety of employees, contractors and members of the
community from real or potential hazards present in Council buildings during an
emergency situation.

Council Policy Reference

Building Workplace Emergency Response Policy

Statutory Requirements

Local Government Act 1993
Vork Health and Safety Act 20002011
Work Health and Safety Regulations 20042017

Related Policy/Procedure

Fage 1 of 17
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Work Health and Safety Manual
Staff Traini
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Actions

1. Emergency Planning — the OHWH&S and Risk Managemant Officer will
develop, document and issue a set of Emergency Instructions for each
building, area or activity (See Appendix A). These instructions will be
developed in consultation with the Assets Officers and Manager/Supervisor

of the relevant area. Emergency instructions must:

» Address the risks of fire and serious injury

» |dentify any other emergency situations relevant to the particular area
or building

» List the steps to be followed in each case, including the method to be
used to initiate an evacuation of the building. This may include
verbally instructing people to evacuate, operating an evacuation siren

elc

» Making special provision for people with disabilities

2. Emergency Control Personnel — a Fire Warden will be appointed to each
area or building by the OHVWHE&S and Bisk Managemant Officer. Each Fire
Warden will identify suitable designated assembly points for evacuations in
consultation with the CHWH&S and Fisk Management Officer. Each Fire
Warden will be selected based on personal characteristics and availability
rather than by considerations related to organizational or reporting structure.

3. Emergency Floor Plans — A minimum of one (1) Emergency Floor Plan must
be prominently displayed on each floor of each building/area. The Council
administration building must display a minimum of five (5) floor plans on
each floor. Each floor plan must clearly illustrate:

s The name of the building and the floor level,
s The location of the plan itself ("You Are Here™) on the floor;
» The emergency exists for that floor

» The location of fire fighting equipment;
» The location of any break glass alarm; and

» The location of the First Aid kit.

Immediately next to the floor plan, a one page summary of the Emergency
Instructions must be displayed.
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Emergency Instructions

1. General Emergency Instructions — If you are the first person at the scene
of an emergency — Assess, Alert and Assist by doing the following:

1. Assess the situation for immediate dangers to your own safety
and take the appropriate steps

2. Alert persons around you, the relevant emergency services (000)

and the Fire Warden where possible

Assist any persons around you if it is safe to do so

4. Contain or combat the emergency only if itz safeto do soyou
have been trained to.

5. Evacuate o asafelocationthe designated assembly area

6. Motify the immediate supervisor or relevant director of the
incident. They should be netified of any incidents that are likely to
cause distress to the persons involved

L

2. Building Evacuation Instructions

All staff, contractors, consultants and wvisitors must do the
following if instructed to evacuate a building or area by means of an
automatic or manual alarm_or at the direction of a Fire Warden =

» Make all equipment safeGather your personal possessions only
(wallet, purse, phone gtc)
» Evacuate promptly from the building, closing doors behind you if

practicable

¢+ Assemble at the designated assembly point for that building or
area

» Report to the Fire Warden assigned to that area and await further
instructions

« Do not leave the area
« Do not smoke

o Follow instructions from Fire Warden or emergency services
personnel

All Fire Wardens must;

a) Initiate an immediate evacuation if there is an automatic
evacuation alarm or instruction to evacuate by emergency
services personnel

b) Investigate am emergency and decide if an evacuafion is
necessary if there has been a report of an emergency by others
or there is an indication of an incident or problem

c) Inthe case of an evacuation the Fire Warden must:
1. Follow the Emergency Instructions to initiate evacuation

2. Ensure that the appropriate emergency services have
been contacted by phone (000 for emergency)
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3. Put on the Fire Warden hat

4. Conduct a thorough search of the area advising people to
evacuate to the assembly point

5. Proceed to the assembly point

6. Determine whether the assembly point is safe and take
appropriate action if not

7. Determine if anyone may be missing

&. Report to the Emergency Services personnel and advise
the result of the area search and the head count

9. Take steps to prevent unauthorized persons from entering
the building if necessary

3. Bomb Threats

a) Written Threat — any Councilor or employee receiving a written
bomb threat must:

b)

4. Reporting

Avoid unnecessary handling of the letter, envelope, parcel efc;
Preserve the evidence by placing it into an envelope or sleeve
(preferably clear); and

Immediately report the matter to the Manager/Supervisor who

must contact emergency services (call 000) and the Fire
Warden.

Telephone Threat — The Manager/Supervisor must contact
emergency services (call 000) and the Fire Warden.

c) Suspect Object or Mail ltem — any Councilor or employee who
discovers a suspect object or receives a suspect item of mail
must:

Avoid handling the object or item;
Alert nearby people and retreat from the immediate area;

Immediately report the matter to the Manager/ Supervisor who
must contact emergency services (call 000) and the Fire
Warden.

All emergencies must be reported to the General Manager and the WHE&S and Risk
Management Officer. An Incident report must be completed and investigated.
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Appendix A

Mame of Area: Phone Mumber;
{Specific areabuilding)

Location: Phone Number:
{Wialg=tt, Lightning Ridge)

Fire Warden: Phone Mumber:

Designated Assembly Point;
(Give exact location of assembly point and attsch a map if possitle)

General Emergency Instructions
[Hen'eml:er Aszess, Alert and Assist, Evacuatz and notify your Supendisor)

Building Evacuation Instructions:
{In case you ars reguired to evacuate 3 building or area by means of autematic alarm or verbal order)
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Appendix B — Staff Emergency Booklet (inserts)

STANDARD FIRE ORDERS

IF YOU SEE FIRE OR SMOKE DO NOT PANIC OR SHOUT
REMAIN CALM - REMEMBER R.A.C.E

RESCUE PEOPLE: - From Immediate Danger

(If safe to do s0)

ALARM: - Call Fire Brigade — Dial 000
Provide Mame-, Address,
Mearest Cross Street,
Mature of Incident

CONTAIN FIRE - If practical, close all doors

& SMOKE: and windows
(If safe to do s0)

EXTINGUISH: - Only attempt to extinguish the
Fire using the appropriate fire
Fighting equipment
(If trained and safe to do so)

Prepare to evacuate if necessary.
Leave lights on.

Save records if possible.

The order in which these actions are performed will depend upon the
particular fire situation.
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BOMB THREAT

REMAIN CALM: Treat call as genuine, record exact information,
prolong the conversation and do not hang up.

ATTRACT THE Do not alert caller to you actionsl
ATTENTION OF A et a second person to call 000 — Police and
SECOND PERSON: report the call.

BE ATTENTIVE: Note distinguishing background noises, music,
traffic etc. Note voice characteristics. Does the

caller know the building?

RECORD: Details Immediately
(Refer to Bomb Threat Checklist)

NOTIFY: Supervisor or Director

PREPARE: To follow instructions of Supervisor or Director.
Evacuate if necessary. Assist in search if
required.

IF OBJECT FOUND: Do not Touch
Report Find. Open doors and windows where
possible and evacuate area.
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BOMB THREAT CHECKLIST

Exact wording of threat:

Questions to ask:
When is the bomb going to explode?

Where did you put the bomb?

When did you put it there?

What does the bomb look like?

What kind of bomb is it?

What will make the bomb explode?

Why did you place the bomb?

What is your name?

Callers Voice
Sex of caller: Male f Female

Callers voice: Asian American English Australian European Other
Voice: Loud / Soft Other Speech: Loud / Soft Other
Impediment: Lisp Stutter Other Manner: Calm Emotional Other

Did you recognize the voice? Yes /! No
Was the caller familiar with the area? Yes ! No

Threat Language

Well spoken Yes /No Incoherent Yes /Mo Taped Yes /! MNo
Message read by caller Yes / No Abusive Yes/No
Other

Background Noises:

Local call STD Music

Voices Street noise Aircraft

House noise Machinery Other

Call Taken:

Time Date

Duration of call
Additional Information:

MNumber called

Call taken by

Signature
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PERSONAL THREAT

REMAIN CALM: Do not panic or shout, avoid eye contact,
do not make any sudden movements.

DO NOT TAKE RISKS: Hand over whatever is requested.
Do not do anything which may
antagonise the assailant.

DO ONLY WHAT Do not volunteer other information.
YOU ARE TOLD:

OBSERVE Face, height, voice, clothing, tattoos,
OFFENDER’S Jewellery, items touched
CHARACTER: Also Note: Type of vehicle used for

escape, registration number if possible
and direction of escape

ALERT: Other staff members if safe to do =0

TELEPHONE: Police, Dial “000" from the nearest
extension. Give your location, name and

request urgent assistance

RECORD: Immediately assailant has departed,
write down all details which may be
relevant
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MEDICAL EMERGENCY

IN THE EVENT OF A CARDIAC ARREST OR THE NEED FOR URGENT
MEDICAL ASSISTANCE.

REMAIN CALM: Do not panic

ASSESS PATIENT: Danger
Response
Alrway
Breathing
Circulation

RAISE ALARM: Call for Help
Do not leave the patient
Call an ambulance “000"
Frovide Name, address, nearest cross
street, nature of the incident

COMMENCE: CPR (Cardiopulmonary Resuscitation)
ar
First Aid as required, if trained

FIRST AID KIT LOCATED:

On wall in the kitchen
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EMERGENCY TELEPHONE NUMBERS

Fire Brigade

Police

Ambulance

R.F.5

5.E.S.

Walgett Hospital

Lightning Ridge Hospital
Collarenebri Hospital
Aboriginal Medical Service
Country Energy

Council On-Call

Name of Business
Street Address
Town

Nearest Cross Street
Nature of Incident
Number of Persons

000

000

000

000

132 500

6828 6000

6829 1022

6756 4888

6828 1611
132356 or 132080

0428 420 588

Walgett Shire Council
77 Fox Street
Walgett

Euroka Street
Fire, Medical etc,

Trapped or injured eig
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EVACUATION

EVACUATION IS5 THE RAPID REMOVAL OF PEOPLE FROM IMMEDIATE OR
THREATENED DANGER IN A SAFE AND ORDERLY MANNER.

REMAIN CALM: Do not Papic

TRAINED FIRE WARDENS WILL GUIDE YOU OUTSIDE

ALERT: Fellow Employees
Ensure Emergency Services has been alerted

ASSEMBLY: dmestesteatrop e FROMTOE BLIE DG

..............................

assembly area for all staff is on the grass
area. in Gray Park.

TRAINED FIRE WARDENS WILL BEGIN THE FOLLOWING

EVACUATE: 1. People in immediate danger
2. People out of immediate danger
3. Qut of Section of Building
4. Total Evacuation of Building

CHECK: All rooms, especially toilets and storage areas,
behind doors, upstairs, all offices eig
RECORDS: Healetodoso save asmanyrecordsas

pessibleDo not stop to gather anything apart
from your own personal possessions, wallet,
phone, handbag eic

HEAD COUNT: Wardens will conduct a head count
DO NOT leave the assembly area until told to
do so by the Warden
DO NOT re enter the building until cleared and
told by the Fire Brigade

REPORT: To the Chief Warden
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Notify Emergency Service of any persons
unaccounted for
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EXTERNAL EMERGENCY

AN EXTERNAL EMERGENCY COULD BE CAUSED BY NATURAL
DISASTERS, BUSHFIRE, EARTHQUAKE, FLOODING, MA.JOR ROAD
ACCIDENTS, AIRCRAFT CRASH, CIVIL DISTURBANCES ETC.

CONTACT: The person receiving notification of a disaster
should contact the relevant emergency service
if assistance is required.

PREPARE FOR: Evacuation if considered necessary.

lzolate sepdces suchaselecticygasand
R

ADVISE: Fellow workers of the situation.

Calmly explain the situation and how it will
affect them.

RECOVERY: Plan how you will recover from the disaster.
Have continuity plans.

DO NOT USE TELEPHONES - WAIT TO BE CALLED.
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INTERNAL EMERGENCY

OTHER THAN FIRE / SMOKE, AN INTERNAL EMERGENCY COULD BE
CAUSED BY EXPLOSION, ELECTRICAL POWER FAILURE, WATER SUPPLY
FAILURE, SPILLAGE OR LEAK OF HAZARDOUS SUBSTANCES, ILLEGAL

OCCUPANCY

REMAIN CALM: Do Mot Panicl

ALERT: Call “000” (If appropriate)
State exact location and nature of the
emergency.

Give your name.

RESTRICT ACCESS: To affected Area.

DO NOT ATTEMPT ANY ACTION WHICH PUTS YOUR LIFE IN DANGER.

Follow instructions of the warden.

Prepare to evacuate if necessary.

ESSENTIAL SERVICES FAULTS:

Essential Services faults include faults in electricity water, gas, telephones,
plumbing, security services or computers.

PROCEDURE:

» When an essential service is faulty or fails, the warden is to be notified.

» After assessment of failure, a decision is made on the urgency of the matter.

o [|f the situation or the likely consequences are considered urgent,
appropriate action should be taken immediately.

# |f the situation is non-urgent, appropriate action should be taken as soon as
possible.
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Procedure Review History

Date Changes Made Approved By
Procedure Developed Ray Kent - General Manager
Nov 2022 Policy review Michael Urguhart

General Manager
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Closed Circuit Television (CCTV) Workplace Surveillance
WSC — Policy/Procedure — Closed Circuit Television (CCTV)

IR
)

G

| WALy

CLOSED CIRCUIT TELEVISION
(CCTV) WORKPLACE SURVEILLANCE POLICY &
PROCEDURE

Approval Date: Add =
Review Date: Add = 7?7Every 12 months
Responsible Officer: GM

POLICY STATEMENT

Walgett Shire Council supports the implementation and operation of a CCTY network in and around
Council Premises to enhance the safety and security of employees, visitors and property while
protecting the individuals’ rights to privacy.

CCTV consists of dedicated high-resolution cameras providing continuous real time surveillance of
Council properly and public places. The primary use of CCTV is fo discourage the occurrence of
unlawful activity and enhance the chances of apprehending offenders. The policy also includes motor
vehicle and *Lone Worker” fracking.

OBJECTIVES:
The Objectives of the Walgett Shire Council CCTV and fracking system are: —mmEm

+ To act az a deterrent for the prevention of vandalismi, graffii and damage fo property.

# To permit the controlled provision of information by Council to authorised security and —-----"
agencies such as Police and the courts to enable the development of effective response fo
recorded and or observed incidents.

# To use as a fool to support the Police in venfying incidents and suspect aclivities and
progecuting offences.

+* To assist compliance with work, health and safety requirements; legislative obligations; and —------
ensure appropriate standards of perfformance and operaticns by council sfaff.

The CCTV site includes all public places, Council land and buildings, including those areas occupied
by public faciliies such as Administration Centres, swimming pools, libraries, work depotis, water
and sewer treatment facilities.

Surveillance alse includes fracking of motor vehicles for lone worker protection, asset management, —------
recording of plant hire use for diesel fuel rebates and general maintenance of plant.

SAdd=Workplace Surveillance .ﬁ.c:t EU{IS
fAdd=Workplace Surveillance Regulation 2005
Add=Workplace Surveillance Devices Act 2007
Add=WHS Act 2011 & WHS Regulation 2017
Protection of Environment Operations Act 1997
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Commonwealth Privacy Act 1958

fAdd =~ Related Policies{asa-heading)

Add=Use of Infternet & Email Policy

Add = Code of Conduct Policy

Lgd = Dalavand WHE Dolicige

Add=\Workplace Surveillance Policy

Add = FEmployee Grievance Disputes Discipline Policy
Add=FRelevant Local Government State Award

fdd=Code of Ethics - Australian Security Industry Association Ltd
Add=Customer Services & Complaints Handling Policy

DEFINITIONS: e

Camera: includes an electronic device capable of meonitoring or recerding visual images of
actlivities on premises or in any other place

Employee: a person working for Walgett Shire Council, including confractors and volunieers
Law enforcement agency means any of the following:

a) NSW Police,

b) A police force or police service of another state or territory,

c) The Ausfralian Federal Paolice,

d) The Police Integrity Commission,

&) The Independent Commission against Corruption,

f} The Mew South Wales Crime Commission,

g) The Australian Crime Commission,

h) The Department of Corrective Services,

i) The Department of Juvenile Justice,

iy Any other authority or person responsible for the enforcement of the criminal laws
of the commonwealth or of the state,

k] A person or body prescribed for the purposes of this definition by the regulations. .-

Swurveillance: means surveillance of a workplace by means of a camera that monitors or records

Unlawful activity means an act or omission that consfitutes an offence against a law of this state or —-. . __
commonwealth,

Council facility means premises, or any Council properiy, which is visited by members of the
general public, where employees work, or any part of such premises or property.

PURPOSE:

The purposes of the Walgett Shire CCTV and tracking System are:

* To operate accerding to recognized standards such as the NSW Government CCTV
guidelines and privacy provisions, such as the coperafions will not provide for private
individuals requesting copies of vision.

« To operate with efficiency, imparfiality and integrity

* To operate with regard to the public requirements for due care, confidentiality and respect.

Council conducts workplace surveillance in a number of different ways and for a variety of
purposes. This is considered necessary and appropriate to ensure:

. the health, safety and welfare of individuals so far as is reasonably practicable
. the integrity and security of Council’s systems, networks and assets
. the continuous attainment of appropriate standards of performance and operations
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by Council, and
* compliance with Council’s legal obligations.

. The use of workplace surveillance has a range of benefits o Council and the people
with which it interacts (including Employees) as it has the potentialfo:

. deter vandalism, theft or acts of violence

. reduce the risks associated with security incidents

. assist in identifying those responsible for criminal orinappropriate conduct,
* provide additional support and assistance to Employees in certain

situations or =scenarios.

= previous attempts at perfformance improvement procedures have not been successful
and the employee has been sufficiently warned that monitoring may occur.

& Any grievance orissue associated with the application of this Policy shall be dealt with -
in accordance with Council's Grievance Handling Policy, Disciplinary Policy and/or the Award.

= Council will adopt a consistent and efhical appreach to the implementation and s
conduct of workplace surveillance.

The procedure for assessing the need and implementation of CCTV and tracking is as follows:
a) Demonstrate Meed for CCTV

# Documented evidence of high risk of unlawful incidents ococurring or reoccurring or
prima facie evidence of serious misconduct.
b} Develop and Record Implementation Strategy
* Record a proposal for installation, including:
*  The specific purpose of CCTY monitoring;
# The physical area to be placed under CCTY monitoring.
*  Motor Vehicle tracking
c)  Approval for Implementation
= Approval fo be obtained from the General Manager
d} Implement CCTY Facility, including staff training
*  CCTV register will be maintained by the CFO/Director Corporate Services
» All viewing to be recorded into CCTV register, identifying the need to view the
recording, who was present and date
«  Approprate signage will be installed and recorded in the CCTV register
« LUnlawful activity captured and identified in recordings will be investigated and
reported to the Law Enforcement Agency as considered necessary or to Council's
General Manager and / or Human Resources in the matter relating to a council
employes
e} Monifor
=  Monitoring will be on ‘as needed’ basis, including a review of the CCTV registers and
motor vehicle fracking program

SUPPORTING INFORMATION:
Other procedural information on the use of CCTV and tracking is as follows:
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+ All data collected using this system, including images, will be managed in accordance
with the provisions of the Commonwealth Privacy Act 1983, Workplace Surveillance
Act and Regulation 2005, and the relevant Council pelicy relafing to the control of
private information.

= All persons involved in the cperation of the system are to exercise care to prevent
improper disclosure of material.

¢+  Cameras will not be hidden and as far as possible will be placed in public view except
for operational requirements.

# Signs that CCTV cameras are operating will be displayed at key locations. The signs
will make people entering Council workplaces aware that CCTV systems operate
within the Council.

#  The Policy will be available in Council's Peolicy Register. The introduction of the
system (or any subsequent changes) will be publicized through the use of the Council
notice boards for a period of two weeks.

*  The system will operate in a manner that is sensitive to the privacy of people working
in the area.

* Persons authorized o access the operations of the cameras will receive fraining in
the varying degrees of privacy afforded by Council, public, semi public and privaie
premises within @ mixed Council workplace and public access domain such as
swimming pools and recreational parks.

# There may be circumstances where the Law Enforcement Agency may wish fo
conduct a pre-planned operation at Council workplaces. The General Manager or
nominated Director may authorize the use of this system to support these operations;
provided it is done within the provisions of this Policy and a representative of the Law
Enforcement Agency iz present in the roem for recording for the full duration of the
operation.

= Awritten record will be maintained of any use of the system at the request of the Law
Enforcement Agency. This record will include details of the Law Enforcement Agency
Officer making the request, details of the time and date of the request and reasons
for the request.

* The level of Law Enforcement Agency response to incidents will be determined the
Law Enforcement Agency and will be subject to the varous priorities at the time the
incident is reported. The Council has no control over the prierity allocated by the Law
Enforcement Agency.

# Al incidents requiring attendance by the Law Enforcement Agency or other
emergency services will be reported to the General Manager, as soon as possible.

#  Any use of this system or materials produced which is frivolous, or for private
purposes, or is otherwise inconsistent with the objectives and procedures outlined
within thiz Policy will be considered gross misconduct. Any Council employee
involved in incidents of this fype will face appropriate disciplinary action in accordance
with the relevant Council policies, awards, agreements, and Workplace Surveillance
Act and Regulations 2005. A 24-hour record is kept of event activity in the recorder
of the CCTY units.

* Az council employee confidence in the system is essenfial, all cameras will be
operational. An appropriate maintenance program will be established and under no
circumstances will “"dummy” cameras be usedsuad.

¢ Council may use surveillance information for measuring, assessing and
improving the productivity of Council as a whole.

o Data gathered from Council's surveillance information will not be used
A% a primary resource in performance management action relating to a
specific employes or a group of employees. Where an issue arises in
relation to an employee’s conduct or work performance, the data may
be used to highlight areas for improvement during a discussion
between Council, the employee and the employee’s representative to
determine appropriate improvement strategies e.q. training.
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o Except in instances of alleged serious misconduct, surveillance

information will only be used during an investigation or as part of a

disciplinary process after ad other attempts fo correct poor conduct or

waork perfermance have failed and the employee has been sufficiently

warned of the consequences of confinued poor performance.
Introduction —msees
This document details the management of closed circuit television system (CCTV) and tracking
devices. The system iz implemented by Council to assist in the protection of employees and visitors
to the Council facilities or workplaces as well as providing enhanced security for Council assets and
if necessary improving the productivity of Council.

The CCTY and tracking system will be managed in accordance with all relevant external regulations
such as Workplace Surveillance Act 2005 and Council policies. The conditions applied to the use of
the system, including the storage, disposal and access to images and the storage of information, are
detailed within this Policy.

Where appropriate, a Law Enforcement Agency may be asked to investigate any matter recorded
by the CCTV system which is deemed to be of a criminal nature.

This policy will detail instances of activity by the Council that are covered by the surveillance
provisions: camera surveillance; and tracking surveillance.

Policy
CCTV surveillance

Walgett Shire Council will use CCTV to enhance the safety and security of employee’s visitors and
property, while protecting individuals' rights to privacy.

CCTV consists of dedicated high-resclution cameras providing continuous real time surveillance of
Council property. The primary use of CCTV is to discourage the occurrence of unlawful activity and
enhance the chances of apprehending offenders.

Tracking surveillance

Tracking devices come in many forms and can be fixed (i.e. to a vehicle) body or handheld. The
devices can be used by Council fo provide ocperational andfor safety information related to the
exercise of a function of Council and matters relating to serous misconduct by a council employee.
Requirements for tracking surveillance

Council will install vizible signs in all vehicles fitted with tracking devices to inform all vehicle users
that surveillance tracking is being carried out.

Definitions
camera includes an electronic device capable of monitoring or recording visual
images of activities on premises orin any other place.

employee a person working for Walgeit Shire Council, including confractors and volunieers
law enforcement agency means any of the following:

HSW Palice, —mmes
a police force or police service of another State or a Territory,

the Australian Federal Police,

the Police Integrity Commission,

the Independent Commission Against Corruption,

the Mew South Wales Crime Commission,

the Australian Crime Commission,

the Department of Corrective Services,

the Department of Juvenile Justice,

any other authority or person responsible for the enforcement of the criminal laws of
the Commonwealth or of the State,

a person or body prescribed for the purposes of this definition by the regulations.

TrFa s Qn e

=
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Surveillance means surveillance of a facility or workplace by means of a camera that
monitors or records visual images of activities on premises or in any other
place,

umfawTul activity means an act or omission that constitutes an offence against a law of this
State or the Commonwealth.

Council facility means premises, or any Council property, which is visited by members of the
general public, where employees work, or any part of such premises or
property_

Tracking surveillance - is surveillance by means of an electronic device the primary purpose of
which is to monitor or record gecgraphical locafion or movement {such as Global Positicning System
tracking device) for a motor vehicle or employee.

The Act — The Workplace Surveillance Act 2005

Responsibility

Amendments or extensions to the Policy will only take place after appropriate consultation and
approval of Council. Where specific arangements are established for surveillance of an area, a
written record of the agreed procedures will be made.

The General Manager may approve minor changes to the system that do not have a significant
impact em the intent of the Policy or the procedures established te monitor adherence with its
provisions.

The CFQ/Director Corporate Services or his delegate is responsible for the CCTV and employee
tracking:

+ managing compliance with this Policy, including compliance by employees and visitors
engaged to work on the system.

¢ the day-to-day management of the system and associated processes. In particular,
responsible for Law Enforcement Agency liaison, compliance with the Policy and Operational
Manual by employees or any other authorised person, employee training, the preparation of
reports and the evaluation of the system performance.

The Director Works or his delegate is responsible for plant and fleet vehicle tracking:

managing compliance with this Policy, including compliance by employees and visitors engaged fo
work on the system.

¢ fthe day-to-day management of the system and associated processes. In particular,
responsible for Law Enforcement Agency liaison, compliance with the Policy and Operational
Manual by employees or any other authorised persen, employee training, the preparation of
reports and the evaluation of the system performance.

The Information Technology Coordinator is responsible for: ———e
= Managing the cameras and recording, ensuring that only authorizsed personnel are given
access. A record will be kept of all personnel accessing the CCTY recorders.

HOTICE OF SURVEILLANCE

Section 10 {4) of the Act requires organisations to meet the following five elements relating to the
provision of prior notice in writing to employees. They are as follows:

The kind of surveillance to be carried out
Camera and tracking surveillance will be carried out by Council.

How the surveillance will be carried out
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Council will use overt cameras, tracking devices and any other similar surveillance methods
permitted by the Act that Council deems appropriate from time fo time.

When surveillance under this policy will commence
Surveillance under the Act and reflected in the policy is effective 14 days after the day this policy is
distributed to affected employees.

If the surveillance is continuous or intermittent
The surveillance will be a combination of beth continuous and intermitient, dependent upon the
means of surveillance being used.

If the surveillance is to be for a specified limited period or ongoing
The vanious means of surveillance covered by this policy will be ongoing

NOTIFICATION TO EMPLOYEES -
Motification to employees of this policy will be in writing or by email which constitutes notice in writing

for the purpose of complying with the Act. Exisfing employees of Council shall be notified of the
installation and intent of surveillance measures through the dissemination of this policy.

Workers yet fo commence with Council ghall be given notification of this Surveillance Policy as part
of their offer of employment. By accepting employment with Council the employee will be consenting
to the conduct of surveillance in accordance with this policy, immediately upon the commencement
of employment with Council.

There iz an exception to official notification in circumstances where employees have agreed to the
carrying cut of surveillance for purposes other than the surveillance of employees. This situation
would cover, for example, security cameras that are placed in public places, such as the library,
lobbies.— corndors, courtyards, car parks or lifts, for the safety of residentsiratepayers.

Procedure -
The procedure for assessing the need and implementation of CCTV or tracking is as follows:

1. Demonstrate Meed for CCTV or Tracking
« Documented evidence of high risk of unlawful incidents occurring or re-occurring.

2. Develop and Record Implementation Sirategy
Record a proposal for installation, including:
= The specific purpose of CCTV or Tracking;

= The physical area to be placed under CCTV or Tracking monitoring

3. Implement CCTV or Tracking System, Including Staff Training
« CCTV register will be maintained by the Information Techneolegy Coordinator

« All viewing to be recorded into CCTY register, identifying the need to view the recording,
who was present and date

« Appropriate signage will be installed and recorded in the CCTVY register.

«  Unlawful activity captured and identified in recordings will be investigated and reported fo
the Law Enforcement Agency as considered necessary

4. Monitor
= CCTY monitoring will be on @ monthly basis, including a review of the CCTV registers.

= Plant and Fleet Tracking will be on an as nesds basis.

5. Review
= The policy is to be reviewed every two years.

Other procedural information on the use of CCTW or Tracking Systems is as follows:
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¢+ All data collected using this system, including images, will be managed in accordance with
the provisions of the Commonwealth Privacy Act 19338, Workplace Surveillamce Act and
Regulation 2005 and the relevant Council policy relating to the control of private information.

+ All persons involved in the operation of the system are to exercise care to prevent improper
disclosure of material.

« Cameras will not be hidden and as far as possible will be placed in public view.

* Signs will be displayed at entry points to the CCTY camera monitoring area. The signs will
allow people entering Council facilities and workplaces o be made aware that CCTV systems
operate within the facility.

¢ Intreduction of the system (or any subsequent changes) will be publicised in the local
newspaper for a period of 14 days.

* The system will operate in a manner that is sensitive to the privacy of people working or
visiting the area or facility.

« Persons authorised to access the operations of the cameras will receive training in the
varying degrees of privacy afforded by Council, public, semi public and private premises
within a mixed Council workplace and public access domain such as swimming pools,
libraries and recreational parks and gardens.

* There may be circumstances where the Law Enforcement Agency may wish fo conduct a
pre-planned operation at Council facilities or workplaces. The General Mamager or
CFO/Director Corporate 3ervices may authorize the wse of this system to support these
operations, provided it is done within the provisions of this Peolicy and a representative of the
Law Enforcement Agency is present in the room for recording for the full duration of the
operation.

« A written record will be maintained of any use of the system at the request of the Law
Enforcement Agency. This record will include detailz of the Law Enforcement Agency Officer
making the request, details of the time and date of the request and reasons for the request.

# The level of Law Enforcement Agency response to incidents will be determined by the Law
Enforcement Agency and will be subject to the various priorities at the fime the incident is
reported. The Council has no control over the priority allocated by the Law Enforcement
Agency.

+ All incidents reguiring attendance by the Law Enforcement Agency or other emergency
services will be reporied to the General Manager, as scon as possible.

« Any use of this system or materials produced which is frivolous, or for private purposes, oris
othemwise incongistent with the objectives and procedures cutlined within this Policy will be
considerad gross misconduct. Any Council employee involved in incidents of this type will
face appropriate disciplinary action in accerdance with the relevant Council policies, awards,
agreements, and Workplace Surveillance Act and Regulations 2005. A 24-hour record is kept
of event activity in the recorder of the CCTV units.

Uze and disclosure of surveillance information

Surveillance information means information obiained, recorded, monitored or observed as a
conseguence of surveillance in a workplace. Surveillance information will enly be usedfdisclosed for
legitimate employment/business purpose or in connection with suspected corruption, illegal activity,
maladministration, misuse of Council resources and imminent threat of serious violence to persons
or substantial damage to property, in accordance with Section 18 of the Act.

Whilst information obtained from surveillance devices will not be used for this sole purpose, it may
be used by Council as part of investigations for disciplinary purposes and as evidence during any
disciplinary interviews in compliance with the disciplinary procedures within the relevant industrial
award. Other than identified responsible Managers as outlined in this policy, surveillance records
will not generally be made available to Managers, Directors unless a valid request (as outlined
above) for access and use of surveillance records is submitted. Such a request must be submitted
to the General Manager for approval.

Training
Code of Conduct
System operation
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Code of Ethics
Email & Internet Access
Workplace Surveillance

Reporting

Breaches of this Policy and of security must be subject to proper investigation by the CFO/Director
Corporate Services. The CFO/Director Corporate Services shall be responsible for making
recommendations fo the General Manager to remedy any breach which is proved or evidenced.
Council reserves the right to apply disciplinary sanctions for breaches, up to and including referrimg
the breach to the Law Enforcement Agency. Complaints regarding the CCTY or Tracking system
and its operation must be made in writing in accordance with Council's Customer Services &
Complaints Handling or Employee Grievance Disputes Policies.

Date of Review Changes Made Approved By

August 2015 Formally Adopted GM Greg Ingram -

Eebruapy 2027 Formally Adopted Councilii ---
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SAILEE

d&¥. RECORDS MANAGEMENT FOR
"~ _OUNCILLORS POLICY & PROCEDURE

Approval Date:
Review Date: Movember 2011
Responsible Officer: Director Corporate and Community Services

POLICY STATEMENT

WS5C is committed fo providing Councillors with appropriate access to records created by Council
and to ensure that records created or received by Councillors grs managed in accordance with
legislative requirements.

OBJECTIVES:

*  To ensure that at all times WSC complies with the NSW Local Government Act 1993, NSW
State Records Act 1998, NSW State Records Regulation 202185, Freedom of Information
Act 1989 and the Privacy and Personal Information Act 1995 in relation to the provision of
Records Management.

* To ensure records created or received by Councillors gre manaqed throughout their lifecycle
in_a manner that ensures continuing access to information for all relevant stakeholders.

To ensure that WSC Councillors have aporopriate-—auihodsed and fimely access to
information.

*  Tocleary defing best practice procedures for the guidance of Councillors and o meet the
highest level of public accountability.

Objective

WSC is committed to providing Councillors with appropriate access to records created by
Council and to ensure that records created or received by Councillors gre managed in
accordance with legislative requirements.

c il Policy Ref
B M ¢ Policy forC -

Statutory Requirements

Local Government Act 1993

State Records Act 1998

State records Regulation 2005

Government Information (Public Access) Act 2009
Privacy and Protection of Personal Information Act 1998
Evidence Act (N3W)1995

FPublic Sector Employment and Management Act 2002
Public Finance and Audit Act, 1983

Commonwealth Copyright Act 1968

Australian and International Standard AS 150 15489 - 2002, Records
Limitations Act 1969 (NSW)

General Disposal Authority (GDA 10), 2000

Privacy and Data Protection Bill, 1994
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Fublic Finance and Audit Act, 1983 and Treasury Directions
Electronic Transaction Act, 2000

Related Policy/Procedure

Code of Conduct

Records Management

Access to Information

Privacy and Personal Information Protection
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1 State Records

1.1 Some Councillors’ records are Siafe records

Fublic offices are bound by the Stafe Records Act 1925 which, establishes rules for best
practice for recordkeeping in W3SW Government, encouraging fransparency and
accountability. Councils gre jdeniifisd as public offices under the Act (section 3(1)). When
dizcharging functions of Council, Councillors are subject to the State Records Actwhen thay
create or receive ‘State records’.

A State record is “any record made and kept or received and kept, by any person in the
course of the exercise of official functions in a public office, or for any purpose of a public
office, or for the use of a public office’ (section 3(1)).

1.2 Examples of Stare records

Examples of State records include (but are not limited to):

. commespondence, including emails, regarding building and development matters;
. a petition received from a community group;

. declarations concerning a Councillor's pecuniary interests;

. speech notes made for addresses given at official Council events; and

. complainis, suggestions or enquiries by rate payers about Council services.

1.3 Examples of records thar are not Stare records

Conversely, 1 i I il
i i i i| are not considered to be State records for the purposes of
the Stfate Records Act 1996.

Examples of records that are not State records include (but are not limited to):

. records relating to political or electoral issues e.9. 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 Councillors or Council;

. records relating to attendance at sports functions, church fetes, community functions
when the Councillor is not representing Council;

. Bersonal records of councillors such as personal emails, character references for
friends, nomination for awards, letters to local newspapers gic that are not related to
Council business.

2 Creation and Capture of Records

2.1  What records o create and capiure

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,
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. comespandence received and sent relating to their work undertaken for Council.

Council is responsible for;

. creating and capfuring records of Council or committee meetings where the Council
is the secretary,

. capturing, any State records it sends to Councillors regarding Council business.

2.2  Creartion of records of a confidential nature

On some occasions Councillors gre approached. and. asked 1o keep matters, discussed
relating to Council business confidential. All confidential conversations/correspondence

must.be. recorded. and. registered. into. Councils. resordkeening, systems. if. ihey. refer.to
M&M@W&M&mmmmm

. These records may sfill need to be,
the Gowvernment information (Public
Access) Act 2008 or 5.12 of the Loca! Govemment A-:f 1483,

2.2 How 1o creare records

Council has a number of paper and electronic templates available for Councillors to create
faxes, letters and memos while conducting business for the Council. These will assist
Councillors in ensuring that the essential information js recorded.

Details of significant advice, commitments gic made during telephone or verbal
conversations or via SMS should, be recorded wsing the Council's standard file note
template. Motes in Councillors’ diaries are generally not adequate where there are
recordkeeping requirements: they should be converted into a formal file note. These records
should be mads as soon as possible after the event to ensure the information is accurate.

2.2 How ro capiure records

Records of Council business that are created or received by Councillors (with the exception
of those sent from Council as they are already captured) should be given to the Records
Department so they can be registered into Council's TRIM recordkeeping systems as soon
as is practicable so that Council can assist with their long term management.

2.3.1 Paper records

Records created or received in paper format should be forwarded to the Records
Department. If records are of a sensitive or confidential nature, the Councillor should alert
the Director Corporate Services Eecords Manager to this fact so that appropriate security

controls ¢ap,be. applied.

2.3.2 Email and electronic records

Email and other electronic records shguld be fonyarded to the Records Department prom ptly
for reqgistration. If records are of a sensitive or confidential nature, the Councillor should alert
the Director Corporate Services Eecords Manager to this fact so that appropriate security

controls Gan he. applied.
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2.3.3 Councillors' copies

If a Councillor retaing copies of any records once the originals haye been fonyarded for
registration, these should be retained only while needed for current Council business. Once

the copy is no longer ngeded it should be forwarded to the Records Department for
destruction.

It is important to recognise that these copies shauld be treated like the originals with regard
to security controls applied.

3 Registration of records by Council

21 Counciltors' mail (including email)

Allincoming mail for Councillors received at Council with no privacy markings will be opened,
by Records staff. Mail considered tg be g State Record will be registered in TRIM before
being forwarded to the relevant Councillor. Mail with privacy markings is registered.in. a.,

Wﬂte fEUJStEF huf tﬂrwamed 19 the GGQHE!LWM&%&&Q Mﬁﬂwﬁl&&%ﬂ&m

Faxes to Councillors are, registered in TRIM, before being forwarded to the relevant
Councillor.

Electronic mail received through the administrative email address that is addressed to a
Councillor will be registered in TRIM, with the exception of unsolicited material, items which
appear to have litle or no significance to the Councillors role or Council operations,
pornographic or obscene material, or spam. The email will be printed out and placed in the
Councillor's gigean.hole or will be forwarded to the Councillor, depending on their preference
to receiving emails.

4 Access to records of Council

4.1  Access relating 1o civic duties

Councillors need to have access to information held by Council to help them make informed
decisions on matters under their consideration. This information should be relevant and
appropriate to the discharge of their obligations e.g. records relating to matters before
Council or due to be listed for which there is nofification.

As a first step, Councillors should direct initial requests in writing to the General Manager or
the Director Corporate apd Communily Semvices

Councillors wishing to access records that have access restrictions higher than their level of
clearance must obtain permission from the General Manager. This request must be in
wrriting.

Records can be made available for viewing during normal business hours. Records musthe,
viewed in the presence of the Records staff.
4.2  Access relating to personal interest

Councillors wishing to access records in relation to a matter of personal interest have the

same rights as other members of the public. Access may be obiained, for example, under:

. Section 12(1) of the Local Government Act 1953 which allows all persons to have a
right of access to certain Council records

. the Privacy and Fersonal information Protection Act 1598
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. the Health Records and information Privacy Act 2002
. the Stafe Records Act 1998, or
. the Government Information (Fublic Access) Act 2009.

4.3 Refusal of access

il access to records of Council, the Councillor will be provided
with reasonis) and these reasons will be publicly available. Councillors can ask for a review
of a decision to deny access in accordance with section 124 of the Local Government Act
1993, Requests for review gshould be directed to the General Manager or the Director
Corporate apd Community Services.

If a Councillor i5 refused access to records under another Act, they should refer to any
appeal provisions of that Act.

B Borrowing records of Council

5.1  Borrowing paper-based records

Files can nof be removed from Council premises and they should then be promptly retumead
to Council storage for safety and to enable the files to be made available to other Councillors
and Council staff. Records can be made available for viewing during normal business hours.
Records must be yiewed in the presence of the Records staff. Copies can provided upon
request.

i Unauthorised access or disclosure of Council records

The Local Government Act 1983 section 664(1) prohibits the disclosure of information
abtained in connection with the administration or execution of the Act, except in certain
specific circumstances. Councillors grg also bound by the Council's Code of conduct not to:

. attempt to access records they are not authorised to see,

. provide unauthorised access to other parties while Council records are in their care,
. disclose confidential information about Council business, or

. disclose personal information of employees, clients etc without the subject’s consent.
T Handling and storage of records

.1 Damage or neglect of records is an offence

Damage or neglect of a State record iz an offence under section 21 of the Sfate Records
Act. Councillors should apply the storage and handling rules below to ensure records gre

pratecied.
f.2 Handling of records
When handling Council records the following rules apply:

. registersd documents are not to be rearranged or removed from Council files (the
order provides context for the records) and informafion on files should never be
altered.

. no food or drink is to be consumed near records (grease and food particles can atiract
vermin and liquids can damage records if spilt on them).

. sirictly no smoking around records {due to airborne pollutants and the risk of fire).
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. if records are damaged during handling, the Director Corporate Services Hecords
Managar should be informed. Mo attempts should be made to repair the record (as
some repairs can do long ferm damage).

7.}  Srorage of records

Mo Council records are to be kept at a2 councillars home, with the exception of publicly
available documents or duplicates of documents that have been registered by Council after
being received by the Councillor. Files must be accessed at Council in normal working hours
in the presence of Records staif.

a8 Disposal of records

8.1 Disposal in accordance with the Stare Records Act

Siate records held by Councillors must be disposed of in accordance with the State Records
Act 1998,

Other forms of authorised disposal include:

. by order of a court or tribunal.

. ‘noarmal administrative practice’ (MAP) where ephemeral, duplicate or facilitative
records can be destroyed. State Records has produced Guidelines on MNormal
Administrative Practice (NAP) which provide further information on the application of
NAP.

8.2 Liaison with Council for disposal

Councillors should ligise with the Records Depariment regarding the disposal of any records
of Council hysingss. as Council is responsible for:

. ensuring legislative regquirements are met,

. ensuring destruction is underiaken appropriately (e.g. that no sensitive information is
released due to inappropriate destruction methods), and

. documenting, disposal decisions for accountability purposes.

The Councils Record’'s, staff are primarily responsible for the disposal of State records,
unless other arrangements are approved. Councillors should return records as requested

for destruction by Council.

4 For more information
For more information about the use of these procedures, contact Director_Corporate

Comporate and Compmunity Services on (02) 6828 1399,

Acknowledgment: Walgett Shire Council acknowledges the use of State Records NEW, Sample records
management policy and procedures for Sounsiliars. wbich draws on policy/procedure documents of State
Library of MSW, State Records NEW, Armidsle/Dumaresg Council, Shaslbaven, City Council, and the Council
of the City of Sydnay.
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Appendix A - Glossary of terms

Access

Right, opportunity, means of finding, using or retrieving information. 45 (50 13489 Fart 1
Clause 3.1

Appraisal
The process of evaluating business activities to determine which records need to be
captured and how long the records need to be kept, to meet business needs, the
requirements of organisational accountability and community expectations. 45 4330 Fart 1
Clause 4.3

Archives
Those records that gre appraised as having continuing value. AS 4390 Part § Clause 4.5

Disposal

A range of processes associated with implementing appraisal decisions. These include the
retention, deletion or destruction of records in or from recordkeeping systems. They may
also include the migration or transmission of records between recordkesping systems, and
the transfer of custody or ownership of records. AS 4390 Part | Clause 4.9

Recordkeeping

Making and maintaining complete, accurate and reliable evidence of business transactions
in the form of recorded information. 45 4380-719596, Fart 1.4.19

Recordkeeping systems
Information gysigms which capture, maintain and provide access to records over time. A3
4390-1996, Part 1. Clause 4.20

Records

Information created, received, and maintained as evidence and information by an
arganisation or person, in pursuance of legal obligations or in the transaction of business.
A5 150 15488 Fart 1 Clause 3.15

Any document or other source of information compiled, recorded or stored in written form or
an film, or by electronic process, or in any other manner or by any other means. State
Records Act 1998 (NSW)

Records management program

A records management program encompasses the management framework, the people and
the systems required within an organisation to manage full and accurate records over time.
This includes the identification and protection of records with longer-term value that may be
required as State archives.

Retention and Disposal Authority
Documents authorised by the Board of State Records MSW that set out appropriate retention
periods for classes of records.

State archive
A State record that the State Records Authority of New South Wales has control of under
the State Records Act, 1988 (NSW).
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Appendix B - Mail Opening Procedures

+« Private
« Confidential
« Personal

« Care of (c/o)

Mail considered to be g State Record will be registered into the Council recordkeeping
system and a copy placed in the addressee's pigeon hole.

Mail not considered ig he g State Records will be returned to the envelope and placed in the
addressee’s pigeon hole.
Procedure Review History

Diafe Changes Made Approved By

Frocedure Developed Ray Keant - Genaral Manager

10" Mowember | Reviewed by General Manager Michssl Urguhart
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‘&,  RECORDS MANAGEMENT
POLICY & PROCEDURE

Approval Date: ——22" November 2022

Review Date: Movember 202444

Responsible Officer; Director Corporate aad-Cemmunily Services

POLICY STATEMENT

WS5C is committed to effectively recording, managing and enabling access to information stored

in both physical and electronic format while ensuring compliance with legislative requirements.

OBIECTIVES:

*  To ensure that at all times WSC complies with the Local N.5.W. Local Government Act
1993, NSVY State Records Act 1995, NSW State Records Regulation 2005, Freedom of
Information Act 1989 and the Privacy and Personal Information Protection Act 1998 in
relation fo the provision of Records Management.

#  To ensure that WSC siaff have appropriate and timely access to informafion.

# To ensure information i managed throughout [{3 lifecycle in a manner that ensures
confinuing access to information for all stakeholders.

*  Tocleady define best practice procedures for the guidance of Council staff and to meet
the highest level of public accountability.

Objective

To create, manage and retain or dispose of appropriately, full and accurate records of all
activities to meet Council's organisational needs and regulatory requirements.

Council Policy Reference
Records Management

Statutory Regquirements

Local Government Act 1993

State Records Act 1998

State Rrecords Regulation 20105

Government Information (Fublic Access) Act 2005
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Privacy and Protection of Personal Information Act 1953
Evidence Act (NSW)1995

Public Sector Employment and Management Act 2002
FPublic Finance and Audit Act, 1883

Commonwealth Copyright Act 1963

Limitations Act 1969 (NSW)

Privacy and Data Protection Bill, 1994

FPublic Finance and Audit Act, 1883 and Treasury Directions
Electronic Transaction Act, 2000

Related Policy/Procedure

Code of Conduct
Access 1o Information
Privacy and Personal Information Protection Policy and Procedure

Government References

Australian and International Standard AS S0 15489 - 2002, Records
General Disposal Authority 39 (G0A 100 2000
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What information is a record?

The State Records Act 1998 defines records as

' any document or other source of information compiled, recorded or stored in written
form or on film, or by electronic process, or in any other manner or by any other means.'

Whether information is a record does not depend on its format or means of

cummumcatmn rather it depends upon whether it was senf arreceived inthe course of,

. For example, an email confirming that Agency X wishes to purchase
goods for the cust of ¥ is a record, the latest email joke is not (usually) a corporate record.

Ask yourself the following questions:
+« [Does it approve or authorise actions?
« |5 it a formal communication between staff relating to work?
« [Does it signify a policy change or development?
« [Does it commit my organisation to an arrangement or to a business deal?
« [Does it contain advice, provide guidance or constitute formal communications with
people inside or outside the organisation?
« Am | required to act upon it?
e =it ex I relati 7
« |5 it something that | have sent for a business purpose?
« |5 it something | have used at work to make a decision?

s [f | left this job tomorrow, would my successor need the information in this message
to continue with this matter?

* |5 the matter to which the message relates one which may be reviewed or audited.
later?
If the answer to any of these questions is yes, then the information must be recordad in
council's record management system.

Electronic Document Management System (EDMS)

TRIM is Council's official EDMS for the management of its corporate information. All
emails, faxes, letters and correspondence received or sent must be saved electronically
in TRIM. This also applies to documents created in Word, Excel, FPowerFoint and other
applications, where they gre saved electronically, and in their native format.

Use of other non-compliant record systems s strictly prohibited and contravenes this
procedure.

Disciplinary action will he taken against staff utilising non-compliant record systems.

Incoming Mail

Allincoming mail received at Council with no privacy markings will he opened by Records
staff. Mail considered to be 3 Record will be registered in TRIM before being assigned to

the relevant staff member. Mail with privacy markings i registersd. in.a.separate register.
but forwarded fo the stafl membsr unopensd. Itis then the stafl members responsipiity.,
to.refurn. any. mail hat.jz.a.s1ate.record. and requires. regisiration. in. the. JRIM. record
keeping.sysiem..
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Faxes gre registered in TRIM, before being scanned and assigned to the relevant staff
member.

Records staff will separate mail into invoices, statements, chegues and other documents.
Invoices and statements will be stamped and forward to the Finance department and

Cheques will he lisied on the Cheques Register and receipted in Authority by Records
staff.

Outgoing Mail

» Staff should always include a folder and document number as a reference when
preparing correspondence and use corporate templates in TRIM container
091479 to ensure that all necessary contextual information is recorded.

+ The appropriate communication must be added and include the date and time,
direction (incoming, outgoing or internal) and medium (post, facsimile, email or in

person).
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» Once the informafion hag i d b
infermation, the record should be marls:ed as final.

= Any outgoing mail should be forward to the Records Department to he listed in the
outgoing mail register. Records staff will complete the mail account and take all

mail to the post office.

Internal Information

- AII mtemalh_.r creat&d mfurmahun myﬂgg{mgﬁm[ggm TRIM. &mmv
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For example, the staff member who sent an email to
another staff member is responsible for registering the gmail, the staff member
who initiated a phone call is responsible for creating a file note and registering it in
TRIM.

Creation and Capture
Capturing or registering records into council's record management system provides
evidence that the record exists. Principles for capturing records are that:

« capture should be timely, e.g. as soon as possible after the record is sent or
received.

» the information should be in a format that can be managed over time.
You need to capture the record gnd algg link it to the appropriate container. Information
that should be captured about the record and its context includes:

+ f{ifle — ensure it contains as much information as possible and do not use
abbreviations. Make sure it relates to the business function and activity to which
the message relates.

« container
« external ID
« date created and date due (if applicable)
« date registered (may be the same as date created)
« guthor and assignee (if different)
Information that must be captured that is specific to records includes:
« details of transmission, e.g. date and time sent and/or received
« (etails of sender and receiver (name and organisation)
« aftachmenis or enclosures with the message.

Council staff will automate capture as much as possible. Staff should ensure that they
create official records of all decisions and actions made in the course of their official
business. For example, if business ig transacted by telephone, file notes of the key points
in the conversation should be documentad in TRIM. Official meetings should include the
taking of minutes registered in TRIM.

Restrictions on Electronic Documents
Only the Director Corporate Records Manager can approve the removal of documents in

TRIM.

Access/security controls and caveats may be. imposed on records, folders and
classifications restricting access to staff that are not part of the control. Only specified
staff will be able to view documents with access controls.

Container and Folder Creation

The Records Manaager is responsible for the overall management of the EDMS and the
creation of new containers and folders. Records staff and the Administrative Officer also
have the ability to create new containers and folders into the EDMS.

Tracking of Files
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The mowvement of all files will be recorded and updated throughout Council to ensure that
the current location and status of a folder can be auickly verified, Staff are to follow the
procedures and guidelines relating to file movement and transfer outlined in the TRIM
procedures manual and update the location of the file in the EDMS when passing records
on to another officer.

Maintenance and monitoring

The Records Manager is responsible for ensuring that records and environmental
conditions gre menitered regularly to protect records with resulis being reported to the
Director Corporate-and Communily Services. This will include checking temperature and
humidity levels in dedicated records storage areas for paper records and ensuring that
digital records are refreshed or replicated when scheduled, when new storage devices
and media gre heing.insialled or when degradation is detected.

Maintenance of electronic records can also entail the migration of data. Migrations must
be authorised by the Director Corporate and Commupily Services and must produce
authentic, complete, accessible and useable records.

Walgett Shire Council has implemented a number of security and counter disaster
measures as part of its Information Security Management System (ISM3) for
safeguarding its information assets. Staff should abide by these measures at all times.

Storage

Current hardcopy records should be stored in the Records Room with access restricted
to Records staff.

Rarely used records or records no longer in use for official purposes that are still required
to be retained in accordance with the current Retention and Disposal Authority should be.
fonwarded to the Records Manager for action.

Electronic records will be retained online. Records of ghart term, value will be disposed of
at suitable mtarl.rals byr the Records Manager Hemrda uf long term or archlr.ral 1.ralura

Disposal

The disposal. of ecords.is aoverned by the State Records At 1998 (NSW). Delegated
Records staff are reguired to use the General Bispasal Authority 39 05008 100 for the
retention and disposal of administrative records while the Functional Disposal Authority
is to he used for the disposal of functional records. Mo records should be destroved unless
approval is granted by tha Racards Manager and in ar:mrdanr:a with one of the disposal
authorities.
Appraval and signed aulhurlsalmn fﬂr retenuan deatrur:han or transfer of rer:orda DlHiL
he sought from the Records Manager before any disposal takes place.

Contractors and outsourced functions

All records created by contractors performing work on behalf of Walgett Shire Council
belong to Walgett Shire Council and are Siate records under the Siate Records Acf 1998,
This includes the records of contract staff working on the premises as well as external
service providers.
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Contracts should clearly state that ownership of records resides Walgett Shire Council
and instructions regarding creation, management, and access to the records created. The
Records Manager should he consulted during the formulation of the contract.

Web Based Records

Web records can be defined as records generated, captured or received using web
technologies. Web records should be captured when records are deemed g be significant
as they occur.

Risk Assessment

Risk assessment involves an analysis of the consequences of records being lost,
damaged or destroyed; evaluation of likelihood of threat and accident including natural
disaster if appropriate, and evaluation of existing arrangements for the protection of vital
recards.

The Walgett Shire Council Business Continuity Plan and the Crisis Management Flan will
cover the aspects of managing records in a grisis, situatian.

Records Security

Vital records are to be kept in the safe located at 77 Fox Street, with restriction limited to
delegated stafi.
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Appendix A

File or Fling Guidelines

Working papers and records

Weaorking papers and records can ke disposed of, so long as they gre nat,
required. o be reioined inamer o account for policies. decEions. easans ansg.,
actions or not required to function as evidence.

File

» working papers and records of a project officer or investigative officer that
contain substantial and valuakle information not found ekewhers

» papers in an uncfiicial fiing system where c registered file has not been
created or kept in the recordkesping system.

Fling

»  qudio recordings of dictated corespondence, conferences ond meetings
used to prepare correspondence, popers, minutes and transcnpts, and

« caloculations, and

« rough notes (including rough notes of meetings and telephone conversations
where a formal record hos been made), and

* stafistics ond figures.
Drafts

Drafts in paper form or electronic form that can be disposed of are draft
documents of a routine nature and for which there iz no identified
recordkeeping reguirement, os 3=t outin clouse 4, to retain them.

File

« drafts containing significant or substantial changes or annotations, and

« drafts relating fo the formulation of legislation, legislative proposals and
amendments, and

« drafts relating fo the formulation of policy and procedures, where the draft
provides evidence of the processes involved or contains significanthy more
infermation than the final version of the document, and

»  draffe of legal documents [for example, contracts or tenders).

Fling
v All other drafts
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Procedure Review History
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Requests for Assistance (S.356 Financial Assistance)

WSC - Procedure — Reguests for Assistance

%  REQUESTS FOR ASSISTANCE

E

~ (s.356 Financial Assistance) POLICY &
PROCEDURE

Approval Date: 22 November 2022 0T
Review Date: Hovember 2024 SAwgusit0dd
Responsible Officer: General Manager Birscior Corporais Sanicas

POLICY STATEMENT

WSC is commitied io the fair, equitable and impartial assessment of all reguests for assistance.

DBJECTIVES:
= To ensure WSC Complies with the NSW Local Government Act 1993, Chapter 12, Part 1
gection 356.

*  To ensure consistency, fairness, confidentiality and integrity for W5C residents.

* To aszsist and support positive community outcomes and paricipate within resource limits.

= To provide a framework and procedures for the quidance of all WSC staﬁ tu ensure all
applications for agsiztance are impartially assessed using g .comman crtera

Objective

To ensure that the assessment of all financial requests for assistance in accordance with
section 356 of the Local Government Act are carried out in a fair, equitable and impartial
manner.

- il Policy Ref
B o § - Bgli
Statutory Requirements
Local Government Act 1993

Related Policy/Procedure
Financial Management and Control Folicy
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Requests for Assistance
1. Section 356 (LGA 1993) Donations
Under Section 356 (1) of LGA 1953;

356 Can a council financially assisr others?

(1) A council may, in accordance with a resalution of the council, contribute
money or othenwise grant financial assistance to persons for the purpose of
exercising its functions.

{(2) A proposed recipient who acts for private gain is nof ineligible fo be
granted financial assistance but must not receive any benefit under this
section until af least 28 days’ public nofice of the council’s proposal to pass
the necessary resolution has been given.

3) However, public nofice is not required if
{a) the financial assistance /s part of a specific program, and

{b) the program’s details have been included in the council's draft
management pian for the year in which the financial assistance is
proposed fo be given, and

{c) the program’s proposed budget for that year does not exceed 3 per
cent of the council’s proposed income from the ordinary rates levied
for that year, and

{d) the program applies uniformly to all persons within the council’s
area or to a significant group of persons within the area.
{4) Public notice is also not reguired iT the financial assistance is part of &
program of graffifi removal work

This provigion enables Council to provide local charities and community organisations with
assistance by way of sponsorship or donation.
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Section 356 Community Assistance Scheme

2. Applications

« Applicants must be non-profit community groups and organisations and based in, or
affiliated with, Walgett Shire.

. Appllcatmns for Section 356 Dﬂnﬂhﬂﬂs mﬂMm&Wﬁm&MMMﬁ&

. Cummunlw Assmtan-:e is offered twice annuall;r with applh:.atmns closing on 31% July
and 31%* January every year. If the 31 July or 31 January falls on the weekend then
the lodgement date will be mayed to 5.00pm on the Monday directly after the closing
date.

« Recipients of community assistance in previous years can reapply.

« (Organisations are eligible to apply for one donation per financial year. However, in
the event that all applicants haye been.assessed and residual funds are available, a
second donation may be granted.

« |t is expected that applicants applying for community assistance will match council's
contribution dollar for dollar (includes volunteer labour and donated materials).

* Late applications will. nof he accepied.

« Applicants must provide evidence of relevant insurance covering the specific
activities for which funding is_souahi-

« (Generally, donations will not be made to individuals, to organisations which operate
on a for profit basis, or for projects and activities outside the Walgett Shire area.

J. Assessment

« Al applications for financial assistance must meet at least one (1) of the objectives
of the Community Assistance Scheme.

= All applicants will be subject to a merit based assessment.
= The General Manager Diractor Corporate and Community Services will assess the
applicants and prepare a report for Council.

= The report will ke presented to Council listing all of the applicants, amount sought,
project, and amount recommended to be granted to the applicant (including the
reasons for recommending a nil amount).

4. Objectives of the Community Assistance Scheme

The community assistance scheme aims to:

« Support charities, other community organisations and community projects, events
and activities which occur within the Walgett Shire area, and are a benefit to the
community;

« Foster or support new services, initiatives and resources within the shire;
« |mprove awareness and use of community services and resources within the shire;
+« Encourage increased paricipation in local community events within the shire.
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5. Annual Budget Allocation
« Each vyear Council should consider a financial allocation to be used to meet
applications for communityfinancial assistance
« Generally, applications for financial assistance are set at a maximum of $32000.00

6. Assessment Criteria

Applications for community assistance must address the following criteria to be eligible for
assistance:

+« (Objectives of the organisation or group;

« Describe the activity or project clearly;

« Provide supporting documentation and attachments relevant to the application;

« Details of how the community will benefit from the project or activity and who are the
main target groups (e.g. children, seniors, disabled);

« Provide financial information regarding the application of the funding or part funding
that will be provided by Council;

« For past successful applicants, a completed Acquittal Form acquitting previous
financial assistance;

« Complete all information as requested in the Community Assistance Scheme
Application Form.

7. Applications

In applying for assistance and grants from the above schemes, applicants need to:

a) Obtain a copy of the Scheme Guidelines from Walgett Administration or the
Collarenebri Agency or from Council's website at www walgett.nsw.gov.au;

by Carefully read the procedures information;
¢y Fill out the Community Assistance Scheme Application Form ;
41 Ensure that copies of all required support documents are attached; and

e} Complete and lodge the Community Assistance Scheme Acquittal Form by the due
date.

8. Privacy and Confidentiality

Information supplied in all applications will only be used by the Walgett Shire Council for the,
purpose of assessing the application and for statistical reporting purposes in respect of the
Community Assistance Scheme.
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Community Assistance Scheme
Scheme Guidelines

Community Assistance Scheme 2022/2023

Guidelines

Under section 356 of the local Government Act, Walgsit Shire Council invites applications from eligible
organisations in January and July each year for funding under the Communify Assistance Scheme.

Overview of the Scheme

The aim of the Community Assistance Scheme is to increase the capacity of the Shires Comimunity
groups and ocrganisations and assist in responding to identified community izsues and priorities. The
grants program aims to provide limited financial assistance in relation to the development of programs,
projects andl/or activities, and is not intended to be relied upon as a primary source of funding.

Applicantz are required to demongtrate that they have investigated funding from other sources. Priority
may be given fo projects, programs andfor activities that have not received a grant in the preceding 12
mianths.

Applicants are eligible to receive up to a total value of $3,000 in grants funds per financial vear. Grants
will mot be provided for projects, programs andfor activities which are to be underiaken for the sole
purpose of profit generation (there must be some other general community benefit foutcome from the
activity). Council encourages co-funding from other extemal funding sources and reserves the right to
part fund a grant application.

Generally, funding will not be provided to increase existing un-acquitted funds from Council for the same
project, program andior activity. In the event that the funded event does not occur, or the activity or
program which was the subject of the funding is delivered, the grant recipient will be reguired to repay
the full amount of the Council funding awarded.

lications

How to Apply
In applying for assistance and grants from the above acheme, applicants need to:

a) Obtain a copy of the Community Assistance Scheme Guidelines and Application Form from
Council's website at www. walgetf.nsw.gov.au or from Walgett Shire Council Administration
Office located at 77 Fox street, Walgett;

b} Carefully read the guidelines information;

c) Fill out the Community Assistance Scheme Application Form;

d) Ensure that copies of all required support documents are attached; and

e) Complete and lodge Community Assistance Scheme application Form and documents by due
date.

Closing Dates: Round One — Spm Monday 18 July 2022
Round Two — Spm Monday 20t February 2023
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Payment of Funds

To the payment of funds; successful applicants are required to forward an inwoice to Council for the
granted amount plus GST (if applicable). The invoice must include bank details so funds can be
remitted via EFT. Payment will be made within 21 days of receipt of an invoice.

Please note that payment requests (Invoice) for Council approved funding are requirsd by Spm on 304
June 2023. Any unclaimed approved funding will be forfeited after this date o be offered in the next
round of funding and a new application will be required.

3ST: If the organisation applying under the scheme is registered for G5T purposes, the invoice must
include GST. If however it iz not registered for GST purposes, please state this on the invoice, and no
G5T should be added to the invoice.

Use of Grants

Community Assistance Scheme grants ars given on the sirict basis that the funds are used for the
activiies outlined on the application form. Therefore cnce the activity has taken place, the Acquittal
Form, provided upon successful grant funding, must be completed and retumed to Council to confirm
the use of funds. If an Acquittal Form iz not received, Council reserves the right to re-claim the full
amount of the council funding awarded.

GEMERAL ELIGIBILITY CRITERIA

1. Community Groups and organisations must be based within the Walgett Shire andior be able
to demonstrate that the project, program andfor activity will directly benefit Walgett Shire
residents.

2. Youmust be an incorporated “not for profit’ organisation or a company limited by guarantee that
has keen endorsed by the Australian Taxation Office as a charity, tax exempt fund or deductible
gift recipient.

3. Unincorporated groups are eligible to apply, providing that their application is made through an
appropriate incorporated body which supports the project, program and/or activity (Auspice).

4. The applicant must have successfully acquitted all pravious Walgett Shire Council grants.

5. The applicants must have relevant insurance cover including public akility to the value of
£20m.

6. Applicants are required to demonstrate that they have investigated funding from other sources.
7. Projects that align with the respongibiliies of the State or Federal Government are ineligible.

8. Projects that will have commenced prior to the receipt of council funding are ineligible.

Who Cannot Apply

+ Commercial Organisation

+  Govemment Agencies

# Schools (public and independent); unless sponsored by an  eligible  community
organisabicn/group

*  Churches; unless the proposed project, program andfor activity can be considered an addition
to the core business of the church

*  Community organisation operating more the 30 gaming machines

+ Political Groups
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Community Assistance Scheme
Application Form

Community Assistance Scheme 20222023 — Round One
Application Form

Applications for Community Assistance should be completed after having read the
Community Assistance Scheme Guidelines. Completed application forms must be lodged by
5:00pm on Monday 18 July 2022. All completed forms must be returned to:

Walgett Shire Coundil
PO Box 31
WALGETT NSW 2832

Please Mote: Late applications will not be considered

Mame of
oA S A O .

Mame of Contact

Position in
L0 0 =T | O

Postal
B B S S e

Phome. . ..o EMAI

Eligibility for Financial Assistance

Is your organisation/community group:

Community based and non profit? Yes No
Based in, or affillated with Walgett Shire? Yes No
An incorporated body? Yes No
Able to complete the project’activity within 12 months? Yes No
Have you received any previous grants from Council? Yes No

If yes, when was it received?
(please ensure that a financial acquittal has been completed and submitted to Council or attached to
this form).

Do you currently have public liability cover in the sum of $20 million? Yes Mo
(Please provide copy of curment certificate of insurance).
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ENCSAdmin' EXECUTIVE ASSISTANTCORMBURMITY ASSISTANCE SCHEME 20223702 3\ Community Assistznce Scheme Application Form
2022_2073.doc

Page 89 of 230



Has your project already commenced? fes Mo
{Please provide details of altemative sources of funding investigated).

GST Information
Please provide your AN . e
Are you registered for GST? Yes Mo

Privacy Statement

Information supplied in thiz application will only be uzed by fthe Walgelt Shire Cowncil for the purpoze of aszessing
the application and for sfatisfical reporting purposes in respect of the Gommuanity Azsiziance Scheme.

! cerfify thaf the information given in this document iz true and accursfe, and thal F the organisalion receives
financial azegiztance from Walgelt Shire Coundil the WS G Procedures — AFM — Requests for Assisfance.

Mame of Authorised Officer Position Held

Signature of Authorised Officer Date

Objectives of Your Organisation/Community Group

Please provide details of your organisation‘/community group including the overall
objectives and the types of services/support it provides to Walgett Shire Council

Your request for a Donation

Amount of requested from Council 5

Taotal cost of the project’activity 5

Please provide a breakdown of the budget for the project.
Fage 2 of 3
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Please describe the project/activity for which you are seeking financial assistance

How will the project/activity benefit the Walgett Shire community and what are the main
target groups (e.q. disabled, youth)

Additional Information

Flease provide copfes of the following supporing documentation (DO NOT SUPPLY
ORIGINALS):

1. Financial Statements — Please provide a copy of your organisations latest audited
financial statements

2. Time Schedule — a brief imetable detailing project start and finish dates
3. Insurance Policy — copies of relevant insurance policies covering the projectfactivity
4. Other Information — Please provide details of other information or attach copies of
other supporting documentation which will support yvour application for financial
assistance.
Lodging an Application
By Post: The General Manager
Walgett Shire Council
PO Box 31
WALGETT NSW 2832
By Email: admin@walgett. nsw.gov.au
By Hand: 77 Fox Street, Walgett

For Further Information
Contact Belinda Petersons on (02) 6828 6116 or by email admin@walgett. nsw.gov.au.
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Community Assistance Scheme
Scheme Acceptance Agreement

Community Assistance Scheme 2022/2023
FUNDING ACCEPTANCE AGREEMENT

Funding Recipient
AN S A O N A B . e

Name of Person
Responsible. e

PosIt On RO e, e

By =signing this form:

1. | accept the offer of financial assistance as outlined in the letter enclosed with this form._

2. | agree to forward Walgett Shire Council a Tax Invoice, in the amount awarded, within three (3)
calendar months of acceptance of this offer.

3. | confirm that the funds received, from Walgett Shire Council, will be spent in accordance withi
the projectfactivity as outlined in the Application Form submitted for this funding.

4. | agree to contact Council and request a “variation’ in the event that the projectfactivity (as
outlined in the Application Form) has been varied in any way.

5. | consent to being contacted by a Council staff member, from time to time, to confim the
progress of the project/activity for which this funding has been awarded.

6. | agree that if the project/activity, for which this funding was awarded, does not ocour, | will be
required to repay the full amount of the funds received.

7. | agres that once the project/activity has been completed, the supplied Acguittal Form must be
fully and accurately completed and submitted to Council.

8. | understand that financial assistance has been awarded for the 202272023 financial year and
that the project’activity (as outlined in the Application Form) must be fully completed and
acquitted by 30 June 2023.

9. | understand that if the above conditions are not adhered to, the organisation to which this
funding has been awarded, may be made ineligible for future grants.

Signed: Dated:

MName:
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Community Assistance Scheme
Acquittal Form

Community Assistance Scheme 2022/2023 Acguittal Form

COMGRATULATIONS on being awarded Council Financial Assistance for your organisation! As
part of the granted funding you are required to complete an acquittal report, providing
information and evidence regarding the expenditure of the funds. Completed Acguittal Forms
must be returned to Council no later than 5:00pm on Friday 30% June 2023.

Please send completed forms to:

Mail: Walgett Shire Coundcil
PO Box 31
WALGETT NSW 2832

By Hand: Walgett Shire Coundil
77 Fox Street, Walgett
Email: admin@walgett. nsw.gov.au

Funding Recipient

i [ |1 1 =R

Purpose Funding Was

POV RO Ol e

Mame of Person Completing

B U A O Y. e e

Position in

O AN S A TN e

OUTCOMES

Please describe the expected outcome’s of the project/activity undertaken with the CAS
Financial Assistance and explain how those objectives were met.
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Who has benefited from the project/activity and explain why?

FINANCIAL DETAILS

EXPENDITURE

Description Expenditure

TOTAL CAS FUNDS SPENT

Chamn funds spent

TOTAL COST OF PROJECT/ACTIVITY

o W R WA R W

ADDITIONAL INFORMATION

Please, also, attach the following as evidence of completion:
« Any Project/Activity Reports and/or Completion Notes
» Photographs
» Promotional Materials {where applicable)

DECLARATION

| certify that:

A) All funding and other contributions received were expended for the purpose of the
projectfactivity and in accordance with the Community Assistance Scheme
Guidelines and objectives; and

B) Any salares and allowances paid to any person involved in the projectfactivity were
in accordance with the applicable award or agreement in force under the relevant
laws contained within the Industrial Relations and Waorkplace laws.

Mame of Authonised Officer Position Held

Signature of Authorised Officer Diate
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Procedure Review History

Diafe Changes Made Appraved-Reviewed By
Complete Review Dan Ramsland -  General
Manager
12 Movember | Review Michsel Urguhart - Genersl
2022 Manager
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Use of Internet and Email

1T IO

WSC — Policy — Use of Internet and Email

gL
e &

S&F: USE OF INTERNET AND EMAIL POLICY
AND PROCEEDURE

"8

Adopfion Date:
Review Date: February 2022

Responsible Officer:  Director Corporate Senvices

POLICY STATEMENT

WSC will ensure that customers and staff obtain the maximum benefitz available within budgetary
limitations from Council’s infermation technology resources, while minimising, security, privacy and
software cormuption risks.

OBJECTIVES:

=  To require WSC staff to use the Internet and/or e-mail whilst at work in a manner that
penefits W5C and customers and to minimise private use during work hours.

= To use the Internet in accordance with the requirements of relevant statutory requirements.

* To train staff adequately in the use of email and Internet in order to provide a contemporary
level of office operations in Council.

= To ensure that documents obtained electronically that relate to W3C business greireated
as records where appropriate.

Statutory Reguirements

Local Government Act 1993

Privacy and Personal Information Proteciion Act 1993

Privacy and Personal Information Protection Regulation 2000
Freedom of Information Act 1989

Government Information (Public Access) Act 2009

Privacy Code of Practice (General) 2003

MSW State Records Act 1998 & State Records Regulation 2015
MSW Public Interest Disclosures Act (PIDs) 1994

Wark Health and Safety Act 2011

Work Health and Safety Regulation 2017

Related WSC Policies / Procedures
Records Management Pelicyand Procaduras

Privacy and Personal Information Protection
Records Management

Code of Conduct

Internal Reporting Public Interest Disclosures
Work Health and Safety
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1. Email and Internet Use

« Email and internet are part of Council's computer network and all information
processed, transmitted or stored in the system is the property of Council.

« At any time and without prior notice, Council management reserves the right to
monitor email, personal file directories and other information stored in Council's
computer system. The monitoring assures compliance with internal policies,
supporis the performance of internal investigations and assists with the system
management, system maintenance and document management systems.

« Use of email and internet by siaff is authorised and encouraged where such use
is appropriate for business purposes and supports the goals and objectives of
Council.

« Email and internet will be_incorparated into the records system if it provides
evidence of Council's business activities.

* Email and internet that becomes a Council record must be retained in Councils
Records Management System.

« Access to email and internet is limited to staff who haye heen given a user
identification and password. Staff must not give their password to another staff
member or member of the public and must not access other staff members’ email
or internet, without appropriate authority.

« Staff will not access Council's email and internet via any other facility other than
that approved by Council.

= Email and internet must not include any material or informationwhich is offensive,
racist or discriminatory; such behaviour is unacceptable and will result in
disciplinary action.

* Email and internet that j5 retained as Council's records may be accessible to the
public under Freedom of Information and Privacy legislation.

* The misuse of email and intemet should be reporied to a Supervisor, Director or
the General Manager.

Emails

2. Email as a Corporate Record

= All records, irespective of their form or substance, are required to be appropriately
retained for a period that complies with the requirements of the Government Fublic
Information Access Act (GIPPA), the State Records Act 1998 and the General

Authority 39 Local Governmant Dicnocgle Sehaduls

J. Confidentiality and ownership

« 5taff do not have a private Mail Box—all emails are the property of Walgett
Shire Council.
« The confidentiality of electronic mail gannot be assured. Staff should exercise

extreme caution when using email to communicate confidential or sensitive
matters.

4. Monitoring of Usage

« Council uses maonitoring and filtering software to minimise the risk of virus
infections, minimise amount of “Spam’ received and minimise the risk of unwanted
intrusions to the Council network.
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« The Systems Administrator will not routinely monitor or read email and internet
usage. However, mail and internet usage will be reyviewed where there has besn
a suspected breach of the rules, where reguested by a Director or if a message
needs to be refrieved from the archives.

« The only access to monitoring software is by the Systems Administrator who will
provide information to members of the executive team when required. Directors
can view logs and other information upon request.

+ The monitoring software holds a copy of all inwards and outwards mail for a period
of 365 days.

5. Virus threats

Virus protection j5 provided as standard on all workstations. The virus protection must net,
for any reason. Updates occur automatically and on a regular basis to ensure
that all workstations and servers have the latest virus signatures installed.

Some email attachments present a risk to the network. The following table outlines the
common types of files and what threat they represent.

Extension Action

vbs, pif Must never he opened without consulting the Systems Administrator
and will always be blocked at the gateway to the Council network.

.exe com bot Must never e opened, and will ailways be blocked at the gateway to
the Council network.

.doc xlg May be safely opened, however may contain macro viruses

.pdf May be safely opened

Jpa, .bmp, gif Open with caution. These picture file types hayve been known to
contain viruses.

Zip Open with caution, may contain infected files

6. Personal use
Staff must not:

s |se Council email systems, content and mailing lists for personal gain;

« Directly or indirectly interfere with the operation of email services, and cause
unwarranted or unsolicited interference with the use of email systems by others;

« Let personal usage interfere with employment duties, or other obligations to the
Council;
+« Burden the Council with noticeable systems congestion andfor additional costs;

« FParticipate in chain letters and other such material.

7. Appropriate and inappropriate use
As a user of the Council email system staff have a responsibility to ensure the following:

s The user must not access, download, copy or distribute material that is in breach of
the copyright law.

¢ The user must not download any shareware or freeware software or any unauthorised
copyrighted software.
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« Council's email system must not be used for unlawful activities or for personal
financial gain and direct authorisation must be given before using for commercial
puUrposes.

+« The user must not use Council's email or network systems to infringe the copyright
or other intellectual property rights of third parties, to distribute defamatory, chain,
fraudulent or harassing messages, or otherwise to engage in any illegal or wrongful
conduct.

« The wuser must not use the email system fo access inappropriate material
Inappropriate material may include but not be limited to; pornography, sexual
situations, racist literature, profanity, lewd jokes, items of g_discriminatory or

suagestive nature.orwhich ethers may. ind. effenzive. or ehigclionable.
« The user must not use the email system in a manner that is in conflict with, or
harmful to, the interests of the Council or colleagues;

General Rule: “You should treat email as though it will be read by the General Manager”.

8. Use of web based mail services

The uze of Hotmail, Yahoo mail and other web based mail services is discouraged. These
services provide security concems for Walgett Shire Council and are currently blacked by
filtering software.

9. The users mailbox

» Address  format  first  inififalssumame  @walgefnsw.gov.au OR
usemame@walget. nsw.gov.au

Eg; Billy Smith would he; bsmith@walgett.nsw.gov.au

« Asgthe Systems Administrator may inadvertently see the contents of email messages
in the course of their duties, the user should not consider any message stored in a
mailbox as private.

« Employee mailbox should have the minimum number of messages stored to prevent
wasted space.

+« Maximum size for email transmission is set at 10 Mb. Use Winzjp to compress

attachments to keep Email as short as possible. Email that exceeds the 10Mb limit
will be held until after business hours to limit the effects on the Council network.

10. Email etiquette

« Consider to whom you want to send email and direct it to that user or group of users
whenever possible, not simply addressed to all users.

« Do notinclude any inflammatory, emotive, abusive ar obscene language in email. As
a rule of thumb, do not send anything you would regret seeing on a notice board with
your name on it.

« Due to the spontaneous nature of email, the tendency to write before thinking is
commeon and may result in a message you later regret sending. Such a message may.,
he replied to in kind and can escalate into a “war”.

« Do not use sarcasm or attempted humeor, as this. iz often misinierpreted by the
[ecaiver.

+« |lse normal sentence case in email, just as you would for a memo. Email messages
written entirely in upper case can be difficult to read or considered impolite as upper
case g interpreied as SHOUTING AT YOUR ADDRESSEE!
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+« Any email being sent outside of Walgett Shire Council should not have colours and
images included where possible as often the receiving email system can't display it
properly.

Internet
11.Internet Procedures

The internet is provided to staff for Council business purposes. The internet 5 proyvided on
the understanding that it will not be used for any antisocial, illegal or inappropriate use.
Inappropriate material may include but is not limited to; pornography, sexual situations,

racist literature, profanity, lewd jokes, items of giscriminatory o suggestive nature or which,.
athers. may find offensive or obiectionable.

12.Personal use

Walgett Shire Council’s internet access may be used for personal use providing the following
conditions gre met

+ |se does not afiect the business productivity of the user or normal Council business.

» LUse does not affect the produciivity or offend or affect the access of any other users
of the Council system.

* |Jse does not breach copyright laws.

« lse does not present any security threat to Walgett Shire Council's computer
systems.

» Use does not reveal or publicise confidential material.
« [t nof used for any inappropriate use as outlined above.

Staff will be allowed to use of the internet for Council approved study and by approval by
the relevant Director

Internet access is and remains the property of Walgett Shire Council. Mo user has a private
internet account. Council can monitor internet usage as required and if a possible breach s
suspected the Systems Administrator will notify the executive team

Council reserves the right to implement ipternet filtering software to ban access to sites that
are considered inappropriate.

Staff may request mail on a particular topic by subscribing to a mailing list from which they
can also unsubscribe to at any time.
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Procedure Review History

Date

Changes Made

Approved By

January 2017

Procedure Developed

Ray Kent - General Manager

July 2019 Revised Greqg Ingham — General
Manager
August 2019 Formally Adopted Council
July 2022 Reviewed for Consuliative Commities
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|
fﬁfﬁ MEDIA PROCEDURE

Approval Date:
Review Date: August 2011

Responsible Officer: Director Corporate and Community Services

POLICY STATEMENT

W5SC will, using authorised Councillors and staff, provide the media and through it the community
with accurate information about WSC activities and other matters that affect the administration of
the Shire.

OBJECTIVES:

+ To provide commenis and information fo the media by authorised siaff with the
intention of promoting Council policy, Council, Councillors and other Council staff in
a positive light.

+  To provide media releases that promote specific Council projects and initiatives or
assist with the relay of accurate and up-to-date information to Shire residents and
vigitors to the area. They may also congratulate or commend individuals and
organisations and defend Council from unwarranted criticism.

s  To ensure that Councillors and Council staff deal with the media on a day-to-day
basis in a consistently professional manner.

+ _To direct all media inguiries to Council's Executive Officer as Council's initial point of
contact.

Objective

To provide the community with accurate information about WSC activities and other matters
that affect the administration of the Shire.

C il DolicyRef

Madia

Statutory Requirements

Local Government Act 1993

Related Policy/Procedure

Code of Conduct
Use of Internet and Email Policy and Procedure
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1. Interviews

The General Manager is responsible for dealing with the media. Council staff must obiain
approval from the General Manager prior to agreeing to a request for an interview.

2. Speaking to the Media

a) Council officers can only speak to the media about specific projects and initiatives
if approval has been granted by the General Manager.

b) Outdoor workers approached by the media for information on a job/project they
are working on should refer those enguiries to the relevant Directaor.

¢} In their line of work, Council employees should not provide comment or
information to the media with the intention of contesting or undermining Council
policy ar casting Council, Councillors or Council staff in a negative light. This does
not preclude them from making use of the media as residents/ratepayers.

d} In the event of an industrial dispute (or an incident likely to lead to an industrial
dispute), statements on behalf of Council employeas should be issued via the
relevant union.

&)} When appropriate in official Council media releases the General Manager or
member of staff (as delegated by the General Manager) should become sole
spokesperson on & specific issue, event or inifiative to ensure consistency of
message.

fi The General Manager and Council staff (as delegated by the General Manager)
are encouraged to co-operate at all times with media outlets and requests for
interviews/photographs. Council staff should respond to media enquiries at the
earliest possible opportunity.

Q) The General Manager and Council staff (as delegated by the General Manager)
should treat all media outlets equally and should avoid giving one outlet
preferential treatment. Media releases should be distributed to all media outlets
at the same fime (unless they have been prepared for a specific publication).

h} The General Manager and Council staff are encouraged at all times to be
proactive, as opposed to reactive, in their use of the media.

3. Media Releases
a) Media releases should be used to:

« Summarise key decisions of Council;
+« Promote specific Council projects and initiatives;

« Agsist with the relay of accurate and up-to-date information to Shire residents
and visitors to the area;

« Congratulate/commend individuals and organisations;

« Defend Council from unwarranted crificism by presenting Councils action in a
positive light.

All media releases are to be issued by the General Manager or the Mayor (or by the
Deputy Mayor in the Mayor's absence).
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b} All ideas for Walgeit Shire Council media releases should be referred to the
relevant Director for his/her consideration. Media releases deemed to be
controversial in nature should be considered by the General Manager prior o
being written and sent to the Executive Assistant before forwarding to the
appropriate media outlet.

¢} Once the Director (or General Manager) has approved the development of a
media release the staff member or Director will write the media release on the
appropriate media release template (TRIM container 09/1479) and forward it to
the Executive Assistant.

d} Media releases issued on behalf of Council as an elected group should be
approved by the Mayor or (in hisfher absence) the Deputy Mayor. A draft copy
should also be forwarded to any councillor quoted within. Media releases issued
by Council staff should be approved by a Director before being sent to the General
Manager for final approval.

g} All media releases should quote either a Councillor or member of staff as opposed
to an “anonymous” Council spokesperson. Those people quoted in a Walgett
Shire Councill media release should always be available for follow-up
newspaperradio or television interviews. A media release is not necessarily the
final say on an issue.

f) Under no circumstances should a media release be issued quoting a Councillor
or member of staff without that person's prior knowledge.

g} Media releases can be developed and released in conjunction with other
groupsfagencies but should be approved by a representative of both agencies (in
Walgett Shire Council's case the Mayor ar the General Manager). Joint media
releases should always carry Council's logo and a Council contact.

h} It is rare for a media release to be used immediately. Stafi should allow ample
lead-up time for a media release to be used — paricularly if it is promoting a
specific event such as a public meeting. i,2. a media release advising residents of
a public meeting should be issued two weeks before that meeting.

il Al Council media releases should be sent by fax {and by email, if requested) to
the Spectator, the Western Herald Bidge Mews ABC radio, Outback {(2WEB) and
Opal FM or other alternate media outlet requested. They should be emailed to
elected representatives at the same time or as soon as practical aftenwards with
=0ome indication of when they were released to the media. Media releases should
also be placed on Council's website under ‘Media Releases’ and filed in TRIM.

j} Media releases that are likely to result in enguiries from residents/ratepayers
zhould also be sent to administrative staff in Council's administration centre and
branch offices and any staff (including field staff) likely to field enquiries from the
public. They should also be displayed on Council noticeboards with information
on who to refer inguiries to.

k) Certain projectsfinitiatives and issues will be of interest to a much wider audience.
Where appropriate, staff are encouraged to fonward Walgett Shire Council media
releases to regional outlets and specialty publications.

Page 3 of 4

Page 104 of 230



WS - Procedure — Media

[l Walgett Shire Council media releases may not always be used. Staff should also
look at the option of paid advertisements to get particularly important messages
across.

m) All paid advertisements should be referred to the relevant Director for hisfher
consideration. Once the Director {or General Manager) has approved the
development of a paid advertisement the staff member or Director will write the
advertisement on the appropriate template (TRIM container 09/1479) and forward
it to the Executive Assistant for forwarding to the media outlet.

m} A reguest for a radio interview may follow Council's decision to issue a media
release. In those circumstances where staff are approached for an interview
where there has been no media release, one should be considered.

5. Photographs

Walgett Shire Council may provide a photograph with its media releases. These are a good
way of giving Council a human face. Wherever possible, photographs should contain at least
one person and an elected Councillor where appropriate.

Council photographs are scanned at G00dpi and emailed to local newspapers. The originals
are filed in TRIM.

Steps should be taken to ensure those people featured in Walgett Shire Council photos are
aware that their photo will be distributed to media outlets and used for promotional purposes.

When providing a photo to newspapers it is important to name everyone in that photo in
order from left to right. It is rare for a photo to be published without the full names of those
people pictured.

6. Responding To Criticism
Criticisms about media content should be forwarded to Executive Assistant Formal
complaints {on behalf of Council staff) should only be made by the General Manager.

7. Records Maintenance

The staff member who writes any media material is respansible for allocating the record in
the appropriate container within TRIM. Any amendments will be made before releasing the
document and communication updated once the material is released.

Procedure Review History

Diafe Changes Made Approved By

Frocedure Developad Ray Kant - Genesral Manager

g™ Mowember | Reviewsd_ by Genersl Maneger
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5%’1 COMMUNITY CONSULTATION
o PROCEDURE

Approval Date: 24 November 2009
Review Date: Movember 2022 14
Responsible Officer: Director Corporate and Community Services

POLICY STATEMENT

WSEC is committed to improving Council’s decision making processes through enhanced community
awareness and engagement in the planning, implementation and management of Council services.

OB.JECTIVES:

* To ensure that Council complies with Local Government Act 1993 and that all statutory
adverising and public exhibition requirements for Council related matiers are met.

* To ensure that defined sirategies are implemented that direct the entire communiby
consultation process including the mechanisms used o obtain community views, methods of
keeping the community informed and how outcomes will be uiilised .

To ensure that the enhre cnmmunm has a cnnmsle nit and me an|n|:|_ful nunnrlunll'l.r 1o express

* Toensure that elected members of Council are kept well informed about the concerns of the
community and the possible impact of their decision making.

Objective

Council aims to make sustainable and improved decisions by seeking out and facilitating
the involvement of those potentially affected by its decisions.

Council Policy Reference
Community Consultation Policy

Statutory Requirements

Local Government Act 1993
Environment Flanning and Assessment Act 1979

Related Policy/Procedure

Adverising
Multiculturalism
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Community Consuliation

1. Definition

Community consultation is the two way relationship where Council and the community
exchange information and feedback on issues, and an active process that involves the
community and seeks their views on a project, policy, issue, proposal or plan.

2. Our Community

Members of our community include:
* residents
« ratepayers
« |ocal business
« people working in the Shire
« vyisitors to the Shire
« users of Council services
« any Council advisory committee
« resident associations including precinct commitiees
* pusiness associations
s service providers
« government agencies and statutory bodies
« |ocal and regional associations and community organisations

3. When Consultation will Occur
Community consultation will take place:
« Wwhere community input can improve a project ar enhance the decision making
process
« 1o help identify specific community needs
* inresponse to expressions of community interest
« when Council resolves to consult the community

« when required by law or by agreement with a government agency or statutory
body

4, Community Consultation Procedures

Impact on the Community

When assessing community consultation reguirements the following areas must be
considered:

Step 1: Assess the level of impact the issue has on the community.
Step 2: Assess the level of community consultation to achieve a good project outcome.
Step 3: Decide on the community consultation strategies using the WSC Community

Consultation Flan,
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Step 1: Assess the Level of Impact

Impacts of a project on a community can be beneficial or negative. Impacts may also be
different for different groups and individuals in a community.

Some proposals may reguire more community input than others and resource and time
constraints such as resource availability, significance and level of influence must be

considerad.

Table 1: Levels of Impact

Level of Impact

Shire Wide Impact

Local Impact

High Level Impact

The proposal will impact on the
whole 5Shire and has the
potential to creste community
controversy or conflict or may
create  significant community
interast.

Some examples may include:

*  Community Social
Flan

* A major development
or regulatory plan e.g.
LEF review

The proposal will impact on a
particular town community or
intzrest group and has the
potential fo create commumity
controwversy or conflict or may
create  significant  community
interest in that parficular town,
community or group.

¥ Plans or upgrades for
sporting grounds,
OpEen Space Or Senvice

*  Additional or loss of 8
particular service

* Development of local
capital projects

Low Lewvel Impact

Recurring large projecis that
impact on the whole Shire but
have a low potential to create
communifty  confrowversy  or
conflict.

Some examples may include:
»  Capital works program

* Road sealing footpath
upgrade

Small change or improvement
to a service or facility at a local
lewval.

Some examples may include:
* Local events or
celebrations

* Local minor traffic
changes
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Step 2: Assess the Level of Community Participation

Once the level of impactis assessed the level of participation that will provide the best results
for the proposal or project must be determined.

Table 2: Level of Community Participation

Level of Objective Promise to Action Examples
Participation the
Community
Infiorm FProvide the community | Keep the Advize the community of | Public Motices
with objective and community the proposal or situation,
transparent infarmed infarm of & decision, § .
. . ) ) Motification
information to make provide advice. Lettars
them aware of the
problem, altemative or . )
issue Mo response is required
from the public
Consult To abtain community keep the ldentify specific interast Public
feedback on problems | community groups and their needs, Exhibition
alternatives and informed, listen sask comment and
decisions being and acknowledne | feedback on the service, DA Processes
considerad CoOnoems, issues | request response with
and aspirations. limited ocpportunity for
provide feedback | dislogue, consider
on how the input | feedback in decision
influenced the making
decision
Invalve Work directly with the Community Involve the whale Facilitated
community to ensure issues and community or particular workshops
that their private and CONCEMS ars group within the
public neads and directly reflected community in the
concems are identified | in the sifernsatives | discussion or debate.
and considerad developad and Assist in participation by
feedback on providing information and
gummgnity input briefings
's provided Cormmunity participation
in meetings
Inwvolve the community
during planning process
FPartner FPartner with the public | Seesk direct Establish partnerships Advisory
in every aspect of tha advice. Committees

decision making

process including the

development of

alternatives and the

identification of a
preferred solution

consultation and
advice fo the
maximum extent
possible

Use participatory
approach in mestings
and forums

Establish ocngoing
invohrement

Create ways to
continually keep
community informed

Allocate responsibilities
for outcomes

Community
Projects

Town Centre
Projects
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Step 3: Community Consultation Strategies

« A consultation plan must be completed (as attached) for the development of Council
Strategies and Plans and a copy provided to the Information Administration Services
Coordinator Odficer for registration within TRIM. These procedures can also be used
for consultation processes around contentious issues or matters of public
significance.

« Staff developing consultation strategies and plans need an awareness of the nature
of the potential or perceived impact of the project or program on residents,
businesses, and visitors, as well as the needs of the community andfor specific
groupsfareas affected by proposals. This awareness will inform the development of
the type, intensity and timing of consultation activities.

s Activities include focus groups, open houses, interviews and meetings, surveys and
public forums.

+« When consulting with the community staff will clearly state the purpose of consultation
and outline how collected information will be used. Consultation methods for each
level of community participation are outlined in the following consultation matrix at
Table 3.

« Particular projects may have consultation requirements or guidelines outside Walgeit
Shire Council's Community Consultation procedures.
These can include:

o Requirements set out in legislation such as the Local Government Acf 1993 and
the Environment Planning and Assessment Act 1979

o Funding or partnership agreements with the Federal or State Government or their
agencies, or with other local government bodies or independent bodies

Council resolutions and palicies

Decisions by Council on particular projects
Implementation of Council's regulatory activities
Situations where there may be significant privacy issues

[ R

* |n cases, where these legislative requirements or constraints have established the
minimum consultation requirements, the requirements of external agencies for
consultations should not be used as a reason to limit consultation with the community
on a particular project.
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Consultation Matrix

a)

Table 3: Informing

Method of Shire Wide Local High Shire Wide Local Low

Consultation | High Impact Impact Low Impact Impact
Telephone Contact Consider Consider Consider Consider
Meeting — in Consider Consider Consider Consider
person
Response to Ezzential Ezzential Ezzential Ezzential
correspondence
FPamphlst Consider Consider Consider Consider
Letter Box Drop Consider E==ential Consider Consider
Motice in Local E=zzential Ezzential Ezzential Consider
Fapers
Media Releass Eszentisl Es=zential Consider Consider
Site Display Consider Consider Consider Consider
Display in other Consider Consider Consider Consider
locations
Web Page_and Essential Essenfial Essenfial Consider
Facebook
Information to E=zential Ezzential Ezzantial Ezzential

Section 355
Szt
Committees

«1)
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b) Table 4: Informing and Consulting

Method of Shire Wide Local High | Shire Wide | Local Low

Consultation High Impact Impact Low Impact Impact
Telephone Contact Consider Consider Consider Consider
Meeting — in person Consider Consider Consider Consider
Response to Ez=zantizl Essential Essential Essential
correspondence
Pamphlat Consider Consider Consider Consider
Letter Box Drop Consider Essential Consider Consider
Motice in Local Papers Ezsentisl Essential Essential Consider
Media Release E=zzentizl Essential Consider Consider
Site Display Consider Consider Consider Consider
Display in other locations Consider Consider Consider Consider
Web Page_and Facebook Es=zential Essential Essential Consider
Information to Section 355 Eszenfizl Essential Essential Essential

Presipst Committees

Sugpgestion Box Consider Consider Consider Consider
Survey Consider Consider Consider Consider
Letter to key stakeholders E=z=enfial Consider Consider Censider

inviting submissions

Develop database of Eszzential Essential Essential Essential
submissions

Media release inviting Ezzentizl Esszential Consider Considar
submissions

Interview key individuals Consider Consider Consider Consider
Public Exhibition Es=entizl Consider Consider Consider
Brief Section 355 Presipet Eszanfisl Essentisl Consider Consider
Committes
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c) Table 5: Informing, Consulting and Involving

Method of Consultation Shire Wide | Local High | Shire Wide | Local Low
High Impact Impact Low Impact Impact
Telephone Gontact Consider Consider Consider Consider
Meeting — in person Consider Consider Consider Consider
Response to commespondence E=sential E=zential E=zential E=sential
Pamphl=t Consider Consider Consider Consider
Letter Box Drop Consider E=z=ential Consider Consider
Motice in Local Fapers E=sential E=sential E=sential Consider
Media Releass Es=entisl Essentisl Consider Consider
Site Display Consider Consider Consider Consider
Display in other locations Consider Consider Consider Consider
Web Page_snd Facebook E=sential E=sential E=sential Consider
Information to Section 355 Presnst Es=entisl Essentisl E==sential E=sentisl
Committees
Sugpgestion Box Consider Consider Consider Consider
Survey Consider Consider Consider Consider
Letter to key stakehaolders inviting E=sential E=sential Caonsider Consider
submissions
Develop database of submissions E=zsential E=ssential E=zsential E=ssential
Media releases inviting submissions E=zsential E=z=ential Consider Consider
Interview key individuals Consider Consider Consider Consider
Public Exhibition Es=ential Consider Consider Consider
Brief Section 355 Preeiret Committes E=zential E=zential Consider Consider
Meeting with stakeholdersigroups E=zsential E=ssential E=zsential E=ssential
Dedicated email address Consider Consider Consider Consider
Waorkshop Session Consider Consider Consider Consider
Community Forumi/Debate Consider Consider Consider Consider
Meeting by Invitation Consider Consider Consider Consider
Stz Tour Consider Consider Consider Consider
Fublic Meeting Consider Consider Consider Consider
Advisory Commitiee Consider Consider Consider Consider

]
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d) Table 6: Informing, Consulting, Involving and Partnering

Method of Consultation Shire Wide | Local High | Shire Wide | Local Low
High Impact Impact Low Impact Impact
Telephone Contact Consider Consider Consider Consider
Meeting — in person Consider Consider Consider Consider
Response to comespondence E==zentisl E=sential E=szentisl E=sential
Pamphlet Consider Consider Consider Consider
Letter Box Drop Consider E=sential Consider Consider
Motice in Local Fapers E=z=sential E=sential E=sential Consider
Media Release E=zentizl E=cential Consider Consider
Site Display Consider Consider Consider Consider
Display in other locations Consider Consider Consider Consider
Web Page and Facebook E=sential E=sential E=sential Consider
Information to Section 355 Ez=entisl E=sential Ezsential E==sential
Fresipst Committeas
Suggestion Box Consider Consider Consider Consider
Survey Consider Consider Consider Consider
Letter to key stakeholders E==zentisl E=sential Consider Consider
inviting submissions
Develop database of E=szential E=sential E=sential E=sential
submissions
Media releases inviting E=s=entisl E=zsential Consider Consider
submissions
Interview key individuals Consider Consider Consider Consider
Public Exhibifion E=zentizl Consider Consider Consider
Brief Precinct Committes Essential Essential E=sential Essential
Meeting with E=s=entisl E=zsential Eszsential E=ssential
stakeholdersigroups
Cedicated email address Consider Consider Consider Consider
Wiorkshop Session Consider Consider Consider Consider
Community Forum/Debate Consider Consider Consider Consider
Meeting by Invitation Consider Consider Consider Consider
Site Towr Consider Consider Consider Consider
FPublic: Meeting Consider Consider Consider Consider
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d) Informing, Consulting, Involving and Partnering (continued)

Method of Consultation | Shire Wide | Local High | Shire Wide Local Low
High Impact Impact Low Impact Impact

Advizory Commities Consider Consider Consider Consider

Committee of Management Consider Consider Caonsider Consider

Task Force Consider Consider Consider Consider

Joint Venture Consider Consider Caonsider Consider

Workshops Consider Consider Caonsider Consider

| Project:

| File Reference:

Purpose of consultations:

Impact Level (Please circle):

1. Shire wide lower level
2. Shire wide higher level
3. Local higher level

4. Local lower level

Level of consultation (Please circle):

1. Inform

2. Consult
3. Involve
4. Partner

Stakeholder groups:
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Council reports !/ resolutions:

Consultation Activities:

Activity Date Details
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Procedure Review History

Date Changes Madea Approved By

24 Movember 2008 | Procedurs developed and endorsed by Council | CM 384708

g™ Movember | Reviewed_ by Genersl Manager
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o

‘*ﬁiﬁ COMPLAINTS MANAGEMENT
- POLICY & PROCEDURE

Approval Date:

g

et

Review Date: August 2011

Responsible Officer: General Manager / Public Officer

POLICY STATEMENT

WSC will ensure that fair, honest and efficient treatment of all customers is consistently
provided in response to complaints to Council.

OBJECTIVES

*  To deal with complaints received in a courteous manner, investigate them thoroughly and
impartially. resolve them guickly and appropriately in accordance with the relevant statutory
reguirements.

* To try to resolve complaints to mutual safisfaction where it is at all possible.

*  To ensure that WSC staff are adequately irained io respond to complainants in an appropriate
and professional manner.

+*  To provide an internal review process where a complainant is dissatisfied with the initial
response o their complaint or request for service.

Objective

To improve customer service by Council staff, using feedback from customers to monitor
and evaluate service delivery.

Council Policy Reference

Complaints Management Folicy

Statutory Requirements
Local Government Act 1993

Protected Disclosures Act 2022 1004
State Records Act 1998 (NSW) .

Related Policy/Procedure

Code of Conduct
Fecords Management
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Government References

NSW Departiment of Local Government Practice Mote Mo 9. Complaints Management in
Councils

MSW Ombudsman Effective Complaint Handling 2004
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1. Responsibility

Responsibility for complaints management shall be the responsibility of all council officers
as follows:

« Counciliors - The elected Councillors have a responsibility to accept complaints and
refer them to the General Manager, or to the Public Officer.

« (Feneral Manager - The General Manager must demonstrate a commitment to the
effective resolution of all complaints and to resolve complaints where the customer is
not satisfied with the Departmental Manager or Directors decision. The General
Manager is also responsible for receiving complaints alleging corruption and referring
them to the Independent Commission Against Corruption or the NSW Ombudsman.

« [irectors — Directors must consider all the details of a complaint investigation and
decide upon further appropriate action.

« Pubiic Officer - In accordance with the Local Government Act 1993, the Public Officer
may be given the responsibility to investigate and coordinate matters concerning
council's affairs including complaints management.

« fanagers & Supervisors — Managers and Supervisors are responsible for educating
employees in Goy — Complaints Management policy and procedures and ensuring
that complaints are responded to in a courteous, fair, confidential and timely manner,
and that the complainant is advised of progress and outcomes. The Managers and
Supernvisors must also ensure that the complaint is recorded in accordance with Goy
— Records Management.

« Employees - Are required to respond to complaints and reguests from customers in
a courteous, fair, confidential and timely manner.

»  Council's Frofessional Conduct - The NSW Ombudsman or the Department of Local
Government are responsible for the investigation of complaints about the conduct of
public authorities andfor the management of Councils, and may be contacted by the
complainant at any stage.

2. Information Distribution

The following strategies will be utilised as a method of distributing information regarding
complaints management:

Distribute policy and precedures: Distribute a copy of Goy — Complaints Management policy
and procedures to all relevant persons.

Training Sessions: Conduct training sessions about complaints management, Goy —
Complaints Management policy and procedures. Verbal communication is important where
literacy may be a problem. Those responsible for managing and processing more serious
complaints may require specialised fraining in conciliation, mediation and investigation.

Staff Meetings and briefings: Managers and supervisors should regularly discuss the Goy —
Complaints Management policy and procedures at stafi meetings and team briefings

MNewsiefters: Place information about complaints management in staff newsletters and
newsletters distributed throughout the community.

Web Page: Place the Ggy — Complaints Management policy and procedures on the Walgett
Shire Council web page.
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Erochure: Information regarding complaints is contained in the brochure — Do you have a
Complaint? (Annexure A). This brochure will be disfributed in libraries, the Collarenebri
Agency, administration building and all council community centres.

Executive Meetings: Information regarding complaints management will be collated and
presented quarterly.

Annual Report. Qutcomes on complaints should be detailed in the Annual Report.

3. Public Officer

The Public Officer has the responsibility of coordinating and managing the complaints
management system. This includes receiving and reviewing information from complainants
and initiating corrective action for individual cases and general policies and procedures
when required or referred by a departmental director.

Generally, a complaint will be referred to the staff member who provided the service. If the
complainant remains dissatisfied it will be referred to the departmental director. If the matter
is not resolved at this point than the departmental director will refer the matter to the Public
Officer who will either initiate corrective action or refer the matter to the General Manager or
an external party.

Fegular reports will be produced by the Public Officer for the Executive Team detailing the
number and kinds of complaints, remedies, timeframes for resolution of complaints and any
ather relevant information to enable directors to pass on information related to their
department.

4. Complaints Handling

Council has adopted a three tiered approach to handling complaints. This approach aims to
have the complaint resolved as quickly as possible by the person who provided the service
ar who dealt with the issue. The following table outlines the three tiers and how fo lodge a
complaint.

Tier Responsibility

Frontfline Stafi

Complainants are encouraged to provide | All staff
feedback or lodge a complaint with the staif
member who provided the service or who
dealt with the issue as this would normally
result in a more efficient resolution.
Frontline staff are responsible for receiving,
resolving and recarding {in TRIM)} the
complaint.

Senior Officer

If the complainant remains unsatisfied after | Departmental Managers ! Departmental
speaking to the officer who delivered the | Directors

service or who dealt with the issue, or if they
feel uncomfortable approaching the officer,
then they may lodge the complaint with a
more senior officer.
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The name and contact details of the
relevant Deparimental Manager or Director
can be obtained from Reception.

If the complainant is unsatisfied with the | General Manager / Fublic Officer™ayor or
outcome — or if the complaint is about a | external agent

Director — the complaint should be
submitted to the General Manager or the
FPublic Officer. If the complaint is about the
General Manager then the complaint should
be submitted to the Mayor or the third party
external agency.

External Agency

If the complaint cannot be resolved to the | External Agency
customer's satisfaction through Council's
internal complaints handling system, the
complainant may be referred to an outside
agency such as the Ombudsman, the
Independent Commission Against
Corruption, the Department of Local
Government, fo an altermnative dispute
resolution procedure, or as a last resor,
may be referred to a legal remedy.

Complaints will be automatically referred to the receiving officer on the next fier if:

« The complaint is about the staff member's own conduct (these complaints are to be
referred directly to the departmental Director). If the complaint concerns a director
than the complaint must be referred directly to the General Manager.

« The complainant specifically requests it.
« The problem is clearly outside the staff members delegation or area of expertise.

« The staff member is unsure of how to deal with the complaint or reguires guidance
by a maore seniar staff member.

« A staff member is alleged to have committed a criminal offence, acted cormmuptly, or
engaged in other serious or controversial conduct {these complaints are to be
referred directly to the General Manager).

When a complaint is referred on to the next fier, the complainant will be told the name and
contact details of the person to whom it has been referred to. They should also be advised
of what they need to do (if anything} and what action the complainant can expect.

5. Lodging a Complaint or a Suggestion for Improvement
Councll will respond to all complaints or suggestions for improvement whether they are
provided in writing, fax, email or orally (in person or by telephone). Howewver, if a complaint

cannot be resolved at the first tier, then it is advised that the complaint is put in writing. All
complaints in relation to the following matters must be in writing:
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« Complaints about staff — all complaints conceming staff members must be in writing
and addressed to the General Manager for confidentiality reasons.

« Complaints about Council's assessment and determination processes — certain
aspects of regulatory and assessment processes are not able to be reviewed and
may require legal action.

Council will provide assistance with lodging a complaint where possible and this includes
assistance with a written complaint or arranging a language aid (where accessible).

Complaints can be made:

In wrriting:
General Manager
PO Box 31
Walgett NSW 2832

Fax: (02) 65823 1608

Email: admin@walgett.nsw.gov_au

In person:
7T Fox Sireet
Walgett NSW 2832

By telephone:
Contact reception on (02) 6828 6100 3384

All complaints made in person or over the telephone will be recorded in TRIM (as a
Compiaint Record as per Table 1) by the Council Officer who takes the enquiry/complaint.
The complaint must be registered in accordance with State Records Act and Goy — Records
Management policy and procedures and referred to the appropriate officer with any
additional information or files for corrective action.

Table 1
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TRIM Context - Mew
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All complaints made in writing, fax or email must be forwarded to the Records Department
for registration. The Records Depariment will register the complaint in accordance with State
Records Act and Goy — Records Management policy and procedures and refer the matter
to appropriate officer with any additional information or files for corrective action.

6. Anonymous Complaints
Generally, Councill will only act on anonymous complaints where there is sufficient
infarmation in the complaint to enable an investigation to be conducted.

7. Complainants who are abusive or unreasonable

In any interaction with members of the community where personal abuse or offensive
language is used, the communication may be terminated immediately by the employee. If
face to face, the employee should walk away. If on a telephone, the employes will terminate
the call. If in email, it may be blocked. If in cormmespondence, it will be returned to the sender
and not acted upon. Before doing so, an employee will advise the complainant that they are
terminating communication, and will not discuss the matter further.

The following three main types of unreasonable complainant have been identified:

= Those that are physically or verbally aggressive. The safety of employees and other
members of the community is paramount.

» Those that make substantial and unreasonable demands on the workload and
resources of Council.

=« Vexatious complainants whose aim is to annoy and irritate.

8. Dissatisfied Customers

Customers who cannot be satisfied include members of the public or groups who by
correspondence:

+ o not accept that Council is unable to assist them
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« who make unreasonable demands upon Council
« persistently disagree with the action Council has taken in relation to their complaint
Or COoncem

Counter enquiries and telephone calls are to be referred as follows:

« Tothe Records Manager in the Administration area

« To the Manager or Director responsible for that work area

« [f the matter cannot be resolved at that level, the person is to submit their matter in
writing.

If in the opinion of the relevant Director, a customer cannot be satisfied — by this it means
that all appropriate avenues of internal review or appeal have been exhausted and the
customer continues to contact Council. In such situations the Director may contact the
customer restating Council's position on the matter and advice that if the customer continues
to contact Council regarding the matter than management may determing:

« notto accept any further phone calls from the customer

« naot to grant any further interviews

« that all further communication must be put in writing

« continue to receive, read and file correspondence but only acknowledge it.

If the customer provides, in the opinion of the Director, significant new information relating
to their complaint or concern; or the customer raises new issues which warrants further
investigation, the customer shall be given one opportunity to make representations on
thatthose issueis) only.

Customers who make unreasonable demands include members of the public whose
demands on Council significantly and unreasonably divert Council’s resources away from
ather functions or create an inequitable allocation of resources from other customers. Such
demands may result from the amount of information requested, the nature or scale of
senvices sought or the number of approaches seeking information, assistance or service on
the same matter.

If in the opinion of the relevant Director, a customer is making unreasonable demands on
Council and the customer confinues to write, telephone and/far visit the following actions may
be taken:

« the Director may write to the customer advising them of Council's concern and
requesting that they limit and focus their requests and that if the customer continues
to place unreasonable demands on the organisation Council may:

{n not respond fo any future correspondence and only take action where, in the
apinion of the relevant Director the correspondence raises specific, substantial and
Serious issues; ar

{ii} anly respond to a certain number of requests in a given period

« The General Manager shall advise councillors of any correspondence issued in
accordance with this clause

« the customer shall be given one opportunity to make representations about Council's
proposed course of action
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If the customer continues to contact Council after being advised of Council's proposed
course of action, the General Manager may, after considering any representations from the
customer, advise the customer that either or both of points i) — i) above will now apply.

If a complaint is found to be frivolous or vexatious, Council will take no further action on the
correspondence. A decision fo take no further action will be made by the relevant Director.
In such a situation the person shall be advised in writing that Council will not enter into any
further correspondence on the issues contained in the correspondence, and the reasons
why the matter is considered frivolous or vexatious.

9. Non Council Issues

For matters which are not within Council’s jurisdiction the complainant will be informed by
the Council Officer of the name, telephone number and any other relevant details of the
appropriate aorganisation (if known). A complainant can make a complaint to another public
sector agency or appeal to the Courts at any time.

Contact list for external agencies:

Independent Commission Against Corruption (ICAC) — investigates complaints concerning corrupt conduct
— W icac. nsw.gov.au or phone [02) 3231 5250

N 5W Department of Local Government — investigates complainfs concerning serious and substantial waste
of public monies, pecuniary interests and competitive neutrality - www.dlg.nsw.gov.au or phone (02) B2E9
4000

Office of the MN5W Ombudsman - inwvestigates compleints conceming  maladministration -
www.csc.nsw.gov.au or phone 1300 451 524,

10.Time Frames

All complaints will be responded to as quickly as possible. Council delivers a wide range of
services 50 complaints can range from matters which can be resolved immediately to others
which will require an investigation or consideration of more complex issues. In all instances
Council will attempt to resolve the complaint in a timely manner.

Timeframes

For urgent matters - immediately upon receipt. These matters would include a complaint
about a safety issue or a waste of Council or natural resources. These matters would
generally be made in person and corrective action undertaken within 24 hours.

For simple matfers — within three (3) days of receipt. These matters would include requests
for readily available information such as estimates of when a decision on an application can
be expected, returning calls and responding fo correspondence where Council has not met
the relevant service standard.

For more complex matters — investigation within 21 working days. However an
acknowledgement of receipt of a complaint outlining the process to be undertaken should
be provided within three (3) working days. These matters would include complaints about
more serious or complex issues such as allegations of corruption, maladministration or
competitive neutrality.

Where timeframes cannot be met, the complainant will be advised before the time limit
expires and given the reasons for the delay and a revised timeframe for resolution of the
complaint or completion of the investigation.

All complaints received in writing (letter, facsimile or email) will be acknowledged either by
telephone or in writing within three (3) workings days of receipt. Complainis received by
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telephone or in person will not be acknowledged in writing. Council will keep complainants
informed of the progress of their complaint by telephone, in writing or in person. In all cases
the complainant will be given the name and telephone number of the person who will be
dealing with their complaint. Once corrective action is in place the complainant will be
informed either by telephone or in writing.

11.Investigation

The method of investigating a general complaint by the council officer will be dependent
upon the nature and severity of the complaint. The officer must investigate all the facts
surrounding the matter as soon as practicable.

Depending upon the nature of the complaint, the investigation may involve taking detailed
notes of an employee's account andfor interviewing all persons involved that have
knowledoge of the situation.

If the complaint relates to an employee, the employee's manager must ensure the wellbeing
of the employee against whom the complaint is alleged. Where appropriate, the employee
should be offered advice and counselling. Managers may seek the advice of the Human
Resources Officer in such cases.

Where a formal investigation is carried out, all persons invalved are to be made aware of
the allegations, advised of their right to representation and given the opportunity to respond
fully to allegations made against them. Council must make every reasonable effort to ensure
that the privacy of the complainant is maintained where the complainant wishes to remain
anonymous. This may include providing an employee with a photocopy of the letter of
complaint having removed details that may identify the complainant.

12.Remedies

Where complaints relate to employees, resolution of complaints must be in accordance with
these procedures, relevant legislation and Award requirements. Where a complaint about
an employee was found to warrant investigation, the comrective process must also include
written nofification of the outcome, to the employee and hisfher representatives, if
applicable.

Femedies may include:

* |Investigation of the complaint

#* An apology where Council has made a mistake or where a staff member's comments
or behaviour have offended.

¥ Disciplinary action

* Providing the desired service.

#* A speedy refund of overcharged monies.

»* (3iving the complainant a date when they can expect their request to be actioned or
application to be considerad.

» Providing more information to the complainant e.q. About Council's policies or
decision making processes or providing regular progress updates about an
application.

* A commitment to investigate and/or review and change Council's procedures or

business practices where a complaint is justified.
* A commitment to review and recommend to Council changes to policies, procedures
ar services where a complaint is justified.
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¥# Referral to external bodies.

There may be occasions where Council cannot resolve a complaint to the satisfaction of the
complainant. In such cases, Council may initiate a form of alternative dispute resolution
procedure (such as mediation) or may refer the complainant to an external agency or legal
remedy.

13.Internal Review

If & complainant is not satisfied with the manner in which a complaint was handled or the
remedial action taken, an appeal may be lodged.

Intermnal reviews will be conducted as follows:

1. The Public Officer will investigate the manner in which the complaint was originally
handled and the remedial action taken.

2. If, after investigatfion, the Public Officer is satisfied with the process and the remedial
action taken, they will inform the complainant accordingly

3. If the Public Officer is not satisfied with the manner in which the complaint was
handled or the remedial action taken, they will:
» Counsel the officer who initially handled the complaint;
» Institute action to achieve the appropriate result; and
# Inform the complainant of the outcome of the review.

In replying to the complainant, the Public Officer shall explain that, if the complainant is
unhappy with the manner in which the complaint has been handled or the result, the
complaint will be referred to the next tier for a further internal review, or an appeal may be
lodged with the appropriate external agency.

14.Training

All council staff, whatever their job, should be trained to know and apply council’s complaints
policy and procedures. Each employee will receive training and information on what action
should be taken and what to do if a complaint is received.

The employees who have regular contact with clients and customers will be given
instructions from their supervisor on how to handle a complaint. Special training will be
provided to employees where it has been identified that they need to develop or refine their
technigues in receiving complaints.

The Public Officer, Directors or other identified officers who are responsible for managing
and processing more serious complaints may require specialised training in conciliation,
mediation and investigation. They will also be provided with access to training about the
functions and powers of other authorities and how these might relate to complaints received.

15.Responding to Complaints

Frontline staff will receive many of the complaints about council services and operations.
These complaints will range from the minar to the very serious. In responding to complaints,
the job of frontline staff is to assist the complainant in the case of straight forward, minor
complaints as quickly as possible. In the case of more serious complaints their responsibility
i5 to direct the complaint to the most suitable authority either in council or in another agency.
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Complaints will reach council in writing, by phone, and over the front counter. The first steps
in responding to any complaint are simple but important:

When the complaint is in writing:

« Written complaint is registered and recorded by Records Department and referred to
the appropriate officer.

« Acknowledge the complaint promptly (within 3 working days).

+« Understand the complaint. If there is any doubt at all, set it out by way of a summary
or restatement.

« Explain what will happen next.

« Detail who will be dealing with the matter and how they can be contacted (if known
at that time).

« (Once the remedy or corrective action is in place inform complainant in writing.

« All information must be registered and recorded in TRIM.

When the complaint is via phone or across the counter:

+« Make a record of the complaint by completing a Complainf Record in TRIM.

s« Check that record back with the complainant.

« Explain what will be done about the complaint by informing the complainant of what
will happen next.

« Form is registered in TRIM and referred to the appropriate officer.

« Appropriate officer contacts complainant either by phone, in person or in writing.

« Understand the complaint. If there is any doubt at all, set it out by way of a summary
or restatement either verbally or in writing.

« Explain what will happen next.

+ Provide details of who will be dealing with the matter and how they can be contacted.

« Once the remedy or corrective action is in place inform complainant either by phone,
in person or in writing.

« All information must be registered and recorded in TRIM.

The complainant must be kept informed during the complaints management process. Where
the outcome may involve disciplinary action against a staff member the only details that
should be given to the complainant is advice that Council will initiate appropriate action
following investigation.

A response should be provided to the complainant within a timely manner. All responses will
be provided in such a way that they are considerad to be polite and professional and must
be signed by the departmental director to ensure that responses are accurate, fimely and
appropriate. Where an employes believes that he/she is unable to resolve a complaint within
a reasonable timeframe, they must discuss the concerns with the relevant director.

The kinds of complaints referred to the Public Officer or Directors are:

« serious complaints involving personal injury, a breach of the law, or financial
implications; and

« complaints which involve the need for a detailed knowledge of council's operations
and procedures.

The relevant Director or Public Officer will underiake the necessary investigations and
ensure a full and appropriate reply is given. Where necessary the relevant Director or Public
Officer will seek conciliation of the complaint.
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Complaints Alleging Pecuniary Interest

A pecuniary interest is an interest that & person has in a matter because of a reasonable
likelihood or expectation of appreciable financial gain or loss to the person or another with
whom the person is associated. Chapter 14 of the Local Government Act 1993 requires that
“pecuniary interests of councillors, council delegates and other persons involved in
making decisions or giving advice in council matters be publicly recorded and
requires councillors and staff to refrain from taking part in decisions on council
matters in which they have a pecuniary interest.” ({Introduction to Chapter 14, also see
5.441-450).

Special provisions have been made under the Act to investigate and resolve complaints
involving pecuniary interest:
» 5 460-462 describe the process of investigating complaints regarding non disclosure,

« 5 469-490 describe the Pecuniary Interest and Disciplinary Tribunal's role and
proceedings.

Complaints Alleging Corrupt Conduct
The Independent Commission Against Corruption (ICAC) Act 19338, defines cormupt conduct
as dishonest or partial exercise of an official function by a public official. It must involve:

« a criminal offence under NSW law or any other law which could apply in the particular
circumstances; or

« 3 disciplinary offence which could lead to disciplinary action under any law including
regulations; or

« reasonable grounds to dismiss or terminate the services of a public official.

The Act requires council's General Manager (the principal officer) to report suspected cases
of corrupt conduct to ICAC. As soon as reasonable suspicion that corrupt conduct is or may
be involved, a report must be made to ICAC and in accordance with Goy — Code of Conduct.
Reporting of these matiers to ICAC should not delay reporting to the Police or other
autharities.

Resolving Disputes - Conciliation
Conciliation is an effective way of dealing with relatively minor complaints andfor matters
caught at an early stage and preventing minor issues becoming serious matters.

16. Reporting OQutcomes

The Public Officer is responsible for collating and distributing information on where things
went wrong and how services can be improved. The following information will be collated
and presented guarterly to the Executive Team:

The number of complaints received.

The frequency of complaints made verbally and in writing.

The breakdown by categories of the subject matter of complaints.

The percentage of complaints resolved.

Method of resolution. For example, conciliation, investigation, external means such
as mediation or courts.

Timeframes for the resolution of complaints.

« Carry over figures of matters unresolved or under inguiry.

« Any other information on how services can be improved.
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The information will be collated from the Complaint Records registered in TRIM.
The Public Officer will also ensure that complaints management information is distributed

by any means necessary as listed in Section 4 to ensure that information can be
communicated at all levels of council operations.
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“Annexure A"

SRIRE -

L DO YOU HAVE A COMPLAINT?

Walgett Shire Council is committed to improving customer service in all areas within
Council. By using the feedback from complaints, the reasons for complaints can be targeted,
evaluated and services improved.

Walgett Shire Council will ensure that fair, honest and efficient freatment of all customers is
consistently applied in response to complaints to Council.

Complaints can be made:
In writing:
General Manager
PO Box 21
Walgett NSW 2332

Faw (02) 6228 1608

Email: admin@walgett. nsw_gov.au

In person:
77 Fox Street
Walgett NSW 2832

By telephone:
Contact reception on (02) 6828 6100 1384

All complaints in relation to the following matter must be in writing:

» Complaints about staff — all complaints conceming staff members must be in writing
and addressed to the General Manager for confidentiality reasons.

» Complaints about Council's assessment and determination processes — ceriain
aspects of regulatory and assessment processes are not able to be reviewed and
may require legal action.

Council will provide assistance with lodging a complaint where possible and this includes
assistance with a written complaint or arranging a language aid (where accessible).

Procedure Review History

Date Changes Made Approved By

FProcedure Developed Ray Kent - General Manager

10" MWovemnber | Reviewsd by General Manager
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S CUSTOMER SERVICE
S POLICY & PROCEDURE

Approval Date:

Review Date: Movember 2022 34

Responsible Officer: Director Corporate and Community Services

POLICY STATEMENT

WS5G is commitied to the fair and equitable treatment of all customers in response to their enguiries
and to ensure that the public are kept well informed of work conditions that may directly affect them.

OBJECTIVES:

+ To ensure that Council complies with the Local Government Act 1993 and meeis the needs
i . fessi Land "

+ To provide clear guidelines and procedures for staff to deal with customer reguests to ensure
that the enquiry is dealt with in an appropriate and efficient manner.

* To ensure that a customers reguest is correctly recorded and prompily resohlved.

+ To ensure that the public are kept well informed of works and gondifions wbich may affect
them and their properties.

Objective
To ensure:
» the fair and equitable treatment of all customers in response to their enquiries

= answering customer enquiries in an efficient manner

» ensuring that the public are kept well informed of work conditions that may directhy
affect them

Council Policy Reference

Customer Service Policy

Statutory Reguirements

Local Government Act 1993
Privacy and Personal Information Protection Act 1993
Government Information (Public Access) Act 2005

Related Policy/Procedure

Access to Information
Complaints Management
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1. Standards

Council staff will respond to all correspondence received from customers (written, faxed or
emailed). An acknowledgement letter will be sent within three (3) working days. Where
investigations and for follow up is expected to exceed twenty one (21) working days the
customer will be advised.

Council staff shall answer incoming calls by saying “Walgett Shire Council® and clearly
stating their name. Unanswered calls should be diverted to the customer service department
or to voice mail.

Staff making outgoing calls will identify themselves by name and council’division/branch, as
appropriate, and shall clearly outline the purpose of the call.

Reception area and customer service centre staff shall greet customers in a professional
and courteous manner at the earliest possible moment.

2. Telephone ! Counter Enquiries

When a Council Officer receives an enguiry or request it will be transferred to the appropriate
area for a response. Wherever possible, the area receiving the call will answer the enguiry
ar, if necessary will make arrangements for the enquiry to be addressed, giving the customer
an indication of the likely timeframe.

J. Recording Customer Requests

Where a Council Officer is not available to answer an enquiry or request, the Council Officer
taking the call or enguiry will record the details of the person making the and forward the
details to the appropriate officer in an email. If the matter is particularly complicated oris a
complaint then the Council Officer must complete details of the request or complaint in the
TRIM Records system and forward the record to the appropriate officer for actioning.

]
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4. Actioning Requests

Each request or enquiry will be forwarded to a Council Officer who is responsible for that
particular request. For instance, a request to collect a stray dog will be automatically
forwarded to the Regulatory Officer; a complaint about a neighbouring overgrown property
will be forwarded to the Senior Health & Building Surveyaor.

Each task should be actioned within two (2) working days and all information, actions and
infarmation must be recorded in TRIM.
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5. Following-up on request

Where appropriate, the responsible Council Officer will notify the customer (either in writing
ar by a phone call) of the action taken in regard to their request. This nofification must be
recorded in TRINM.

6. Motification of Work Conditions

Council as part of its commitment to customers will advise affected property owners and/or
occupants of works and adverse conditions that affect access to their properties. These
procedures include supply of water and sewerage services, fixing of road levels, all road
works and road conditions resulting from weather and road accidents.

Procedures
(i) Works Program (prior to site works commencing)

All affected residents will be advised at least three (3) months prior to the program
commencement. In the event Council adds schemes to the works program at short notice
then affected residents are to be advised as soon as possible.

The affected residents will be advised of the commencement date as soon as it is known,
generally attempting to provide one month's notice and further that absentee owners be
invited to contact the relevant officer to ascertain the stage of the works regarding access
prior to visiting their property.

(if) All Works (prior to site works commencing)

All affected residents will be advised of the commencement date as soon as it is known,
generally attempting to provide one month's notice and further that absentee owners be
invited to contact the relevant officer to asceriain the stage of the works regarding access
prior to visiting their property.

(iii) Al Works (during progress of works)

FPersonal contact may be made the day before access will be denied or earlier indicating:
- That access will not be available for a stated period.

— The nature of the work to be undertaken.

— Contact person for further information.

{iv).... . Eixing Of Levels - Roads Act - Notification
In addition to statutory advertising relating to the fixing of road levels adjoining property
owners are fo receive written notification:
- Of Council's intention to fix the level of a road, and
- Of the declaration when the levels have been fixed.

(v) Media Releases - Road Conditions

When a road is impassable or unsafe, a media statement regarding road conditions shall be
prepared by the relevant officer in conjunction with the Executive Assistant to General
Manager for approval by the General Manager. All staternenis on the condition of roads and
in particular the temporary closure of roads are to be simultaneously presented to the Officer
In. Charge of the Police Station at the relevant location as well as to the Local Area
Commander located in Walgett.
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The Roads and Traffic Authority is to be advised when it becomes necessary to close any
classified road due to any condition. This advice is to indicate the expected duration of the
closure.

7. Managing Anonymous Customer Reguests

Customers can make anonymous requests to Council. These requests, however, can be
difficult to follow up (often staff need to abtain more information from the person making the
request) and for obvious reasons it is impossible to contact the person making the request
and communicate the findings of Council.

Council will not normally follow up anonymaous requests unless the issue places public safety
at risk or raises a serious matter and there is sufficient information in the request to carry
aut an investigation.

8. Vexatious Complaints

Customers who cannot be satisfied include members of the public or groups whao by
correspondence:

« do not accept that Council is unable to assist them

« who make unreasonable demands upon Council

« persistently disagree with the action Council has taken in relation to their complaint
or concern

Counter enquiries and telephone calls are to be referred as follows:

« Tothe Manager or Director responsible for that work area

¢ |f the matier cannot be resolved at that level, the person is to submit their matter in
writing.
If in the opinion of the relevant Director, a customer cannot be satisfied — by this it means
that all appropriate avenues of internal review or appeal have been exhausted and the
customer continues to contact Council. In such situations the Director may contact the
customer restating Council's position on the matter and advice that if the customer confinues
to contact Council regarding the matter than management may determine:

« notto accept any further phone calls from the customer

« not to grant any further interviews

« that all further communication must be put in writing

« continye to receive, read and file correspondence but only acknowledge it.

If the customer provides, in the opinion of the Director, significant new information relating
to their complaint or concern; or the customer raises new issues which warrants further
investigation, the customer shall be given one opportunity to make representations on
thatithose issue(s) only.

Customers who make unreasonable demands include members of the public whose
demands on Council significantly and unreasonably divert Council's resources away from
ather functions or create an inequitable allocation of resources from other customers. Such
demands may result from the amount of information requested, the nature or scale of
sernvices sought ar the number of approaches seeking information, assistance ar service on
the same mafter.
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If in the opinion of the relevant Director, a customer is making unreasonable demands on
Council and the customer continues to write, telephone and/or visit the following actions may
be taken:

« the Director may write to the customer advising them of Council’s concern and
requesting that they limit and focus their requests and that if the customer continues
to place unreasonable demands on the organisation Council may:

(i) notrespond to any future correspondence and only take action where, in the opinion
of the relevant Director the correspondence raises specific, substantial and serious
issues; or

(it} gnly, respond to a certain number of requests in a given period

« The General Manager shall advise councillors of any correspondence issued in
accordance with this clause

+ the customer shall be given one opportunity to make representations about Council's
proposed course of action

If the customer continues to contact Council after being advised of Council's proposed
course of action, the General Manager may, after considering any represeniations from the
customer, advise the customer that either or both of points i) — ii) above will now apply.

If a complaint is found to be frivolous or vexatious, Council will take no further action on the
correspondence. A decision to take no further action will be made by the relevant Director.
In such a situation the person shall be advised in writing that Council will not enter into any
further correspondence on the issues contained in the correspondence, and the reasons
why the matter is considered frivolous or vexatious.

9. Complaints

All complaints, including verbal complaints must be registered into TRIM as a complaint
record type. They must be registered into TRIM as soon as practicable after the complaint
is received and no later than 24 hours after the complaint is received. Complaints should
be assigned to the Manager/Director responsible

10.Customers who are rude, abusive or aggressive

Rude, abusive or aggressive behaviour may include rude or otherwise vulgar noises,
expressions or gestures, verbal abuse of either a personal or general nature, threatening or

offensive behaviour, physical violence against property or physical violence against a
person.

[T in the opinion of any staff member rude, abusive or aggressive comments or statements
are made in telephone conversations or interviews, the staff member may:

a) wam the caller that if the behaviour continues the conversation or interview will be
terminated

b) termipate the conversation or interview if the rude, abusive or aggressive behaviour
continues after a warning has been given.

Where a conversation or interview is terminated the staff member must notify the relevant
Director of the details as soon as possible.

[T in the opinion of the General Manager any correspondence to Council contains personal
abuse, inflammatory statements or material clearly intended to intimidate, it will be not be
acted upon.
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Advertising

WS - Procedure — Advertising

SRILEF

d&.  ADVERTISING PROCEDURE

e e

Approval Date:
Review Date: Movember 2022 44

Responsible Officer: General Manager

POLICY STATEMENT

WSC iz commitied o ensuring that the public iz informed and educated on Council's services,
facilities and functions while meeting the statulory requirements of adverising.

OBJECTIVES:

#  To ensure that Council complies with the Local Government Act 1993, the Roads Act 1993
and the Environmental Planning and Aszessment Act 1979,

# To ensure that matters that require public nofification are done in_accordance with the
relevant leqislation.

*  Toensure that the public are kept informed and educated on Council's services, facilities and
funciions.

= To provide information to a targeted audience in the most imely and cost effective manner.

Objective

To ensure that the public is informed and educated on Council's services, facilifies and
functions while meeting the statutory requirements of advertising.

Council Policy Reference

Advertfising

Statutory Requirements
Local Government Act 1993

Local Government (General) Regulations 2024 85 TTTTTTTTTTTTTTTTTTITERLL
Foads Act 1993

Environmental Planning and Assessment Act 1979

Related Policy/Procedure

Community Consultation
Advertising Vacant Fositions
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Advertising Procedures

1. Advertising Options

a) The majority of Council's advertisements are placed in the local press (The Ridgs
Mews Wesiern Herald and the Walgett Spectator). In most instances the
adveriisement will be placed in both papers.

b} All advertisements and notices are faxed-oremailed to the Collarenebri Agency
to be placed on the noticeboard.

c) Council advertisements and notices are to be included on Council's website
www . walgett nsw.gov.au and Facebook site The depariment which organises
the advertisement is responsible for ensuring that it is placed on the website and
in the appropriate section of the website. If any assistance is required staff should
consult with the Information Services Co-grdinaior GenssralilanagersExaculive
Assiztant

d} Council may place advertisements in mefropolitan or regional press, radio,
television and external internet where items require significant exposure or where
there is a legislative requirement to do so, following approval by the relevant
Director or the General Manager.

e} Council places regular notices in a Council column every fordnight week which
are advertised in the Western Herald Eidgs Mews on Thursday and The
Spectator on Wednesday. All information required to be included in the column
must be forwarded to the Executive Assistant no later than 5.00pm on Erday
Mopday of the previous week that the_Jfodnightly column is due to be run. In
situations where the limited space of the column means that not all notices can
be included, the Executive Assistant will consult with the General Manager to
decide which notices take priority and will be included in the column or whether
an additional notice can be placed.

fi Development proposals, consents and approvals and other statutory advertising
must be placed in at lzast one local newspaper, and advertising that is of a more
general, community interest nature is to be placed according to the target
audience.

g) Advertising for vacant positions is done in accordance with WR — Advertising
Vacant Positions procedure.

2. Placing an Advertisement

a) Staff members requiring advertisements will write the advertisement on the
appropriate template (TRIM container 09/1479) and forward it to the Executive
Assistant in a timely manner to enable it to meet press deadlines. They must include
the following information:

« Advertising oplion — specify newspapers local, regional or metropolitan, radio,
WSC webpage_and Facebook site, external internet ete.

« When the advertisement is to appear and how often.

« \Which publication the advertisement is to appear in.

« ‘Warks Order Mumber or General Ledger account number.

b) The Executive Assistant will generally obtain quotes for advertisements and may
consult with the Director on advertisementis placed in regional or metropolitan areas,
television and external internet.
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C) Designated Development and Advertised Development Applications, which are to
be considered at a Council Meeting, will be advertised in the Western Herald The
Bidge Meaws and The Spectator prior to the Council meeting.

The Planning and Regulatory staff must prepare and forward details of the
development applications to be considered by Council to the Executive Assistant no
|ater than 5.00pm on Eriday Mepday prior to the business papers being prepared.

d) It is imperative that adequate public consultation is available for draft plans and
strategies and to ensure that it is in accordance with CC — Community Consultation
policy and procedures.

At a minimum the following requirements will apply when advertising draft plans and
strategies:

« Advertising in the Westemn Herald The Ridge Mews and Tha Spectator for a
minimum of three weeks

« Support the advertisement with a media release prepared by the relevant
Director and approved by the General Manager

« Reminder of submission closing date in the weekly column — 1o be included
by Executive Assistant

+ Public Meeting when deemed necessary by the relevant Director or the
General Manager

« [Draft document to be placed on the Council website

« A complete copy of the document is to be placed at various locations
throughout the shire including Council administration building, Collarensbri
Agency, Council libraries and other venues as depending on the content of
the plan.

« Additional copies will be made available at the above venues for the public
to take away.

« A poster will be displayed at each venue to highlight that the plan is on display

« |etters to stakeholders, letterbox drops ar increase in advertising, including
radio and regional media where deemed necessary by the relevant director.

Begulation 2021 18828 detail the advertising reguirements for tendering. An
advertisement for a tender will be placed in:

« a3 Sydney metropolitan daily newspaper, being the Sydney Moming Herald or the
Sydney Telegraph, and

s (b) either or both of the following:
o (i) a newspaper circulating in the council’s area, being the Western Herald
and The Ridge MNaws and The Spectator

o (i) a newspaper circulating in the district where potential tenderers are
likely to be carrying on business or to be residing, being the Western
Magazine or the Morthwest Magazine

All tenders will also be advertised on Councils website and other publications when
considered necessary or appropriate by the relevant director. Each department is
responsible for placing the relevant tender on Councils website.
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Procedure Review History

Diafe Changes Made Approved By
Frocedure Developad Ray Kent - General Manager
10" " " Movember | Reviewed ] Michsel Urguhart - Genersl |
2022 Manager
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SHIEE

fﬂﬁ"—’& AFFIXING OF COUNCIL’S

E

Tt

: SEAL PROCEDURE

Approval Date:
Review Date: Movember 202244

Responsible Officer: General Manager

POLICY STATEMENT

WSC is commitied to protecting Councils seal and guihordsing iz use in accordance with the
relevant legislation.

OBJECTIVES:

* _ To ensure that Council complies with the Local Government Act 1993 and Local Government
(General) Reqgulations.

= To provide clear guidelines and procedures which apply to the use of the Common Seal.

*  To ensure that the common deal is kept jj the General Manager in a secure manner and not
removed from Walgett Shire Council building unless auwthorised by the Mayor or General

Manager.

#  To ensure that the common seal i= only used when authorised by resolufion of Coungil

Objective
To protect Council's seal and authorising. its use in accordance with the relevant legislation

Council Policy Reference
Affixing of Council's Seal

Statutory Requirements
Local Government Act 1993

Local Government (General) Fegnlations 20021 3 Te

Related Policy/Procedure
Code of Conduct
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1.

Local Government (General) Regulations 2021 05

Under the provisions of Section 400 of the Local Government (General) Requlations 2021

a5

400

(1)

(2)

(3)

(4)

()

2.

Councif seal

The seal of a council must be kept by the mayor or the general mahager, as
the council determines.

The seal of a council may be affixed fo a document only in the presence of;
(a) the mayor and the general manager, or

{8) gf least one councilior (other than the mayor) and the general manager,
ar

{cl the mayor and af least one other councillor, or
(d) gi least 2 counciliors other than the mayor.

The affixing of a council seal to a document has no effect unless the persons
who were present when the seal was affixed (being persons referred fo in
subclause (2)) attest by thelr signatures that the seal was affixed in their
presence.

The seal of a council must not be affixed to a document uniess the document
reiafes to the business of the councidl and the councl has resolved (by
resolution specifically referring fo the document) that the seal be s0 affixed.

For the purposes of subclause (4), a document in the nature of a reference or
certificafe of service for an employes of the council does nof refate fo the
business of the council.

Use of the Common Seal

(a) The General Manager is responsible for the custody of the common seal. The
common seal must be securely stored in the strong room located in the

administration building at 77 Fox Street, Walgett.

(b) The commaon seal can only be affi<ed to a document by resolution of Council where
the resolution specifically refers to the document and the document relates to the

business of the Council.

(c) The affixing of the common seal must be recorded in the Resolutions Affixing Council
Seal Register located in the sirong room located in the administration building at 77

Fox Street, Walgett. The register must contain:

. the title of the document or a description of the document;
Il.  the dafe the seal was affixed;
lll.  the date of the Council resolution and resolution number;
V. the TRIM record number for the complete scanned document; and
V. the name of the person affixing the seal.

(d) The comman seal must not be removed from the administration building at 77 Fox

Street, Walgett unless authorised by the Mayor or General Manager.
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Procedure Review History

Diate Changes Made Approved By
Procedure Developad Ray Kent - Genaral Manager
105 " November | Reviewsd |1 Michsel Urguhart —  General |
2022 Manager
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S  COMMUNITY BUS (USE OF)

ety

PROCEDURE
Approval Date:
Review Date: Movember 2022144
Responsible Officer: Corporate & Community

Walgett Shire Council is proud to own and provide a 14 seat community bus

for the use of Council to support local programs and activities, which directly

benefit the residents within the Walgett Shire Local Government Area.

Objective

Council
» To provide clear guidelines for the use of the Walgett Shire Council’s ------

community bus.
¥ To provide a framework for the ongoing care and maintenance of the
Walgett Shire Council’'s community bus. .

Statutory Reguirements

Local Government Act (1993)

Work Health and Safety Act 201100

Waork Health and Safety Regulation 201784
Children’s Services Regulation 202004

Related Policy/Procedure
Motor Vehicles
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1. WSC Community Bus

Council owns one (1) bus which has a seating capacity of fourteen (14) including the
driver. The number of passengers must not exceed the legal limit of the community
bus. The bus has seat belis fitted throughout.

2. Current Use and Priority of Access
The community bus is used for Council programs only.

3. Drivers Licence

The community bus must be driven by a Council employee. If the driver presents an
international drivers licence they will be requested to have the licence sighted by the
RTA. The RTA will determing if the overseasfinternational licence is equivalent to an
Ausfralian licence and which level applies. The driver must have at least an LR
drivers licence fo be eligible to drive the community bus.

4. Booking Procedure

Bookings for the community bus are taken by Council's Community Development and
Tourism department throughout the year and are processed in order of receipt and
depending on the availability of the bus.

5. Usage
The community bus can only be used for the stated purpose. The vehicle can not be
used for any acfivity that may be illegal or improper.

6. Care and Control

Approved drivers must accept responsibility for the care, control and management of
the vehicle from the time that it leaves Council until its retum. Approved drivers must
ensure that the vehicle when left unattended is locked and secure. The vehicle should
not be left unatiended in a place that is likely to cause inconvenience to other people
or the vehicle itself.

7. Cleaning

The bus must be returned in & clean condition. Food and drink is not to be consumed
on the community bus. All food and drink must be stowed and moved outside the bus
for cansumption.

8. No Smoking

In accordance with WR — Smoke free Workplace policy and procedures, no smaoking
is permitted in Council vehicles including the community bus.

9. Fuel

The bus uses diesel fuel. The bus must be returned with a full tank of fuel and water
and oil checked after each use.
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10.Log Book

A log book is kept in the glove box of the community bus. This must be comrectly filled
out. Details to be included in the log book include mileage, destination, route taken,
the number of passengers and any other details as required by Council from time to
time.

11.Insurance

Council undertakes to maintain appropriate insurance of the vehicle together with 3+
party personal injury insurance as required by law at all times. Responsibility however
will not be accepted for loss or damage to personal effects of users of the vehicle
during its use.

12. Accidents/Damage

Any damage to the bus must be immediately reported to the Support Services Officer
on (02) 6828 6100 4398

In an accident involving another party, the driver must exchange drivers licence
numbers, registration, name and address and telephone number and note the details
of the accident.

Accidents involving injury or serious damage must be reported to the police.

13.Breakdowns
A card is provided with the bus for road service (NEMA). Phone for road service if the
bus needs to be made road worthy. Contact the Support Services Officer on (02)
GE256100 9208 1304 for advice if needed.

14.Repairs and Faults
Repairs and faults (no matter how minor) must be reporied to the Support Services
Officer upon return of the bus.

15.Traffic Fines and Parking Infringements
The driver of the bus will pay any traffic fines or parking infringements incurred except
where the infringement notice is for vehicle faults.

16. Discretionary Clause

The General Manager (or their delegate) has the discretion to make bookings outside
of these procedures where there are exceptional circumstances.
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Procedure Review History

Date Changes Madea Approved By
Procedure Developed Ray Kant - Genaral Manager
10" " MNovember | reviewed | Michsel Urguhsrt — General |
2022 mansger
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*

~SHIRE
,.
s

ST =15

o, FINANCIAL MANAGEMENT AND
g CONTROL POLICY

Adopfion Date: 27 August 2019

Review Date: August Movember 20202

Responsible Officer: Corporate & CommunityChief Financial Officer

POLICY STATEMENT

WS5C is committed to the timely and accurate preparation of all mandated financial reports_in a ---
transparent and accurate manner.-

OBJECTIVES:

To ensure WSC complies with the N5W Local Government Act 1993, the Local Government

(General) Reqgulation 2005 and currently applicable Ausfralian Accounting Standards.

= __To provide a clearly defined financial management and control structure for the guidance of

all W3C Staff.

Te ensure Councils financial management policy, procedures and guidelines are best - --

practice and meet the highest standard of accountability.

-Te ensure gll.Anancial reporting reguirements are meet as and when they fall due.

To deliver consistently high quality financial information to internal and external stakeholders.

NSW Local Government Act 1993 Pad 2 and Pad 4

ion Procedures idalinasan d Documents Statutory Reguirements

Local Government {General) Requlation 2021
Local Government Code of Accounting Practice and Financial Reporiing 2021/22
Australian Accounting StandadeStandards

B I e e e
B T e T gt - o M )

Related W-5C-PoaliciesCouncil Policy/Procedure
Code of Conduct
Fraud Control Policy
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Investment Policy
Overdraft and Bommowings Policy

Council Resources and Reference Materials
Operational Plan

Long Term Financial Plan

Fees and Charges

Application
Thi=s policy and procedure applies fo all Council staff who camy out Council financial and/or monetary
transactional aclivities in the course of conducting their duties within their employment.
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Administration of the Financial Management and Control Policy

The Chief Financial Officer, under Delegated Authority, is the Besponsible Accounting Officer and is
to be accountable io the General Manager for the overall financial management of Council funds.

Review of Policy/Procedures

The Policy/Procedures will pg reviewed every two (2] vears or at such other time as is necessary,
by the Chief Financial Officer and any recommendation will be submiited to the General Manager.

Financial Management and Control

1. Bank Accounts

Council operates ihres separate accounts beipgwith- iis main _banking pariner,
Commonwealth Bank of Ausfralia (CBA) including a trust fund account. Other accounts that

return a higher rate of return and offer on-call facilities gre ulilized to maximize Council's
return on investment for excess funds.

All money or property received by council in trust must be depoesited and held in.the Tust,
Bank Account. _All other money and property

must.be. deposied and held n.ihe Gensral.
Fund Bank Account. _Excess funds gre fransferred to and from the BOS account or other

such account o achieve a higher dailv return on surplus funds.
2. Strategic Planning

Council must as part of its strategic planning compliance, develop a 10 year financial plan
which includes a works program, capital expenditures and recurrent income and
expenditures and fees and charges.

» Resourcing strategy
 pa— .
= A -council must have a long-term strategy (called its resourcing ---
strategy) for the provision of the resources required to implement
the strategies established by the community strategic plan that the
council is responsible far.
1
=21 £ The resourcing strategy is fo include long-term financial
planning, workforce management planning and asset management
________ planning. .-
» Operational plan
—n
»_
(1} 443 A council must have a plan (its operational plan) that i3, —---
adopted before the beginning of each year and details the activities
to be engaged in by the council during the year as part of the
delivery program covering that year.
b
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=21 £ An operational plan must include a statement of the
council's revenue policy for the year covered by the operational plan.
The statement of revenue policy must include the statements and
particulars required by the regulations.

3. Investing Council Funds

The investment of Council funds must ke made in accordance with Section 625 of the
Local Government Act 1983, Investing surplus funds should be made in such a manner to
ensure security in safeguarding the preservation of capital and provide a reasonable
return, preferably a return above the 90 day BBSW

— - A council may invest money that is not, for the fime being, o el
required by the council for any other purpose.

=1

21 £ Money may be inyested only in a form of investment
notified by order of the Minister published in the Gazette.

4. Annual Financial Reports
Annual Financial reports will be preparad in accordance with the requirements of:

* Local Government Act 1993 (MSW) (as amendedy
» Local Government (General) Requlation 2021202405
« Local Government Code of Accounting Praclice and Financial Reporiing (the
Code)
« Australian Accounting Standards and other pronouncements of the Australian

Accounting Standards Board

5. External Auditors

In accordance with Section 422 of the Local Government Act 1993 the Auditor General is to
be Council's auditor. _The Auditor General j5_appinied, to provide an opinion on council's
annual financial reports (Local Government Act 1993, Chapter 13, Part 3 Divisions 2 and 2
ofbsss moeappnanl o TR

The Auditor General provides Council with a financial control that will assist in:
« strengthening Council's good governance and policy framewark
« ensuring financial reports are compliant with legislation and Accounting Standards
« reviewing and improving Council’s financial management practices, its accountability
for public monies, and financial peformance

6. Legislative Requirements
Under the provisions of the LGA 1993 the Annual Financial Report must be prepared and

audited within the period of four months after the end of that year and must be presented at
a council meeting held on or before 5 December after the year end to which the reports

Page 4

Page 153 of 230



IO

W3C — Policy — Financial Management and Control

relate. _The following legislative requirements for financial reports are mandatory for

compliance:

List of legislative requirements — Local Government Act 1953

Section Council must prepare financial reports as soon as possible after y2ar.end having regard to
413010 requirements of Section 41601}
Section Council must prepare a siatement on the General Purpose Reports a5 to its opinion on the reports
413 20ch {orior to sign off by auditor).
Section Council's suditor must audit financial reports a5 soon 35 practicable after receipt having regard to
415011 reouirements of Section 416i1)
Section The Local Government (Financial Management) Regulstion 1888 may prescribe matters that an
41503 sudibor must consider snd prowide comment on in suditing council's financial reports.
Section Council's financial reports must be completed and audited within 4 months after yearend
418011
Section Council may maks application to the Dirsctor General for an extension 1o that period.
41621
Section A council must make such an application if reguested to do so by its auditor.
4163
Section & council must notify its auditor of any application for an extension made under this section and of the
1661 gutcome of the spolication
Section Auditor must prepare two reports to council:
41711 *  Areport on the general purpose financial regort and
# A report on the conduct of the audit,
Section A5 so0n &5 practicable after receiving the auditor's reports, counci must send a copy of the audited
417751 financial reports and the suditor’s reports to the OLG and ABS.
Section #  Council must: fix a date for 2 meeting to present its financial reporis, and
4181 (=1 & *  Give public notice of the date so fixed.
(b}
Section The date for the meeting must be at least T days sfier the date the nofice is given, but not mare than 5
418(2 weeks after the auditor's reports ae given to council.
Section The public notice miust include:
41873 (a1 * A staterment that the business of the mesting will include the presentation of the audited

................ financial repors a0d the auditor's tepodts and _ .

(L3} *  Bummary, in the approved form, of the financisl reports; and

Page 154 of 230



W3C - Policy — Financial Management and Comntrol

* A statement fo the effect that any person p3 I CHaR,
submissions (within the time provided by that semmn an-:l 5|:|E|:>rﬁed in ﬂ'ln 5ta.temen1] o the
council with respect to the council's audited financial reports or with respect to the auditor's
reports.
Section Copies of the sudited financial reports and suwdit reports must be available for public inspection at the
415041 council's office from the date of the public notice until 1 day sfter the meeting.
Section Council must present its financial reports and sudit reports st the meeting of council.
81}
Section Any person may make submissions e the council on the financizl reports andflor sudit reports.
420011
Section Suwbmissions to the council must be in writing and submitted within 7 days after the reports yee,
42002 esEntad.
Section Copies of any submissions made poysikeeiemed o the auditor.
420030
Section Council to take appropriate action in respect to submissions, including advising the Director Gensral of
AZ004) sny matier that appears to require smendment to the financial repors.
Local The Director Gensral can by nofice in writing direct the council to amend its financial reports. Any
Government | amendments will require council o make public notice of the amendrment. Gouncil must specify in the
(LGGR notice that the public can inspect, without fee, the amendsd reports at council offices.
cl216{1} &
[P
Section Council must present its Annual Report within & manths of yearend.
42511
Section Council's Annual Report must include a copy of the council's audit=d financial reports (these include
4251231 =pecis| Purpose Financial Reoons)
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Procedure Review History

2023

Diate Changes Made Approved By
Procedure Developead Ray Kent - General Manager
Juby 2018 Reviewad Greg Ingham — General
Manager
August 2018 Formally Adopted Council
14 Movember | Reviewed Shirley Burraston — Acting Chief

Financial Officer
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WSC — Policy — Chemical Spills

SR CHEMICAL SPILLS
Adoption Date:

Review Date:

Responsible Officer: Director Plarsing-and RegulatessEnvironmental Services

POLICY STATEMENT

Walgett Shire Council will zeek to minimise threats to the safety of people and the environment
from significant chemical spills by making its resources available to assist with their management.

OBJECTIVES:

+  Towork with the Department of Envirenment and Climate Change, the NSW Police and
emergency services to respond in an appropriate manner to avoid threats to the safety of
the public, staff or the environment that may arise from significant chemical spills.

+  To meet Council's responsibility to ensure compliance with the Protection of the
Environment Operations Act 1997,

+  Toenszure that any expendifure incurred in meeting these objectives is necessary for
managing the safety of people and the environment.

Statutory Requirements

NSW Local Government Act 1993

Protection of the Environment Operations Act 1997

Protection of the Environment Operations (General) Requlation 2022
Environment Protection and Biodiversity Conservation Act 1999
Environmentally Hazardous Chemicals Act 1985

Work Health and Safety Act 2011

Work Health and Safety Requlation 2017

NSW Workers Compensation Act 1957

Related Policy/Procedure
Emergency Management
Environmental

First Aid

Work Health & Safety Manual

Government References
EPA Liguid Waste Fact Sheet — Responding to spills
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WSC — Policy — Chemical Spills

Regulatory
Walgett Shire Council will:

1. Make regulatory staff available to work with pollution specialists from the Depariment of
Environment and Climate Change and the NSV Police to address regulatory issues that arise
from significant chemical spills.

Operational
Walgett Shire Council will:

2. Make engineering staff and equipment available at the request of the NSW Police to assist with
the management of significant chemical spills.

3. Provide all road crews with suitable spill kits for job sites as per TiHSYY guidelines

4. Locate spill kits in Depots for localised spills
5. Provide Chemical training for staff
6. Provide siaff fraining in deploying spill kits -

STRATEGIES:

The following management sirategies will be applied by WSC with a view fo meeting the above
objectives.

1. Isclate the area and nofify )
Warn all people nearby and evacuate the area as necessary. - p
If there a fire or medical attention is needed — dial 000 immediately
Naotify your manager/supervisor

e

Evaluate the spill and surrounding environment

Is the spill toxic, flammable, reactive with other substances or environmental - .
factors? If ‘yes’ dial 000 immediately.
How big is the spill? K
Are there any surrounding ignition sources which can be controlled? S
Can the area be ventilated? E

3. Confine the spill .

« Use proper Personal Protective Equipment (PPE}) <

= Stop the spill at the source 4
+_Contain any runoff liquids to prevent further contamination s
4. Cleanupthespill jf"' e
»_Cordon off the spill area -

e Coverthespill
« Remove saturated sorbent and dispose of in a safe manner 0000 : et
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5 Record
«__File an Incident Report with the Workplace Health and Safety Manager —————

Procedure Review History
Ciate Changes Made Reviewed By
Folicy Developed Dan - General Manasger
14 Mowvember | Complete Review Eim Talbert — Director
2022 Envircnmentsl Services
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Child Safety and Protection

Sycvi>, CHILD SAFETY AND PROTECTION
| ﬁﬁ;@f POLICY AND PROCEDURE

Adoption Date:
Mext Review Date: Maovember 2024

Responsible Officer: Manager Community Development

POLICY STATEMENT

Walgett Shire Council is committed to fulfilling its duty of care by ensuring all possible steps
are taken in prgritising the protection and safety of our young people and children who visit
and reside in the Walgett Shire Local Government Area.

OBJECTIVES:
« To ensure that Council recognises its legal obligations in providing a safe
environment for all children and young people when ufilising Council services, are
partaking in Council operated activities and whilst are on Council premises.

+« To promote the health, safety, welfare and wellbeing of children and young people
in council activities as well as those residing in the Walgett Shire Local Government
Area.

« To ensure all persons, engaged by Council, to work in a child-related role have a
valid Working with Children Check clearance number; as per the Child Protection
Working with Children) Act 2012 and Child Protection (\Waorking with Children).

« To ensure Council promptly implements procedures, which are transparent in their
undertaking, when investigating and responding to allegations of “reportable
conduct® as defined under the Children’s Guardian Act 2019,

« Toensure all workers at Council are aware of and sensitive to children with culiurally
diverse or indigenous backgrounds and their cultural practices, without deviating
from this paolicy; in line with the Anfi-Discriminafion Act 1977 and the principles of
Equal Employment Opporiunity.

Statutory Requirements

MSW Local Government Act 1983

Child Protection (Working with Children) Act 2012

MNSW Child Protection (Working with Children) Regulation 2013
MSW Local Government (State) Award 2020

Children's Guardian Act 2018

Family Law Act 1975

Children and Young Persons (Care and Protection) Act 1993
Child Protection (Offenders Registration) Act 2000

Crimes Act 1900

Commission for Children and Young People Act 1998

Civil Liability Act 2022
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Related Policy/Procedure

Code of Conduct

Equal Employment Opporiunity

Complaints Management

Counselling and Disciplinary

Multicultural Policies and Services Program
Privacy and Personal Information Frotection
Youth Development Strategy

Community Strategic FPlan

Aboriginal Reconciliation Plan

POLICY SCOPE

This policy applies to all workers engaged by Council in any paid or unpaid capacity.

DEFINITIONS:

In context of this Policy/ procedurs:

“A reportable conviction®” is a conviction (including a finding of guilt without the court
proceeding to a conviction), in NSW or elsewhers, of an offence involving reportable
conduct.

“A reportable allegation” is an abuse allegation, where it has been alleged that an
employee has engaged in conduct, towards a person/s under the age of 18 years, which is
required by law to be reported.

“Abuse allegation™ A term used to refer to different types of harm or maltreatment which
someone claims to have taken place. In this document it refers to types of harm or
maltreatment that children and young people experience, including; physical harm, sexual
assault, exposure to domestic violence, psychological harm and prenatal risks.

“Child" Someone under the age of eightesn.

“Child at risk™ A child at risk of harm is one whose:

« bhasic physical or psychological needs are not being met

« necessary medical care has not been arranged or where the child has been,
or is at risk of being, physically or sexually abused or ill-ireated

« The child is living in environment of domestic viclence and is at risk of
serious physical or psychological harm

+« Someone has behaved in such a way toward the child that the child has
sUffered oris at risk of suffering serious psychological harm.

“Child Related Employment” Employment that primarily involves direct contact with
children where that contact is not directly supervised.

“DCJ: Investigation Work™ that involves direct contact (physical contact or Face to Face)
by a worker with a child or children and that contact is a usual part of and more than
incidental to the work, or wark in a stipulated child-related role.

“Mandatory Reporters” Areas of Council that are covered under the definition of a
mandatory reporter as defined in the Children and ¥ oung Fersons (Care and Frotection Act)
Section 27, 1998 are legally required to report children at risk of harm.
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“Prohibited Person” Someone who has been convicted of a serious sex offence as defined
under the Child Protection (Prohibited Employment) Act 1998,

“Vexatious Complaints” Allegations of child abuse against staff members that are
unfounded (by Colleagues or members of the public).

“Worker” Any person who has been requested to partake in a Council activity, including pai
employees, Councillors, contractors or sub-contractors, work experience participants, [abor
hire, volunteers and student placements.

APPLICATION:

PROCEDURE

The Manager Community Development Mouth Development Officer or his/her delegate
shall act as the Child Protection Officer.

The Human Resources Department will maintain a list of child related positions in
consultation with divisions. Mew positions will be assessed as to their child related status as
designated accordingly. The Human Resources Department will ensure policies and
procedures are adhered to with regard to employment of prohibited persons.

When an allegation of child abuse is made against an employee arising out of work, the
Child Protection Officer shall be notified immediately.

The Child Protection Officer will then notify the Depariment of Communities &Justice whom
will provide advice on conducting an investigation into the allegation, alternatively, the
Department of Communities & Justice may conduct the investigation.

The investigation shall be conducted (either internally or externally, depending on the advice
given by the Department of Communities & Justice).

Intermal investigations will be conducted by the Child Protection Officer with guidance from
the Department of Communities and Justice ensuring all relevant parties are heard and that
the principles of natural justice are observed as well as Council's policies and procedures.

Results of the investigation shall be provided to the General Manager in report form with all
relevant documentation attached. The General Manager shall report the outcome of the
investigation to the Children’s Guardian including any action taken in response to the
allegations. Any disciplinary action necesszary will be taken in accordance with the
disciplinary procedure. Should an employee in a child related position be convicted of an
offence that deems them a prohibited person, then they shall notify the General Manager
immediately.

Alternatively, if any employee is aware of a colleague who has been convicted of a child
related offence then they shall notify the General Manager immediately also. The General
Manager upon being notified of an employee being convicted of a child related offence, shall
notify the Children’s Guardian within 30 days. The Children's Guardian may be involved in
any investigation conducted by Council. The Ombudsman will also be responsible for
notifying any relevant bodies’ of the outcomes of investigations (i.e., Police Department).
Matters of vexatious complaints made by Walgett Shire Council employees shall be dealt
with under the disciplinary procedure.
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Council's Commitment

Children can only be protected from harm if others take action on their behalf. Council will
take action on behalf of a child if warranted.

Staff will comply with Council's commitment, the legislation, this policy, Council's Child
Protection Folicy and Procedure. Commitment to child safety and wellbeing Council is
commiited to implementing the N3W Child Safe Standards which are aligned to the
Mational Principles for Child Safe Organizations. All allegations will be accepted in good
faith. Once an allegation has been received, speed is the key and the safety and privacy
of the child is paramount. All allegations against staff will be fairly and objectively
investigated and all legislative reporting requirements will be carried out.

Safe Environments
Council have put into practice several measures fo ensure we are providing a safe
environment for children and young people.

This includes the processes related to policy adherence, risk, recruitment, communications
and council response to issues and complaints. This policy reflects Councils commitment to
the child safe standards identified by the Royal Commission (2017} as outlined below:

« Child safety is embadded in institutional leadership, governance & culture - Children
participate in decisions affecting them and are taken seriously

« Families and communities are informed and involved

« Equity is upheld and diverse needs are considerad

+« People working with children are suitable and supported

+« Processes to respond to complaints of child sexual abuse are child focused.

« Siaff are equipped with the knowledge, skills and awareness to keep children safe
through continual education and training

« Physical and online environments minimise, the opportunity for abuse to occur.

« |Implementation of the Child Safe Standards is continuously reviewed and improved.

+ Puolicies and procedures document how the institution is child safe. Implementation
of this policy will be overseen by the Human Resources Officer and department and
coordinated by representatives across Community and Recreation, Library, youth
services, other depariments within Council where child-related work may be arise.

Recruitment & training

Council will undertake a robust recruitment process, including role advertisement, pre-
interview screening, reference checks and effective interviewing to assist in the recruitment
of suitable workers. All workers who are engaged in child related work are required to
undertake a Working with Children Check as issued by the NSW Office of the Children's
guardian.

This is to be renewed every 5 years. Walgett Shire Council is committed to ensuring that all
workers engaged in child-related work are equipped with the knowledge, skills and
awareness to keep children safe and will provide targeted training and support for individuals
in those roles. All workers engaged in child-related work will be required to sign off that they
have read, understood and will abide by the child protection policy and code of conduct.
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Complaints Management

Complaints and allegations concerning the welfare, wellbeing and safety of children against
Council workers will be managed according to Council’'s Complaint Policy.
All complaints should be reported immediately, this includes:

« Disclosure of abuse

« |nappropriate behavior around children

« Suspicion of abuse or harm to a child

« All complaints must be reported either verbally or written as per Council's Complaint
Policy.

« Any worker can also make a complaint to the Manager Human Resources.

Reporting Obligations

Where there are concerns that a child or young person is at risk of being neglected or
physically, sexually or emotionally abused, staff who are ‘mandatory reporters’ are required
to report this to Depariment of Communities and Justice (DCJ) by phoning the helpline on
132 111. Mandatory reporters should use the Mandatory Reporters Guide

(MRG) (hitps:/reporter.childstory_nsw.gov.aufs/) to help decide whether a child is suspected
to be at rizk of significant harm.

The MRG covers eight key areas to help you understand if a report should be made and
they include: « FPhysical Abuse « Neglect — Supervision; Environment, Food, Hygiene;
MMedical Care; Menfal Health Care

NOTE. Reporters, as well as members of the community, can also report the suspected risk
af significant harm fo the DCJ helpline.

As a reporting body Council has obligations to report findings of sexual misconduct and
serious physical assault involving children by a child-related worker to the Office of
Children’s guardian. Under the Child Protection {(\Waorking with Children) Act 2012, Council
must investigate allegations of such conduct to make an informed finding as to whether or
not the conduct occurred to determine whether or not the conduct meets the criteria, Council
must consider the nature of the conduct itself and the context in which it occurred. If the
investigation results in a finding that sexual misconduct or serious physical assault occurred,
Council must report this finding to the Office of the Children’s Guardian.

Mandatory Reporter Guide.

The MRG is a decision-making tool fo assist Mandatory Reporters to help determine how
the suspected risk of significant harm of a child or young person is reported. A term used to
refer to a pattern characterized when a parent or caregiver cannot regularly provide a child
ar young person the basic requirements for his or her growth and development such as food,
clothing, shelier, medical and dental care, adeqguate supervision and adequate parenting
and care. Concemn/s about a child or young person that are sufficiently serious to warrant a
response by a statutory authority irrespective of a family’s consent. It is something that is
not minor or trivial and that may be reasonably expected to produce a substantial and
demonstrably adverse impact on the child or young person's safety, welfare or wellbeing. In
Addition, it can result from a single act or omission or an accumulation of these.
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Risk of significant harm is the N3W threshold to report child protection concerns to DCJ
via the Child Protection helpline.

Risk Management

Council will ensure that child safety is a part of the overall risk management approach. A
risk assessment will be undertaken in facilities that have child related services and Council

events. Steps that must be taken to complete council's Risk Assessment for child related
SeIvVices are:

« An activity will be identified

« Hazards associated with that activity will then be recorded.

« Arisk score for the hazards idenfified from the risk score matrix should be determined
and recoded.

« Determine appropriate risk controls as reasonably practical for hazards identified and
recorded

+ Finally determine the risk score after controls have been implemented for the hazards
in which have been idenfified

Documentation and Record Keeping

Human Resources department will maintain records of Working with Children Checks,
acknowledgement of the workers understanding of their child protection and tfraining
undertaken. Records will be electronic and be made available if requested for audit and
monitoring purposes. All documentation andfor records of a confidential nature relating to
gllegations against workers will ahways be kept private and confidential within the Human
Resources Department.

Barred Status

Should the check or continuous monitoring result in a barred status the worker, if currently
working in a child-related role, will be removed from that role. Should the worker be an
employes of Council then the matter will be referred to the General Manager for
determination; which depending on the circumstances may also result in termination of
emplayment. This will be managed in accordance with Council's Human Resources Folicies.
Support should be made available as Council provides an Employee Assistance Program
(EAFP) which is available to workers who have had allegations made against them and
workers who have been involved in the investigative

PROCEDURE - Reportable offencels

A reportable allegation or a reporiable conviction
The Head of Entity (General Manager)

Must follow the below steps:
« Maotify the Office of the Children's Guardian within seven business days
« Provide information about the allegation, action taken to the alleged victim and their
parent/ carer unless the General Manager considers that it is not in the public interest
to do so
« By 30 calendar days after the Head of Entity( General Manager) becomes aware of
the reportable allegation, provide either a finalized entity report or an update {an
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interim report, reasons the investigation has not been completed and an estimated
timeframe for completion)

« Make a finding of reportable conduct if satisfied, on the balance of probability

«  Provide information to the Children’s Guardian, which may include information about
a reportable allegation, the relevant entity’'s response to a reportable allegation, and
systems for preventing and responding to reportable allegations

« Ensure an appropriate level of confidentiality of information relating to reportable
allegations and only disclose information about the allegations in circumstances
permitied by the Act or other legislation

Manager Community Development-Youth Development Officer Youth Team Leaders
are responsible for:

« Treating all complaints seriously, equitably and confidentially, taking immediate
action fo investigate and resolve allegations

« Motifying the Head of Entity{ GM), Director Corporate/ Community Services , Human
Resources Officer of any reportable allegation

» Determining child-related roles within the grganisation and for the ongoing
management of the process,

« Motifying the Human Resources Manager prior to the engagement of any non-Council
employee involved in child-related work so the appropriate verification check and
training can be undertaken.

Human Resources Manager
Is respaonsible for:

« Verifying workers working with children checks

« Recording of all Working with children check documentation including expiry date

« Supporting Managers to determine child-related roles within the grganisation and for
the ongoing management of the process

Youth Workers
Are responsible for:

« Acting in accordance with the Children’s Guardian Act 2019

« |f working within a child related role the worker must apply and submit clearance to
Human Resources Manager or person who engaged them in work for verification or
renawal purposes.

« Adhering to Councils Child Protection Policy

« Adhering to the Council's Code of Conduct when engaged in child related work
Council & Policy & Procedure Policy / Child Protection Policy

« |mmediately Motifying Human Resources Manager if any reportable allegation or
conviction of which they become awara.

« Report any concerns about the safety or welfare of a child or young person
immediately.
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COMMUNICATION OF THIS POLICY:
Walgett Shire Council will communicate this policy and the rationale for it to all employees,

suppliers to Council and contractors to Council, and may require that the standards of this
policy are incorporated in contracts.

Procedure Review History

Diate Changes Made Approved By
Procedure Developad Ray Kent — General Manager
14 Movember 2022 Complete Review Michael Urguhart — General Manager
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Child Protection — Now Superceded

CARE

§&.  CHILD PROTECTION PROCEDURE

Approval Date:
Review Date: MNovember 2011

Responsible Officer: Director Corporate and Community Services

POLICY STATEMENT

WSC is committed to preventing child abuse and neglect occurring in Council operated
activities.

OBJECTIVES:

» Toensure that Council recognises its legal obligations regarding the health and safety
of children: Family Law Act 1975, Children and Young Persons (Care and Protection)
Act 1998, Children and Young Persons (Care and Protection) Amendment (Parental
responsibility Contracts) Act 2006, Child Protection (Offenders Registration) Act
2000, Crimes Act 1900, Commission for Children and Young People Act 1998, the
Ombudsman Act 1974.

» To ensure that the health, safety and welfare of children is maintained at all times
during Council operated activities while fostering a safe and positive environment for
children and young people.

» To promote the care and protection of children participating in Council activities and
provide information and clear direction for employees, Council officials, volunteers
and any other person involved in the child related activity.

» To implement strategies that will assist in preventing child abuse, assist in
recaanising child abuse and neglect, and provide the appropriate nofification
procedures when reporting alleged abuse.

Statutory Requirements

Family Law Act 1975

Children and Young Persons (Care and Protection) Act 1998

Children and Young Persons (Care and Protection) Amendment (Parental Responsibility
Contracts) Act 2006 (NSW)

Child Protection (Offenders Registration) Act 2000

Crimes Act 1900

Commission for Children and Young People Act 1998

The Ombudsman Act 1974

Related Policy/Procedure
Code of Conduct

Government References
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State of Queensland (Department of Child Safety) — What is Child Abuse?
Department of Community Services — Preventing Child Abuse and Neglect

MNotification Procedures for Allegations of Child Abuse

1. Child Protection Contact

The Manager Community Development and Tourism is responsible for reporting allegations
of child abuse to Department of Community Services (DoCS). In the event that the Manager
Community Development and Tourism is unavailable the incident must be reported to the
Director Corporate and Community Services who will then make the report to DoCS.

2. Mandatory Reporters

A mandatory reporter is an individual required by law to report to the Deparment of
Community Services when they have reasonable grounds to suspect that a child, or a class
of children, is at risk of harm from abuse or neglect and those grounds arise during the
course of or from the person’s work. Mandatory reporters include those who deliver the
following services wholly or partly to children as part of their paid or professional work:

¢ health care (e.g. doctors, nurses, denfists and other health workers)
» welfare (e_g. psychologists, social workers and youth workers)

» education (e_g. teachers)

» children’s services which includes youth workers and library staff

» residential services (e.g. refuge workers)

» law enforcement (e.g. police).

Walgett Shire Council employees involved in the delivery of welfare and children’s services
are mandatory reporters and this includes any person managing an employee from the
above mentioned services.

3. Reporting Suspected Abuse or Neglect

Anyone who suspects, on reasonable grounds, that a child or young person using Council
facilities or participating in Council activities is at risk of being neglected, harmed or
physically, sexually or emotionally abused should report their concerns to the Manager
Community Development and Tourism immediately.

Reasonable grounds does not mean that reporters are required to confirm suspicions or
provide solid truth before making a report but should consider whether another person,
when faced with similar information, would draw the same conclusion.

4, NMotification

On receipt of an allegation of child abuse or neglect, the Manager Community Development
and Tourism will seek to obtain written notification by the reporter of the allegation. If the
reporter of the allegation is not prepared to make written nofification, the Manager
Community Development and Tourism should make comprehensive notes. The DoCs
Repart Checkiist as attached (Appendix B) must be completed and a report made to Dols
immediately if required.

5. Investigation

DpCS will assess reports where a child or young person is or may be at risk of harm from
abuse or neglect.
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It is not the responsibility of Walgett Shire Council to assess allegations.

6. Confidentiality

All matters concerning allegations of child abuse or neglect are to be treated as confidential.
The Manager Community Development and Tourism is the contact person for all matters
conceming allegations of child abuse or neglect. This is to ensure that the confidentiality of
the alleged victim, the alleged offender and the reporter of the allegation is maintained.

7. Child Protection (Prohibited Employment) Act 1998

Under the provisions of the Child Protection (Prohibited Employment) Act 1998 Walgett
Shire Coungil.

1. will not commence employing a person (permanently, causally or voluntarily) in a
child-related position without first requiring them to disclose whether or not they are
a ‘prohibited person’

2. will not commence employing, or continue to employ, in child-related employment,
a person that has been identified as a ‘prohibited person’.

3. will undertake Warking With Children Checks, through The NSW Commission for
Children and Young People, on any person (permanently, causally or voluntarily) to
be employed in child-related employment and will not commence employing, or
continue to employ, in child-related employment, a person that has been identified as
a prohibited person as a result of this check.
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WSC - Procedure — Child Protection

Staff and Volunteers Guidelines

All Walgett Shire Council staff and volunteers who work with children have a significant
responsibility towards the health and well being of children and will:

» Treat every child with dignity and respect regardless of differences of ethnicity,
religion, age, ability, gender, sexual orientation and economic circumstances

» Conduct themselves in a manner consistent with their position as a positive role
model to children

+ |Immediately raise any concerns for the safety or wellbeing of a child in accordance
with the Child Protection Policy and Procedures and relevant legislation

» Listen to children, take their concerns seriously and allow them to have a say in the
decisions that affect them

¢ Be visible when working with children

» Avoid being alone with children where possible, and try to ensure that other adults
are present when working with children

Staff and velunteers will not:
#+ Engage in any behaviour that is intended to shame, humiliate, belittle or degrade
children

» lse language, make suggestions or offer advice that is inappropriate, offensive or
abusive

» Do things of a personal nature that a child can do for him/herself, such as assistance
with toileting or changing clothes

» Take children to their own home or sleep in the same room or bed as a child
» Smack, hit or physically assault children

» Develop sexual relationships with children or relationships with children that in any
way be deemed exploitative or abusive

» Actin ways that may be abusive or place a child at risk of abuse

+ Behave physically in a manner that is inappropriate or sexually provocative towards
a child

+ Condone, or participate in, behaviour of children which is illegal, unsafe or abusive

# Actin a way that shows unfair differential treatment, or favouring particular children
to the exclusion of others

+ Photograph or video a child without the consent of the child and his/her parents or
guardians

» Hold, kiss, cuddle or touch a child in an inappropriate, unnecessary or culturally
insensitive way.
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Appendix A

low weight for age and/or
failure to thrive and develop

poor primary heatth care (=5
untreated sores, serious nappy

rash, significant dental decay)
poor standards of hygiens (Le.
child consistently unwashed,
bad adour)

poor complexion and hair
textune

Social/psychological

child not adequately supervised
for their age

scavenges or steals food;
focus is on basic survival

longs for or indiscriminately
seeks adult affection

displays rocking, sucking,
head-banging behaviour

poor school attendance

Table 2.2: Indicators of neglect

* poor standards of hygiene

and self-care

Soclalfpsychological
» stays at the homes of friends

and acquaintances for
prolonged pericds, rmther than
at home

cannot access adequate self-
care resources such as washing
facilities and food

poor school attendance

*Indicators listed for children may also be evident in young people

FPage 5 of 15

L3

Physical Physical Physical

may have poor standards
of hygiene and self-care

Social/psychological

"

unablefunwilling to provide
adequate food, shelter, clothing.
medical attention, safe home
econditions

leaves the child without
appropriate supervision
abandaons the child

withholds physical contact or
stimulation for predonged
periods

unable or unwilling to provide
peychiological nurturing =
low-warmith parenting

has limited understanding of
the child’s needs

hias unrealistic expectations of
the child
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Table 2.3: Indicators of physical abuse (1/2)

In childran® In young people” n parents or caregivers

“Indicators listed for children may also be evident in young people
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Table 2.3: Indicators of physical abuse (2/2)

Social/psychological Social/psychological Social/psychological
» wears clothing that is * aggressive and violent > family histery of violence
inappropriate to the weather behaviours toward others, » histary of their own
conditions, to conceal injuries particularly younger children L e
» fears adults, is aggressive, lacks ~ »  explosive temper that is cut of
empatl o prec - » fears injuring their child
event »  uses excessive discipline
* constantly on guard around
adults, cowers at sudden
rovements, unusual deference
to adults

“Indicators listed for children may alse be evident in young pecple

Table 2.4: Indicators of sexual abuse [1/2)

- In non-offender parents,
t
‘m KB peoRE caregivers or others LSRR
Physical Physical Physical Physical

*  bleeding from the
vagina, external
genitalia or anus

* tears or bruising to
the genitalia, anus or
perineal regions

* trauma to the breasts,
buttocks, lower
abdomen or thighs
including bite bum
marks

*  sexually transmitted
disease

*  adolescent pregnancy
and for reluctance to
identify father of child

*Indicators listed for children may also be evident in young people

Fage 7 of 15
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>

direct or indirect
disclosures

describes sexual acts
with age-
inappropriate
knowledge
age-inappropriate
behaviour and/or
persistent sexual
behaviour

self-destructive
behaviour, drug
misuse, suicide
attempts, self-
mutilation

runs away from home
persistently

eating disorders
goes to bed fully
clothed

regression in
developmental
achievements in
younger children
has contact with a
known or suspected
pacdophile
unexplained money
and gifts

Table 2.4: Indicators of sexual abuse (2/2)

- In non-offender parents,

Social/Psychological

Sodial/psychological

»

>

poor self esteem

runs away from
home, homelessness

particularly negative
reaction to adults of
only one sex
desexualisation (eg.
wearing baggy
clethes in order to
disguise gender)
artwork or creative
writing with
obsessively sexual
themes

sexually provocative
behaviour

engaging in/talking
about violent sexual
acts

knowledge about
practice and locations
usually associated
with prostitution
risk-taking behaviours
- self-harm, suicide
attempts

contact with a known

or suspected
paedophile

Social/psychological

» defers to partner

*  may minimise
disclosure

*Indicators listed for children may also be evident in young people
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Social/psychological

»

controlling attitude
and behaviour to
children and/or
partner

inappropriately
curtails child's age-
appropriate
development of
independence from
the family

overly critical of adult
partner

defends against
accusations by
daiming the child or
young person is lying
Encourages/tolerates
sexualised behaviour
between family
members

exposes child or
young person to
prostitution or
pornography; or uses
a child or young
person for
pornographic
purposes
intentionally exposes
child or young person
to the sexual
behaviour of others

committed/been
suspected of child
sexual abuse or child

pornography
coerces child or young

person to engage in
sexual behaviour with
other children and

young people

verbal threats of
sexual abuse

family denies
adolescent pregnancy
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Table 2.5: Indicators of serious psychological harm

‘ In young people® In parents or caregivers

“Indicators listed for children may also be evident in young peaple
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n childean™

> deflant 2t school,
frrmalbe teachen

fear leaving

o

mother at horme

*  concentrates poorly

o combantly fights with

from school
. dependent. sad
e
> regressve behaviout
»  delayed or

Table 2.6: Indicators of domestic violence®

n young people™*

Physical
*  unexplained physical
npunes

|

smcrde Mtemrgts
Lakrs extrerne mks
phecally nd ety
abuine

L 80 50 A

In parerts k caegiven

L d

wwncdsl thoughts and

i

*»  low self-esteem
*  socklly holsted

subrmesuve and

l

repeat/after hours
presentations o

f

webdormy/rever makes
decriionn without

referring to partner

frequent absences
froom work Atudes

Social/Pyychological

®  presents o the victin
of abune,
dncrienanation or

alegation of sbune
*  ademits to some
wiolence but

meremeses
froquency and severity

*  vinble
el i

»  impresses as overly
wncerned about
suspected victim

*  threatens to commit
acts of viclence

® s unable to control
angry catbunts

*  shways speaks for
partnerichidren

*»  bebeves he owns’
partnerichibdren

»  describes partner s
ncompetent or stupsd

*  holds ngidly o
rhes

- of partner
trunt in her or
anyene ehe
*  does not allow
partner or child to
providers alone

* One indicator in molation may not imply that domestic violence is ocourring Each indicator needs 10 be considered
0 the cortext of the iIndividual sfustion and the presence of other ndicaton

= Indicators for childeen may also apply to young peogle, and vice versa
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Appendix B

REPORT CHECKLIST

A guide for making a report to DoCS about children and young people at risk of harm

The Children and Young Persons (Care and Protection) Act 1998 came into effect on 18 December 2000.

If you suspect a child or young person might be at risk of harm, this dhecklist will help you decide if you need to make a report. It will
help you to gather the relevant information to make a report under the Act. Please copy this checklist for future reference.

Please check the notes section for more information about each of the questions.
To make a report call DoCS Helpline: 13 DoCS (dial 13 3627) - mandatory reporters only

132 11 - general public

Ring 000 immediately if there is a life-threatening situation.

1. DEFINITION OF A CHILD OR YOUNG PERSON

lRtfn 1 the notey section ﬁvv rmove detals)

Do you have current concerns about the safety,

welfare or wellbeing of a child, young person or

group of children or young people who fall into

the following age groups: Yis NO
* an unbormn infant |_~
* child (0-15 years) [ [

* young person (16-17 years) |

2. CIRCUMSTANCES FOR MAKING A REPORT

( Refer so the motes section for move detals)

If you answer YES to all the following questions,
you have enough information to make a report.

If you answered NO to any of the questions in this
section, you cannot make a report because you do
not have enough information. You should discuss
other options with your supervisor,
® Does the chibd or young person usally live
in NSW OR
is the child or young person in NSW now OR
did the ssues of concem occur in NSW?
* Can you sdentify the child or young pesson
{full name, age and home address) OR
can you descebe the chibd or young person AND
ther cureent whereabouts OR
give the name of a place they regularly go
{eg home, school, youth or sporting club) OR
can you sdentify the group {class) of children?
* Do you have reasorable grounds to suspect thar
the chikd or young person is at misk of hasm OR
is the child or young person homeless? |

3. MANDATORY REPORTERS

(Refer to the noces section for move desals)

If you answer YES to the following question,

you are a mandatory reporter.
As part of your paid or professional work, do
you deliver the following services to children
OR do vou manage any of the following
services to children!
o Children's services
* Education
* Law eaforcement {

-

o Conmunity services'welfare '_l
|
|

YES NO

——

YES NO
|

* Residential services

* Health care |
* Disability services {
* Out-of-school hours care

C1)

4. RISK OF HARM

(Refer 2o the notes sectiom for move deeasls}

If you answer YES to one or more questions in
this section AND your concerns are sbout 2 child,
you MUST make a report to DoCS if you are 2
mandatory reporter. If you are not 2 mandatory
reporter, you can still make a report,

Do you suspect a child or young person is

at risk of harm because;

* the chik or young person’s basic physical
needs are NOT being met OR
are at risk of not being met?

the child or young person's basic psychological
needs are NOT being met OR

are at risk of not being met!

the chikd or young person requires health cace
AND their pagents have faled to armnge for
necessary health care AND

are unable or unwilling to?

the chikd or young person has been physically
abused or il teeated OR

s at risk of being abused or ill-treated!

the child or young person has been

sexually abused oc ill-teeated OR

15 at sk of being abused or ill-treated’

the child or young person lives in a househokd
where there is domestic viokence AND

 a consequence, are they at risk

of suffering secious physical harm OR

seriows psychological harm?

the child's or young peson’s parents/caregivers
behaved in such a way towards thea that

the child or young person has suffered sericus
psychological harm OR

s at nisk of suffering serious psychological hasm? |

* the child or young person is homeless? 1]

5 CHILDREN UVING AWAY FROM HOME
WITHOUT PARENTAL PERMISSION
(Refer 20 the notes sectiom for move detaals)
If you answer YES to the following question, you
MUST make a report to DoCS, even if you are not
2 mandatory reporter,
Are you providing residential accommodation
to a child who vou believe is living awav from
home without parental pemaission?

6. HOMELESS YOUNG PEOPLE
{Refer 20 the notes section for move detals)
If you answer YES this question you MAY make 3 report.

Is a young person horeless AND do you have
their permission to make a report!
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NOTES

1. DEFINITION OF A CHILD OR YOUNG PERSON

A child is a person under 16 years of age and a young person
18 16 oe 17 years obd. This is an important distinction because
the Act has different provisions for children and

young people.

Mandatory repoeting requirements only apply to children
You abso can report concems you have about the safety, welfare
o wellbbeing of a young person, but this is noe a mandatory
reporting requirement.

Refer to Section 3 of the Act for defirstions of childver and young pecple

2. CIRCUMSTANCES FOR MAKING A REPORT

If you answered YES to all the questions, you have encugh
information to make a repoct. I you are 0 mandatory ceporter
you MUST make the report when your concerns are about

a child There are penalties for failing to make a repoet when
you are a mandatory cepocter.

I you answered NO to any of the questions in this section,
you can not make a report because you do not have enough
information. You should discuss other options with your
supervisor

A seport is when a pepon contacts DoCS to inform us of their
concem for the safety, welfare or wellbeing of a chuld o young
person

A report can be made to DoCS if you suspect a chibd of young
person is at nisk of harm. This means you have aarvent concems
about the safety, welfare or wellbeing of a child or young person

You don't neced to be certam, you only need to make sure your
concerns are well founded and based oa mformation you know
o¢ have from a relable source. If you are still unsure, it is best
to contact DoCS for advice.

You can make a report about:

¢ a group of children or young people

* an unbom chikd, where the chibd may be at risk of hams
after his or her bieth

* homeless children and young people.
Refer to Secrions 23,24,25,120 & 121 of the Ace

3. MANDATORY REPORTERS

A mandatory reporter s someone who & required by law o
make a report 1o DoCS if they have cwrvant concemns about the
safety, welface or wellbemng of a child. A chiM s a peson under
16 years of age. There are penalties for failing to make a repoet.

A mandatoey repocter is any person who delivers the following
services to childeen as part of their paid or professional work

® health care (eg doctors, nurses, dentists and other health
workers)

o welfare (eg psychologists, social workers and youth wocken)

* oducaron (eg reachens)

DoCS

* children's services (eg childcase workers, family day cacers
and home-bosed carers)

* residential services (eg refuge workers)
o law enforcement (eg police)
o disability services (eg respite seevice worker, thempist)

o out-of-school hours care {eg worker in a centre which
provides care foe school aped children dess than 13 years
ok, somecne who peovides this service in their own home)

You are also a mandatory reporter if you hold a management
position, either paid or voluntary, in any of these services and
your duties include direct responsibility for, or direct supervision
of, the provision of these services.

I your are not a mandatory reporter, you can also make
A report.
Refer w0 section 27 of the Act and dause 7 of the Chddnn and Young

Pervoms (Cane and Procection) Begsduion for move desads aboue
mndatory reporten

4. RISK OF HARM

The questions outline the reasons that aake you concerned
about the sifety, welfare and wellbeing of a child or young
persoan

i you answer YES to one or more questions in this section
AND your concems are about a child, you MUST make a
report to DCS if you are o mandatory reporter

Risk of Aarm ;means you have curvent concems about the safery,
welfare and wellbewng of a child or young person for any of the
following reasons:

o the child or young person’s basic physical or psychological
needs are not being et or ot nsk of not being met (neghect)

* the parents/caregivers have not armnged necessary medical
care for the child o young persoa, and are either unable or
unwilling to do so

o the child or young person has been, or s ot risk of being,
physically or sexually abused or ill-treated

o the child or young person is living 1n a household where
there have been incidents of domestic violence, and asa
consequence, & at risk of serious physical or psychalogical
harm

o the parent or caregiver has behaved in such a way towacds
the child or young person that they have suffered, or ace
at nisk of suffering serious psychological ham

o o chubd oc young person is homeless and ae nsk of harn

Current concems simply means at the time of making the report
you were concemed about the safety, welfare or wellbeing of the
child or young person

The following section pives more explanation and geneml|
guidance about what constitutes visk of Aarm. Further details
can be found in Section 23 of the Act
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i, THE CHILD OR YOUNG PERSON'S BASIC PHYSICAL OR
PSYCHOLOGICAL NEEDS ARE NOT BEING MET OR AT
RISK OF NOT BEING MET (NEGLECT).

Neglect occurs where there &5 st of harm of actual haem to 3 chlid

oF young person caused by the failure to provide the basic physical

and emotioral mecessities of kife.

A ey Indicator of neglect i where the care of 3 child of young

person Is continually being ignored.

Neglect of tasic physical needs:

Occurs when 3 person, whether of not the parent of the child or young

person, falls to peovide the basic staples of life to an adequate degree

‘without reasonable excuse. These basic staples include the following:

* Food

*  Physkal shelter

o Safety from harm (which includes isues of adult supervision)

* Mygiene

* Clathing

Neglect of basic psychological needs:

Ocoers when a child or young person |5 not receiving sufficlent or
ppropeiate in ton of timulation from their parentsfcaregivers.
This usually means that the child or young person Fails 1o achieve
#ppropeiate attachments with theie parentsicaregivers. Their caging
intellectual, emotional and physical development maybe also be affected.

il. THE PARENTS/CAREGIVERS HAVE NOT ARRANGED
NECESSARY MEDICAL CARE FOR THE CHILD OR YOUNG
PERSON, AND ARE EITHER UNABLE OR UNWILLING
T0 DO sO.

This occurs when 3 child o1 young person & 3t 13k of barm beCause
they have not recelved medical care which they need. Their parents
of Caregretrs cannot of will not araege the medical case for the child
of young person.

iti. THE CHILD OR YOUNG PERSON HAS BEEN, OR IS AT

RISK OF BEING, PHYSICALLY OR SEXUALLY ABUSED

OR ILL TREATED.
Physical abuse:
Physical abuse can be recognised 35 an assault of 3 non-accidents!
Injury to 2 child or young person by 2 parent or perzon who is resporsitie
for them, It inchades injuries which are caused by excessive discipline,
severe beating o shaking, bruising, lacerations of weits, bums, fractures
of dislocation, female genital mutilation, attempted suffocation or
stranguitation.
Physical assaslt is 3 hostile act by 3m adult towards 3 child or young
person. An assault say ocou even if the 3dult has not meant 1o harm,
of has the consent of the child of young person, Assault can incluge
pushing showing, throwing objects, spitting, hitting, smacking and
theeatening behaviout (either vertal ot actionh.
Sexual abuse:

Sexual abuse is any sexual act or seual theeat imposed on a child
of young person. Adults of older childeen who sexually atuse children
of young people exphoit the child or young person’s dependency and
immaturity. Coercion, efther physical or psycholegical, Is Intrinsk: to
child sexual abuse and differentiates child sexual abuse from
consenual poer sexval activity,

iv. THE CHILD OR YOUNG PERSON IS LIVING IN A
HOUSEHOLD WHERE THERE HAVE BEEN INCIDENTS OF
DOMESTIC VIOLENCE, AND AS A CONSEQUENCE, IS AT
RISK OF SERIOUS PHYSICAL OR PSYCHOLOGICAL HARM.

Domestic viclence & violent, atusive and intimidatory behavicur

by one person against another in & p al, Inti tationship.

Domestic vickence 0ccurs between two people where one has power

over the other cauzsing fear and phrysical andfor psychological harm.

Domestic vickence can have 3 profound effect on children and young

people. Some of the forms of domestic viokence are:

* Physical assault

* Sexusl sssault

* Psychological atuse
* Social buse (: being stogped from seeing your friends and famiy,
being isolated sockally or gesqraghically against your willl, snd

* Economic abuse (having no access to or control over money and
other resources).

v. THE PARENT OR CAREGIVER HAS BEHAVED IN SUCH
A WAY TOWARDS THE CHILD OR YOUNG PERSON THAT
THEY HAVE SUFFERED, OR ARE AT RISK OF SUFFERING
SERIOUS PSYCHOLOGICAL HARM.

Serlous paychological harm ks behaviow by 2 parent, or person close
to the chitd of young person which destroys thelr confidence nd
seif-esteem resulting in seriows emotional deprivation or trauma.

Psycholegical abuse involves serious impalrment of a child’s or young
person's seclad, tional, cognitive, inteliectual develop andfor
disturb of thelr behavi

Pacenting practices which can cause serious psychological Rarm Inchade:
o High criticlsmflom warmth

* Domination of chidren

¢ Ongoing scapegoating

* Ongoing sockl Bolation

* Excessive, Inappropeiate or Inconsistent discipline
* Childfycung persom being the butt of degrading o

4 -
. ppeopriste and P

Aerich

vi. THE CHILD OR YOUNG PERSON 1S HOMELESS
AND AT RISK OF HARM

A child o young person may be at sisk of Aorm when homesess. This may
occur If the Child of younq person does not have acoess to food or sheiter
of If they are [ving In 3 situation where they are ursafe,

A child or young person Is homeless if they are living without family
assistance in any of the following circumstances:

™ dation 3t all, ‘reofless’
¢ Only temporary of tranzh 4ath

*  Emergency, refuge or crists accommodation

Other long term supported accommodation for homeless peogle such

25 hostels or transitional accommodation.

A child or young person who is iving in sccommodation where they

o NOL have access 1o basic utilities (power, renning water) may also

be regarded as homeless.

For further detalis about Romelessness, see sections 120 and 121 of the Act
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5. CHILDREN LIVING AWAY FROM HOME

WITHOUT PARENTAL PERMISSION

It you answer YES 1o the question, you MUST make a repon
o DaCS, even if you ane not a mandatory reportes

11 you are providing sccommodation fora child, or for somecne
you think is probably ender 15 years, nnd they are living away
from home withour parental permission, vou @ st advise DoCS
This applies toa chibd Eving in vour bome o if you provide an
accommndation service to children, such s in a refuge.

For more denils abowt ¢ fildron Suing cmury from howser aiteos pusmemaail
pesmdeson, passe sfer o Samon 122 of he aor

6. HOMELESS YOUNG PEOPLE

If you answer TES 1o this question you MAY @sake a report to
DaiCS. Hiowever, i these situations, mandatory reporbers anc

o ohliged to make a teport to DoCS.

For morry drtaals ol homaekens w ang ;vuh'r rhlw wffr B Serction [ 21

of the Act

7. MAKIMNG A REPORT TO DaCS

T make a peponrt, call DolS Helpline, This & our

centralised imitial asessment ard referal service. A Child
Protection Coeworker will pake mformation from vou and puide
you theouph the reporting process, as well as provide you with
any relevant II'||'|.I'II'.'I'I1'ITH'l|'|| R TR LA

Tor make a eeport, o confidential number has been setup
specifically for mandatory reporters — 13 DOCS (dial 13 3627).
Yousr chients and the peneral public need to call DalS Helpline
on the genecal pwmber 132 111 vo make @ neporr

When making a report, please have available all elevant
informmtion that you o your oopanisation has about the chikds
or young person's situation and family structure. This incledes
thieir full reame, age and conmmct deails

I onder v make an inivial assessment of the risk of koo
to thee child o yourg person, the Cassworker will sk about
the following e

# s the child or wosmg person residing in NEW or did the
fuanies of condirm oocar fn NEWD

* Can you describe them and their caoment shervaboss
or & place thar they reglarly po?

Do you suspoct, on reasonable grosnds, thae ehe child or
yosmyg person is at visk of harm or is the child or woamg
frevsom hosmedess?

If the=re is a life-threpening situstion vou should rinp 000
immediate by

You may be contacted later for further mformation about your
vepoent, Yous will only be asked for information that is directly
elevant o makiog this LSRR whvich tll.'l'l"ﬁ s ke an
initial mssemment of the case.

Fage 14 of 156

8. MORE INFORMATION ABOUT THE NEW ACT

A hard copy of the Act can b paichised from
Salmat Govemment Book Shopon 1300 656 986,

TO MAKE A REPORT

D5 Helpline takes reports of child abuse
from scrots NSW for the cost of a local eall,
74 hours 5 day, 7 d.n-r; @ week,

All calks to our Helpline are andwered by
specialised child pratection staff,

55

DoCS

help

MANDATORY REPORTERS ONLY

13 DoCS

(dial 13 3627)

GENERAL PUBLIC
132 111

NEW Departrent of Community Serdoes
Sune 2005
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Multicultural Engagement and Services

WEC - Procedure — Multiculturalism

CAIEF

fﬁm MULTICULTURALISM ENGAGEMENT &
- SERVICES POLICY & PROCEDURE

WA

Approval Date:

Mext Review Date:

Responsible Officer: Diractor Corporate and Community Sanvices

Manager Community Development

Movember 2044 24

POLICY STATEMENT

Walgett Shire Council is committed to providing equitable and accessible services, facilities and
activities for the wider community and people from culiurally and linguistically diverse backgrounds
g0 that they can fully parlicipate in economic, social and cultural life.

OBJECTIVE5:

To ensure that Council complies with the 1998 Commonwealth Government's Charder of
Pubiic Service in a Culturally Diverse Society and the Community Relations Commission and
Principles of Multiculturalism &Act 2000.

* To provide a framework for establishing efiicient and effective strategies for facilitating -—------
understanding and hammony. within the community, and for the provision of services g,
| { Enauistically di - ict .

* To increaze the level of padicipation of culiurally and linguistically diverse residents by
providing activities that are affordable and accessible fo the whole community.

*  To provide clear guidelines for collaborative gppodunites between Walgett Shire Council and
mukti-cultural groups, where such cooperation would build and enhance the services provided
with the VWalgett Shire Local Government Area.

* To ensure that resources and fraining are available to Council staff for improved
communication between staff and people from cultural and linguistic backgrounds.

Statutory Requirements

Local Government Act 1993

Local Government (General) Regulation 2005 21

Community Relations Commission and Principles of Multiculfuralism Act 2000
Multicultural NSW Act 2000
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Annual Reporis (Departments) Regulation 2005 15

Charter of Public Service in a Culturally Diverse Society
Anti-Discrimination Act 1877

Racial Discrimination Act 1575

Disability Discrimination Act 1952

Human Rights and Equal opporunity Commission (HREOC) Act 1986
Occupational Health and Safety Act 2000

Related Policy/Procedure

Code of Conduct

Counselling and Disciplinary
Child Safety and Protection
Bullying and Harassment
Aging and Disability
Community Consultation
Cultural Activities

Library Services

Egual Employment Opporiunity
Work Health and Safety Manual

Government References

DLG — Implementing the Principles of Multiculturalism Locally: A Planning framework for
Councils

Charter of Public Service in a Culturally Diverse Society — Commonwealth of Australia
1998
Multicultural NSW — Multicultural Policies and Services Program Framework

Multicultural Principles
The muliculiural principles are as follows

¢+ Al individuals in New South Wales, imespective of their linguistic. religious and ancestral
packgrounds. should demonsirate a unified commitment to Australia. its interests and future,

# Al individuals in New South Wales should recognise the importance of shared values
governed by the rule of law within a3 democratic framework,

* The people of Mew South Wales are of different linguistic, religious and ancestral backgrounds
who, mlher |nn|:||1.r|n|:l uaII\.r or |n com munlh.r mth nther mem hers ui their respech'.re groups, are free

«  All |n|:||1.'||:luals and |nstllut|nns shuuld respect and rnah’.e provision fur the c:ullure Ianuuaﬂe and
religion of others within an Australian legal and institutional framework where English is the
common language,

+ Al individuals in New South Wales should have the greatest possible opportunity to—

+* contnbute to, and paricipate in. all aspects of public life in which they may legally pariicipate.
and

* make use of_and participate in, relevant aciivities and programs provided or administered by
the Government of Mew South ¥Wales

¢ All institutions of New South Wales should recognise the linguistic and cultural assets in the
population of New South Wales as a valuable resource and promoie this resource to maximise
the development of the Siate.
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Multiculturali
Council’s commitment

Walgett Shire Council and its staff will work to embrace the diversity of our muliculiural community.
Council will implement the following principals in_planning, delivering and supporting our Mulii
Cultural people.
The Mulli-Cultural Policies/Services Program (MPSP) (formery LEAPS) outcomes and strateqgic
direcfion are based on four key principles:

Supporting and promoting Leadership

AN individuals in New South Wales should have the greafest possible opporfunity fo contribule
to. and participate in, all aspects of public life in which they may legally parficipate.

Advocating and supporting Community Harmomn

AW individuals and institufions should respect and make provision for the culture, language and
refigion of athers within an Australian legal and instifutional framework where English is the
commaon language.

Creating and ensuring Access and Equity

AN individuals should havs the greatest possible oopordunity fo maks use of and parficipats in

relevant activities and programs provided or administered by the Government of New Sowufh
Wales.

Economic and Cultural Opporiunities

AW inshitutions of New South Wales shouwld recagnise the linguistic and culfural assels in the
population of New South Wales as a valusbie resource and promote this resource fo maximises
the development of the Stats,

PROCEDURES

Advocating and supporting our communities Multiculiuralism as a strength through:

* Continued engagement with community groups representing people from non-English
speaking backgrounds. Councillors, senior council staff and key stakeholders are involved in
setting overall muliculural objectives and in determining key performance indicators and
benchmarks to evaluate progress of groups and parinerships with Council and other service
providers throughout out Local Government Area.

#  Senior staff to attend meetings with other agencies and non-government bodies. Reqularly
ligize with Lighining Ridge Transculural Community representatives.

* _ Involvement and consultation with groups representing multi-cultural backgrounds in all
Sirategic Plans recognise the diverse nature of its community

* _ Senior staff reqularly attend meetings concerning multiculiural issues and aclivities

Advocating and supporting Community Harmony by

All members of the community are aware of Council programs services
Funding for multiculiural activities allocated in Budget- Harmony Day festivilies
Guidelines and Forms are developed to ensure fhat facilities such as parks, public space,
hallz and Council-owned egquipment are accessible for use by ethnic community groups

* Include an analysis of culiurally and linguistically diverse population characterigtics and

*  Council paticipates in, promotes and assists key multicultural festivals and events in
parinership with ethnic communities
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*  Council staff attend meetings relating to multiculturalism

Advocating, Creating and ensuring Access and Equity by:

*  Guidelines and Forms are developed to ensure that facilifies such ag parks, public space,
hallz and Council-owned eguipment are accessible for use by ethnic community groups.

*  Including an analysis of culturally and linguistically diverse population characteristics and
demographics in Council’s planning documents

*  Locallibraries assist in_ addressing ethnic community needs in language and culiural
maintenance, literacy and English language services.

+ Al information developed or received regarding environmental issues are distribuied to all
members of the community.

= Place language identification signs in each customer service area. Collarensbri Agency,
Librarieg and VIC

#  |dentify and consult with relevant mulficuliural community agencies and networks

COMMUNITY

1. Partnerships

Participation in decision making by members of culturally and linguistically diverse
backgrounds (CALD) is vital to ensuring that present and future services and facilities
provided by Council are available to all members of the community and this can be achieved
by
« Forming links and partnerships with multi-cultural communities in the delivery of
its services.

« Ensuring that appropriate consultation processes are in place so that service gaps
can be identified and addressed in forward planning. Consultation must be in
accordance with CC — Community Consultation, with language assistance and
interpreters provided if required.

2. Signage and Translator Services

« Council will arrange for interpreter and translator services in the delivery of its
services if necessary.

« Language identification signs will be placed in each customer service area and
the Council Agency to assist staff in identifying the language spoken.

¢« The Community Relations Commission provides on-site interpreting services on
a state wide basis. The service is a 24 hour operafion, with local call access from
anywhere in the State. All agencies and Councils are charged for interpreter
services, according to the Commission’s fee schedule. Further information can be
obtained from the Language Services division on 1300 651 500,

+« The Lightning Ridge & Region Transcultural Community Council (LRRTC) should
be contacted to assist with interpreting and translating and to provide support to
customers.

« Auslan can be contacted for Signage Sernvices.

« TTY (Telephone Text) can be contacted for the Deaf Community, if TTY is not
available call Mational Relay Service (NR3) on 13 36 77.

« Al customer service staff will be provided with training to assist in using the
language identification signs and on the use of the translator interpreter service.
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3. Resowrces and Staff Training

« Adequate budgeting resources will be allocated to support the strategies within

« Training programs on effective service delivery will be provided for Council staff
who deal with clients in a direct service environment. Managers and senior staff
will be provided with the training to ensure that cultural and religious sensitivity is
considered in policy development and planning. Council will also explore the
possibility of shared fraining packages and programs with other local agencies as
a method of promoting cultural awareness across the community.

« Staff training will be provided to Council staff on EEQ and Council policies and
procedures addressing multiculturalism in accordance with WR — Staff Training.

« The Manager Community Development apd Toursm (or delegate) will attend
relevant agency and non agency meetings when issues of multiculturalism are
addressed to ensure that any issues related to council services or facilities can be
acfioned or addressad in an efficiant manner.

4. Reporting Requirements

« The Annual Report should include details of activities and programs undertaken
to promote access and services to people from CALD backgrounds in accordance
with the principles of multiculturalism and the council’s performance in relation to
access and equity activities outlined in its Management Flan.

« Council's achievements as contained in the MCPSP should be included in the
Annual Repaort.

« The MCFPFSP will be reviewed and the outcomes reported to Council on an annual
basis. The report will include achievements, outstanding actions and any
recommended changes.

« Specific multicultural initiatives will be identified in corporate planning and
strategic planning documents, where appropriate.
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Procedure Review History

Date Changes Made Approved By
2011 Complete Review Ray Kent - Genersl Mansger

Movember 2022 Addifional info and changes — MCD GMC
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| SHIEY
b

*ﬁ}ﬁ* PESTICIDE USE NOTIFICATION PLAN
POLICY/PROCEDURE

Approval Date: 28 July, 2015
Review Date: 2 AMov, 2022 Jube_ 2047
Responsible Officer: Urban Managerdsbantanages

Objective

To notifty members of the community of pesticide applications it makes or allowed to be
made by Council o public places that it owns or controls.

Council Policy Reference
Work Health and Safety

Statutory Requirements

MSW Local Government Act 1993

FPesticides Regulation 2009

Work Health and Safety Act 2011

APVMA, the Australian Pesticides and Veterinary Medicines Authority.
Related Policy/Procedure

Work Health and Safety
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1. INTRODUCTION
This pesticide use notification plan has been prepared in accordance with the requirements of the Pesticides
Regulation 2008 {the Regulation). The plan sets out how Walgett Shire Council will nofify members of the
community of pesticide applications it makes or allows to be made to public places that it owns or contrals.

The majority of pesticide use consists of applying herbicides for weed confrol and pesticides for insect and
spider control. Further information can be obtained by contacting Walgett Shire Council's urban infrastructure
services department on (02) G328 81488448, or by visiting Council's website at weww walgett.nsw.gov.au.

2. PUBLIC PLACES COVERED BY THIS PLAN

Walgett Shire Council proposes to use or allow the use of pesticides in the following outdoor public places that
it owns or controls in the Walgett Shire Council Local Government Ares:

public gardens

parks

playgrounds

sporting fields and ovals

showgrounds

public land owned or controlled by Walgett Shire Council, including:

road verges and reserves

lanewsays and pathways

road, utility or other easements accessible to the public
drains

L = R = N =

COMmmans
o crown land

swimming pools and bore baths

Although not reguired by the Regulation, this notification plan will also provide information on how notice will
be provided fo the community of pesticide use in the interiors of the following Walgett Shire Council buildings
or throughout the listed facilities:

Walgett Shire Council Chambers

Walgett Library and Tourist Information Centre
Walgett Shire Former Chambers

Walgett Masonic Lodge

Walgett Youth Centre

Lightning Ridge Library

Lightning Ridge Teurist Information Centra
Lightning Ridge “outh Centra

Lightning Ridge HACZC Centre
Collarenebri Agency

Collarenebri Town Hall

Burran Junction Town Hall

Rowena Town Hall

Carinda Town Hall
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Walgett Shire Council's estimate of the level of community use, regular user groups and types of pesticide use
in each of thesa categories of public places is summarised in the following table.

Public places Regular user groups Level of use Type of pesticide use
of public
place
Public Unknown visitors and Medium Spot herbicides ar
gardens tourists. insecticides
Residents including Lo Broad scale selective or non-
school and pre-school selective herbicides
groups Spray ant control
Parks Unknown wisitors and Medium Spot herbicides or
tourists. insecticides
Residents including Lo Broad scale selective or non-
school and pre-school selective herbicides
groups Broad scale insecticides
Spray ant control
Playgrounds Unknown wvisitors and Medium Spot herbicides ar
tourists. insecticides
Residents including Lo Broad -scale selective or mon-
school and pre-school selective herbicides
groups Broad -scale insecticides
Spray ant control
Sporting School Groups Medium Spot herbicides or
fields and Sporting Groups High insecticides
ovals including Little Athletics, Broad scale selective or non-
Socoer clubs, Junior and selactive herbicides
Senior Rug.l::-y LEEE”E_ Broad scale insecticides
Clubs, Senior and Junior Soray ant contral
Rugby Union Clubs, pray
Cricket Clubs
Road verges Motaorists High Broad scale selective or non-
and reserves selective herbicides
Pedestrians Medium Spray ant control
Crovers Lo
Laneways and | Local traffic Medium Spot herbicides
pathways Broad scale selective or non-
Pedestrians Medium selective herbicides
Easements Pedestrians Low Broad scale selective or non-
accessible to selective herbicides
:he P“hljjc Broad scale insecticides
e.q. road,
water, sewer] Spray ant control
Drains Fadestrians Lo Broad scale selective or non-

selactive herbicides
Broad scale insecticides
Spray ant control
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Public places Regular user groups Level of use Type of pesticide use
of public
place

Showgrounds | Show Society Lo Broad scale selective or non-
Pany Club selective herbicides
Camp draft & Rodeo Broad scale insecticides
Jockey Club Spray ant control

Rodenticides
Commons Crowvers Lowr Broad scale selective or non-

salactive herbicides

Crown lamd Sporfing Groups Lowr Broad scale selective or non-
Wisitors and Tourists selective herbicides

Residents Broad scale insecticides

Pedestrians

Interiors of Staff High Spot herbicides ar
public Recidents insecticides
buildings Visitors and Tourists Broad scale insecticides
Schoals Spray troitinides
Bsit izomificidss.

Spray ant control
Bait bird control

Rodenticides
Swimming Staff High Spot herbicides ar
pool and bore | peazidents insecticides
hathf: Visitors and Tourists Broad scale selective or non-
buildings and selective herbicidas
grgunds Schoals

Broad scale insecticides
Fungicides

Spray ant control

3. NOTIFICATION ARRANGEMENTS

This section of the plan describes how and when Walgett Shire Council will provide notice of pesticide use in
public places, including special measures for sensifive places that are adjacent to public places. arrangements
for emergency pesticide applications and circumstances where notice will not be given.

These nofification requirements are based on Walgett Shire Council's, assessment of:
»  the level of usage of public places where pesticides may be used.

#»  the extent to which members of the public who are most likely to be sensitive to pesticides (e.g. young
children, sick, pregnant and elderly people) and are likely to use these areas regularly.

#»  the extent to which activiies generally undertaken in these areas could lead to some direct contact
with pesticides (such as picnic areas where food is consumed; sporting or other recreational activities
that result in contact with the ground).

*  {ype of pesticide used.
Council does not intend to provide notice other than by way of this description in this plam {or general
information on Council's website), where it is not legally required to record the usage of pesticides or

herbicides.

This being where 8 pesticide or herbicide is:

a) ordinarily used for domestic purposes (including home gardening), and
b) widely available to the general public at retzil outlets [for example, at supermarkets), and
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c) being spot weed control applied by wand or hand-held applicator, and less than 20 lifres or 20
kilograms of “ready-to-use” product or 5 litres or § kilograms of concentrated product is being applied
&t the labelled dosage rate,

d)  whgrg there i=nt & reqguirement on the product lsbel or a legal statute requiring notification.

Examples (not a comprehensive listing) include:

o shplinatians of glyphosate to control grass growing between pavers, at the base of fence posts or
signs, footpaths.

o applinatinns, of garden chemicals to control insects, and invertebrate pests found on roses, shrubs,
bushes, and trees.

o yse.of pesticides and herbicides for the minor control of indoor and cutdoor insect pests using baits or
merosol spray cans.
Motice of pesticide use will be provided by & combination of:
*  signs

# information on Council's website (which will describe programmed, reactive and emergency
pesticide use in public places)

®  letters

® fax and email
»  letterbox drops
» door knocking

* phane contact

Council will also sllow persons and organisations to mominate to have their detsils placed on a central register
which would allow them to be notified of cerain types of pesticide wses in particular places, as described in
thi= section of the plan.

The decision as to what combination of notification will be given is an operational matier and will be determined
parficular to each public place.
Special notification measures for pesticide use in public places adjacent to sensitive places:
Clause 27 of the Pesticides Regulation defines a sensitive place to be any:

#»  school or pre-school

»  kindergarien

» childcare centre

# hospital

* community health centre

# nursing home
Frior fo the use of pesticides adjscent fo a senzifive place Council shall inform managemenf of the zensitive
place by

*  =signs

»  letters § fax andlor email

* phaps contact.

Emergency Applications

In cases where emergency pesticide applications in public places are required to deal with biting or dangerous
pests such as wasps, bees, venomous spiders, fleas, bird mites or redants [that pose an immediate health
hazard}, notice will be provided as per the Non-Sensitive Area Notifications reguirements.

Where broad scale spraying is required at short notice (gg, plague locust control) and public notification is not
possible, speciel precautions will be taken fo prevent the public encountering pesticides (gg, road or facility
closures).
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Interiors of public buildings

For interiors of buildings owned or controlled by Walgett Shire Council, phone contact will b2 made and signs
will be provided to the occupant at least 72 hours prior, for the following pesticide uses:

# Brosd scale insecticides
+  Spray teroifticides
*  Eait termificidss,

» Rodenticides

Buildings and grounds of local authority swimming pools

For buildings and grounds of swimming pools, owned or controlled by Walgett Shire Council, phone contact
will be made and signs will be provided to the messgesManager at least 72 hours prior, for the following
pesticide uses:

# Broad scale selective or non-selective herbicides
# Broad scale insecticides

#»  Fungicides

»  Spray ant control

*  Spray teroiticides

*  Bait tapmiticides.

#» Rodenticides

Pesticide contractors and lessees of public places

Where Walgett Shire Council uses contractors to apply pesticides on its behalf, they shall provide notification
as per these proceduras.

Where persons or organisations hold an existing lease with Walgett Shire Council and that remains a public
place: the lessee will provide notice.

WHAT INFORMATION WILL BE PROVIDED

In accordance with clause 14 of the Pesticides Regulation, notice of pesticides uses will include the following
information:

# the full product name of the pesticide to be used, and

#» the purpose of the use, cleary setting out what pest or pests are being treated, and
#» the proposed dafe’s or date range of the pesticide use, and

# the places where the pesticide is to be used, and

#» contact telephone number and email address of the Council efieesOfficer who people can contact to
discuss the motice, and

*  asy-lErnings, regarding re-entry to or use of the place. if specified on the pesticide product label or the
APYMA" permit.

" The Australian Pesticides and Veterinary Medicines Authority (APWRA), the national government body responsible for
assessing and registering (or othenwise approving) all pesticide products in Australia and for their regulation up to and
mciuding the point of retail sale.
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PESTICIDE USE NOTIFICATION FORM

Product Name

Purpose of Use

Proposed Dates for Treatment

Between [

Area to be Treated

Se

nsitive Places Effected

Special meazures for Sensitive
Places

Any warnings regarding re-entry

Contact Person

Urban ManagerRey-White

Contact Telephone Number

02 6828 43886100

Contact Email Address

adminf@walgett.nsw.gov.au

Mofte:

1}.Eull product name must be stated

2} Purpose of use e.g.. weed control, ant control eic.

3) Date - must be at least 3 days in

4} Area, park name, street name, (if need be identification of section of road or street.

advance

A copy of this form is to be given fo the Execufive Assistant to the General Manager for inclusion in
Council's weekly newspaper columns and placed on Council's website.
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4. HOW THE COMMUNITY WILL BE INFORMED OF THIS PLAN

Walgett Shire Council will advise residents of this plan and its contents by:

*  making e copy of the plan aveilable for viewing, free of charge, at its main office at 77 Fox Street, Walgett.
» placing & copy of the plan on the its website
» placing & notice in the Walgett Speciator and the Lighining Ridge News

» placing & notice in the NSW Government Gazette

5 FUTURE REVIEWS OF THE PLAN

The notification plan will be reviewed every three years or when circumstances regquire a review of the plan.
The review will include:

» areport on prograss of implamenting the plan

» public consultation on the notification mathods outlimed in the plan, by way of Council report, exhibiting =
plan for comment with proposed amendments, calling for public submissions

» recommendstion for alterations {if applicable) to the plan

6. CONTACT DETAILS

Anyone wishing to contact Walgett Shire Council to discuss the notification plan or to obiain detsils of pesticide
applications in public places should contact:

R Lt
Tewhs-servisesCeerdiraterUrban Manager
Walgett Shire Council

7T Fox Street

Walgett MSW 2832

FPh. 02 6828 43685100
Fax. 02 8828 1608
admin lgett. nsw.gov.au

graccess the website waw . walpett. nsw.gov.au
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7. Procedure Review History

Date Changes Made Approved By
2108507 Frocedure Adopted CM 22507
2872014 Procedure reviewed and adoptad

2 MNow 2022

Procedure review and updsited

(=]

[i=]
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SESN NOISE & HEARING LOSS POLICY

Adoption Date:
Mext Review Date:  November 2023

Responsible Officer: WHS OfficerlMHE Officer, HR Manager-HR-Maragar

STATEMENT

Walgett Shire Council is committed to adhering and complying with Safe Work Australia's
approved Code of Practice for Managing Moise and Preventing Heanng Loss at Work as
approved under section 274 of the Work Health and Safety Act 2011.

This policy will apply to all work and workplaces within the Walgett Shire Council where there
is the potential for exposure to noise that can confribute to hearing loss.

AlM

The aim of the policy is:

= Wherever workable, noise levels of existing plant will be reduced by engineering
means to achieve the above objective

*  Where it is not immediately possible to reach the objectives by engineering means,
exposure duration will be restricted

* PMoise limits will be specified for new plant and equipment so that noise levels in
working areas are reduced to the point where hearing protectors are unnecessary.

= FEnsure that all new plant purchased conmforms to the requirements of the Local
Government (State) Award 20482020

* Ensure that all persons are equipped with personal hearing protection as required

= Provide fraining in the use of personal hearing protection

* [Document regular sound level checks throughout the shire.

=  Provide a framework threugh which the Policy can be enforced.

OBJECTIVE

The objective of this policy is to reduce the exposure of the employee, visiters, contractors
and Council to the possibility of a compensation or damages claim asscciated with hearing
loss.

Ensuring that the neise a worker is exposed fo at the workplace does not exceed the
exposure standard for noise.

Ensuring that no employee’s 8-hour average noise exposure level exceeds 35 gBLA).
Ensuring that no employee is exposed to impulse noize with a level excesding 1404B(C)
Peak.

Provide audiometric testing to all new staff, and to all workers who frequently require the use
of personal hearing protection.
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DEFINITIONS

“Policy” means Moise and Hearing Logs

Decibel (dB) is the unit for measuring sound levels

LAeqg.8h means the & hour equivalent continuous A-weighted zound pressure level in
decibels, referenced to 20 micropascals, determined in accordance with
ASINZS1269.1

LC, - peak means the C-weighted peak sound pressure level in decibels, referenced
to 20 micropascals, determined in accordance with AS/MNZS1269.1 It usually relates
to loud sudden noises such as gunshotf or hammering. LC peak values above
140dB(C) can cause immediate damage to the hearing.

Hazardous noise in relation to hearing loss means noise that exceeds the exposure
standard for noise in the workplace.

Rizk Control means taking action fo first eliminating health and safety risks through
the use of the hierarchy of controls

PROCEDURES

Identify the source of the noise that may contribute or cause hearing loss utilizing an
approved to Ausfralian Standards sound check device/meter.

Perform a risk assessment to determine level of risk and controls needed to eliminate
the risk

Implement risk control measures

Review risk controls effectiveness annually.

Ensure relevant policy is reviewed annually

Policy Implementation Procedures, Guidelines and Documents

Work Health and Safety Act 2011

Wark Health and Safety Regulation 2011

Local Government (State) Award 2020-2020

Safe Work Ausfralia Code of Practice, Managing Meoize and Preventing Hearing Loss
at Work, December 2011

Related WSC Policies

Code of Mesting Practice
Councils Access to Information and their Interaction with Council Staff Policy

Procedure Review History

Date Changes Made Approved By
Ongoing Drraft
Movember 2022 Faolicy review General Manager
Page 2 of 2

Page 199 of 230



Minor Claim Compensation

WSC - Procedure — Minor Claim Compensation Procedure

| LIl
s - - -
S&:%:  Minor Claim Compensation Procedure
Approval Date:
Review Date:

Responsible Officer: Chief Financial Officer

POLICY STATEMENT

WSC iz committed to reduce Council's exposure fo public liability claims arising in the course of
providing services to the community.

OBJECTIVES:

*  To establish guidelines for the setilement of minor compensation claims made against the
Council for amounis below the excess under its public liability insurance cover.

* To make provigsions to arrange the payment as an ex-gratia payment without admigsion_of

lizbility.

= To ensure transparency and consistency in settlement of minor claims.

Objective

To establish guidelines for the settlement of minor compensation claims against the Council for
amounts below the excess under its public lability insurance cover

Council Policy Ref
Minor Claim.C o Boli

Statutory Requirements
Local Government Act 1993

Related Policy/Procedure
Public Liakility Compensation Policy

Application
Applicable to all minor compensation claims
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1. Eligibility

Where a compensation claim is made against the Council that iz less than the excess under

public iability insurance cover, the claim should be accepted only under the following condifions;

3} Where a completed and duly signed deed of release form (attached) has been obtained by

the claimant (Relaasas)

(b} Where it would appear on the balance of probabilities that a legal liability would arise if the

matier proceeded fo a Court

2. Types of Claims

Following minor claims will be considered under this procedure;
{a) Damage or injury suffered by public in the course of Council Operations
(b} Damage or injury suffered by public while using Council asseis

(e} Any other claim that the General Manager considers as falling under this procedure
3. Claim settlement
Duly signed deed of release form should be referred to the General Manager for approval and

payment will be made only at the discretion of the General Manager upon reviewing the

circumstances of the claim, on a case by case basis.
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Appendix A — Deed of Release

Walgett Shire Council

Deed of Release
CLAIM NO- /20 _
THIS DEED i= made the day of
1. PARTIES
1.1 ,of [*the Claimanf)

1.2 Walgett Shire Council of PO Box 31, Walgett, NSW 2832({"the releassaCouncil”)
2. RECITALS

2.1 The BelaaserClaimant suffered injuries to their person/or property on at
- adjacent to

2.2 The Claimant has claimed damages from the Council on the basis that it was negligent.
2.3 The Council denies liability to compensate the CouncilFeleaser.

2.4 The Parties have agreed to resolve this claim.

3. AGREEMENT

3.1 In full settlement of the claim {including any claims for interest and cosis), the Claimant will on an
ex-gratia and without admiszion of liability basis pay the ClaimantBelaazar the sum of
, [‘the Setlement Moneys™) less any amount the Claimant is required to pay.

3.2 In consideration of the Council'zRelsasss’s promise fo pay in accordance with clause 3.1; the
ClaimantRelaaser releases the CouncilRelsases from the claim.

3.3 Neither the Claimant nor anyone acting im the name of or on behalf of the ClaimaniRsleasar will
bring or continue any other claim or proceeding against the Council, or against any officer, agent or
employee of the CouncilBelsasas thatis in any way connected with the incident that gave rize to the
claim.

3.4 The Claimant will continually indemnify the Council, and any officer, agent or employee of the
CouncilReleasss, against any claim or proceedings that anyone else brngs in the ClaimaniPeleasar's
name or on the Claimant’s behalf or as successor or assignee of the claimantRelsasar.

3.5 Meither the Council nor the Claimant will disclose any details about the settlement with-out the other
party's witten consent. This does not apply to a disclosure required by law or made to a professional
advisar.
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DULY executed by the parties on the above date.

SIGMED SEALED AND

DELIVERED BY THE CLAIMANT (signature)
In the presence of (signature)
Mame [print)
Address {print)
SIGHED SEALED AND

DELIVERED by the duly authorized

Agent of THE COUNCILRELEASEE (signature)
Mame [print)
Paosition [print)

In the presence of (signature)
Mame (print)
Position {print)
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Walkgeti Shire Council Wark Heallh and Safety Manua

&% WALGETT SHIRE COUNCIL

Work Health and Safety Manual

Scope

This Manual will apply to all Management, Waorkers, Confractors, Visitors and Volunteers of Walgett Shire
Council and requires the full cooperation and assistance of all personnel. This Manual will apply to all sites

where Walgeit Shire Council performs work.

Any work that is carried out by Walgett Shire Council or for Walgett Shire Council must comply with the
relevant sections of the Work Health and Safety Act 2011 & Work Haalth and Safety Regulations 2017 and
relevant Codes of Practice.
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Contents

| Sections Page

Scope 1

Contents List 2

Rezponsibility of Councilors 4

Rezponsibility of General Manzager 4

Responsibility of Senior Staff { Directors 5

Rezponsibility of Managers 3

Rezponsibility of Supervisors 3

Rezponsibility of Council employses 5

Rezponsibility of Volunteers 10
Duty to Other Fersons 11
Rezponsibilities of Visitors to Council 11
Councils approach to Risk Management 12
Responsibilities and Rizk 12
Rizk Azseszments required by Legislation 13
Council Premises 13
Plant used by Employeses 13
Substances used by Council Employees 13
Azsociated Legislation 14
When does the Work Health and Zafety Act 2011 gpply. 14
Approved Industry Codes of Practice 14
Awustrzlian Standards 15
Voluntary Industry Codes 15
Council WHE & Risk Manzgement Paolicies 15
Hierarchy of Documents 15
Contractor 3afety 16
Councils Responsibility 16
Principle Contractar {incl. S3ole Contractor appointments) 17
Appointment requirements for a Principle Contractor 17
Principle Contractor WHS Induction Training 13
Frinciple Contractor Records 13
Principle Contractor WHE Management Plan 13
Frinciple Contractor control over Sub-Contractors 15
Lack of Sub-Contractor 20
Frinciple Contractor Hazardous Substances Register 20
Duties of Principle Contractor as Controllers of work premises, plant or substances 20
Employees of Contractors 21
Sub-Contractor 21
Rezponsibilities of Sub-Contractors 21
Enzuring compliance 22
Dealing with breaches of Contractor safaty 22
Consultation 22
Effective Consultation 23
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Consultative Arrangements

Emnployer Nominations

Undertaking Consultation in the Workplace
Effective Workplace communication

WHS Committees

Training of Members of WHS Committees
Volunteers

References

Review Register

24
5
5
L
26
7
e
8
28
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Responsibility of Councillors:

Under the provisions of the Local Goverament Act 1993 Councilors, as elected representatives, have no
direct responsibility for the day fo day operations of Council. Councilors, as the governing body, have
however the following statutory corporate responsibilifies that have implications for the capacity of the
corporate body to meet its obligations under the Act and the Regulation.

Section 232 of the Local Government Act 1993 defines the role of a Councilor:
= To direct and contral the affairs of council in accordance with (the) Act
= To paricipate in the optimum allocation of the council's resources for the benefit of the area

= To play a key role in the creation and review of the council's policies and objectives and criteria
relating to the exercize of the council’s regulatory functions

=  To review the performance of the council and itz delivery of services, and the management plans
and revenue policies of the council.

As such a Councillor must seek to promote an organisational environment that reinforces Council's statutory
obligations to ensure a safe and healthy workplace.

Councillors must be commitied to ensuring that in undertaking their corporate responsibilities that attention
is given to the organisational objectives for cccupational health and safety. Council, when adopting the
Management Plan, will consider the practical implications for health and safety with regard to the following
matters:

*+ The statement of principal activities which Council proposes to undertake (Section 403(1) of the
Local Government Act 1993)

=  The aclivities to be underaken by Council (Section 403(2) of the Local Government Act 1993)

+ |dentified human resources activities, including the provision of resources for training programs
relating fo work health and safety requirements (Seclion 403(2) of the Local Government Act
1993)

= The performance review of the General Manager (Section 338(1) of the Local Government Act
1993)

At all times Councillors must:
*  Follow Council's relevant safety procedures while at a Council workplace;
* Demcnsfrate a commitment to promoting a safe Council workplace;

# At an individual level, through demonsirated support of Council's commitment to promioting a
zafe Council workplace, will be a positive role model for occupational health and safety.

Responsibility of the General Manager

The General Manager is responsible for the day to day management of Council. The General Manager
must implement the decisions of Council without undue delay whilst ensuring that they are underiaken in a
safe manner.

With regard to Work Health and Safety, the General Manager is responsible for:
* ensuring that there iz an appropriate risk management system in place to meet the statutory

obligaticns of Council under the Act and the Regulation;

* ensuring the policy framework to promote a safe and healthy workplace is in place, at all levels of
Council, for all Council employees;

+ developing Council's Work Health and Safety Policies and Procedures;

= ensuring that the health and safety of non-employees who may be at the Council workplace are
addressed;
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+ promoting the health, safety and welfare of all employees and others at the workplace;

+ ensuring the financial resources and expertise are available to develop and maintain an effective
occupational health and safety system;

+ providing effective leadership to promote organisational compliance with statutory obligations under
the Act and the Regulation;

# 3= part of the pericdic reporting on the implementation of the Councils Management Plan,
infarmiatiom on the Council's Work Health and Safety perfformance is provided to Council;

+ in determining the performance review criteria for senior staff ensure that WHS performance targets
are incorporated into their staff appraisals;

+« convening consultation with staff to ensure that arrangements are in place to enable Council
employees fo be involved in idenfifying hazards, confribute fo risk assessments and assist in
developing sk management procedures;

*  ensuring there is demonstrated commitment and effective management of the Waork Health and
Safety policies and procedures and improvement in performance by all Council Directors.

*  ensuringthat all accidents and near misses are thoroughly reporied, recorded and investigated and
where necessary remedial action implemented.

+« ensuring that the following occurs:

+«  SafeWork NSV is notified as soon as practical of any non-disturbance accident which has occurred
at a Council workplace (clause 35 Work Health and Safety Act 2011);

+ that subject to the exceplions stated in the Act appropriate arrangements are made not to disturb
the area of the accident (clause 39 (3) Work Health and Safety Act 2011);

+«  SafeWork NSW iz notified as soon as practical of any matter, other than a non-disturbance accident,
which iz required to be notified under the provisions of the Regulation which has occurred at a
Council workplace (clause 6§99 of the Work Health and Safety Regulation 2017).
Responsibility of Senior StaffiDirectors
Senior staff are idenfified in accordance with Section 332 of the Local Government Act 1993 and are
employved under performance based contracis (Section 338). Senior staff as part of their obligafion have
specific responsibiliies with regard to the development and implementation of the Council's Work Health
and Safety policies and procedures. It is a responsibility shared with the General Manager. In pardicular the
responsibilities of senior staff are to:

+ co-operate with the General Manager to assist in developing a sirategic approach to promoting a
zafe Council workplace;

+« inform and advise, as appropriate, the General Manager on Work Health and Safety matters
relevant to the operational responsibilities;

+« ensure that within their operational responsibilities there are appropriale amangements for
workplace hazards to be identified;

+ with regard fo the identified workplace hazards ensure rigk assessments have been undertaken;

* 3= approprizte, from time to time, review the risk assessments to verify they are adequate and reflect
the reality of the workplace;

+ review the arrangements for workplace consultation fo ensure that it has taken place and is in
accordance with the agreed procedures for Work Health and Safety workplace consultation;

+ review the effectiveness of the approved risk control measures;
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* 3szzess the degree of compliance with approved risk control measures;
+ jf required indicate additional measures as are conzidered necessary.

+  afi the appropriate managers’ meetings report on the operational area's confribution to the Council's
Waork Health and Safety performance;

* jp reviewing the performance of managers ensure that health and safety criteria are incorporated
into the staff appraisal as part of prometing a safer Council.

At all imes Senior Staff will:

¢ =atisfy themselves that the operational areas for which they are responsible have adequate
resources, skills and expertise to undertake their tasks in a safe manner;

# azcertain that in underaking their tasks neither employess of Council or other persons who are at
the workplace are exposed to unsafe work conditions;

= ensure the adopted risk management precedures are appropriate;
= ensure that managers are supervising the risk management procedures;

= ecnsure breaches of risk management procedurss are subject to investigation and appropriate
disciplinary action.

At the individual level senior staff are required fo:

= observe the Council's relevant safety procedures while at a Council workplace;
* demonsirate leadership and commitment to promoting a safe Council workplace;

¢ fhrough their day—to-day activities set a high standard of commitment for Work Health and Safety
matiers;

= =£t 3 high standard of behaviour as an example for other Council employees

Responsibility of Managers

Managers within Council are employvees who exercise a managerial function and are not emploved as
senior staff. As part of their obligation Managers have paricular responsibilities with regard to assisting in
the development and implementation of the Council's Work Health and Safety policies and procedures. i
iz a responsibility shared with Senior Staff and the General Manger. Managing Work Health and safety is
inhierent in the overall role of the Manager.

The responsibilities of Managers are:
+ fo review the performance of their operational area of responsibility to ensure compliance with the

Council's risk management procedures;

* 33 required provide information on the operational area’s coniribution to the Council's Work Health
and Safefy performance;

* in undertaking the performance review of staff where necessary draw attention to the need to
improve performance with regard to implementing VWork Health and Safety policies and procedures;

* 33 necessary provide guidance and support to senior staff to assist them to improve the safety
performance of their operational areas.

At all times the Managers will:

¢ =zatisfy themsehes that the operational areas for which they are responsible have the capacity to
undertake the tasks in a safe manner;
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= ensure that all foreseeable hazards have been identified;

* ensure the approach adopted for determining risk assessment is suifable for producing dependable
assessments,

+ ensure that the proposed risk management procedures represent practical solutions fo controlling
the aszesszed risks ;

+« with regard to the proposed risk management procedures, ensure Council has the resources,
technical expertize and skills to enable staff to implement the proposed measures;

= where necessary arange for Council emplovees to undertake appropriate training to underiake the
risk management procedures;

= when considering the rsk management procedures fo be adopted by Council, ensure that
consideration is given to other persons whe are not employees of Council and who may be at the
workplace.

Managers are not to tolerate breaches of risk management procedures. In the circumstances that a
manager chserves a breach of risk management procedures the manager is required fo:

+ insist the breach of the nsk management procedure cease immediately;
# instruct the employes(s) or other personis) as to the appropriate procedures;

» review the circumstances in which the breach occurred to check as to why it was necessary fo
depart from a procedure;

* subject to the risk management procedure =till being considered suitable for the task take steps to
remind other staff that proper procedures must be followed;

+ if the breach continues consider further fraining of staff;

* i necessary refer to the relevant Director for possible disciplinary action in accordance with the
disciplinary procedures under the award.

At the individual level managers are required to:
+ ensure that the Councils hazard identification, risk assessment and risk management procedures
are appropnate for the undertaking of the operational tazks for which they are respoensible;
= while at a Council workplace ensure the Council’s risk management procedures are cbserved,;
* provide support and guidance fo supervisors to assist them to promote a safer Council workplace;
+ demonsfrate a commitment to supporting a safe Council workplace;
# gstablish a high standard of commitment for Work Health and Safety matters;

#  pbe 3 good role model for employees.

Responsgibilities of Supervisors

Supenvisors within Council are employees of Council who exercise a direct supervisory role over other staff
at the workplace and are accouniable to managers. Af the practical level, Supervisors have responsibilities
with regard to the implementation of the Council's Work Health and Safety policies and procedures. Itis a
responsibility shared with their Manager. The specific responsibilities of Supervisors are:

+ o ensure that before commencing a task or project that, in consultation with the involved Council
employees, all foreseeable hazards have been identified;
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+ with regard fo the identified hazards that there has been an assessment of the risks undertaken;

+ {0 be satisfied that the approach adopted for undertaking the risk assessments is suitable for
producing dependable risks assessments;

+  in consuliation with Council employees and the appropriate manager, risk management procedures
be developed to control the risks to an acceptable level;

+ pe zatisfied that the adopted risk management procedures represent workable solutions  for
controlling the assessed risks;

+ with regard to the proposed risk management procedures ensure that there is available the
resources, technical expertise and skills to enable staff to underiake risk management procedures
in a safe manner;

+ where necessary advise the appropriate manager of any identified training requirements to enable
Council employees to camy out the relevant risk management procedures;

+ ip reviewing the hazards identification, risk assessment, and the risk management procedures to
be adopted by Council consideration will be given fo other persons who are not employees of
Council and who may be at the workplace.

If a Supenvisor cbserves a breach of risk management procedures the Supervisor is required to:

+  instruct the employee(s) to cease the unauthonised practice;
+ instruct the employee as to the appropriate risk management procedures to be followed;

+  review with the employee their understanding of the appropriate risk management procedures to be
followed;

+ ensure that the employee is aware of their coligation to follow the approved risk management
procedures;

+  make it clear to the employee that failure to follow nisk management procedures could be considered
to be breach of the law;

+ remind the employee that proper procedures must be followed;

+  ifthe breach continues consider which additional measure may be required to ensure that the proper
risk management procedures are followed at all times;

¢ if necessary refer it to the appropriate manager for possible disciplinary action in accordance
disciplinary procedures under the award.

At the individual level Supervizory staff are required to:
+  ensure that Council staff under their supervision have the knowledge and appropriate skills to safely
undertake the cperational tasks for which they are responsible;

¢ review the performance of their operational area of responsibility fo ensure compliance with the
Council's risk management procedures;

+ gt the workplace at all times, the adopted risk management procedures are cbserved by Council's
employees;

+ 3z required provide support and practical guidance to Council employees to enable them to
undertake their tazks in a safe manner consistent with the Council's adopted risk management
procedures;

+ py personal example demonstrate a commitment to promoting a safe Council workplace;

o
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# pe 3 good role model for employvees.

Responsibility of Council Employees

Council employees have a critical contribution to ensuring a safe Council workplace. Their responsibiliies
are as follows:

* {0 aszist Council supenvizors and managers in identifying hazards at the workplace;
* {0 parlicipate in the azsessment of the risks associated with the identified hazards;
* {0 be involved in the development and review of risk management procedures;

* at the workplace to ensure, by their individual acticns, that they do nof place themselves or other
persons at risk of harm or ill-health;

* at the workplace not to, by way of omission or negligence, place themselves or others at the rigk of
harm or ill-health;

* pe aware of and follow the Council's adopted risk management procedures when undertaking tasks
and projects;

« fiollow the reasonable directions of supervizors and managers with regard to safety;

* do not interfere or misuse any device or equipment which has been provided as a part of a risk
control measure;

* report as soon as practical and without delay to supervisors any matter which relates to hazard
identification or risk assessment which effects the Council capacity to ensure a safe and healthy
workplace;

= report, as soon as praciical, and without undue delay any matier which indicates that the risk
management procedures are inadequate to control a risk;

= report as soon as practical and without undue delay to supervisors any incidents or near misses
which relate to Work Health and Safety at the Council workplace;,

*= in the event of a non-disturbance accident not to disturb or interfere with the accident scene other
tham to:

4 rescue a person from the scene of the incident, or
4 take such steps as are necessary to prevent further harm fo employees, or

4 render the scene of the accident safe for the purpose of inspection and if required
WaorkCover investigation;

* if requested respond and render assistance to any person who is working at a Council workplace
who iz suffering injury or illness.

At the individual level Council employees are required fo
* co-operate with Council as far as necessary to assist Council to comply with the statutory obligations
under the Act and the Regulation;
* repor immediately any unsafe work practices to their supendisors;

* repor immediately amy unsafe workplace condition which could place employees and other persons
at risk;

* at all times follow the adopted risk management procedures;,

* pe 3 good role model to other employees.

(V=)
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Responsibility of Volunteers

While a volunteer underiaking tasks on behalf of Council is not considered to be an employee covered by
a contract of employment, Council will apply the same standards with regard fo the health and safety of
volunteers as if they were employees of Council

Before volunteers are permitted to undertake an activity on behalf of Council a risk assessment of the
activity will be undertaken to ensure the following:

the activity is suitable for volunteers and does not place risk to their health and safiety;
the volunteer has the physical capacity to underiake the activity;
the volunteer has the knowledge and skills required to undertake the activity in a safe manner.

When safisfied that the activity is appropriate for volunteers Council is to ensure the following matters are
addressed before the activity is commenced:

the potential hazards have been identified;

a risk assezsment has been completed;

consuliztion has been undertaken with the volunteers regarding safe work methods;
appropriate risk management procedures have been developed;

volunteers have been provided with information, instruction and training with regard to risk
management procedures;

anmy plant or equipment to be used by volunteers is safe;

there is in place a system of work for the safe handling, use, storage and transport of plant,
equipment or any substances to be used in the activity,

at the location for the activity there are safe means of entry and exit which are identified to the
volunteers;

arrangements are in place for the appropriate menitonng and supernvision;

eragds are kept of attendance, fasks undertaken and any incidents including near misses.

Council also has the responsibility fo ensure volunteers are provided with appropriate training which,
depending on the activity, may include the following:

VWHS induction training;

hazard identification;

first aid;

responding fo an emengency,

use of communication eguipment;

on-the-ioh training in specific risk management procedures as required.

While underiaking activifies on behalf of Council, volunteers have responsibilities for health and safety. In
parficular volunteers, through their actions or omissions, are not to place themselves or other persons at
nsk while undertaking Council related activiies. Depending wpon the nature of the activity the
responsibilities for volunteers may include the following:
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* be aware of and follow the approved risk management procedures for the activity;
¢ follow the directions of the person in charge of the activity;
* use plant or equipment in accordance with the comect procedures;

# bring fo the attention of the appropriate person any matter which could affect the safe undertaking
of the activity;

* [epor to the appropriate person as soon as practical any incidents or near misses which relate to
health and safety of the voluntary activity.
Duty to Other Persons

In addition to Council's obligations with regard to employees, Council has a duty to protect a wider range
of persons than employees. Others at the workplace could include:

= contractors and their employees;

* subcontractors and their employees;

* visitors, whether invited or otherwise, who are legally at the place of waork
¢+ glected Councilors who may be on official business;

= regulatory officers on official business;

*  members of the public who are at the workplace.

Responsibilities of Visitors to Council Workplace

Given the wide range of senvices provided by Council there is a particular obligation to ensure persons at
a Council workplace are not placed at risk of harm or ill-health. While the visitor is on the Council premises
they are alzo at a workplace for Council employees. Council is required to take into consideration not just
employees but all persons who could be at a Council workplace.

On the part of the visitor to the Council workplace, there are alzo obligations. As part of managing the risks
to visitors to a Council workplace visitors are required to-
# inform the person in charge of the operational area of their presence;

*= indicate to the person in charge of the operational area the nature of the work or tasks fo be
undertaken;

+ make themsehes aware of the Council's relevant safety measures to the underiaking of the tasks;
* ensure they have checked on the emergency exits and procedures for the area;

¢ follow the reasonable directions to cbserve safefy procedures;

= avoid deing anything which creates a hazard to others at the workplace;

= not, by omission or neglect, cause a hazard to be created or a risk to be increased at the workplace;
* af the direclion of the person in charge of the area, cease an unsafe work practice;

= co-operate with Council employees to promicte a safe and healthy Council workplace for all;

= not interfere with any equipment or device provided as a risk management measure;

*  repor to the person in charge.

11
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Council’s Approach to Risk Management Procedures

Walgett Shire Council will provide a clearly defined risk management framework that will provide the highest
possible level of protection based wpeon the hierarchy of controlling risks. This framework is identified in
AFM — Risk Management and Insurance procedures. In accordance with the statutory requirements the
following approach will be undertaken to manage nisks and to achieve the lowest level of risk that in the
circumstances is reasonably practical for Council to achieve at the workplace:

Council will seek to eliminate the identified hazard.

If elimination of the hazard is not attainable then the next best oplion for Council will be to consider
the substitution of the hazard which iz less harmful to employees.

In secking to apply substituion of the hazard the principle of hazard minimisation will be followed in
that the subsfifuted hazard must present a lesser hazard than the hazard which has been
substituted.

If substitution does not reduce the risks to an acceptable level then Council will seek to consider
izolating Council employee(s) from the hazard.

Ini the event that it is not practical to isolate the Council employee from the hazard, or the isolation
method provides a level of protection which is considered inadeguate, then Council will seek to
manage the risk through the application of appropriate engineering controls to reduce the risk fo
an acceptable level.

Im the event that the application of engineering conirels are by themselves inadequate to lower the
level of risk to an acceptable level then Council will seek to lessen the risk to an accepiable level
through the application of appropriate administrative measures,

The use of personal protective eguipment (PPE) is fo be considered as the last resort measure.
Eefore adopting the use of PPE Council will ensure all other measures have been considered which,
either singly or in combination, have been unable to establish an acceptable level of protection for
the employee.

Responsibilities and Risk

Council must ensure a risk management approach is adopted to controlling hazards at the workplace. In
particular Council is to ensure there is in place arrangements for the following matiers to be addressed:

identification of workplace hazards;

consuliation with staff in regard to the identified hazards;

an assessment of the rsks associated with the identified hazards;

documented risk management procedures are developed and adopted to control the hazards;

information, instruction and training is available to enable siaff to implement the adopted risk
management procedures;

the risk management procedures are monitored and as required reviewed and revised.

Rizk Aszsessments Required by Legislation

In addifion to the risk assessments that are carried out as a result of internal processes, the Waork,. Health,
and Safety Regulation 2011 specifically requires the following risk assessments to be completed:

Controller of premises to assess nsks
Aszbestos — risk assessment and control
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+ Manual handling — assessment of risks
+  Plant — designer to assess risks

*  Plant — manufacturer to assess risks

* Plant — hirer or lessor to assess risks

Council Premizses

Council will enzure that any premises controlled by Council and used by Council employees as a place of
work are safe and without rizks to health and safety.

In addition any premises which Council leases to other parties for use by that party as a place of work will
be subject to the requirement that it is safe for the use of employees as a place of work.

Plant Used by Council Employees

Council will ensure that any plant, equipment and appliance used by Council employees and under the
control of Council is safe and without risks to Council employees when properly used.

In addition any plant, equipment and appliance which Council hires or loans to other persons, for whatever
purpose, for the use of that party, will be subject to the requirement that it is zafe for the use of the party.

Substances used by Council Employees

Council will ensure that any substances used by Council employees and under the control of Council are
safe and without risks fo the health of Council employees and other persons at the workplace when properly
used.

Any substances which Council permits other parties to use at a Council workplace will be subject to the
requirement that it is safe for use at the workplace with respect to Council employees and other person
whao may be af the workplace, either at the fime of use or at any time subsequent to the use of the substance.

Where appropriate when complying with the Work Health and Safety Act 2011, Council will also consider
the reguirements of:

+ the Pesticide Act 1999, and
+ the Work Health and Safety Regulation 2017

With regard to control of premises, plant or substances Council acknowledges that it may cover the
following situations:

+ where Council has only shared control of the premises, plant or substances, and

+ where Council has, under any contract or lease, an obligation to maintain or repair the premises or
plant.

For example, where Council employees have a work location which is in premises shared by other parties,
Council is respongible for the work location consistent to the extent that Council has control over the
premises.

Aszsociated Legislation
Council is required to take inte consideration ofher relevant legislation.

13
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Council must, where appropriate, take info consideration:

*  Cosl Mines Reguiation Act 1982;

[Dangerous Goode Act, 18735,

®  Mines inspection Act 1907 (covers quarries, bitumen hot mix, plants ete ).
Council acknowledges that it is important to take the following into consideration:

* gssociated legislation does not actin an exclusionary manner, and
* associated legislation is to be observed in addition to the Act, and

= ihg Act or Regulaticn fakes precedence owver the association regulation in the event of any
inconsistency.
In addition to the defined associated legislation there are other statutes relevant to health and safety which
are mof specifically addressed.

When Does Work Health & Safety Act 2011 Apply?

The obligations of the Act apply throughout the time an employee is at their place of work. With regard to
volunteers it applies to them during the pericd they are undertaking tasks on behalf of Council in their
capacity as a volunteer. With regard to ‘ofher persons’ and the public at the workplace the obligations apply
when they are at a Council place of work.

Approved Industry Codes of Practice
Council, in fulfilling its statutory obligation to ensure a safe workplace, will give particular attention to any

approved industry code of practice which iz appropriate and relevant to underiaking and completion of the
activities.

Az a minimum Council will ensure that all activiies will meet the standards s=t by any relevant and
appropriate approved industry code of practice.

Australian Standards

If an Ausfralian Standard has been incorporated into the wark Health and Safety Regulation 2017, it is
obligatory for Council to comply with it. Australian Standards are considered to provide practical guidelines
which reflect a minimum standard which Council will seek to achieve. Where possible Council will be guided
by the appropriate Ausiralian Standard.

Voluntary Industry Code

A voluntary industry code, in the absence of any other specific statutory reguirement, an Approved Industry
Code of Practice, or an Australian Standard, provides a benchmark which a prudent employer would seek
to attain. If can confribute to setting the standard a ‘reasonable’ employer would achieve. In the absence of
any other specific requirement Council will, where appropriate, adopt a relevant voluntary indusiry code of
practice. An industry code of practice establishes what the prudent employer would do and to that extent
sets a useful benchmark. &n example of a voluntary industry code is the Road Transport Authority code for
traffic management at or adjacent to roadway construction or repair sites.
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Council Work Health and Safety and Rizk Management Policies

Waork Health and Safety and risk management policies can, in the absence of any other guidelines, provide
a benchmark as to how Council may dizcharge its obligations. In the absence of any other specific statutory
requirement, an Approved Industry Code of Practice, an Australian Standard, or a voluntary industry code,
where appropriate Council will follow Work Health and Safety policies.

Hierarchy of Documents

The following documents are to be followed in descending order of pricnty. Any alleged failure to follow a
procedure is a potential offence under the legislation for the legislation above the dotied line. Below the

dotted line any alleged failure to follow a procedure may be used as evidence of a failure to exercise all
due diligence.

&
e
=
AN
AN
ST

Hierarchy of Documents

Contractor Safety

There are a large number of confractors employed by Council including plant and equipment cperators and
construction confractors. Each of these will introduce hazards and risks into the workplace. Any hazards
and risks that already exist will affect contractor staff and therefore it is vital that the employer and contractor

consult and liaise with one another as to the risk control measures that each needs to introduce to protect
the other's staff.

Council’s Responsibility

+  Council has a responsibility for ensuring that the contractor cammies out any works required in a safe
and competent manner:

+*  The council may share liability for:
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o accidents or injuries to members of the public where the coniractor iz responsible for the
causalive source;

o accidents or injuries to its own staff where the contractor is responsible for the causative
SOUrCE;

o 3Rcients or injuries fo the contractor's staff where the council is responsible for the
causalive source.

=  Council's obligation is fo ensure that the contractor was competent and the systems and praclices
the confractor used were suitable for the purpose.

=  Council should create an approved contractor list through which only contractors that have been
through the detailed appraisal and assessment regime detailed below will be entitled fo tender for
work. Even though contractors are on this list, they can be removed at any time and especially at
the time of a regular audit.

¢ Al contracts for the supply of goods and services shall fake into consideration the Council's
purchasing policy and procedures.

« A tender specification shall include the Work Health and Safety risks identified. Each tender
specification shall identify the areas of legislation, procedures and records, safe work method
statements, site rules, fraining levels and personal protective equipment that the confractor shall
comply with as well as provide formal documentation as evidence of compliance within a contract
zafety plan, as appropriate.

¢+  Council shall develop a standard set of tender conditions that lay down all the WHS criteria
expected.

* References and assessment of previous job history by each tender'contractor shall be examined.

# Each tender shall be fully evaluated against the selection criteria with special emphasis on the risk
control measures that are to be implemented in the discharge of the contract.

*  The contract may also include condifions that permit Council to terminate the contract for failure to
comply with Work Health and Safety requirements as set out in the confractual agreement.

= A full inspection of the contractor's Work Health and Safety systems must be camied out. The areas
that will require inspection include, amongst others:

Palicy

Roles and responsibilities

Documents control

Hazard identification and risk assessment
Safe work method statement

Skills and competencies

WHS induction

Waorkers Compensafion and rehabilitation
Hazard reporiing

Electrical

Hazardous substances

[T N - Y - O - N T T R R
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Lifting gear

Plant

Personal protective equipment
Fire protection

Tool box talks/consultation
First aid

Accident investigation

[T T R+ T & R R ¢

Principal Contractor (including scle contractor appointments)

The requirements imposed on a Principal Confractor are in addition to any requirements placed upon them
as employers or self-employed persons under Work Health and Safety legislation (except for demolition
work or asbestos removal work where other requirements apply and high risk construction or construction
work where the cost exceeds 5250,000].

Appointment Requirements for a Principal Contractor

The reguirement to have a Principal Confractor is determined by the Work Health and Safety Regulation
2017,

Where:

+ any high risk construction work as defined in WHS Regulation 2011, and/or
¢ construction work is undertaken and the cost of the work exceeds 5250 000, or

*  demelition work or asbestos removal work for which a licence is required under Chapter & of the
WHS Regulation 2011 to carry on the business of that work is undertaken (regardless of the cost
of the work]).

An owner of a place of work must:

+ appoint a Principal Contractor for the construction work camied out by or on behalf of the owner,;

*  authorse the Principal Contractor who is appointed fo exercize such authority of the owner as is
necessary to enable the Principal Contractor to discharge the responsibiliies imposed on a
Principal Contractor by this Part.

A perzon cannot be appointed as a Principal Confractor unless the person is responsible for the
construction work at all imes until the work is completed.

If @ Principal Confractor is not appointed in relation to demolition work or asbestos removal work referred
to above, the employer carmying out that work is taken to be the Principal Centractor for the work. If Council
does not appeint a Principal Contractor for the construction work, Council is taken to be the Principal
Contractor for the construction weork. Council can appeint itself as the Principal Coniractor for the
construction work.

Council must ensure that signs stating the name and telephone numbers including an after-hours
emergency telephone number of the Principal Confractor are placed on each construction site and clearly
visible from outside the site.

The cost of any construction work is:

+ fhe cost of the work as assessed for the purposes of the payment of any fee for approval to camy
out the work under the Environmental Planning and Assessment Act 1979, or

+ if there iz no such cost assessed, the contract price for carrying out the work, or
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# f there iz no such confract price, the value of the work carried out.

Principal Contractor Work Health and Safety Induction Training

A Prncipal Confractor for a construction project must not direct or allow ancther person to cary out
construction work on the construction project unless the Principal Contractor is satisfied that the person
has undergone WHS induction training.

A Principal Contractor for a construction project must:

* jdentify any change in the construction site and in the activiies performed by each person carrying
out construction work at the construction site that might affect the health or safety of any person on
the construction site;

* if any such change is identified, ensure that each person camying ouwt construction work at the
construction site undergoes WHS induction fraining including general health and safety induction
fraining, work activity based health and safety induction fraining and site specific health and safety
induction training;

* dpwhatever is necessary to enable the person to work safely despite changes to the construction
zite.
Principal Contractor Records

A Principal Contractor for a construction project must keep for at least three vears, after the project is
completed, a record of each person carmying out construction work. Each record should contain:

« 3 copy of any relevant statement of WHS induction training or a statement indicating that the
Principal Contractor is safisfied that the relevant WHS induction training has been undertaken;

* 3 briefdescription of the site specific fraining that has been undertaken by the personin accordance
with this Part for the site at which the construction work is carried out.

Principal Contractor Work Health and Safety Management Plan

YWhere construction work is undertaken and the cost of the work exceeds $250,000 the Prncipal Contractor
for the construction work must ensure that:

* 3 site specific Work Health and Safety Management Plan is prepared for each place of work at
which the construction work is fo be carmied out before the work commences;

+ {he plan is maintained and kept up-to-date dunng the course of the work.
The Work Health and Safety Management Plan must incluede:

* 3 siatement of responsibilities lisfing the names, pesitions and responsibilities of all persons who
will have specific responsibilities on the site for work health and safety,

* defails of the arrangements for ensuring compliance with the requirements for work health and
safety induction training;

¢ defails of the arrangements for managing work health and safety incidents, including the identity of
and contact details for the person or persons who will be available to answer Safework NSW
enguiries

= preparation for, response to and recovery from work health and safety incidents;

* any site safety rules and defails of the arrangements for ensuring that all persons at the place of
weork (whether employees or visitors) are informed of the rules;

= =afe work method statements for all work activities assessed as having safety risks.
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The Principal Contractor must ensure that a copy of the VWork Health and Safety Management Plan is
available for inspection during the course of the construction wark by:

* any perzon working at the place of work concemed and by any person about to commence work
at that place;

+ f{he WHS Officer Rehabilitation Coordinator, a member of the WHS committes, or Council
representative.

The Principal Centractor must ensure that copies of any parts of the Work Health and Safety Management
Plan that are relevant to a subcontractor are provided to the subconfractor before the subcontractor
commences work at the place of work concerned.

The Principal Contractor must ensure that if any change is made to the Work Health and Safety
Management Plan during the course of the construction work, a copy of any part of the plan that has been
changed and that iz relevant to a subcontractor is provided to the subcontractor as soon as practicable after
the change is made.

Principal Contractor Control over Subcontractors
Where:

+ construction work is undertaken and the cost of the work exceeds 3250 000;
* high rigk construction work is undertaken and the cost of the work does not exceed $250,000;

+ demolition work or asbestos removal work for which a licence is required under Chapter & Work
Health and Safety Regulations 2017, to carry on the business of that work iz undertaken (regardless
of the cost of the work);

The Prncipal Contractor for the construction work must ensure that each subcontractor, before
commencing work at a place of work, provides the Principal Contractor with a written safe work method
statement for the work to be camied out by the subconiractor.

The Principal Centractor must ensure that a subcontractor is directed to comply with:
+ the safe work method statement that the subcontractor has provided;

+ {he reguirements of the work Health and Safety Act 2011 and the work Health and Safety
Regulation 2017

If the subcontractor does not comply, the subconiractor must be directed to take action immediately to
comply with the safe work method statement or other legal requirements. If a risk to the health or safety of
a person arises because of the non-compliance, the subconiractor must be directed fo stop work
immediately and not to resume work unil the safe work method statement or those requirements, or both,
are complied with, unless an immediate cessation of work is likely to increase the risk to health and safety,
im which event the subcontractor must be directed fo stop work as soon as it is safe to do =0

Lack of Subcontractor

If there are no subcontractors for the construction work, the Principal Contractor must:

+ undertake an assessment of the risks associated with the work to be carried out and prepare a
witten safe work method statement that includes a copy of the assessment of risks;

+« maintain and keep up to date the statement;
+ ensure that the work is carried out in accordance with the statement;

+ if a risk to the health or safety of a person arises because of non-compliance with the statement,
ensure that work is stopped immediately and not resumed until the statement is complied with
{unless an immediate cessation of work is likely to increase the rizk to health and safety, in which
event the Principal Contractor must stop the work as soon as it iz safe to do so).

Page 222 of 230



Walgett Shire Council Yvork Health and Safety Mamal.

Principal Contractor's Hazardous Substances Register
Where:

# construction work is undertaken and the cost of the work exceeds 3250 000, or

# demolition work or asbestos removal work for which a licence is required under Chapter & Work
Health and Safety Regulation 2011 to carry on the business of that work is undertaken (regardless
of the cost of the work)

The Principal Contractor for the construction work must ensure that:

* 3 register of hazardous substances at a place of work at which construction work is carmied out iz
kept and maintained during the course of the work;

+ fihe register is readily accessible to all persons working at the place of work; copies are kept during
the course of the work of any records of atmospheric monitering or health surveillance in relation
to the place of work;

= copies are kept of any reports written during the course of the work;

*=  arisk assessment prepared in relation to risks associated with exposure to a hazardous substance
at the place of work is reported.

If more than one subcontractor is using hazardous substances at the place of work, the Principal Contractor
must enzure that the register of hazardous substances kept contains details of all hazardous substances
being used at the place of work.

Duties of Principal Contractors as Controllers of Work Premises, Plant or Substances

The Principal Contractor who has contral of premises used by people as a place of work must ensure that
the premizes are safe and without risks fo health.

The Prncipal Contractor who has control of any plant or substance used by people at work must ensure
that the plant or substance is zafe and without risks to health when properly used.

The duties of the Principal Contractor:
= do not apply to premises, plant or substances used only by employees of the person;

+ do not apply to premises occupied only as a private dwelling or fo plant or substances used in any
such premises;

+ extend fo the means of access fo or exit from a place of work;

#  anply only if the premises, plant or substances are controlled in the course of a trade, business or
other undertaking {whether for profit or not) of the person.

& person who has control of premises, plant or substances includes:

*= 3 personwho has only imited conirol of the premises, plant or substances (in which case any duty
under this section applies only to the matters over which the person has control);

* 3 person who has, under any confract or lease, an obligation to maintain or repair the premises,
plant or substances (in which case any duty under this section applies only to the matters coverad
by the contract or lease).

Employees of Contractors

In additicn to the training reguired by the general requirements, specific induction fraining must be given by
the Principal Contractor, as detailed above.

-
£
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As well as the reguirements to safeguard the work health and safety of employees, contractors must ensure
that employees are provided with sufficient information, instruction, training and supervision to camy out
their work in accordance with the rules and procedures of their company and clients.

Employees must be provided with the required personal protective equipment at no cost fo themselves and
suitable arrangements should be in place to manage this equipment.

Subcontractors

The requirements imposed on 3 subcontractor are in addition to any requirements placed upen them as
emplovers or seli-employed persons have under work health and safety legislation (except for demolition
work or asbestos removal work where other reqguirements apply).

Responsibilities of Subcontractors
Wihers..
+ construction work is undertaken and the cost of the work exceeds 5250,000, or
*  demelition work or asbestos removal work for which a licence is required under Chapter & Work

Health and Safety Regulation 2017 to carry on the business of that work is undertaken (regardless
of the cost of the work).

A subconiractor must not commence construction work at a place of work unless the subcontractor:

* has been provided by the Principal Contractor for the construction work with a copy of the parts of
the work Health and Safety Management Plan for the place of work that are relevant to the
subcontractor;

* fag completed induction training with respect to work health and safety as specified in the Waork
Health and Safety Management Flan for the place of work.

In addition to these requirements, where high risk construction work is undertaken and the cost of the waork
does not exceed 3250000, the sub confractor must have underiaken an assessment of the risks associated
with the work to be carried out. A written safe work method must be provided to the Principal Contractor
that includes a copy of the assessment of risks. An employee of the subcontractor must not commence
working at a place of work at which construction work is camied out unless the employee has completed
induction training with respect to occupational health and safety as specified in the Work Health and Safety
Management Plan for the place of work.

A subcontractor must maintain and keep up-to-date the subcontractor's safe work method statement for a
place of work and must provide the Principal Contractor with any changes made to the safe work method
statement.

A subcontractor must provide the Principal Contractor for the place of work with any information known to
or records held by the subconfractor conceming hazardous substances or atmospheric monitoring or health
surveillance that is required by this Regulation fo be entered in the register of hazardous substances or
kept for the place of work.

Enzuring Compliance

On a regular baziz, the Contract Manager shall carry cut an on-site safety inspeclion using an appropriate
checklist to ensure that

+ the Confractor is complying with the all site rules and completing the work in the manner prescribed;

* 3 review is made of any hazards and complainis that are made, especially safety non-
conformances and the time frame in which such non-conformances have been aclicned,

*  all documentation shall be reviewed to ensure that it remains current and up fo date;
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« employees of the Contractors will be guestioned to determine the level of induction training that
has been carried out and to ensure that any licenses that need to be obtained have been via the
comect autheorities;

*  areview is made of the Contractor accident report book to ensure correct reporting procedures and
actions relating to the cause of the accidents;

« Safely audits are camied out with the Coniractor;
* f{he contract iz reviewed. This will be carried cut on a regular basis depending upon the length of
the confract period.
Dealing with Breaches of Contractor Safety

Breaches of the confract shall be notified to the Contractor in writing for action. There should be a procedure
in place for tracking breaches of confract to ensure that they are rapidly remedied and that suitable control
measures are implemented to prevent the breaches recurring.

In the worst-case scenario, the Contractor may be removed from the coniract and the approved suppliers
list.

Consultation

Walgett Shire Council supporis workplace consultation throwgh, and encourages =taff paricipation in, an

active Work Health and Safety Committee reflecting Council commitrment and desire for a representative
group fo come fogether in a co-operative way to improve the employer's systems for managing health and

safety.
The WHS Act 2011 provides that consultation reguires:

+ The sharing of relevant information about WHS and welfare with employees;

*  That employees be given the opportunity to express their views and to contribute in a fimely fashion
to the resoluion of WHS and welfare issues at their place of work;

*  That the views of employees are valued and taken into account.

The Code of Practice ouflines that effective consultation can result in:

+ improved management decisions through gathering a wider source of ideas about WHS;

+ greater employee commitment to WHS through a better understanding of WHS decisions and
employee ownership of the outcome of the consultation;

+ greater openness, respect and trust between management and employees through developing an
understanding of each other's point of view,;

+ higher employes morale and job safisfaction through the employer demonstrating that employee
views are valued and taken into account;

+  healthier working environments and increased proeductivity;
+ ppportunities for learning through sharing of information, concepts and ideas;

* edused injury and disease with consequent savings fo the employer, employees and the general
community.

Emplayee paricipation emables the employee to confribute to determining how the work can be underiaken
safely.
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Effective Consultation
Consultation with regard to work health and safety is:

promoting & pro-active safety culture based on providing opportunities for employees to contribute
to hazard identification, risk assessment and preparing risk management procedures with regard to
their workplaces;

the sharing of relevant information with regard to hazards and risks which impact on workplace
zafety for all persons at the Council workplace (including any contractors or volunteers that are
involved in the work);

before making a decision which relates to workplace safety the views of the employees are taken
into consideration;

fhe development of appropriate consuliafive arrangements based on the inclusion of all Council
employeses.

Cpen communication between employees and their employer is important for safety success. Council wall:

ask questions;
raise safety concemns;
make safety recommendations;

pg a part of the problem-solving process.

Management will implement consuliation amangements to ensure employees have the opporiunity in the
following circumstances to make their views known:

when hazards ansing from the workplace are being identified:

when hazards ansing from the system of work are being considered;
when hazards anising from the operation of plant are being considered;
when hazardous substances are being used at the workplace;

when risk assessments are being undertaken with regard to any identified hazards arising from the
workplace;

when considering the infreduction of risk management procedures to control the identified hazards;
when altering any risk management procedures previocusly adopted by Council;

when terminating any risk management procedures previously adopted by Council whether or mot
the procedures were previously subject to consultation;

when considering changes to Council's premises which may affect the health, safety and welfare of
Council employees;

when considerng decisions as fo the introduction or changes to any facilities provided for the welfare
of Council employees.

Consultative Arrangements

The Act requires that an employer consult about whether WHS consultation is to be undertaken by means
of a WHS Committee, WHS Representative or other agreed amrangement or a combination of these.
Therefore before adopting any formal consultative arrangements Council will ensure views of Council
employees are sought on the following matiers:

the duty to consult;
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¢ the purpose of consultafion;
#+ role of employees as an WHS Representative or member of the WHS Committes;

* an employee's right to request union representation for the purpose of consultation on WHS
consuliative arangements;

* fthe basis for the determination of workgroups;

* fthe possible location and activities of the Council’s workgroups;

= which models of consultation are available to Council employees;

* the composition of an WHS Committes if considered fo be an appropriate mechanism;
+  procedures for the election and resignation of any WHS Committee members;

+ fimetable for the WHS Committes elections;

# arrangements for filling, by election, casual vacancies;

* nofification for meetings including frequency of ordinary meefings and provizion for calling a special
meeting;

* arrangements for communicating between members of the committee and the employees who
elected them with regard to:

*  raising a workplace safety issue;

#  minutes of meetings on WHS matters;

« oufcomes of workplace issues raized by the workgroup;

*  orocedures for identifying and resolving workplace work health and safety issues.

Before concluding the consultation about the options for work health and safety, Council will also seck the
views of the following:

= employee representative bodies who have members at the Council workplace;
*  {he current WHS Committee.
The Code of Practice maintains that the WHS Committee:

* allows a planned and structured discussion about WHS matters;
*  encourages a cooperative approach between an employver and their employees;

* prings together a group of employee and employer representatives to collectively discuss and
develop ways of improving the systems for managing safety;

=  encourages the development and retention of a body of experise, including Committee minutes and
reporis.

#  The merits of an WHS Representative may include that it provides:

* an eazily identifiable point of contact for individual employees seeking to provide input about WHS
matiers;

* adirect link fo employees in the workgroup that elected the WHS Representative;
*  direc feedback to the employer.
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Employer Nominations

The General Manager, on behalf of Council, will nominate to any agreed forum of management
representatives with sufficient responsibility to consult on an issue and authority to agree or recommiend an
appropriate course of action. Im making the nomination the General Manager will ensure management
representatives have direct knowledge of the safety issues at the workplace.

Undertaking Consultation in the Workplace
Persons elected by employees to be either an Work Health and Safety Representative, or employees
member of an Werk Health and Safety Committes, or both, have the following funciions:

¢ o keep under review the risk management procedures at the workplace from which they have been
elected;

+« fo notify the appropriate manager of any health or safety matter that could effect the Council's
capacity to fulfill a statutory duty under the WHS Act 2011 or WHS Regulation 2017

+ fo assist in the review of risk management procedures;
+ undertake from fime to time work health and safety inspections of the workplace;
* a3z necessary, o make recommendations on risk management procedures;

+ o assistin the investigation of any matter that could be a risk to the health and safiety of any persons
at a Council workplace,

* fo assist in the resolution of workplace health and safety issues;
+ fo assist in the development of arrangements for recording workplace hazards and incidents;

¢« fo review and make recommendations on the fraining of Council employees in risk management
procedures;

¢ fp review and make recommendations in regard to the fraining of persons who are elected to either
an WHS Committes or as a workgroup WHS Representative.

In addition the WHS Represeniative or WHS Commitiee member can:

+« request fo accompany a SafeVWork Inspector as an observer on an inspection of the workgroup
place of work;

+« request to be present during any formal report by a SafeVWork Inspector to Council in regard to a
health and safety matter concemning the workgroup;

+« at the request of an employee of the workgroup accompany the employee during an interview by
the employer on any work health and safety issues;

* be an observer during any Council internal investigation inte any of the following:

% an accident involving injury and or damage fo plant or equipment; or

4 anear miss that could have resulted in injury or damage to plant or equipment; or

4 anon-disturbance occurrence at a Council workplace; or

< any accident or matter which is required to be nofified fo SafelWork N3W in accordance with
the provisions of VWHS Regulation 2017.

Effective Workplace Congultation

To facilitate effective consultation Management will provide the following to elected WHS Representatives
and/or WHS Committee members:

IC
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* reasonable access to employees and the workgroups they represent for the purpose of undertaking
consuliation at the workplace;

*  during working hours reasonable access to facilities to assist in conducting workplace consultation;

+* where necessary o facilitate consultaficn with other employvers and their employees where non-
council employees are working at a Council workplace;

+ gt to suffer a financial disadvantage due o participation in the consultation process or attendance
at a meeting held in accordance with the consultative armrangements.

Work. Health and Safety Committees
The Code of Practice outflines:

*  WHS Committee meefings should do more than discuss the latest WHS hazards and incidents that
have been identified. They should be providing input and expertise into the ongoing refinement and
improvement of the employer's system for managing safety.

+ Employees and supervizors should be encouraged to resolve everyday WHS issues. Where issues
are unable to be resolved at this level, only then should the WHS Commitiee become involved. The
rele of the WHS Committee should move beyond routine hazard spotting and suggesting cormrective
action to include making recommendations abowt how systems of work can be put in place to avoid
hazards arnising.

The requirements for Council WHS Commitiees good practice are:

+  all designated workgroups can elect one member to the WHS Committes;

+ the election of employees as WHS Commitiee members must be conducted in a method consistent
with democratic principles;

+ if a majority of employees request an employee representative body may conduct the election of
WHS Committee members;

¢+ the percd of election as an WHS Committee member will be for two years unless by agreement
there is a change to the consultative arrangements then it may be less than two years;

*  subject fo the details of the agreement new elections will take place as early as practical;
« amember of an WHS Committee can stand for re-election to represent their workgroup;

*  management WHS Committee representatives and deputies are to be nominated by the General
Manager of Council. The person must have the authorty to act on behalf of the General Manager,

¢ the number of nominated management WHS Committee members will not exceed the number of
elected employee WHS Committee members;

+ the Chairperson is to be elected from the elected representatives of the WHS Committee but is not
fo be & management representative;

#  all members of the WHS Committee are eligible to vote for the election of the Chairperson;
+  the WHS Committee will adopt its own rules and procedures for the conduct of its meetings;

* in adopling its rules and procedures the WHS Committee will not adopt any procedure which is
inconsistent with the WHS Act 2011, the WHS Regulation 2017, the Code of Practice on
Consultation;

* acopy of the adopted rules and procedures are to be made available at each designated workgrouwp;

+ afier each election, not being a by-election for a casual vacancy, the WHS Committee is to review
the adopted rules and procedures for mestings;
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+  {he WHS Committee may change itz adopted rules and procedures in the light of a review,.

+ if may be decided that aliernate members are elected (for employee representatives) or appointed

{for management representatives) to attend meetings in the absence of the member.
The WHS Committee also has the following functions:

+ 3zsisting in the development of arrangements for recording hazards and accidents to promote

improved WHS;
+  making recommendation on VWHS fraining for Committee members;

+  making recommendations on VWHS training for employers.

Training for Members of WHS Committee

WHS representatives and WHS Committee members will undertake appropriate work health and safety

consultative fraining. To ensure it meets its obligations Council will seek to:

+ ensure all elected WHS representatives and management representatives are given the opporiunity

fo attend an appropriate course of training;

*  an appropriate training course is a course which has been accredited in accordance with provisions

of the WHS Regulation 2017:

+ ensure all reasonable costs and expenses incurred by the employee in attending the approved

course will be met by Council;

+ ensure no employes suffers a financial loss with regard to wages or salaries as a result of attending
an approved training course to underake their role as an WHS representative or member of an

WHS Committee.

Volunteers

Veolunteers make a valuable coniribution to the community. When determining the consultative
arrangements attention will be given to providing an opportunity to consult with volunieers wherever

possibe.
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