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9/26/25, 8:20 PM Property water rates Perth, WA | Water Corporation
Attachment for Late Item (9.5)

a
HELP ARTICLE
P ty detail
+
> @® PROD PWS Network Pro
@ Satellite imagery
Property address Property use Lot size
ﬁL 51 John St Beverley  House 4972 Square metres
Lot 12
$282.60
Total for 2023 - 2024 financial year
$289.66
Amount for current financial year to date.
For period 01/07/2024 to 30/06/2025
Service charges (water rates) relate to water, wastewater and drainage charges for a
property. The charges provided here do not include any payments or water use
charges for this property.
You are only charged for services available to the property. Any concession discounts
are not included in the rates listed.
Service charges are public information, as they relate to the property and not an
individual customer. Learn how are calculated.
Esri Community Maps Contributors, © OpenStreetMap, Microsoft, Esri, TomTom, Garmin, ... Powered by
v
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Title Attachment for Late Item (9.5)

Beverley
District High
School

Agricult
87 Showgrd
Oval

9/26/2025, 8:07:09 PM

E Cadastre Address

Sources: Esri, TomTom, Garmin, FAO, NOAA, USGS, © OpenStreetMap
contributors, and the GIS User Community, Sources: Esri, Maxar, Airbus DS,

78 USGS, NGA, NASA, CGIAR, N Robinson, NCEAS, NLS, OS, NMA,
Geod yrelsen, Rijk staat, GSA, Geoland, FEMA, Intermap, and the
GIS user community

User
Esri Community Maps Contributors, © OpenStreetMap, Microsoft, Esri, TomTom, Garmin, METI/NASA, USGS |
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Attachment for Late Item (9.5)
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NOTE : ALL BUILDINGS & STRUCTURES ON PROPOSED LOTS TO BE RETAINED.

PROPOSED GREEN TITLE SUBDIVISION OF
LOT 12 #51 JOHN STREET, BEVERLEY

HEIGHT DATUM A H.D.

CHECK TITLE FOR EASEMENTS, RESTRICTIVE COVENANTS ETC.

THIS SURVEY DOES NOT GUARANTEE THE CORRECT POSITION OF BOUNDARY
PEGS FOUND OR FENCE POSITIONS SHOWN, UNLESS A BOUNDARY

N

X

SURVEYING

DEPOSITED PLAN @ 222079 THIS PROPOSED SUBDIVISION PLAN IS SUBJECT TO

CIT : 4058-940 APPROVAL BY THE WESTERN AUSTRALIAN PLANNING
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SURVEY DATE 1 20-11-24 DATE 19-11-2025

JOB 122019 CHECKED BY DKM

X S

OLUTIONS WA

LICENSED LAND SURVEYORS

L. 9300 8137

www.surveyingsolutionswa.com.au

RE-ESTABLISHMENT SURVEY HAS BEEN UNDERTAKEN BY SURVEYING SOLUTIONS WA.
ALL FEATURES AND BUILDING POSITIONS ARE APPROXIMATE ONLY, AS THEY HAVE
BEEN POSITIONED FROM AERIAL PHOTOGRAPHY. CHECK ON SITE BEFORE
UNDERTAKING ANY WORKS.

A BOUNDARY RE-ESTABLISHMENT SURVEY IS RECOMMENDED PRIOR TO
UNDERTAKING ANY SITE WORKS OR CONSTRUCTION.

INFORMATION SHOWN ON THIS SURVEY IS CURRENT AT THE DATE SHOWN.
SURVEYING SOLUTIONS WA ACCEPTS NO RESPONSIBILITY FOR ANY CHANGES THAT
HAVE OCCURRED AFTER THIS DATE, TO SITE LEVELS AND FEATURES OR BUILDINGS.
CADASTRAL BOUNDARY DIMENSIONS SHOWN HAVE BEEN OBTAINED FROM SURVEY
PLANS AND ARE SUBJECT TO FIELD SURVEY UNLESS SHOWN OTHERWISE.
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10. BUILDING SERVICES & ENVIRONMENTAL HEALTH SERVICES

Nil.
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11. FINANCE

11.1 Monthly Financial Report

Submission To: Ordinary Council Meeting 17 November 2025
Report Date: 11 December 2025

Applicant: N/A

File Reference: N/A

Author and Position: Simon Marshall, Deputy Chief Executive Officer

Previously Before Council: N/A
Disclosure(s) Of Interest: Nil
Attachments: November 2025 Financial Reports

SUMMARY
Council to consider accepting the financial report for the period ending 30 November
2025.

BACKGROUND

There is a statutory requirement that the Local Government is to prepare, each
month, a statement of financial activity reporting on sources and applications of its
funds and to present the statement to Council.

Council adopted a budget variance reporting parameter of 10% on budgeted items of
$10,000 or greater at the July 2025 Ordinary Meeting, item 11.3.

COMMENT

The monthly financial reports for the period ending 30 November 2025 have been
provided and include:

e Financial Activity Statement by Nature;

e Statement of Net Current Assets;

e Statement of Financial Position; and

e Investment of Surplus Funds Report.

STATUTORY ENVIRONMENT

Section 6.4(1) of the Local Government Act provides that a local government is to
prepare an annual financial report for the preceding financial year and such other
financial reports as are prescribed.

Regulation 34 of the Local Government (Financial Management) Regulations

requires a Statement of Financial Activity to be prepared each month which is to

contain the following details:

(a) annual budget estimates;

(b) budget estimates to the end of the month;

(c) actual amount of expenditure and revenue;

(d) material variances between comparable amounts in (b) and (c) above; and

(e) the net current assets at the end of the month to which the statement relates (i.e.
surplus / (deficit) position).

The Statement is to be accompanied by:

(a) explanation of the composition of net current assets, less committed assets and
restricted assets;

82



Ordinary Council Meeting Minutes
17 December 2025

(b) explanation of the material variances; and
(c) such other information considered relevant by the local government.

FINANCIAL IMPLICATIONS
All revenue and expenditure, unless disclosed in the notes to material variances, are
as per the 2025/26 Budget.

STRATEGIC IMPLICATIONS

Strategic Pillar: 1. Economy
2. Community
3. Environment
4. Civic Leadership

Strategic Priorities: 1.1 Safe, efficient and connected transport network
2.3 Active and Healthy Community
3.3 Natural resources are sustainably managed
4.1 Community and customer focus
4.2 Continuous organisational improvement
4.3 Responsible planning

POLICY IMPLICATIONS
AF004 — Investing Surplus Funds

RISK IMPLICATIONS

It is a requirement of the Local Government (Financial Management) Regulations
1996 that a Statement of Financial Activity is prepared within two months of the end
of the reporting period. This report mitigates the risk of non-compliance.

Consequence Insignificant Minor Moderate Major Catastrophic
Likelihood

Almost Certain Medium High High Severe Severe

Likely Low Medium High High Severe
Possible Low Medium Medium High High

Unlikely Low Low Medium Medium High

Rare Low Low Low Low Medium

Risk Rating Action

Low Monitor for ongoing improvement.

Medium Comply with risk reduction measures to keep risk as low as reasonably practical.

High Review the risk and take additional measures to ensure risk is low as reasonably achievable.
Severe Unacceptable risk level, reduction measures must be introduced before proceeding.

VOTING REQUIREMENTS
Simple Maijority

OFFICER’S RECOMMENDATION & COUNCIL RESOLUTION
M11/1225
Moved Cr Brown Seconded Cr Shaw
That the monthly financial report for the month of November 2025 be accepted
and material variances be noted.
CARRIED 6/0

For: Cr Ridgway, Cr Brown, Cr Lawlor, Cr Martin, Cr Maxwell & Cr Shaw
Against: Nil
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SHIRE OF BEVERLEY

STATEMENT OF FINANCIAL ACTIVITY BY NATURE
FOR THE PERIOD ENDING
30 November 2025

Description Budget YTD Budget YTD Actual | YTD Variance | Favourable Notes To Material Variances
2025/26 2025/26 2025/26 Unfavourable ¥

Operating Revenue

Rates 3,580,630.00 | 3,579,130.00 | 3,585,187.32 6,057.32

Operating Grants, Subsidies and Contributions 1,212,241.00 633,484.00 633,727.50 243.50

Profit On Asset Disposal 7,000.00 2,915.00 0.00 (2,915.00) v

Fees & Charges 1,152,020.00 512,866.00 511,084.85 (1,781.15) v

Interest Earnings 153,417.00 82,038.00 84,465.66 2,427.66 S1g 7g e g inluding invesiments yet to mature tota

Other Revenue 248,485.00 75,596.00 72,790.89 (2,805.11) v

Non-Operating Grants, Subsidies and Contributions 4,885,373.00 1,203,884.00 1,212,475.22 8,591.22

Total Operating Revenue 11,239,166.00 | 6,089,913.00 | 6,099,731.44 9,818.44

Operating Expenditure

Employee Costs (2,909,175.00) (987,045.00) (987,603.14) (558.14) v

Materials & Contracts (2,511,263.00) (506,819.00) (507,684.65) (865.65) v

Utilities (265,210.00) (86,579.00) (80,759.02) 5,819.98

Depreciation On Non-Current Assets (2,490,097.00) | (1,037,500.00) | (1,153,253.19) (115,753.19) v Depreciation charge higher than anticipated YTD.

Interest Expenses (139,792.00) (41,123.00) (41,053.31) 69.69

Insurance Expenses (372,618.00) (338,078.00) (336,242.33) 1,835.67

Other Expenditure (98,101.00) (48,553.00) (47,925.39) 627.61

Loss On Asset Disposal (22,500.00) (2,705.00) 0.00 2,705.00

Total Operating Expenditure (8,808,756.00) | (3,048,402.00) | (3,154,521.03) (106,119.03)

Net Operating 2,430,410.00 | 3,041,511.00 | 2,945,210.41 (96,300.59)

Capital Income

Proceeds from Sale of Assets 165,000.00 0.00 0.00 0.00 v

New Loan Raised 3,000,000.00 0.00 0.00 0.00 v

Total Capital Income 3,165,000.00 0.00 0.00 0.00

Capital Expenditure

Land and Buildings (7,613,658.00) | (1,686,200.00) | (1,691,766.53) (5,566.53) v
New Planner Vehicle cost lower than anticipated. $4,000

Plant and Equipment (454,000.00) |  (45,000.00) |  (32,008.27) 12,991.73 o ottt ictioe whith mas metudod m the yvenicis
purchase budget.

Office Furniture and Equipment (35,600.00) (35,600.00) (35,470.81) 129.19
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SHIRE OF BEVERLEY

STATEMENT OF FINANCIAL ACTIVITY BY NATURE
FOR THE PERIOD ENDING
30 November 2025

Description Budget YTD Budget YTD Actual | YTD Variance | Favourable Notes To Material Variances
2025/26 2025/26 2025/26 Unfavourable V¥

Road Construction (1,984,522.00) | (250,000.00) | (430,828.61) | (180,828.61) v AGRN 1091 storm damage works higher than anticipated;

Other Infrastructure (1,904,249.00) 0.00 (147.25) (147.25) v

Leases (5,331.00) (5,331.00) (5,331.02) (0.02) v

Loans - Principal Repayments (275,310.00) (108,300.00) (108,300.51) (0.51) v

Total Capital Expenditure (12,272,670.00) | (2,130,431.00) | (2,303,853.00) (173,422.00)

Net Capital (9,107,670.00) | (2,130,431.00) | (2,303,853.00) (173,422.00)

Adjustments

Depreciation Written Back 2,490,097.00 1,037,500.00 1,153,253.19 115,753.19

Movement in Leave Reserve Cash Balance 0.00 0.00 2,679.35 2,679.35

Movement in Non-Current Loan Repayments 0.00 0.00 0.00 0.00

Movement in Non-Current SSL Income 0.00 0.00 0.00 0.00

Movement in Non-Current Lease Repayments 0.00 0.00 0.00 0.00

Movement in Non-Current Investments 0.00 0.00 0.00 0.00

Movement in Non-Current LSL Provision 0.00 0.00 0.00 0.00

Movement in Non-Current Deferred Pensioner Rates 0.00 0.00 0.00 0.00

(Profit)/Loss on Disposal of Assets Written Back 15,500.00 0.00 0.00 0.00

Add Funding From

Transfer (To)/From Reserves 1,311,386.00 (237,750.00) (238,916.42) (1,166.42)

Opening Surplus/(Deficit) 2,860,277.00 | 2,860,277.00 | 2,860,277.42 0.42

Total Adjustments 6,677,260.00 | 3,660,027.00 | 3,777,293.54 117,266.54

CLOSING SURPLUS/(DEFICIT) 0.00 | 4,571,107.00 | 4,418,650.95 (152,456.05)
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SHIRE OF BEVERLEY

STATEMENT OF NET CURRENT ASSETS

FOR THE PERIOD ENDING
30 November 2025

Description Actual YTD Actual
2024/25 2025/26
Current Assets
Cash at Bank 2,955,806.84 1,395,591.56
Cash - Unrestricted Investments 1,834,335.58 4,858,334.78
Cash - Restricted Reserves 2,713,190.37 2,952,106.79
Cash on Hand 700.00 700.00
Accounts Receivable 633,717.66 925,976.67
Prepaid Expenses 0.00 0.00
Self Supporting Loan - Current 0.00 0.00
Inventory - Fuel 12,511.85 14,961.10
Total Current Assets 8,150,262.30 10,147,670.90

Current Liabilities

Accounts Payable (2,250,211.90) (2,453,009.90)
Loan Liability - Current (275,310.19) (167,009.68)
Lease Liability - Current (5,331.02) 0.00
Annual Leave Liability - Current (305,947.15) (305,947.15)
Long Service Leave Liability - Current (180,520.69) (180,520.69)
Doubtful Debts 0.00 0.00

Total Current Liabilities

(3,017,320.95)

(3,106,487.42)

Adjustments

Less Restricted Reserves

(2,713,190.37)

(2,952,106.79)

Less Self Supporting Loan Income 0.00 0.00
Add Leave Reserves - Cash Backed 159,885.23 162,564.58
Add Lease Principal Expense 5,331.02 0.00
Add Loan Principal Expense 275,310.19 167,009.68
Total Adjustments (2,272,663.93) (2,622,532.53)
NET CURRENT ASSETS 2,860,277.42 4,418,650.95
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SHIRE OF BEVERLEY
STATEMENT OF FINANCIAL POSITION

AS AT

30 November 2025

Description Actual YTD Actual Movement
2024/25 2025/26
Current Assets
Cash and Cash Equivalents 7,504,032.79 9,206,733.13 1,702,700.34
Accounts Receivable 633,717.66 925,976.67 292,259.01
Contract Asset - Current 0.00 0.00 0.00
Prepaid Expenses 0.00 0.00 0.00
Self Supporting Loan - Current 0.00 0.00 0.00
Inventory 12,511.85 14,961.10 2,449.25
Total Current Assets 8,150,262.30 10,147,670.90 | 1,997,408.60
Current Liabilities
Accounts Payable (699,326.40) (231,124.40) 468,202.00
Contract Liability - Current (1,550,885.50) (2,221,885.50) | (671,000.00)
Loan Liability - Current (275,310.19) (167,009.68) 108,300.51
Lease Liability - Current (5,331.02) 0.00 5,331.02
Annual Leave Liability - Current (305,947.15) (305,947.15) 0.00
Long Service Leave Liability - Current (180,520.69) (180,520.69) 0.00
Doubtful Debts 0.00 0.00 0.00
Total Current Liabilities (3,017,320.95) (3,106,487.42) (89,166.47)
Non-Current Assets
Non-Current Debtors 190,403.95 190,403.95 0.00
Non-Current Investments 59,714.63 59,714.63 0.00
Land and Buildings 29,678,558.16 31,036,551.55 | 1,357,993.39
Plant and Equipment 2,198,870.60 2,119,588.56 (79,282.04)
Furniture and Equipment 179,915.41 200,686.48 20,771.07
Infrastructure 150,477,318.70 | 150,214,804.56 | (262,514.14)
Self Supporting Loan - Non Current 0.00 0.00 0.00
Total Non-Current Assets 182,784,781.45 | 183,821,749.73 | 1,036,968.28
Non-Current Liabilities
Loan Liability - Non Current (3,051,393.45) (3,051,393.45) 0.00
Lease Liability - Non Current (10,662.06) (10,662.06) 0.00
Annual Leave - Non Current 0.00 0.00 0.00
Long Service Leave Liability - Non Current (100,559.62) (100,559.62) 0.00
Total Non Current Liabilities (3,162,615.13) (3,162,615.13) 0.00
Net Assets 184,755,107.67 | 187,700,318.08 | 2,945,210.41
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SHIRE OF BEVERLEY
STATEMENT OF FINANCIAL POSITION

AS AT

30 November 2025

Description Actual YTD Actual Movement
2024/25 2025/26

Equity

Accumulated Surplus (56,487,330.36) | (59,193,624.35) | (2,706,293.99)

Reserves - Cash Backed (2,713,190.37) (2,952,106.79) | (238,916.42)

Reserve - Revaluations (125,554,586.94) | (125,554,586.94) 0.00

Total Equity (184,755,107.67) | (187,700,318.08) | (2,945,210.41)
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SHIRE OF BEVERLEY

INVESTMENT OF SURPLUS FUNDS
AS AT 30 November 2025

Amount

Interest

Account # |Account Name Invested ($) Term Rate Maturation
5303088 |[Reserve Funds Bendigo

Long Service Leave 162,564.58

Plant 395,082.11

Emergency Services 33,401.03

Building 314,083.61

Recreation Ground 1,003,835.38

Cropping Committee 116,161.50

Infrastructure 288,882.11

Senior Housing 325,212.36

Avondale Mach Museum 70,145.47

ITC Renewal Reserve 242,738.64| 2,952,106.79|3 mnths | 4.05%| 25/02/2026
5189755 |Term Deposit Bendigo 500,000.00 5mnths| 4.15%| 15/12/2025
5250659 |Term Deposit Bendigo 536,533.85 3 mnths| 3.90%| 23/12/2025
5254062 |[Term Deposit Bendigo 528,075.04 4 mnths| 4.00%| 23/01/2026
5201604 |Term Deposit Bendigo 262,205.99 6 mnths| 4.15%| 29/01/2026
5201605 |Term Deposit Bendigo 524,962.75 6 mnths| 4.15%| 29/01/2026
5244049 |(Term Deposit Bendigo 500,000.00 5 mnths| 4.05%| 16/02/2026
5244052 |(Term Deposit Bendigo 500,000.00 5 mnths| 4.05%| 16/02/2026
5244059 |(Term Deposit Bendigo 500,000.00 6 mnths| 4.05%| 16/03/2026
5244061 |[Term Deposit Bendigo 500,000.00 6 mnths| 4.05%| 16/03/2026
5295470 |(Term Deposit Bendigo 506,557.15 5 mnths| 4.20%| 15/04/2026

4,858,334.78
Total 7,810,441.57
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11.2 Accounts Paid by Authority

Submission To: Ordinary Council Meeting 17 December 2025
Report Date: 10 December 2025

Applicant: N/A

File Reference: N/A

Author and Position: Simon Marshall, Deputy Chief Executive Officer

Previously Before Council: N/A
Disclosure(s) Of Interest: Nil
Attachments: November 2025 List of Reports

SUMMARY
Council to consider authorising the payment of accounts.

BACKGROUND
The following list represents accounts paid by authority for the month of November
2025.

COMMENT
Unless otherwise identified, all payments have been made in accordance with
Council’s 2025/26 Budget.

STATUTORY ENVIRONMENT
Regulation 12 of the Local Government (Financial Management) Regulations
provides that:
(1) A payment may only be made from the municipal fund or the trust fund —
(a) if the local government has delegated to the CEO the exercise of its power to
make payments from those funds — by the CEO; or
(b) otherwise, if the payment is authorised in advance by a resolution of the
council.
(2) The council must not authorise a payment from those funds until a list prepared
under regulation 13(2) containing details of the accounts to be paid has been
presented to the council.

Regulation 13 of the Local Government (Financial Management) Regulations

provides that:

(1) If the local government has delegated to the CEO the exercise of its power to
make payments from the municipal fund or the trust fund, a list of accounts paid
by the CEO is to be prepared each month showing for each account paid since
the last such list was prepared —

(a) the payee’s name;

(b) the amount of the payment;

(c) the date of the payment; and

(d) sufficient information to identify the transaction.

(2) A list of accounts for approval to be paid is to be prepared each month showing

(a) for each account which requires council authorisation in that month —

(i) the payee’s name;

(i) the amount of the payment; and

(iii) sufficient information to identify the transaction;
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and

(b) the date of the meeting of the Council to which the list is to be presented.

(3) A list prepared under sub regulation (1) or (2) is to be —

(a) presented to the Council at the next ordinary meeting of the council after the list
is prepared; and

(b) recorded in the minutes of that meeting.

FINANCIAL IMPLICATIONS
Unless otherwise identified, all payments have been made in accordance with
Council’s 2025/26 Budget.

STRATEGIC IMPLICATIONS
Nil

POLICY IMPLICATIONS
Authority to Purchase — All acquisitions should be in accordance with budget
provisions or to a maximum specified cost.

RISK IMPLICATIONS

Failure to present a detailed listing in the prescribed form would result in non-
compliance Local Government (Financial Management) Regulations 1996, this report
mitigates the risk of non-compliance.

Consequence Insignificant Minor Moderate Major Catastrophic
Likelihood

Almost Certain Medium High High Severe Severe

Likely Low Medium High High Severe
Possible Low Medium Medium High High

Unlikely Low Low Medium Medium High

Rare Low Low Low Low Medium

Risk Rating Action

Low Monitor for ongoing improvement.

Medium Comply with risk reduction measures to keep risk as low as reasonably practical.

High Review the risk and take additional measures to ensure risk is low as reasonably achievable.
Severe Unacceptable risk level, reduction measures must be introduced before proceeding.

VOTING REQUIREMENTS
Simple Majority

3:20pm — Manager of Planning, Stefan de Beer and Manager of Works, Steve
Vincent left the meeting and did not return.
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OFFICER’S RECOMMENDATION & COUNCIL RESOLUTION
M12/1225

Moved Cr Martin Seconded Cr Maxwell
That the List of Accounts as presented, be received:

November 2025:

(1) Municipal Fund — Account 016-540 259 838 056

Cheque vouchers
11 Nov 2025 1958-1958 1) $ 1,025.00 (authorised by CEO S Gollan and DCEO S Marshall)
Total of cheque vouchers for November 2025 incl $ 1,025.00 previously paid

EFT vouchers

03Nov 2025 EFT 11827-11848 (21) $ 55,747.49 (authorised by CEO S Gollan and DCEO S Marshall)
05Nov 2025 EFT 11849-11850 (2) $ 2,806.99 (authorised by DCEO S Marshall and Cr D Brown)
05 Nov 2025 EFT 1-35 (35) $ 64,093.35 (authorised by DCEO S Marshall and Cr D Brown)
11 Nov 2025 EFT 11861-11910 (50) $ 431,846.81 (authorised by CEO S Gollan and DCEO S Marshall)
11 Nov 2025 EFT 1191111922 (12) $ 52,020.07 (authorised by CEO S Gollan and DCEO S Marshall)
19 Nov 2025 EFT 1-35 (35 $ 64,137.76 (authorised by Cr C Lawlor and Cr A Sattler)

25Nov 2025 EFT 11923-11926 (4) $ 195,666.30 (authorised by CEO S Gollan and DCEO S Marshall)
Total of EFT vouchers for November 2025 incl $ 866,318.77 previously paid

(2) Trust Fund — Account 016-259 838 128

Cheque vouchers
Nil vouchers

Total of cheque vouchers for November 2025 incl $ 0.00 previously paid.

EFT vouchers

11 Nov 2025 EFT 11851-11852 (2) $ 250.00 (authorised by CEO S Gollan and DCEO S Marshall)

Total of EFT vouchers for November 2025 incl $ 250.00 previously paid.
(3) Direct Debit Payments totalling $ 125,676.29 previously paid.
(4) Credit Card Payments totalling $ 385.88 previously paid.

CARRIED 6/0

For: Cr Ridgway, Cr Brown, Cr Lawlor, Cr Martin, Cr Maxwell & Cr Shaw
Against: Nil
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1.8 Petty Cash

Policy Type: Accounting and Finance Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: PETTY CASH PoLicy

Objective: To provide direction in the appropriate use of petty cash and associated
reconciliation.

Policy

Petty Cash on hand is to be to a maximum of $400 $700 and is to be securely stored in a locked cash box in the
Administration Office safe.

Use of petty cash is restricted to the purchase of incidental items when cash is required and may include Transport
Licencing transactions, such as number plate changes, and impromptu donations to charity.

The Senior Administration Finance Officer is to monitor petty cash and reconcile quarterly, with any balancing funds
to be drawn from Council’s Municipal account by way of cheque requisition.

Appropriate tax invoice or other evidence of petty cash use is to be given to the Senior Administration Officer so
that petty cash balance can be reconciled.

Use of petty cash for any purpose is to be authorised by the Chief Executive Officer or in their absence, the Deputy
Chief Executive Officer.
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1.9 Rates — Special Payment Agreements

Policy Type: Accounting and Finance Policy No:
Date Adopted: February 2015 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: SPECIAL PAYMENT AGREEMENTS
Objective: To Achieve Timely Payment of Rates
Policy

Where a ratepayer cannot pay their Rates account in full and, for whatever reason, is not able to pay by instalments,
they may request to pay by a Special Payment Agreement.

Any Special Payment Agreement is to be authorised by the Chief Executive Officer, who may use their discretion
when determining payment amounts and frequency.

However, all payments under a Special Payment Agreement are to be finalised by 30 June in the same rating year.
Any variance to the agreed Special Payment Agreement may lead to the agreement being void.

The Chief Executive Officer may use their discretion in voiding Special Payment Agreements.

Only Current year rates are to be paid by Special Payment Agreement.

Special Payment Agreement payments are to be by direct debit only.

All Rates in arrears are to be cleared before a Special Payment Agreement can be entered into.

Penalty interest at the current interest rate will still be applied to any outstanding amounts.

An Administration Fee of $30 is to be applied to each Special Payment Agreement.

The Chief Executive Officer to report Special Payment Agreements to Council via the Information Bulletin.
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1.10 Asset Capitalisation

Policy Type:

Accounting and Finance

Date Adopted:

24 March 2015

Attachment for Item 12.1

Policy No:

Date Last Reviewed: 25 September 2024

Legal (Parent):
1. Local Government Act 1995

Legal (Subsidiary):

1. Local Government (Financial Management)
Regulations 1996

ADOPTED POLICY

Title: ASSET CAPITALISATION
Objective: To establish the method to record Assets
Policy

Assets are required to be capitalised and recorded on Council’'s Asset Register

1. Fixed assets less than $5,000.00 in value (individual or grouped), are to be fully expensed at the time

of purchase.

2. Where appropriate, fixed assets of a value less than $5,000.00 (individual or grouped), are to be

recorded in a Small Plant and Equipment Inventory.

3. Fixed assets over $5,000.00 in value (individual or grouped), are to be classified, recorded in the Asset
Register, and depreciated as set out in the Depreciation Policy (AF001).

Policy Amended: 21 February 2017
Policy Amended: 28 August 2018
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1.11 Related Party Disclosure

Policy Type: Accounting and Finance Po|icy No:
Date Adopted: 22 August 2017 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):
1. AASB 124 1. Local Government Act 1995
2. Local Government (Financial Management)
Regulations 1996.

ADOPTED POLICY

Title: RELATED PARTY DISCLOSURE

Objective: The objective of the Policy is to ensure that the existence of certain related party
relationships, related party transactions and information about the transactions, necessary
for users to understand the potential effects on the Financial Statements are properly
identified, recorded in Council’s systems, and disclosed in Council’s Annual Financial
Report in compliance with AASB 124

Policy

BACKGROUND

The relevant standard for the purpose of this Policy is AASB 124 Related Party Disclosures, July 2015 (AASB
124).

POLICY STATEMENT
Council in complying with disclosure requirements in AASB 124, will;

(1) identify related party relationships, related party transactions and ordinary citizen transactions;
(2) identify information about the related party transactions for disclosure;

(3) establish a procedure to capture and record the related party transactions and information about those
transactions;

(4) identify the circumstances in which disclosure is required; and

(5) determine the disclosures to be made about those items in the Annual Financial Report for the
purpose of complying with AASB 124.

Refer to Shire of Beverley Related Party Disclosure Procedure Guidelines.

Policy Amended: 27 August 2019
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1.12 Rates — Rates Exemption (Non-Rateable Land)

Policy Type: Accounting and Finance Policy No:
Date Adopted: 26 June 2018 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: RATES EXEMPTION (NON-RATEABLE LAND)
Objective: To Apply Rates Exemptions for Non-Rateable Land
Policy

This policy aims to provide guidance to Council and Council Staff when determining if rate exemption status applies
to ‘non-rateable land’.

Legislation
All land in an area is rateable unless it is exempt from rating. Rate exemptions may apply under specific
circumstances for entities such as public benevolent institutions and public charities.

Rate Exemptions are legislative, and must be compliant. In accordance with the Local Government Act 1995 —
6.26. Rateable Land; (2) The following land is not rateable land -; (g) land used exclusively for charitable purposes.

Definition — Charitable Purpose

A charitable purpose is defined at common law, as it is not currently defined in the Local Government Act 1995.
trusts for the relief of poverty; trusts for the advancement of education; trusts for the advancement of religion; or
trusts for other purposes beneficial to the community.

Statement — The Shire of Beverley is committed in assisting Charitable Organisations based within the Shire who
provide assistance to members of the public.

Organisations are required to evidence their right to an exemption, and demonstrate the land is used exclusively
for charitable purposes.

Application of the Policy

General rules for application will include the following considerations.

Criteria —

An application for Charitable Rate Exemption status must be made in writing by completing a Request for Charitable
Rate Exemption Form (Appendix A) and provide any supporting documentation according to the checklist on the
application form.

The applicant applying for more than one property must submit a separate application for each property. This
supports the principle that it is ‘land use’, not the applicant that is being assessed.

If the property is leased, a copy of the lease is required with the application.
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Determination

Applicants will be notified in writing of the Council’s decision, with correspondence to include details of:

The date the exemption applies from, the section of the LG Act applicable to the exemption, the review period (ie.
2 years); and the amount of general rates reversed.

Where exemption from rates is approved, the property will still be subject to the Emergency Services Levy and any
other service charges (eg Rubbish collection charges, etc).

Objection

An objection should be made by the person named in the rate record as the owner of land or by the agent or
attorney of the person. Where the property is leased, it should be by the leasee or by the agent or attorney of that
person.

Where the application is refused, the applicant may object under s. 6.76 of the Local Government Act 1995, on the
basis that the land or part of the land was not rateable land. The applicant has the right to appeal a decision made
under s. 6.76 to the State Administrative Tribunal (SAT).

Reviews
All properties holding rate exemption status from rates will be subject to reviews at least every 2 years to ensure
continued rating exemption.

Delegation of Authority
All properties holding rate exemption status applies. Council delegates authority to Chief Executive Officer to
approve applications that meet all the eligibility criteria.

Roles and Responsibilities

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

The Deputy Chief Executive Officer shall be responsible for referring matters to Council in regards to this policy.
The Finance Officer, shall be responsible for the review and monitoring of the operation of the policy and be
responsible for the day to day operations of the policy.

Relevant Documents

Local Government Act 1995 — Section 6.26
Rates & Charitable Land Use Exemption Applications — WALGA Best Practise Guidelines
Request for Charitable Rate Exemption Form (Appendix A)
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Appendix A

Application for Rates Exemption — Non Rateable Land

Property Details
Assessment #

Property Address -

Property Owner Details
Applicant Name -

Owner Name (if different from above) -

Postal Address -

E-mail Address -

Contact Phone Number -

Applicant Details
Contact Person Position

Postal Address -

E-mail Address -

Contact Phone Number -

Current Use of Property
Please quote which sub-section of the Local Government Act 1995 are you claiming the rates
exemption under (see over) -
What is the Property Used For -

Signature Date

Office Use Only
Title Checked -
Organisation Incorporated -

Approved/Denied Date
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Non Rateable Land
Council can apply rates and charges to all land, with the following exceptions as per section 6.26, sub-
sections s6.26(2) to s6.26(6) of the Local Government Act 1995.

6.26 (2) The following land is not rateable land —

(a) land which is the property of the Crown and —

(i) is being used or held for a public purpose; or

(i) is unoccupied, except —

(1) Where any person is, under paragraph (e) of the definition of Owners in section 1.4, the owner of
the land other than by reason of that person being the holder of a prospecting licence held under
the Mining Act 1978 in respect of land the area of which does not exceed 10 ha or a miscellaneous
licence held under that Act; or

(2) Where and to the extent and manner in which a person mentioned in paragraph (f) of the definition
of owner in section 1.4 occupies or makes use of the land; and

(b) land in the district of a local government while it is owned by the local government and is used for the
purposes of the local government other than for purposes of a trading undertaking (as that term is defined
in and for the purpose of section 3.59) of the local government; and

(c) land in a district while it is owned by a regional local government and is used for the purposes of the
regional local government other than for the purposes of a trading undertaking (as that term is defined in
and for the purpose of section 3.59) of the regional local government; and

(d) land used or held exclusively by a religious body as a place of public worship or in relation to that
worship, a place of residence of a minister of religion, a convent, nunnery or monastery, or occupied
exclusively by a religious brotherhood or sisterhood; and

(e) land used exclusively by a religious body as a school for the religious instruction of children; and

(f) land used exclusively as a non-government school within the meaning of the School Education Act
1999; and

(g) land used exclusively for charitable purposes; and

(h) land vested in trustees for agricultural or horticultural show purposes; and

(i) land owned by Co-operative Bulk Handling Limited or lease from the Crown or a statutory authority
(within the meaning of that term in the Financial Management Act 2006) by that company and used solely
for the storage of grain where that company has agreed in writing to make a contribution to the local
government; and

(j) land which is exempt from rates under any other written law; and

(k) land which is declared by the Minister to be exempt from rates.

(3) If Co-operative Bulk Handling Limited and the relevant local government cannot reach an agreement

under subsection (2) (i) either that company or the local government may refer the matter to the Minister
for determination of the term of the agreement and the decision of the Minister is final.

(4) The Minister may from time to time, under subsection (2)(k), declare that any land or part of any land
is exempt from rates and by subsequent declaration cancel or vary the declaration.

(5) Notice of any declaration made under subsection (4) is to be published in the Gazette.

(6) Land does not cease to be used exclusively for a purpose mentioned in subsection (2) merely because
it is used occasionally for another purpose which is of a charitable, benevolent, religious or public nature.
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1.13 Emergency Hardship Policy — Policy Suspended

Policy Type: Accounting and Finance Policy No:
Date Adopted: 28 April 2020 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: EMERGENCY FINANCIAL HARDSHIP PoLIcY (POLICY SUSPENDED)

Objective: To ensure that we offer fair, equitable, consistent and dignified support to ratepayers
suffering hardship, while treating all members of the community with respect during
a community emergency event (not personal emergency).

Objective

To give effect to our commitment to support the whole community to meet the unprecedented challenges arising
from a community wide emergency, the Shire of Beverley recognises that these challenges will result in financial
hardship for some.

This Policy is intended to ensure that we offer fair, equitable, consistent and dignified support to ratepayers
suffering hardship, while treating all members of the community with respect and understanding at this difficult
time.

Scope

This policy applies to:

1. Rates and service charges levied.

It is a reasonable community expectation, as we deal with the effects of the pandemic that those with the capacity
to pay rates will continue to do so. For this reason the Policy is not intended to provide rate relief to ratepayers
who are not able to evidence financial hardship and the statutory provisions of the Local Government Act 1995
and Local Government (Financial Management) Regulations 1996 will apply.

Statement

Payment difficulties, hardship and vulnerability***

Payment difficulties, or short term financial hardship, occur where a change in a person’s circumstances result in
an inability to pay a rates or service charge debt.

Financial hardship occurs where a person is unable to pay rates and service charges without affecting their ability
to meet their basic living needs, or the basic living needs of their dependants.
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The Shire of Beverley recognises the likelihood that an emergency will increase the occurrence of payment
difficulties, financial hardship and vulnerability in our community. This policy is intended to apply to all ratepayers
experiencing financial hardship regardless of their status, be they a property owner, tenant, business owner etc.

Anticipated Financial Hardship due to an Emergency

We recognise that many ratepayers are already experiencing financial hardship due to an emergency. We
respect and anticipate the probability that additional financial difficulties will arise when their rates are received.

We will write to ratepayers at the time their account falls into arrears, to advise them of the terms of this policy
and encourage eligible ratepayers to apply for hardship consideration. Where possible and appropriate, we will
also provide contact information for a recognised financial counsellor and/or other relevant support services.

Financial Hardship Criteria

While evidence of hardship will be required, we recognise that not all circumstances are alike. We will take a
flexible approach to a range of individual circumstances including, but not limited to, the following situations
arising from an emergency situation.

o Recent unemployment or under-employment

) Sickness or recovery from sickness

o Low income or loss of income

) Unanticipated circumstances such as caring for and supporting extended family

Ratepayers are encouraged to provide any information about their individual circumstances that may be relevant
for assessment. This may include demonstrating a capacity to make some payment and where possible, entering
into a payment proposal. We will consider all circumstances, applying the principles of fairness, integrity and
confidentiality whilst complying our statutory responsibilities.

The Chief Executive Officer will have delegated authority (and in consultation with the Rates Officer) to determine
whether a hardship case exists or not based on the supporting documents and evidence provided by the
applicant.

Supporting documents include:

2 months of payslips showing decrease in hours/pay due to the emergency;

Letter from previous employer stating employment termination due to the emergency;
Statutory Declaration from a person who is being cared for as a result of the emergency;
Medical Certificate noting inability to work/reduction in work ability due to the emergency.

Payment Arrangements

Payment arrangements facilitated in accordance with Section 6.49 of the Act are of an agreed frequency and
amount. These arrangements will consider the following:

) That a ratepayer has made genuine effort to meet rate and service charge obligations in the past;
o The payment arrangement will establish a known end date that is realistic and achievable;
o The ratepayer will be responsible for informing the Shire of Beverley of any change in circumstance that

jeopardises the agreed payment schedule.

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

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

Deferment of Rates

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

e remains as a debt on the property until paid;

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

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

e does not incur penalty interest charges.

Debt recovery

We will suspend our debt recovery processes whilst negotiating a suitable payment arrangement with a debtor.
Where a debtor is unable to make payments in accordance with the agreed payment plan and the debtor advises
us and makes an alternative plan before defaulting on the 3 due payment, then we will continue to suspend debt
recovery processes.

Where a ratepayer has not reasonably adhered to the agreed payment plan, then for any Rates and Service
Charge debts that remain outstanding, we will offer the ratepayer one further opportunity of adhering to a
payment plan that will clear the total debt by the end of the financial year.

Rates and service charge debts that remain outstanding at the end of the financial year, will then be subject to the
rates debt recovery procedures prescribed in the Local Government Act 1995.

Review

We will establish a mechanism for review of decisions made under this policy, and advise the applicant of their
right to seek review and the procedure to be followed.

Communication and Confidentiality

We will maintain confidential communications at all times and we undertake to communicate with a nominated
support person or other third party at your request.

We will advise ratepayers of this policy and its application, when communicating in any format (i.e. verbal or
written) with a ratepayer that has an outstanding rates or service charge debt.

We recognise that applicants for hardship consideration are experiencing additional stressors, and may have
complex needs. We will provide additional time to respond to communication and will communicate in alternative
formats where appropriate. We will ensure all communication with applicants is clear and respectful.

Summary

In summary Council delegate the Chief Executive Officer authorisation to:

1. consider offering, upon request, a waiving of interest on outstanding rates between emergency dates, where
rates payment will be delayed for those businesses directly affected by Commonwealth and State
Government’s control measures;

2. consider offering, upon request, a waiving of interest on outstanding rates between emergency dates for
those individuals that can demonstrate hardship due to the emergency;

Policy Suspended: 23 November 2021
Policy Changed: 25 October 2022
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1.14 Regional Price Preference

Policy Type: Accounting and Finance Policy No:
Date Adopted: 28 July 2020 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):
1. Local Government Act 1995 — Sections 3.57, 1. Local Government (Functions and General)
5.41 Regulations 1996 — Part 4A Regional price
2. State Records Act 2000 Preference.

ADOPTED POLICY

Title: REGIONAL PRICE PREFERENCE

Objective: To promote and support local businesses and the community by giving
preferential consideration to Regional Businesses and Regional Content when
considering the provision of goods and services via tender and quotation.

Policy

Regional Business Preference
This preference enables businesses within the Prescribed Area to claim a price preference for their whole bid.

The preference will apply to all quotations of $10,000 or greater, and all tenders invited by the Shire of Beverley.
To qualify as a Regional Business, a business must meet the following conditions:

1. A permanent office in the Prescribed Area for at least six (6) months prior to the closing date of
tenders/quotations.

2. Permanent Staff based in the prescribed area.

3. The Regional Business is required to provide written evidence within the quotation/tender submission which
demonstrates compliance with condition 1 and 2.

Regional Content Preference
This preference enables businesses not located within the Prescribed Area to claim a price preference for the goods
and/or services purchased from within the Prescribed Area.

Note: Travel and accommodation costs associated with sending Staff/Sub Contractors from outside the Prescribed
Area to work on a regional contract, are not considered regional content and are not eligible for the “Regional Content
Preference”.

The preference will apply to all quotations of a collective value of $10,000 or greater, and all tenders invited by the
Shire of Beverley. Businesses wishing to claim the Regional Content Preference are required to provide written
evidence as described within the request for quotation/tender documentation. Businesses outside the Prescribed
Area, who claim that they will use Regional Content in the delivery of the contract outcomes, will be required, as part
of the contract conditions, to demonstrate that they have actually used them.
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Price Preference
Preference will be given to a regional business by assessing their submission as if the price bids were reduced by:

(a) 10% (up to a maximum price reduction of $50,000) for goods and services; or

(b) 5% (up to a maximum price reduction of $50,000) for construction (building) services ; or

(c) 10% (up to a maximum of $500,000) for goods or services including construction (building), if Council is seeking
tenders for the provision of those goods or services for the first time, due to those goods or services having
been, until then, undertaken by Council.

Value for Money

Whilst price is a competitive consideration in the provision of goods and services via quotation and/or tender, it is
only one aspect of the evaluation process. Value for Money principles, as described within AFO07 Purchasing and
Procurement will be employed by assessing the price component in conjunction with the quotation/tender selection
criteria and requirements.

Prescribed Area
The Prescribed area is the Wheatbelt sub-region of Avon. The Avon area is the Shires of Beverley, Cunderdin,
Dowerin, Goomalling, Northam, Quairading, Tammin, Toodyay and York.

Responsibilities
The Shire of Beverley, where practicable will:

1. Ensure that the application of a local price preference is clearly identified within the quote or  tender
documentation to which the preference is to be applied.

2. Operate this policy in conjunction with the Shire of Beverley Purchasing and Procurement Policy AF007 for
tenders and quotations when evaluating and awarding contracts.

Legislation

Local Government (Function and General) Regulations 1996 Part 4A were amended to allow non-metropolitan local
governments to offer a price preference to regional suppliers when deciding which Tender to accept. A price
preference can only be applied if a local government authority has advertised and adopted a regional price preference

policy.
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2. Administration

2.1 Policy Manual

Policy Type: Administration

Date Adopted: September 2014

Policy No:

Date Last Reviewed:

25 September 2024

Legal (Parent):
1.

Legal (Subsidiary):
1.

ADOPTED POLICY

Title: PoLicy MANUAL
Objective: To effectively review the Policy Manual.
Policy

Council shall maintain a manual and up to date recording of the various policies of Council.

1. Additions, deletions and amendments to Council policy shall only be effected by an absolute majority of
Council.

2. A review of the Policy Manual shall be conducted annually, and as and when a policy is varied by Council.

3. The Policy Manual shall be available for public inspection and comment free of charge at the Shire

Administration Office. Copies will be made available for sale at a cost set by the Shire of Beverley’s current

fees and charges.

Policy Updated: 25 October 2016
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2.2 Legal Advice

Policy Type: Administration Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: LEGAL ADVICE
Objective: To allow the Chief Executive Officer to seek legal advice.
Policy

The Chief Executive Officer is authorised to obtain or grant permission to obtain from solicitors or barristers such
legal advice and opinion as is deemed necessary to enable the proper legal administration of Council’s business and
in support of a report or submission to Council or a Committee on matters which require advice from legal
authority.

Policy Amended: 25 October 2022
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2.3 Risk Management

Policy Type: Administration Policy No:
Date Adopted: December 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: RISK MANAGEMENT

Objective: The Shire of Beverley (“the Shire”) Risk Management Policy documents the commitment
and objectives regarding managing uncertainty that may impact the Shire’s strategies,
goals or objectives.

Policy

It is the Shire’s Policy to achieve best practise (aligned with AS/NZS ISO 31000: 2689 2019 Risk Management), in
the management of all risks that may affect the Shire, its customers, people, assets, functions, objectives, operations
or members of the public.

Risk Management will form part of the Strategic, Operational, Project and Line Management responsibilities and
where possible, be incorporated within the Shires Integrated Planning Framework.

The Shire’s Management Team will determine and communicate the Risk Management Policy, Objectives and
Procedures, as well as, direct and monitor implementation, practise and performance.

Every employee within the Shire is recognised as having a role in risk management from the identification of risks to
implementing risk treatments and shall be invited and encouraged to participate in the process.

Consultants may be retained at times to advise and assist in the risk management process, or management of specific
risks or categories of risk.

The Risk Management Governance Framework document, outlines the full Risk Management Policy and
Procedures.

Policy Amended: 27 August 2019
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2.4 Public Interest Disclosure

Policy Type: Administration Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. Public Interest Disclosure Act 2003 1.

ADOPTED POLICY

Title: PuBLIC INTEREST DISCLOSURE
Objective: To comply with necessary obligations under the Public Interest Disclosure Act 2003.
Policy

Support for Staff who make Public Interest Disclosures
The Shire of Beverley does not tolerate corrupt or other improper conduct, including mismanagement of public
resources, in the exercise of the public functions of the Shire of Beverley and its officers, employees and contractors.

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

The Shire of Beverley will take all reasonable steps to provide protection to staff that make such disclosures from any
detrimental action in reprisal for the making of a public interest disclosure.

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

These internal procedures provide for the manner in which the Shire of Beverley will comply with its obligations under
the Public Interest Disclosure Act 2003.
They provide for the manner in which:

o disclosures of public interest information shall be made to the Public Interest Disclosure Officer (PID
Officer).
. the PID Officer shall investigate the information disclosed, or cause that information to be investigated.

the PID Officer may take action following the completion of the investigation.
the PID Officer shall report to the discloser as to the progress and outcome of that investigation and the
action taken as a consequence.

. the confidentiality of the discloser, and any person who may be the subject of a public interest
disclosure, shall be maintained.
. records as to public interest disclosures shall be maintained and reporting obligations complied with.
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Object of the Act
The Public Interest Disclosure Act 2003 commenced operation on 1 July 2003. The object of the Act is to:

o facilitate the disclosure of public interest information;
. provide protection for those who make disclosures; and
. provide protection for those who are the subject of a disclosure.

This is achieved by:

. protecting the person making the disclosure from legal or other action;

. providing for the confidentiality of the identity of the person making the disclosure and a person who is the
subject of a disclosure; and

. providing remedies for acts of reprisal and victimisation that occur substantially because the person has made
a disclosure.

The rights and obligations created by the Act are described in Appendix 1 to these Procedures.
[Note for Public Authorities:

The text at Part | of these Guidelines should be reproduced as an Appendix to the Internal Procedures, for
the information of PID Officers and staff and customers of the public authority]

Designation of Public Interest Disclosure (PID) Officer

The person from time to time holding or acting in the position of Deputy Chief Executive Officer is designated as
the Public Interest Disclosure Officer, or PID Officer, of the Shire of Beverley. The PID Officer is responsible for
receiving disclosures of public interest information relating to matters falling within the sphere of responsibility of the
Shire of Beverley.

The contact details of the PID Officer are as follows:

Deputy Chief Executive Officer
PO Box 20
BEVERLEY WA 6304

Phone: 9646 1200
dceo@beverley.wa.gov.au

After assuming or beginning to act in the position of Deputy Chief Executive Officer the person holding or acting in
that position must forward a completed PID Officer’s Declaration (see FORMS) to the Office of the Public Sector
Standards Commissioner. A copy of the completed PID Officer’s Declaration shall be retained on a file to be kept for
that purpose.

The person holding or acting in the position of Deputy Chief Executive Officer at the commencement of these
procedures shall forward a completed PID Officer's Declaration to the Office of the Public Sector Standards
Commissioner as soon as is practicable. A copy of the completed PID Officer’s Declaration shall be retained on a file
to be kept for that purpose.

Corruption and The Act also provides for the Corruption and Crime Commission to receive
Crime Commission public interest disclosures of information relating to an offence under State
law. Subsequent references in these procedures to the PID Officer shall be
taken to include an employee or officer of the Commission who receives, on
behalf of the Commission, information relating to an offence under State law.
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Police The Act also provides for any police officer to receive public interest
disclosures of information relating to an offence under State law. Subsequent
references in these procedures to the PID Officer shall be taken to include an
officer who receives a public interest disclosure relating to an offence under
State law.

Ombudsman The Act also provides for the Ombudsman to receive public interest disclosures
of information relating to matters of administration within the jurisdiction of the
Ombudsman, and matters relating to most public officers. Subsequent
references in these procedures to the PID Officer shall be taken to include an
officer of the Ombudsman who receives, on behalf of the Ombudsman,
information relating to these matters.

Auditor General The Act also provides for the Auditor General to receive public interest
disclosures of information relating to substantial unauthorised or irregular use of,
or substantial mismanagement of, public resources. Subsequent references in
these procedures to the PID Officer shall be taken to include a person appointed
by the Auditor General who receives, on behalf of the Auditor General
information relating to these matters.

Receiving Public Interest Disclosures
Advice to Disclosers

Before a discloser makes a public interest disclosure to a PID Officer, the PID Officer shall advise the discloser of the
following matters:

If they choose to make a public interest disclosure they will not as a result

incur any civil or criminal liability.

be liable to any disciplinary action under State law.

be liable to be dismissed or have his or her services dispensed with or otherwise terminated.

be liable for any breach of a duty of secrecy or confidentiality or any other applicable restriction on
disclosure.

If they choose to make a public interest disclosure they may have the right to take civil proceedings if they are subject
to detrimental action as a result of making the disclosure.

If they choose to make a public interest disclosure then their identity will not be disclosed except in accordance with
the Act (disclosure of their identity may be required in the course of the investigation or in taking action in some
circumstances).

If they choose to make a public interest disclosure then they will have the right to be informed of the progress and
outcome of the investigation and action taken as a result.

If they choose to make a public interest disclosure:

e They are only protected if they believe on reasonable grounds that the information to be disclosed is or
may be true;

. They will commit an offence, and lose the protection of the Act, if they know the information to be false or
misleading in a material particular or are reckless about whether the information is false or misleading in a
material particular.

e They will forfeit the protection given by the Act if they disclose the information otherwise than under the
Act (ie if they provide the information to the media or a person who is not a proper authority).
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e They will forfeit the protection given by the Act if they fail, without reasonable excuse, to assist a person
investigating the matter to which the information relates, by supplying any information requested.

They may commit an offence if they disclose information that might identify or tend to identify anyone as a person in
respect of whom a disclosure of public interest information has been made.

The disclosure will only be protected if the PID Officer is the proper authority for receiving that kind of information, as
indicated in the following table:

Proper Authorities for Receiving
Disclosures of Public Interest Information

When the disclosure relates to... the proper authority is...

The sphere of responsibility of a public | The Public Interest Disclosure Officer (PID
authority (eg matters about the public authority | Officer) of the Public Authority

or its officers, or which the public authority has
the function of investigating)

Offences under State law. A police officer or the Corruption and Crime
Commission

Substantial unauthorised or irregular use of, or | The PID Officer of the public authority
substantial mismanagement of, public | concerned, or the Auditor General
resources
Matters of administration affecting someone in | The PID Officer of the public authority
their personal capacity falling within the | concerned or the Ombudsman

jurisdiction of the Ombudsman

A police officer The Commissioner of Police or the
Corruption and Crime Commission

A Member of the Legislative Council The President of the Legislative Council

A Member of the Legislative Assembly The Speaker of the Legislative Assembly

A judicial officer The Chief Justice

A public officer who is not a member of | The PID Officer of the public authority
Parliament, a Minister, a Judicial Officer or a | concerned, the Ombudsman or the
Commissioned or other officer specified in | Commissioner for Public Sector Standards
schedule 1 of the Parliamentary
Commissioner Act 1971

A person or a matter of a prescribed class A person declared by the regulations to be a
proper authority

Important Note: In addition, the information disclosed must be public interest information as defined in the Act. Not
all proper authorities to which a disclosure may be made will be required or have the power to investigate the
information disclosed. In some cases it may be necessary for the discloser or information to be referred to another
proper authority with power to investigate the information.

Assessing a Public Interest Disclosure

The PID Officer must, on receiving the information confirm that the discloser, after receiving the advice referred to in
section 1, wishes to make a public interest disclosure under the Act. If they do the PID Officer must make an initial
assessment of whether:

the information disclosed relates to a public authority, a public officer or a public sector contractor.

the information disclosed relates to the performance of a public function.

the information disclosed tends to show improper conduct.

the improper conduct is of the kind for which the PID Officer is the proper authority (see the table in
section 1).

the discloser believes on reasonable grounds that the information is or may be true.

. the information is not protected by legal professional privilege.
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If the above questions are all answered “yes”, then the disclosure of information is a public interest disclosure to
which the Act will apply.

In assessing whether a disclosure is a public interest disclosure, the PID Officer should consider the Flowchart for
Receiving Disclosures at Appendix 2, as well as complete Part 1 of the Assessment Form Public Interest Disclosure
at Appendix 5.

Form of Public Interest Disclosure

If a disclosure is a public interest disclosure, the discloser and the PID Officer should complete the Public Interest
Disclosure Lodgement Form (see FORMS). The PID Officer should also complete Part 2 of the Assessment Form
For Public Interest Disclosures (see FORMS).

On completion of this form, the PID Officer should create a separate file for the Public Interest Disclosure, with the
following text clearly marked on the front of the File.

“CONFIDENTIAL

The material in this file relates to a public interest disclosure made under the Public Interest Disclosure Act
2003

Disclosure of information that might identify or tend to identify either the discloser or a person in respect of
whom the disclosure has been made is an offence, unless the disclosure occurs in accordance with the Act.

Penalty: $24,000 or imprisonment for two years”

The making of the public interest disclosure should also be recorded in the Public Interest Disclosure Register,
described in section J of these Procedures, for reporting to the Commissioner for Public Sector Standards.

F. Investigating a Public Interest Disclosure
1. Determining whether the matter must be investigated

After receiving a disclosure, the PID Officer must consider whether:

o the disclosure relates to the Shire of Beverley, its officers or contractors.
) the disclosure relates to a matter or person that Shire of Beverley has a function or power to
investigate.

If the answer to both of these questions is “no”, the PID Officer is not required by the Act to investigate the matter.

Where the PID Officer considers that he or she lacks sufficient power to effectively investigate the matter, but the
information received causes him or her to form the opinion that a public authority, public officer or public sector
contractor may have engaged in improper conduct, the PID Officer should refer the matter to another appropriate
investigative body. For example, an allegation of an offence supported by cogent evidence may need to be referred
by a PID Officer to the Police for investigation.

The PID Officer must also consider whether:

o the matter is trivial.

o the disclosure is vexatious or frivolous.

o there is no reasonable prospect of obtaining sufficient evidence due to the time that has elapsed since
the occurrence of the matter.

. the matter is being or has been adequately or properly investigated by another proper authority to which an

appropriate disclosure of public interest information has been made under the Act.

If the answer to any of these questions is “yes”, the PID Officer is not required by the Act to investigate the matter.
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The questions to be considered in the initial assessment by the PID Officer are indicated in the Flowchart for
Investigating Information Disclosed at Appendix 3, and Part 1 of the Assessment Form for Public Interest Disclosures
(see FORMS) should be completed.

In assessing whether a public interest disclosure should be investigated, a PID Officer should consider the Flowchart
for Investigating Information Disclosed (Appendix 3) and complete Part 3 of the Assessment Form for Public Interest
Disclosures (see FORMS).

2. Investigating information received in a Public Interest Disclosure

Where the PID Officer determines that the disclosure is a public interest disclosure that should be investigated, the
officer must investigate the disclosed matter himself or herself or engage another person to carry out the investigation.

In conducting an investigation, typical procedures could include:

. Drawing up terms of reference, which should clarify the key issues identified by the disclosure.

o Specifying a date by which the investigation should be completed.

. Ensuring the objectives of the investigation include collecting and collating information relating to the
disclosure, considering the information collected and drawing conclusions objectively and impartially.

o Maintaining procedural fairness for the person who is the subject of the disclosure.

. Giving information to the person who is the subject of a disclosure about their rights and obligations
under the Act, the Code of Conduct and Integrity, any agency code of conduct, and the law.

. The investigator making contemporaneous notes of discussions and interviews and, where practicable
and appropriate, recording discussions and interviews on audio or videotape.

. Ensuring strict security with all investigations, so as to maintain the confidentiality requirements of the
Act.

If a disclosure is withdrawn, a proper authority may still continue to investigate the issues raised.

Maintaining Confidentiality in an Investigation

The Act imposes strict confidentiality requirements in relation to the identity of the discloser and persons in respect
of whom a public interest disclosure has been made. The disclosure of information which might identify or tend to
identify these persons, except in accordance with the Act, is a serious offence, punishable with a maximum penalty
of $24,000 or two years imprisonment.

The confidentiality provisions of the Act do not apply to all information disclosed in a public interest disclosure, but
only to information that might identify or tend to identify the discloser and persons in respect of whom a public interest
disclosure has been made.

One of the circumstances in which identifying information may be disclosed is with the consent of the person
concerned. It is important that this consent be recorded. The Consent to Disclosure of Identifying Information form
should be used for this purpose (see FORMS).

Identifying information relating to a discloser may be disclosed without the discloser’s consent where:

. it is necessary to do so, having regard to the rules of natural justice; or
. it is necessary to do so to enable the matter to be investigated effectively.

However, before information is disclosed for these reasons the person making the disclosure must take all reasonable
steps to inform the person whose identity is to be disclosed:

. that the disclosure is being made; and
. the reasons for the disclosure being made.

This information should be given, where practicable, in the form for Notification of Disclosure of Identifying Information
(see FORMS).
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Where identifying information in relation to a discloser is conveyed to another person for these reasons, the other
person should be warned that disclosure of the information to a third person may involve a serious offence.

Identifying information relating to a person in respect of whom a public interest disclosure has been made can be
disclosed at the investigation stage where the disclosure:

. is necessary to enable the matter to be investigated effectively;
. there are reasonable grounds to believe that the disclosure of identifying information is necessary to prevent
or minimise the risk of injury to any person or damage to any property.

In addition, disclosures made in accordance with section 152 or 153 of the Corruption and Crime Commission Act
are exempt from these confidentiality requirements.

Particularly where a discloser works for the Shire of Beverley, protecting the identity of the discloser is an important
part of protecting the discloser from reprisals and victimisation. Careful consideration must be given as to whether
the disclosure of information that might identify or tend to identify a discloser is necessary for the effective
investigation of the matter or having regard to the rules of natural justice.

Where a PID Officer appoints a third person to conduct an investigation in relation to the public interest disclosure,
he or she must consider whether it is necessary to inform the investigator of the identity of the discloser. In some
cases it may not be necessary to provide the investigator with the identity of the discloser. Where it is necessary, to
enable an effective investigation, or having regard to the rules of natural justice, to provide identifying information to
the investigating officer, then the discloser should be notified in the manner described above.

Recording the Outcome of an Investigation

The outcome of an investigation should be clearly and comprehensively recorded. In addition to any

investigation report, the person conducting the investigation should complete part 4 of the Assessment Form for
Public Interest Disclosure (see FORMS).

The result of the investigation should also be recorded in the Public Interest Disclosure Register, described in section
J of these Procedures (sample Register is provided as Appendix 5). All reporting requirements to the Commissioner
for Public Sector Standards required under the Act will be based on extracts from this Register.

G. Taking Action Following an Investigation

1. General

The PID Officer must take action where he or she forms the opinion that a person may be, or has been or may in the
future be, involved in improper conduct. Action that may be taken includes:

. preventing the matter to which the disclosure relates from continuing or occurring
. referring the matter to the Police or other appropriate body, or
. taking disciplinary action against a person responsible for the matter.

Before taking any action, the person against whom the action is to be taken is to be given the opportunity to make
written or oral submissions.

In taking that action the PID Officer remains limited by the powers and functions that are conferred by the legislation
under which the Officer operates. The Act does not give the PID Officer additional powers to take action.

As well as being limited to matters within the functions and powers of the PID Officer, the action to be taken is guided
by what is necessary and reasonable.

Maintaining Confidentiality when Taking Action
When taking action, the confidentiality of identifying information must be maintained, unless its disclosure is
authorised by the Act.
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The only additional exception, beyond those identified in relation to investigations, is where disclosure of the identity
of a person who is the subject of a public interest disclosure is necessary in taking action following the investigation.

Recording Action Taken
In addition to keeping other records, the PID Officer shall complete Part 5 of the Assessment Form for Public Interest
Disclosures (see FORMS) and record a summary of the action taken in the Public Interest Disclosure Register. All
reporting requirements to the Commissioner for Public Sector Standards required under the Act will be based on
extracts from this Register.

H. Reporting to a Discloser on the Progress and Outcome of an Investigation

Where the PID Officer decides not to investigate information disclosed under the Act, or discontinues an investigation,
the Officer must give the person who made the disclosure reasons for doing so.

Within three months of the disclosure being made the PID Officer must notify the discloser of the action taken or
proposed to be taken in relation to the disclosure.

A discloser may also request a progress report.

If an investigation is not complete, the PID Officer may provide to the discloser a progress report on the current status
of the investigation.

If an investigation is complete, the PID Officer must provide a final report to the discloser, stating the outcome of the
investigation and the reason for taking action following the investigation.

In providing information and reports to disclosers, the PID Officer must not give information that, in the officer’s
opinion, would be likely to adversely affect:

o any person'’s safety;
. the investigation of an offence or possible offence; or
o necessary confidentiality as to the existence or identity of another person who has made a disclosure of

public interest information under the Act.
Protecting Disclosers

Victimisation and Reprisals
The Shire of Beverley will not tolerate any acts of victimisation or reprisal as a result of a person making, or proposing
to make, a public interest disclosure.

Any victimisation or reprisals must be reported immediately to the Chief Executive Officer or the PID Officer, who
must take immediate action to prevent the continuance of this unlawful conduct.

Where victimisation or reprisals are reported, a record of the report and the action taken must be placed on the file
relating to the public interest disclosure.

Steps taken to prevent acts of victimisation or reprisal should be recorded in a manner that they will be accessible for
reference, should legal action be taken against the Shire of Beverley.

Confidentiality

The confidentiality requirements in relation to information which might identify or tend to identify a discloser or a
person in respect of whom a public interest disclosure has been made must be complied with at all times. As noted
above, the disclosure of this identifying information, except in accordance with the Act, is an offence.

All files relating to a public interest disclosure, whether paper or electronic, must be secure and accessible only by
authorised persons. Files should carry clear warnings that there are penalties for unauthorised divulgence of
information concerning a disclosure.
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It is strongly recommended that sensitive information is not emailed or faxed to machines with general or shared
access.

Public Interest Disclosure Register
The Shire of Beverley shall maintain a Public Interest Disclosure Register recording a unique register number and
key information for each disclosure.

The register should include a summary of information relating to:
The discloser

Public authorities about which a disclosure is made

People named in the disclosure

The nature of the disclosure

The investigation process and the action, if any, taken
Communication with the discloser

Disclosure of the discloser’s identity, if applicable

Disclosure of identity of persons named in the disclosure

Claims of unlawful disclosure of discloser’s identity or identity of persons named in the disclosure
Claims of victimisation

Key dates

A sample Public Interest Disclosure Register is provided at Appendix 5. An electronic version can be found on the
website at www.opssc.wa.gov.au/pid. Additional information may also be recorded in the Register at the discretion of
the public authority.

All reporting requirements to the Commissioner for Public Sector Standards required under the Act will be based on
extracts from the fields shown in the sample Register.

Reporting Requirements
Under the Act public authorities will need to report to the Commissioner each year as outlined below.

Principal Executive Officer Report

Under section 23 (f) of the Act, the Shire of Beverley is required to report annually to the Commissioner for Public
Sector Standards on:

the number of public interest disclosures received over the report period;

the results of any investigations conducted as a result of the disclosures; and
the action, if any, taken as a result of each investigation.

Commissioner’s Compliance Report

Under section 19 and 22 of the Act, the Commissioner is required to monitor compliance with the Act, to assist public
authorities to comply with the Act and the Code and to provide an Annual Report to Parliament.

Under section 27 of the Act the Minister will carry out a review of the Act in 2006.

To enable the Commissioner and the Minister to meet these obligations Shire of Beverley will provide a report each
year on compliance with and administration of the Act as requested by the Commissioner.

Report Format and Submission

An electronic format for the Principal Executive Officer Report and the information for the Commissioner’'s Compliance
Report will be provided each year by the Commissioner and both will be able to be submitted in a single electronic
submission. The reports will cover the period 1 July in any year to 30 June in the subsequent year.

Where there has been no action on a disclosure in the reporting period the format of the report will provide for a
simple nil return. Where action relating to one or more disclosures has occurred, all data required will be obtainable
as a simple extract from the Public Interest Disclosure Register.
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Making Information Available
These internal procedures shall be made available for access by all staff and members of the public. Copies of these
internal procedures are available from the Public Interest Disclosure Officer and are to be kept at the:

Shire of Beverley
Administration Building
136 Vincent Street
BEVERLEY WA 6304

After the commencement of the Act all staff should be provided with the Information for Staff at Appendix 6. This
information should also be provided to new staff on induction.

Where a person makes an allegation about improper conduct, but the person has not referred to the Act, the person
should be advised that they might want to make a public interest disclosure under the Act. If they may wish to do
so, they should be referred to the PID Officer for guidance on how to make a disclosure under the Act and on the
implications of having done so.
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2.5 Workforce Planning and Management Policy

Policy Type: Administration Policy No:
Date Adopted: 26 May 2015 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. Local Government Act 1995 1.

ADOPTED POLICY

Title: WORKFORCE PLANNING AND MANAGEMENT PoLIcY

Objective: To ensure that strategic, operational and legislative objectives are met by effective
workforce planning and resourcing to demonstrate compliance with the Integrated
Planning requirements of the Local Government Act (1995) Regulation S5.56(2).

Policy

Workforce planning is a continuous process of shaping the workforce to ensure it is capable of delivering
organisational objectives into the future. It provides the framework for assessing the demand and supply of the
workforce and aims to have the right people in the right place at the right time to affect the delivery of organisational
goals, resourced through effective long term financial and business plans.

Principles — Framework - Process

The Shire considers workforce planning to be an essential management function in its operations. They recognise
that the achievement of all goals and objectives are reliant on the appropriate capacity, skills, knowledge of the
workforce.

Council is committed to resourcing workforce requirements through its integrated planning processes.

Council also recognises that the responsibility for managing people lies with the person who has the executive
responsibility for the objectives of the service/activity/ function of their division.

The Shire will ensure the Workforce Plan addresses current and future best practice human resource management
practices that include effective and efficient recruitment and retention; performance management, training and
development; legislative compliance; occupational safety and health; support and encouragement.

Responsibilities

e Executive, managers and supervisors have the responsibility and accountability for ensuring that all staff are
managed appropriately within their own work areas.

e In each of these areas, current and future demand and supply should be assessed as part of the annual and
strategic planning cycles.

e All managers will ensure effective setting of KPIs and performance criteria for their staff that will meet relevant
organisational objectives.
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e  Staff appraisals will incorporate training and development plans to ensure the current and future skills and
knowledge needs are met wherever practicable, with gaps and omissions reported to the DCEO and/ or the
Human Resources Officer for inclusion in the Workforce Plan.

The Human Resources officer will collect and monitor workforce relevant workforce data and statistics.
The relevant organisational planning and performance monitoring personnel will research relevant workforce
data, demographics and trends as part of the integrated planning cycle.

e All elected members and staff involved in organisational, operational or project planning will ensure that
workforce implications are considered and included in all strategic or operational plans.

Monitor and review

The Organisation will implement a robust reporting and recording system that will be regularly monitored to ensure
human resource supply and demand management is appropriately implemented and sustained across the
organisation and there is ongoing identification of issues and trends.

Workforce planning’s key performance indicators, relating to both organisational and personal performance will be
developed, implemented and monitored, by the Shire’s Executive and Council as appropriate.
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2.6 Habitual or Vexatious Complaints

Policy Type: Administration Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: HABITUAL OR VEXATIOUS COMPLAINTS

Objective: To provide guidelines for employees to determine what is a habitual or vexatious

complaint and how to deal with it.

Policy

Habitual or Vexatious Complainants

1.

For the purpose of this policy, the following definition of habitual or vexatious complainants will be used:

The repeated and/or obsessive pursuit of:

(i)
(ii)

2.

Unreasonable complaints and/or unrealistic outcomes; and/or
Reasonable complaints in an unreasonable manner.

Where complaints continue and have been identified as habitual or vexatious in accordance with the
criteria set out in the attached document (Schedule A), the CEO, following discussions with the Senior
Management Team, will seek agreement to treat the complainant as a habitual or vexatious complainant
and for an appropriate course of action to be taken. The attached schedule (B) details the options

The CEO will notify complainants, in writing, of the reasons why their complaint has been treated as
habitual or vexatious, and the action that will be taken. The CEO will also notify the Council Members
that a constituent has been designated as a habitual or vexatious complainant.

Once a complainant has been determined to be habitual or vexatious, their status will be kept under

review after one year and monitored by the CEO with reports being taken to Council as required. If a
complainant subsequently demonstrates a more reasonable approach then their status will be reviewed.
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Schedule A — Criteria for Determining Habitual or Vexatious Complaints
Complainants (and/or anyone acting on their behalf) may be deemed to be habitual or vexatious where previous or
current contact with them shows how they meet one of the following criteria:

Where complainants:

1.

10.

11.

Persist in pursuing a complaint where the Council’'s complaints process has been fully and properly
implemented and exhausted.

Persistently change the substance of a complaint or continually raise new issues or seek to prolong
contact by continually raising further concerns or questions whilst the complaint is being addressed.
(Care must be taken, however, not to disregard new issues which are significantly different from the
original complaint as they need to be addressed as separate complaints).

Are repeatedly unwilling to accept documented evidence given as being factual or deny receipt of an
adequate response in spite of correspondence specifically answering their questions or do not accept that
facts can sometimes be difficult to verify when a long period of time has elapsed.

Repeatedly do not clearly identify the precise issues which they wish to be investigated, despite reasonable
efforts of the Council to help them specify their concerns, and/or where the concerns identified are not within
the remit of the Council to investigate.

Regularly focus on a trivial matter to an extent which is out of proportion to its significance and continue to
focus on this point. It is recognized that determining what is a trivial matter can be subjective and careful
judgment will be used in applying this criteria.

Have threatened or used physical violence towards employees at any time. This will, in itself, cause
personal contact with the complainant and/or their representative to be discontinued and the complaint
will, thereafter, only be continued through written communication. The Council has determined that any
complainant who threatens or uses actual physical violence towards employees will be regarded as a
vexatious complainant. The complainant will be informed of this in writing together with notification of
how future contact with the Council is to be made.

Have, in the course of addressing a registered complaint, had an excessive number of contacts with the
Council — placing unreasonable demands on employees. A contact may be in person, by telephone,
letter, email or fax. Judgment will be used to determine excessive contact taking into account the specific
circumstances of each individual case.

Have harassed or been verbally abusive on more than one occasion towards employees dealing with the
complaint. Employees recognize that complainants may sometimes act out of character in times of
stress, anxiety or distress and will make reasonable allowances for this. Some complainants may have a
mental health disability and there is a need to be sensitive in circumstances of that kind.

Are known to have recorded meetings or face-to-face/telephone conversations without the prior
knowledge and consent of other parties involved.

Make unreasonable demands on the Council and its employees and fail to accept that these may be
unreasonable, for example, insist on responses to complaints or enquiries being provided more urgently
than is reasonable or within the Council’s complaints procedure or normal recognized practice.

Make unreasonable complaints which impose a significant burden on the human resources of the Council
and where the complaint:

e  Clearly does not have any serious purpose or value; or
e |s designed to cause disruption or annoyance; or
e Has the effect of harassing the public authority; or
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Can otherwise fairly be characterized as obsessive or manifestly unreasonable.

Make repetitive complaints and allegations which ignore the replies which Council Officers have supplied in
previous correspondence.

Schedule B — Options for Dealing with Habitual or Vexatious Complainants
The options below can be used singularly or in combination depending on the circumstances of the case and whether
the complaint process is ongoing or completed.

1.

A letter to the complainant setting out responsibilities for the parties involved if the Council is to continue
processing the complaint. If terms are contravened, consideration will then be given to implementing
other action as indicated below.

Decline contact with the complainant, either in person, be telephone, by fax, by letter, by email or any
combination of these, provided that one form of contact is maintained. This may also mean that only one
named officer will be nominated to maintain contact (and a named deputy in their absence). The
complainant will be notified of this in person.

Notify the complainant, in writing, that the Council has responded fully to the points raised and has tried to
resolve the complaint but there is nothing more to add and continuing contact on the matter will serve no
useful purpose. The complainant will also be notified that the correspondence is at an end, advising the
complainant that they are being treated as a habitual or vexatious complainant and as such the Council
does not intend to engage in further correspondence dealing with the complaint.

Inform the complainant that in extreme circumstances the Council will seek legal advice on habitual or
vexatious complaints.

Temporarily suspend all contact with the complainant, in connection with the issues relating to the complaint

being considered habitual or vexatious, while seeking legal advice or guidance from its solicitor or other
relevant agencies.
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2.7 Asset Management

Policy Type: Administration Policy No:
Date Adopted: September 2016 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. Local Government Act 1995 1.

ADOPTED POLICY
Title: ASSET MANAGEMENT PoLICY
Objectives: To provide clear direction in the provision and management of all Council’s assets.

To ensure that assets support Council’s strategic vision & objectives, and the
delivery of sustainable services to agreed quality levels.

POLICY

The Shire will provide and manage assets that support the delivery of services in line with its Strategic Vision
(Strategic Community Plan). Through a commitment to continuous improvement in its organisational asset
management, the Shire will develop, adopt and implement a Strategy and Management Plans.

The Shire will manage its assets in a whole-of-life and economically, environmentally, culturally and socially
sustainable manner. Asset management decisions will consider other key Shire policies and priority will be given
to existing assets and services over new ones. Long term resource needs (Asset Management Plans) will be
balanced against availability (Long Term Financial Plan).

SCOPE
The Shire considers assets (such as infrastructure, land, plant and equipment) to be any that support the delivery
of one or more of the following services:

Property

Recreation

Transport

Plant, Vehicles and Equipment
Information Technology

Waste

This Policy applies to all assets that are required to be managed by the Shire, where their components have a
useful life of more than one year and a replacement cost greater than $5,000.

Framework

The Shire’s Asset Management Vision shall be achieved through the implementation of an integrated planning and
reporting framework that consists of: An Asset Management Strategy that shall define the Shire’s asset
management Vision, Objectives, Outcomes, Enablers (e.g. Roles and Responsibilities, Training etc.), Performance
Monitoring and Implementation Plan. Asset Management Plans that are driven by community informed service
levels, future demand changes, long term sustainability and risk management.

Policy Updated: 23 October 2018
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2.8 Closed Circuit Television (CCTV) Policy

Policy Type: Administration Policy No:
Date Adopted: 23 February 2021 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):
1. 1.
ADOPTED POLICY
Title: CLOSED CIRcUIT TELEVISION (CCTV) PoLicy
Objective: To provide guidance for the operation of CCTV operated and controlled by the Shire of
Beverley.
Objective

To provide guidance for the operation of CCTV operated and controlled by the Shire of Beverley —

e Within, on or around Shire buildings;
e |nstalled in public spaces; and
o Future acquisition and implementation of CCTV within the Shire.

Scope

This policy applies to the Shire of Beverley owned, leased and operated CCTV systems only.

This policy deals with the installation and monitoring of CCTV as a strategic element of the Shire’s commitment to
safety and crime reduction.

Introduction

In order to protect our assets, maintain our low rates of graffiti, vandalism, anti-social behaviour and other offences related
to Statue Law, the Shire of Beverley has undertaken to use CCTV camera recording systems within the Shire of Beverley
on our property and in public areas. The CCTV is to act as a deterrent and provide evidence, if required, in an attempt to
reduce such acts against people and property within the Shire.

The CCTV systems may be installed anywhere throughout the Shire of Beverley within the local government boundaries.
The CCTV Surveillance System is only one of several initiatives designed to assist in preventing crimes against the person

and property in Shire of Beverley. It is recognised, however, that such crime will never be totally prevented.

Operating Procedures
Role and purpose of CCTV System

The Shire utilises fixed CCTV surveillance systems throughout the locality in public areas in order to:

Deter and prevent offences against person or property.

Protect Shire owned assets.

Provide a record / evidence to events or incidents which may have occurred in the area of use.
Improve the safety and amenity of residents and visitors within the Shire of Beverley.

cooow
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CCTV staff

All staff assigned to the CCTV operations must be duly authorised by the CEO to undertake this task. Via this policy the CEO
is also an authorised officer.

All staff shall follow the terms and procedures of this policy when dealing with CCTV.

All authorised staff shall sign the approved Code of Conduct contained in this policy.

Recording of Images and Still Photographs

a.

b.

Video images and still photographs are recorded by cameras fixed at various sites to view any identified crime within the Shire
of Beverley under the control of the CEO;

Downloading and storage of images or still photographs shall only occur if the Shire of Beverley CEO is of the opinion that an
offence against a Statute Law has been or is being committed;

At no time shall the CCTV vision or still photographs recorded be stored showing members of the public going about their
lawful business;

All information recorded, collected and collated by means of the CCTV system shall remain the sole property of the Shire of
Beverley.

Any incident recorded and stored or downloaded or still photograph taken shall be noted in the CCTV log book including date,
time and category of incident;

The date, time and category of incident shall be noted on the rear of any still photograph taken;

All recordings and still photographs shall be kept in secure storage under the control of the Shire of Beverley;

All original recordings shall be erased and still photographs shall be shredded after ninety days (90) after the date of the
recording unless a request is made in writing for it to be held;

All written requests for access to original recordings shall be filed within the Shires data record system;

The CEO and/or authorised officer(s) may view any tape on a random basis;

Viewing of Images and Still Photographs

a.

b.
c. Requests by lawyers and individuals shall be made in writing and lodged with the Shire;
d.

WA Police officers, lawyers acting on behalf of individuals engaged in legal proceedings related to a recorded incident or
individuals acting as their own legal counsel in relation to a recorded incident may request to view a recording of that incident;
Such a request must specify the date, time and location of the incident which the person wishes to view;

Requests to view a recording shall be responded to within ten (10) working days.

Copying of Images and Still Photographs

d.

a. The CEO may authorise the copy of original recordings where a recorded incident is the subject of legal proceedings;
b.
C.

Any recording copied is to be marked “copy” and certified as such;

Certified copy of recordings may only be released to the WA Police, lawyers acting on behalf of individuals engaged in legal
proceedings related to a recorded incident, or individuals acting as their own legal counsel in relation to a recorded incident;
Certified copies will only be released to the parties named above when permission to do so has been received from the CEO
of the Shire and on the completion of the appropriate documentation.

Release of Original Recordings or Still Photographs

Original recordings and still photographs shall not be released to any person or organisation unless requested under a search
warrant, court summons or by legal instrument.

Joint Operations with WA Police

a.

b.

Members of the WA Police may request the cooperation of the Shire of Beverley CCTV Surveillance systems for the purpose
of covert surveillance of WA Police operations;
Such requests shall be made by the WA Police officer responsible for coordinating the operation;
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c. The request shall detail the times and general purpose for which surveillance support is requested;

d. The CEO may decline to provide cooperation;

e. The CEO may withdraw cooperation at any time during the operation.

Code of Practice for CCTV Surveillance System

This policy contains a Code of Practice containing the basic standards with which the Shire of Beverley CCTV Surveillance
System will be operated.

This Code of Practice is based on 14 key principles:

Principle 1
The CCTV Surveillance System will be operated fairly, within applicable law, and only for the purpose for which it is
established or which are subsequently agreed in accordance with this Code of Practice.

Principle 2
The CCTV Surveillance System will be operated with due regard to the privacy and civil liberties of individual members
of the public, including the rights to freedom of religious and political expression and assembly.

Principle 3
The public interest in the operation of the CCTV Surveillance System will be recognised by ensuring the security and
integrity of operational procedures.

Principle 4

The Shire has primary responsibilities for compliance with the purposes and objectives of the CCTV Surveillance System,
for the maintenance, management and security of the program, and the protection of the interests of the public in relation
to the program.

Principle 5
The Shire will be accountable to the public for the effective operation and management of the CCTV Surveillance System.

Principle 6
The public will be provided with clear and easily accessible information in relation to the operation of the Shire of Beverley
CCTV Surveillance System.

Principle 7
Regular monitoring and evaluation of the CCTV Surveillance System will be undertaken to identify whether the purposes
of the program are being complied with and objectives are being achieved.

Principle 8
Staff employed to operate and access CCTV Camera systems, whether they are operators, managers, or contractors will
meet the highest standards probity.

Principle 9
Access to the CCTV Camera systems will be restricted to authorised officers and other authorised personnel.

Principle 10
Information recorded will be accurate, relevant and not exceed that necessary to fulfil the purposes of the CCTV
Surveillance System.

Principle 11
Information will be obtained fairly and in accordance with the privacy provisions of Principal 2.

Principle 12

The retention of, and access to vision, photographs and recorded material will be only for the purposes provided by this
Code of Practice. Photographs and recorded material will be retained for ninety (90) days unless they are required in
relation to the investigation of crime for court proceedings.

Principle 13

Contact related to the CCTV Surveillance System between the Shire of Beverley and the W.A. Police will be conducted
strictly in accordance with the Code of Practice.

167
55



Attachment for Item 12.1

Principle 14
The CCTV Surveillance System must address the interests of all who may be affected by it, and not be confined to the
interests of the Shire or the needs of the Criminal Justice System.

Code of Practice System Description

The surveillance system is comprised of fixed cameras positioned to view crime hotspot areas identified in consultation
with local Police. CCTV cameras record data to an associated external hard driver. All images are recorded and retained
for ninety days (90) unless they are required in relation to an investigation of crime or for court proceedings.

Code of Practice Purpose

Principle 1

The CCTV Surveillance System will be operated fairly, within applicable law, and only for the purpose for which it is
established or which are subsequently agreed in accordance with this Code of Practice.

Principle 2
The CCTV Surveillance System will be operated with due regard to the privacy and civil liberties of individual members
of the public, including the rights to freedom of religious and political expression and assembly.

Principle 3
The public interest in the operation of the CCTV Surveillance System will be recognised by ensuring the security and
integrity of operational procedures.

The primary purpose of the Shire of Beverley CCTV Surveillance System is to assist in the identification of crimes against
persons and property for example:

Assault;

Sexual assault;
Graffiti

Vandalism

Break and enter
Damage to property
Anti social behaviour

The objectives of the CCTV Surveillance System are:

i) to reduce crime levels by deterring potential offenders;

i) to reduce the fear of crime;

iiil) to assist in the detection and prosecution of offenders; and

V) to help secure a safer environment for those people who live within the Shire of Beverley.

Temporary cameras may be installed for major or special events or other operational requirements.

Code of Practice — Responsibilities of the Shire as the Owner of the System

Principle 4

The Shire has primary responsibilities for compliance with the purposes and objectives of the CCTV Surveillance System,
for the maintenance, management and security of the program, and the protection of the interests of the public in relation
to the program.

The Shire will be responsible for the introduction and implementation of this Code of Practice and for ensuring compliance
with the principles contained within the Code.

The Shire will comply with the requirements for accountability set out in this Code of Practice.
Code of Practice — Accountability

Principle 5
The Shire will be accountable to the public for the effective operation and management of the CCTV Surveillance System.
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An audit will be conducted once a year by a CEO appointed authorised Officer, on any recorded information, log books
and other documentation relating to the CCTV Surveillance System.

Code of Practice — Public Information

Principle 6

The public will be provided with clear and easily accessible information in relation to the operation of the Shire of Beverley
CCTV Surveillance System.

Advertising or notification within the local area will occur when CCTV systems commence operation and periodically
throughout the year of operation to advise of the use of CCTV within the Shire, the advertising and advice will:

i)  inform the public that cameras are in operation;
i) inform people entering the area as to the possible operation and recording of activities in public areas; and
iii) identify the Shire of Beverley as the owner of the system.

Code of Practice — Assessment of the System and Code of Practice

Principle 7

Regular monitoring and evaluation of the CCTV Surveillance System will be undertaken to identify whether the purposes
of the program are being complied with and objectives are being achieved.

The Shire will regularly monitor the operation of the CCTV Surveillance System and implementation of the Code of
Practice. It is responsible for ensuring that the CCTV Surveillance System is regularly subject to evaluation to identify
whether its purposes are being complied with and whether objectives are being achieved.

Code of Practice — Management of Recorded Information

Principle 8

Staff employed to operate and access CCTV Camera systems, whether they are operators, managers, or contractors will
meet the highest standards probity.

Principle 9
Access to the CCTV Camera systems will be restricted to authorised officers and other authorised personnel.

A set of Standard Operating Procedures have been developed for the operation of the CCTV system.

A Code of Conduct is incorporated into this policy and this makes plain to relevant staff that they risk disciplinary
proceedings (including dismissal) if they breach any of the provisions of the Code of Practice, Protocols or Standard
Operating Procedures;

Code of Practice — Control of Operation Cameras

Principle 10

Information recorded will be accurate, relevant and not exceed that necessary to fulfil the purposes of the CCTV
Surveillance System.

Principle 11
Information will be obtained fairly and in accordance with the privacy provisions of Principal 2.

All use of cameras will be in accord with the purposes of the CCTV Surveillance System as outlined in this Code of
Practice and Standard Operating Procedures. Cameras will not be used to look into adjacent or nearby premises or
buildings. Any misuse is to be treated as a breach of the Code of Practice and subject to disciplinary action.

Operators of camera equipment will act in accordance with the highest standards of probity. Only staff with responsibility
for using the equipment will have access to operating controls.

Code of Practice — Stills and Recorded Material

Principle 12

The retention of, and access to vision, photographs and recorded material will be only for the purposes provided by this
Code of Practice. Photographs and recorded material will be retained for ninety (90) days unless they are required in
relation to the investigation of crime for court proceedings.
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Access to and use of recorded materials and photographs will only take place:

i) in compliance with the needs of police in connection with the investigation of crime; or
ii) if necessary for the purpose of legal proceedings.

Recorded material and photographs will not be sold or used for commercial purposes or the provision of entertainment.

The showing of recorded material or photographs to the public will be allowed only in accordance with the needs of the
police in connection with the investigation of crime or in any other circumstances provided by law. The CEO must formally
approve any such action.

Use of recorded material or photographs by the media should only occur to gain public information with respect to the
identity of a person/s wanted in connection with a criminal investigation. Subject to the agreement of the Police, the CEO
may approve such releases. In such cases the recognisable characteristics of other people in the footage shall be
obscured.

Images from recordings shall not, under any circumstances, be used to publicise the existence of Shire of Beverley CCTV
Surveillance System.

Appropriate security measures will be taken against unauthorised access to, alteration, disclosure, accidental loss or
destruction of recorded material.

Code of Practice — Contact with Police

Principle 13

Contact related to the CCTV Surveillance System between the Shire of Beverley and the W.A. Police will be conducted
strictly in accordance with the Code of Practice.

Police officers will not be permitted to remove any recorded material or photograph, operate video equipment or have
contact with recorded material or photographs at any time unless under the terms of this Code of Practice, the Protocols
or Standard Operating Procedures or subject to the execution of a search warrant or other relevant legal process.

Any involvement in the CCTV Surveillance System by W.A. Police will be recorded by the Shire of Beverley and will be
subject to audit.

Code of Practice — Breaches of the Code

Principle 14
The CCTV Surveillance System must address the interests of all who may be affected by it, and not be confined to the
interests of the Shire or the needs of the Criminal Justice System.

Prime responsibility for ensuring the Code of Practice is adhered to rests with the Shire. This responsibility includes
ensuring that breaches of the Code are investigated and remedied to the extent that breaches of the Code are within the
Shire power to remedy.

Code of Conduct — Authorised Officers

This Code of Conduct has been developed to ensure that the highest ethical standards are Practiced by
Authorised Officers who operate the Shire of Beverley closed circuit television monitoring equipment (CCTV).

BEHAVIOUR OF AUTHORISED OFFICERS:
The Shire of Beverley expects its Authorised Officers to:

e Treat all people captured on camera with the same dignity as if they were having face to face contact with the person.
e Atall times act in an honest and legal manner and carry out duties in a manner that reflects community values.
¢ Interact with fellow workers and Police in a timely, courteous and cooperative manner.

If doubt arises as to the appropriateness of a working behaviour, first consider whether the action is legal and then
consider how the behaviour would appear if it was reported in the newspapers.
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CONFIDENTIALITY

The Shire of Beverley expects Authorised Officers to ensure confidentiality of information gathered by surveillance or
learnt from CCTV operations, by not discussing any events with fellow workers who have no direct responsibility for the
matter. In addition, officers will not discuss events with family, friends, or acquaintances. All the above applies during
and after termination of employment.

ETHICAL USE OF RECORDING EQUIPMENT AND RECORDED MATERIAL

¢ In the course of carrying out duties, cameras must not be used for personal benefit to invade individual or group
privacy. Cameras must only be used where there is a belief that an offence has or is likely to occur.

¢ Material shall not be copied or removed from the Shire of Beverley recording facility without formal authorisation of
the Chief Executive Manager.

e Business records (hard copy or photographic) can only be destroyed with authorisation and in accordance with
approved Council policies and government regulations.

e Tapes and photographs shall only be released to the police when requested in writing in the correct format and the
appropriate authorisation having been granted.

REPORTING AN INAPPROPRIATE WORK BEHAVIOUR

If the occasion occurs that an officer witnesses or becomes aware of an officer of the Shire of Beverley work behaviour
is or was inappropriate, and the incident has not been dealt with through normal supervisory procedures, then the officer
is obliged to report the incident to his/her Executive Manager. In return, the Executive Manager will guarantee that any
reported matters will be handled with sensitivity and without repercussion.

NON COMPLIANCE WITH CODE OF CONDUCT

The Shire of Beverley takes pride in the high standards of integrity and honesty it expects and receives from its staff. As
a consequence, if the occasion arises where it has been found that an officer has not complied with this Code of Conduct,
the Shire of Beverley may take disciplinary action which may result in dismissal.

I have read and understood the above Code of Conduct and agree to abide by these conditions.
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REQUEST FORM TO BE COMPLETED BY POLICE FOR USE OF SURVEILLANCE

To: Chief Executive Officer

RECORDS

It is requested that a hard drive/thumb drive (device provided by Police) copy or

photograph showing an Incident which is the subject of Police inquires on (date and

approximate time)

be released to me for

the purpose of Evidence/Investigations.

| accept full responsibility for this hard drive/thumb drive copy / photograph whilst it is in

my possession and understand that | am NOT at liberty to make or release copies of the

footage or permit other persons to make copies or lend it to persons outside the Police

Service.

The hard drive/thumb drive copy / photograph will NOT be released to the Media under

any circumstances unless authorised by the CEO of the Shire of Beverley.

POLICE

SIGNED:

NAME:

RANK & NO:

STATION/SECTION:

DATE:

SHIRE of BEVERLEY

CEO or Authorised Officer Only

SIGNED:

NAME:

DATE:
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2.9 Information and Communications Technology (ICT) Usage

Policy Type:

Administration Policy No:

Date Adopted:

24 May 2022 Date Last Reviewed: 25 September 2024

Legal (Parent):
1.

Legal (Subsidiary):
1.

ADOPTED POLICY

Title: INFORMATION AND COMMUNICATIONS TECHNOLOGY (ICT) USAGE PoLicy
Objective: To establish guidelines on the appropriate usage of the Shire’s information and
communication technology (ICT) systems and devices to ensure the ongoing security and
integrity of the Shire’s network system.
Objective

To establish guidelines on the appropriate usage of the Shire’s information and communication technology (ITC) systems
and devices to ensure the ongoing security and integrity of the Shire’s network system.

Policy Statement

Effective security is a team effort involving the participation and support of every Shire of Beverley employee who deals
with information and/or information and communication systems and devices. Every digital device user must understand
this policy and carry out their use of digital devices in accordance with this policy. For the purposes of this policy the term
employee/s shall cover staff, councillors, volunteers and any person performing work on a permanent basis with the Shire

of Beverley.

General Use of ICT Equipment

1. Users should

be aware that the data they create on the corporate systems remain the property of the Shire of

Beverley. The confidentiality of personal (non-work related) information stored on any network device belonging to
the Shire of Beverley cannot be guaranteed.

2. A degree of personal use is allowed on the Shire’'s equipment/devices/systems. Employees should exercise
conservative judgment regarding the reasonableness of personal use but should be guided by the following

principles:

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

e personal use should not breach anything in this policy, particularly relating to the downloading of offensive or
copyrighted materials;

e managers will determine the specific acceptable personal use for their respective business areas as this will
differ according to the needs of each group; and

e if there is any uncertainty regarding acceptable personal use then employees should consult their supervisor or
manager for guidance.

3. For security and network maintenance purposes, authorised individuals within the Shire of Beverley may monitor
equipment, systems and network traffic at any time, according to the specific nature and requirements of their roles.
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4. The Shire of Beverley reserves the right to audit networks and systems on a periodic basis to ensure system
integrity and compliance with this policy.

All emails sent by Shire of Beverley employees should include the approved signature and disclaimer at the foot of the
body of the email, in the format specified by the Shire of Beverley style guide.

Security and Proprietary Information
1. All information stored in the Shire of Beverley’s corporate systems should be regarded as confidential and care

must be exercised before sharing or distributing any information. If there is any uncertainty regarding the level of

confidentiality involved then employees should consult their supervisor or manager for guidance.

Passwords should be kept secure and accounts must not be shared. Authorised users are responsible for the

security of their passwords and accounts. Passwords should be changed in accordance with advice from the Shire
of Beverley ICT Consultants.

3. All devices connected to the Shire of computing systems/networks, regardless of ownership, must be running
approved and up to date virus-scanning software.

4.

Employees must use caution when opening files received from unknown senders.

Acceptable Use

The information in this policy provides a framework for activities which fall into the category of unacceptable use, but do
not represent an exhaustive list. Some users are exempted from these restrictions during the course of carrying out
responsibilities related to their role.

Under no circumstances is any user authorised to engage in any activity that is illegal under local, state, federal or
international law while connected to or utilising Shire of Beverley ICT systems or resources.

System and Network Activities
The following activities are not permitted:

Violations of the rights of any person or company/organisation protected by copyright, trade secret, patent or
other intellectual property, or similar laws or regulations, including, but not limited to, the duplication, installation
or distribution of pirated or other software products that are not appropriately licensed for use by the Shire of
Beverley or the end user.

Unauthorised copying or digitising of copyrighted material and the installation of any copyrighted software for
which the Shire of Beverley or the end user does not have an active license.

Exporting software, technical information, encryption software or technology, in violation of international or
regional export control laws. The appropriate manager should be consulted prior to export of any material where
status is in unclear.

Introduction of malicious programs or codes into the network or onto devices connected to the network.

Revealing your account password to others or allowing use of your account by others.

Using Shire of Beverley equipment for the downloading or distribution of any material that could be considered
as offensive. If an employee receives such material they should notify their manager and also the ICT Team.

Making fraudulent offers of products, items, or services, or running private business interests via any Shire of
Beverley equipment, device or account.

Undertaking Private Work

The following activities are not permitted unless they are within the scope of regular responsibilities for an expressly
authorised role/position:

Effecting security breaches or disruptions of network communication. Security breaches include, but are not
limited to, accessing data of which the user is not an intended recipient or logging into a server or account that
the user is not expressly authorised to access.
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Executing any form of network monitoring which will intercept data not intended for the user's host.

¢ Attempting to avoid or bypass the Shire of Beverley’s network security measures.

¢ Interfering with any others users account, by whatever means.
¢ Using the system in a way that could damage or affect the performance of the network in any way.

Email and Communications Activities
The following activities are not permitted:

e Except in the course of normal business notifications, sending or forwarding unsolicited electronic messages,
including the sending of junk mail or other advertising material, jokes, or chain communication to individuals
who did not specifically request such material.

¢ Any form of harassment via electronic/ICT means.

e Unauthorised use, or forging, of email header information.

e Solicitation of communication for any other electronic address, other than that of the poster's account, with the
intent to harass or to collect replies.

e Creating or forwarding chain letters, pyramid schemes, or any manner of financial information aimed to entice
subscription, of any type.

e Use of any of the Shire of Beverley network or systems for the purpose of generating unsolicited
communications.

¢ Providing information about, or lists of, the Shire of Beverley employees to parties outside the Shire of Beverley
or to personal email addresses.

¢ Communicating in a manner that could adversely affect the reputation or public image of the Shire of Beverley.
e Communicating in a manner that could be construed as making statements or permission to do so.
Users should also endeavour to archive their Inbox, Sent ltems, Deleted Items and other email boxes on a regular
basis, by either archiving or saving in the central record system. A size limit per mailbox may be implemented to ensure
that the system is functioning optimally.
Remote Access
Employees with remote access are subject to the same rules and regulations that apply to the Shire of Beverley corporate
equipment and systems. That is, their network and servers to ensure the security and integrity of data and records.

Employees are reminded of the following conditions relating to remote access to the Shire of Beverley system:

¢ Family members must not violate any of the Shire of Beverley policies, perform illegal activities, or use the access
for outside business interests.

o The device that is connected should be secure from access by external non-Shire of Beverley parties and should
be under the complete control of the user.

e The use of non-Shire of Beverley email accounts (e.g. Hotmail, Gmail, Bigpond etc.) or other external resources
is not permitted for the conduct of Shire of Beverley business, thereby ensuring official business is not confused
with personal business.

e All devices (whether personal or corporate) connected to the Shire of networks via remote access technologies
should have up-to-date anti-malicious-code software.
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Provision and Use of Mobile Phones and Information/ Communication Devices

Some employees will be supplied with a mobile phone and/or other mobile computing device if it is deemed necessary to
their position. All mobile/portable devices supplied remain the property of the Shire of Beverley and users must not change
service providers unless authorized in writing to do so.

Where a mobile phone or device provides an email service, all emails sent or received or otherwise processed via the
mobile device that are classified as a record of the Shire of Beverley should be sent through the Shire of Beverley server,
to ensure the integrity of the recordkeeping system.

Where the device includes a digital camera, users are to use the technology in a sensible manner. A failure to do so may
lead to disciplinary action including possible termination of employment. Employees may also be held criminally liable for
their actions.

It is unlawful for drivers to operate a mobile phone and/or other mobile computing device whilst driving. Phone calls may
otherwise be made or received providing the device is accessible while mounted/fixed to the vehicle or does not need to
be touched by the user. An employee who operates a mobile phone and/or other mobile computing device whilst driving
may face disciplinary action including possible termination of employment. Employees may also be held criminally liable
for their actions.

The following conditions apply to the provision and use of mobile phones and other electronic devices:

o The allocation of mobile phones and other devices for business purposes shall be determined by the CEO and
the Deputy CEO based on operational need.

e The purchase and replacement of mobile phones and other devices shall be determined by the CEO and
DCEO.

e All staff in receipt of a mobile phone and other device shall sign an acceptance form acknowledging the
provisions of this policy.

e A Shire mobile phone is to be used for business use except in the event of a personal emergency, unless
otherwise approved by CEO or documented as a benefit in an Employee’s Employment Package.

e Should an employee’s private use and/or other device be determined by the CEO to unreasonable and
excessive, such costs attributed to that use shall be reimbursed by the employee.

e A Councillor or employee in possession of a mobile telephone and/or other device is responsible for its use and
care, and shall provide immediate notification of any loss, damage or malfunction, with explanation to the
particular circumstances.

e The Shire may withdraw entitlement to use a mobile phone or other device should there be evidence or an
admission as to personal neglect or abuse. Reimbursement of the cost for repair, replacement, or
reimbursement of excessive use may be sought from the offending officer at the discretion of the CEO.

e Staff may be required to return mobile phones and/or devices to the office or other staff members during period
of leave.

e The CEO may award a Mobile Phone Allowance to certain staff to allow them to carry and use their personal
mobile phone for calls / texts for work purposes as and when the need arises.

e Where a mobile phone or device is willingly or maliciously damaged or lost, the person to which the mobile
phone or device is responsible shall repair or replace the mobile phone or device at their cost.

Consequences of Breaching This Policy

Any employee found to have breached this policy may be subject to disciplinary action including possible termination of
employment. The Shire of Beverley may also be obligated to refer any breach of this policy to an external agency where
an employee may be held criminally liable for their actions.

Private/personal or unauthorised use of corporate ICT systems and/or devices may result in the employee being obligated
to pay any extra costs incurred.
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SHIRE OF BEVERLEY
INFORMATION AND COMMUNICATIONS TECHNOLOGY USAGE AGREEMENT

l, acknowledge that | have read the Information and Communications
Technology Usage Policy and accept the guidelines relating to all devices and networks contained in the
policy which ensure the ongoing security and integrity of the Shire of Beverley’s network system.

Name Position
Signature Date
Witness
Name Position
Signature Date
177
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3. Community

3.1 Community Use of Town Hall Meeting Room

Policy Type:

Community

Date Adopted:

September 2014

Policy No:

Date Last Reviewed:

25 September 2024

Legal (Parent):
1.

Legal (Subsidiary):
1.

ADOPTED POLICY

Title: COMMUNITY USE OF TOWN HALL MEETING ROOM
Objective: To provide a place for local community groups to meet and share information.
Policy

Local Community groups may use the Town Hall Meeting Room at no cost.

Groups wishing to use the meeting room are to book in advance.

Policy Amended: 25 October 2016
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3.2 Hiring of Furniture and Other Equipment

Policy Type:

Community Policy No:

Date Adopted:

September 2014 Date Last Reviewed:

Attachment for Item 12.1

25 September 2024

Legal (Parent):
1.

Legal (Subsidiary):
1.

ADOPTED POLICY

Title: HIRING OF FURNITURE AND OTHER EQUIPMENT
Objective: To advise the community and staff of building hire rules.
Policy

Where a Shire of Beverley managed building has been hired, the hire includes the use of furniture, fittings or
effects, crockery, cutlery, glassware etc normally located in the building. Such items are not to be removed from
the premises except when permitted in writing by Chief Executive Officer.

Chair hire as per the Fees and Charges schedule is expressly the old green chairs, formerly used at the Amenities
Building and now stored in the Exhibition Shed. Chairs may not be hired from the Hall or Amenities Building.
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3.3 Deposits for Hiring Buildings

Policy Type:

Community

Date Adopted:

September 2014

Policy No:

Attachment for Item 12.1

Date Last Reviewed:

25 September 2024

Legal (Parent):
1.

Legal (Subsidiary):
1.

ADOPTED POLICY

Title: DEPOSITS FOR HIRING BUILDINGS
Objective: To establish a safeguard for the hire of Shire owned buildings.
Policy

The hiring of any Shire of Beverley managed facility is conditional upon a key bond and cleaning bond being paid to
safeguard against the cost of repairs of any damage caused to the building or its contents, including crockery.

The bond shall also cover any major cleaning by the Maintenance Officer, above normal duties, after the function.

1. All costs of major cleaning and repairs are to be deducted from bond monies. Any costs over and
above the amount of the bond are to be recovered from the persons or group having hired the facility.

2. The bond is not to be returned until the key is returned and the premises have been checked for
damage by Staff.

180

68



Attachment for Item 12.1

3.4 Liquor on Shire of Beverley Property

Policy Type: Community Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: LIQUOR ON SHIRE OF BEVERLEY PROPERTY
Objective: To establish liquor control in Shire owned property.
Policy

No liquor of any type shall be permitted to be stored or consumed on Shire of Beverley controlled public
property without the consent of the Chief Executive Officer.

1. Clubs may apply for seasonal consent to consume liquor with all dates to be shown on the letter of
consent. Groups and individuals may apply for one-off consent for events.
2. If liquor is to be sold, a liquor permit from the relevant authority must be obtained.
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3.5 Public Buildings — Time Limits

Policy Type: Community Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: PuBLIC BUILDINGS — TIME LIMITS
Objective: To establish a closing time for hired buildings owned by the Shire of Beverley.
Policy

The maximum time for which all Shire of Beverley hired buildings are allowed to remain open and in use is 2:00am.
Noise should be at a very minimum from midnight — 2:00am.

All lights are to be turned off and all doors and windows closed and locked by 2:00am.
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3.6 Swimming Pool Season

Policy Type: Community Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: SWIMMING POOL SEASON
Objective: To establish the yearly swimming season.
Policy

Having regard to prevailing weather conditions, the season will normally commence on 1 November each year
and close on the 31 March the following year.
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3.7 Swimming Pool — Supervision

Policy Type: Community Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: SWIMMING POOL SUPERVISION
Objective: To ensure the safety of Children patronising the Swimming Pool.
Policy

No child under 10 years of age is allowed into the Swimming Pool unless accompanied by a person aged 18
years or older.

The Swimming Pool Manager is to enforce this Policy.
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3.8 Community Bus

Policy Type: Community Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: COMMUNITY Bus
Objective: To establish guidelines for the Hire of the Community Bus.
Policy

The Community Bus is available for hire according to the current Fees Schedule. The driver is to hold a current LR
class licence. The kilometres, drivers details and any mechanical faults are to be recorded. All passengers are to
wear their seatbelts.

Policy Amended: 25 October 2022
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3.9 Flag Poles

Policy Type: Community

Date Adopted: September 2014

Policy No:

Attachment for Item 12.1

Date Last Reviewed:

25 September 2024

Legal (Parent):
1.

Legal (Subsidiary):
1.

ADOPTED POLICY

Title: FLAG POLES

Objective: To establish guidelines for the flying of flags.

Policy

The single flag pole outside the Shire of Beverley Office is dedicated to flying a local Shire Flag Monday — Friday
during office hours. The single flag pole at the Shire Office will have the Be Very You logo Flag flown (even if the

Town Hall flag is at half-mast).

The three grouped flag poles will fly the Australian Flag, the Western Australian State Flag and the Aboriginal Flag.
These three flags will follow all protocol as directed by the Department of Prime Minister and Cabinet.

The Shire of Beverley will fly the Shire Flag at Half Mast on the Town Hall to recognise residents and former
residents of Beverley who have passed away. The flag will fly continually from time of notification to the time of
burial, cremation or memorial when it will be taken down. The notification must come from a family member of the

deceased.

Amended: 25 February 2020
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3.10 Caravan Park — Maximum Stay

Policy Type:

Community

Date Adopted:

September 2014

Policy No:

Attachment for Item 12.1

Date Last Reviewed:

25 September 2024

1.

Legal (Parent):

Legal (Subsidiary):
1.

ADOPTED POLICY

Title: MAXIMUM STAY IN CARAVAN PARK
Objective: To establish guidelines for staying in the Caravan Park.
Policy

The Beverley Caravan Park is dedicated for visitors and tourists and does not accept long term rentals.

The maximum permitted stay in the Beverley Caravan Park is 28 days. Any stay longer than 28 days is to seek
permission in writing from the Chief Executive Officer. The Chief Executive Officer has the authority to accept or
reject a stay longer than 28 days up to a maximum of 3 months.

Policy Amended: 23 October 2018
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3.11 Caravan Park — Dogs

Policy Type: Community Policy No:
Date Adopted: September 2014 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: DOGS IN THE CARAVAN PARK
Objective: To establish guidelines for persons staying with dogs in the Caravan Park.
Policy

Dogs are permitted in the Caravan Park if kept in a caravan or on a leash at all times. If a dog kept in the caravan

park becomes a problem through excessive noise, lack of hygiene or misbehaviour, the owners and dog can be
asked to leave.

No pets are allowed in the cabins with the exception of seeing eye assistance dogs.
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3.12 Community Grants

Policy Type:

Community Policy No:

Date Adopted:

September 2014 Date Last Reviewed: 25 September 2024

1.

Legal (Parent):

Legal (Subsidiary):
1.

ADOPTED POLICY

Title: COMMUNITY GRANTS
Objective: To provide positive financial support for Not For Profit Community Groups
Objective

To provide positive financial support to Incorporated, Not for Profit Beverley focussed community organisations that
will assist with the development of their chosen interest and that meets the application criteria (subject to budget
constraints) and promotes the Shire of Beverley as a positive, supportive and caring community organisation.

Policy

The Shire of Beverley will make an allocation of funds in its budget to be used to provide financial assistance to
Incorporated, Not for Profit Community Organisations that can demonstrate an association with the Shire of
Beverley. Funding for Incorporated, Not for Profit Community Organisations will be made bi-annually. Calls for
submissions will be advertised in the Beverley Blarney.

An allowance for these funds will be included in the Shire of Beverley Annual Budget funded from the Cropping
Committee Reserve (as balance of Reserve funds allow).

Examples of Not for Profit organisations are:-
Sporting Clubs, CWA, P & C, Arts and Cultural Groups or other Shire of Beverley local interest groups.

Funding to Community Organisations fall into two categories:-

1. Minor Community Grants
Funding of less than $4:000 $2000 with no matching funds required from the applicant.

Projects must seek to further the development of one of the following:

seniors;
tourism;

O O O O O OO0 0

early years (0 to 4 years);
environment;
history and or heritage;

volunteer upskilling;
sport and recreation
youth (5 to 18 years).
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2. Community Grants

Funding between $1,000 - $5,000 with a 50:50 matching component where applicants must contribute at least 50%
of total project cost from either the applicant organisation or confirmed other funding sources. Evidence of other
funding sources must be provided.

Assessment
Organisations registered for GST will have their grant grossed up by 10%

Applications need to demonstrate the benefits to the community or individual.

Applications for Minor and Community Grants will be assessed and referred to Council for a final determination.
Preference will be given to projects with demonstrated community support.

All applicants will be notified in writing of the outcome of their application for Shire of Beverley assistance.
Decisions regarding funding applications are final and will not be reconsidered.

Funding will not be provided for: -

Uniforms

Consumables (including food and beverages, stationery and other office supplies)

Awards and prizes

Minor equipment (footballs, netballs, hockey sticks etc. Junior Sporting Clubs are exempt)

Recurrent salaries and recurrent operational costs

Completed projects or equipment already purchased

Projects that are the responsibility of other Government Agencies.

Deficit funding for organisations that are experiencing a shortfall in cash or revenue or anticipated revenue.

Application Criteria
All applicant organisations must be based within the Shire of Beverley, with a majority of members of the applicant
organisation preferably being residents of the Shire of Beverley.

All applications for financial assistance must be submitted on the Shire of Beverley “Application for Financial
Assistance” form.

The applicant should submit documented estimates of expenditure as part of the application ie quotes or written
estimates.

All applications must be received by the designated closure date. No late applications will be considered.

For Community Grants the applicants and other contributions to the proposed project may come from one or more
of the following sources:-

o Applicant organisations cash,;

State or Federal Government funding agencies;

Donations of material and /or cash;

Voluntary labour (max 1/3 of total contribution cost)

Voluntary labour cost to be calculated at a maximum of $25 per hour.

Only one (1) application per financial year for financial assistance from a Community Grant will be considered per
organisation.

Community organisations may apply for Minor Grants in each of the funding rounds, however, each grant must be
for a separate project. (Where an organisation applies for more than one Minor Grant they must prioritise their
applications).

Prior approval in writing must be sought for any substantial change to the assistance request.
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The Community Organisation must provide a tax invoice to the Shire of Beverley before

Acquittal

Projects must be completed by . Project and financial reports must be submitted to the Shire of Beverley,
in “Section F Grant Acquittal” of the application, by

Organisations with outstanding acquittals will not be eligible to apply for the next funding round.

Once an allocated budget has been utilised all subsequent requests for funding must be presented to Council for
consideration.

UNDERTAKINGS AND CONDITIONS

If a grant is provided the organisation agrees to the following conditions:

1.

O O O O

The grant will be used for the purpose which it was given and will be expended within the financial year
granted, unless otherwise agreed in writing by the Shire of Beverley.

If successful in your application, your organisation is required to provide the Shire of Beverley with a tax
invoice before the for the amount of allocated funds.

The acquittal must be returned to the Shire of Beverley within one month of completion of your project or
by . Copies of project receipts must be attached

The Shire of Beverley will issue an invoice to the organisation for an amount equal to any unexpended
funds.

If there is to be any delay in the expenditure of the grant, a written request will be made to the Shire of
Beverley seeking approval for an extension of time.

A grant will not be approved for a project that has commenced or been completed.

Any special conditions that are attached to the grant will be met.

All relevant records will be kept for a period of 7 years and will be made available for audit at any time.
The Shire of Beverley will be acknowledged in any publications or media coverage for its support.
Your project should be discussed with a Shire of Beverley representative prior to applying.

Keep a copy of your application for your own record.

A Shire Officer will contact you if more information is required.

All applicants are advised in writing of the outcome.

Applications are processed in the order in which they are received.
Assessment will take a minimum of one month.

Please refer to the Shire Office for the Application Package, which can slightly alter each grant period.

Policy Amended: 23 October 2018
Policy Amended: 23 November 2021
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3.13 Community Use of the Digital Signage Trailers
Policy Type: Community Policy No:
Date Adopted: December 2016 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):
1. 1.

ADOPTED POLICY

Title: COMMUNITY USE OF THE DIGITAL SIGNAGE TRAILERS
Objective: To provide free advertising for local, not for profit groups running community events
Policy

The Shire of Beverley may allow not for profit community groups to advertise on the Digital Signage Trailers
providing they are running a community event which will provide significant benefit to Beverley.

Community groups may advertise their events, free of charge, on the digital signage boards; under the following
conditions:

The Shire has priority use, for example road works.

The Shire decides on the location of the trailers.

The trailers must be booked, through the Shire booking system, a minimum of one week in advance.
The advertisement can run for a maximum of 14 days, and

be no more than 3 slides long.

The advertisement will benefit the community

Wording will be limited due to the size of the screen, and be subject to change at the discretion of the Shire.

Policy Amended: 23 October 2018
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3.14 Brand Usage ‘Beverley — Be very you’

Policy Type: Community Policy No:
Date Adopted: May 2017 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: BRAND USAGE ‘BEVERLEY — BE VERY YOU”
Objective: A guide to assist in the correct usage of the Beverley — Be very you logo
Policy

Logo Usage Guidelines

You are permitted to use the Beverley — Be very you logo (logo) for display on any printed material, websites,
social media accounts, and promotional material, provided it complies with the Terms and Conditions and meets
the logo usage guidelines outlined below.

You are welcome to use the logo on any printed material or online forum that promotes your business, group,
event, or the town of Beverley, in a positive way. The phrase can be used as is or altered slightly in a way that
suits your business provided the words ‘Be very’ are maintained. The word ‘you’ can be replaced, on the condition
it complies with the Terms and Conditions, is not offensive, and does not promote any unruly or unethical
behaviour. A few examples of how you can use this text are provided.

Logo Display

The logo must stand alone. A minimum amount of space must be visible between the logo and other text,
graphics or photos. The minimum space is defined as the approximate size of the ‘e’ in Beverley. The logo must
not be positioned on top of a photo unless the background is clear (i.e. a solid, light colour, or white).

Logo Colour

The logo should always be used in full colour when displayed on websites or on social media. The logo should be
used in full colour for printed material unless a colour version is not practical and then it can be used in black, or
white, depending on which is most visually pleasing on the specific document.

The preferred background is white. When this is not possible it may be used on a solid, light colour background. If
the background must be black or a dark colour, the white logo can be used. The background must be a solid
colour.

Logo Size

The logo must be at least ..mm high (will be determined when artwork is finalized) on any printed material. The
logo must retain original proportions and not be resized in any way that would cause distortion or degradation to
the quality of the logo. On any online forum the logo must be big enough to clearly read the phrase ‘Be very you’.
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Terms and Conditions
The logo may not be displayed on any material, printed or online, that could be considered offensive, or
defamatory to any person, people, group, or organisation.

The logo may not be displayed on any material to promote any illegal activities, including but not limited to the
sale of alcohol to minors.

The logo may not be displayed on any material to promote an event for any specific political party, lobby group, or
advocacy group.

Stakeholders must adhere to the usage recommendations.
Failure to comply with these terms will result in immediate revoking of permission to use the logo.
The Shire of Beverley reserves the right to refuse or revoke permission to use the logo.

If you need clarification on any of these terms and conditions please speak with the Tourism Project Officer at the
Shire of Beverley.

Contract for use
I, , representing (business, group, organisation),

, agree to the Terms and Conditions listed above and understand failure
to comply will result in a revoking of permission to use the logo.

Signed: Date:

Examples of ‘Be very you’ alternatives

The examples provided below are just some of the ways you can incorporate the Be very you message into your
promotion. Please be aware of the alternate connotation each individual phrase has whether and not it could be
construed to cause offence to any person or group.

Café/bakery  Be very satisfied
Be very chatty
Be very happy
Pub/hotel Be very merry
Be very bubbly
Tennis Be very bouncy
Photography  Be very clicky
Be very focused
Walks/hiking  Be very muddy
Be very fresh
BnBs Be very at home

Be very comfortable
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3.15 Cornerstone Digital Display

Policy Type: Community Policy No:
Date Adopted: 18 December 2018 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: USE OF THE CORNERSTONE DIGITAL DISPLAY

Objective: To provide guidance regarding the utilisation of the Cornerstone Digital Display facing
Vincent Street.

Policy

The intended use of the Cornerstone Digital Display is that it be used as a communication tool to inform visitors
and residents of relevant local information and details of local events.

Only information relevant to the Beverley district is to be displayed on the Cornerstone Digital Display.

Information allowable to be displayed is as follows:

- The date and time;

- Local temperature;

- Shire Of Beverley Information Notices;

- Community Resource Centre Information Notices;

- Total Fire Ban/Harvest Ban Alerts;

- Holiday wishes limited to Easter and Christmas; and

- Information regarding Community Not For Profit Events.

Further, advertising on the Cornerstone Digital Display is allowable pursuant to the following conditions:

- The Advertising is of a local business; or

- The Advertising for a local profit generating Event; and

- A fee of $50 ex GST for set up and maintenance and $50 ex GST per calendar month (paid in advance) to
display is paid.

Community information and paid advertising display will run on a continuous loop between 6.00am and 8.00pm,
being the operating period (total 14 hours).

A display will run for 10 seconds.
A loop will be for a maximum of 4 minutes or 24 10 second displays per screen.
The minimum exposure per display over the operating time will be 210 times shown during the operating period.
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No alteration or discount will be applied to the fee chargeable for paid advertising in the event of reduced exposure
from short term (less than 24 hour) power outages or equipment failure.

For outages lasting longer than 24 hours a pro rata refund will be applied to each additional outage hour over 24
hours based on a 28 day month (392 operating hours).

Refund calculation = $50/392 = $0.13 ex GST per outage hour over 24 hours.

The Shire of Beverley will be responsible for managing, updating and programming the Cornerstone Digital Display.
The Chief Executive Officer is to determine suitability of display items and approve displays at their discretion.
CORNERSTONE DIGITAL SIGN ADVERTISING TERMS & CONDITIONS

Advertising on the Cornerstone Digital Display is allowable pursuant to the following conditions:

- The Advertising is of a local business; or

- The Advertising of a local profit generating Event; and

- A fee of $50 ex GST for set up and maintenance and $50 ex GST per calendar month (paid in advance) to

display is paid.

The advertising display will run on a continuous loop between 6.00am and 8.00pm, being the operating period (total
14 hours).

A display will run for a maximum of 10 seconds.
A loop will be for a maximum of 4 minutes or 24 10 second displays per screen.
The minimum exposure per display over the operating time will be 210 times shown during the operating period.

No alteration or discount will be applied to the fee chargeable for paid advertising in the event of reduced exposure
from short term (less than 24 hour) power outages or equipment failure.

For outages lasting longer than 24 hours a pro rata refund will be applied to each additional outage hour over 24
hours based on a 28 day month (392 operating hours).

Refund calculation = $50/392 = $0.13 ex GST per outage hour over 24 hours.

The Shire of Beverley will be responsible for managing, updating and programming the Cornerstone Digital Display.
The Chief Executive Officer is to determine suitability of display items and approve displays at their discretion.
DECLARATION

I have read, understood and agree to the terms and conditions relating to advertising
on the Shire of Beverley’s Cornerstone Digital Display.

| approve the exhibition of the approved advertisement for to be displayed for the
months of to
Signed:
Date:
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3.16 Beverley Blarney

Policy Type: Community Policy No:
Date Adopted: 27 August 2019 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

Title: BEVERLEY BLARNEY

Objective: To provide guidelines on the production and distribution of the Beverley Blarney.

The Beverley Blarney is a free monthly publication produced by the Shire of Beverley for the benefit of the
Community to aid in the distribution of local news, events, announcements and business.

Production

The Shire of Beverley may pay a monthly fee to a group, person or business to collate, design and edit the Beverley
Blarney on behalf of the Shire of Beverley. The current payment stands with Ms L Adams (editor).

Should Ms Adams no longer wish to produce the Beverley Blarney they are to provide two months (two issues)
notice. Should the Shire of Beverley no longer wish Ms Adams to produce the Beverley Blarney it is to provide three
months (three issues) notice.

The Editor will monitor the blarney@beverley.wa.gov.au email address and respond to all advertising requests it
receives. Any reports or advertisements that the editor is unsure about should be directed to the Shire CEO for
clarification.

Shire staff will assist with any queries received via the Shire Office, directing advertisers to send requests to the
blarney email address or taking the advertisement, payment (if necessary) and placing it in the Blarney pigeon hole.

Community Groups with community announcements will not be charged for advertising. A group community
announcement is considered as monthly club notes, notice of AGM, posters for open days or activities etc.

Individuals with community announcements will not be charged for advertising. An individual community
announcement is considered as either a birthday, anniversary, death or thank you notice.

Local Community Groups with sponsored activities that provide economic benefit to the town are permitted to
recognise their sponsors with logos within their advertising. Eg — Beverley Show, Open Days (Sporting Clubs),
Triathlon, Station Arts, CRC and BDHS. If there is an advertising query which this policy does not address or
remains silent, the query should be referred to the Shire of Beverley Chief Executive Officer.

Where a paid advertisement or community announcement is changed for either information, grammatical or

professional beautification purposes, the advert/announcement is to be sent back to the advertiser for approval
prior to printing.
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The Beverley Blarney does not print offensive opinion pieces or “Brickbats and Bouquets”. Special opinion pieces
which are community related and not offensive maybe directed to the Chief Executive Officer and if approved,
payment for the advertisement will be required.

Pieces which could be considered helpful to the community may be directed to and approved by the CEO. Political
advertising during State and Federal Elections must be paid for. Political media statements maybe approved if the
information is relevant and helpful to the Beverley Community.

Private Business will be charged for their advertising at the rate appropriate to the advertising size. Advertising is
likely to be moved each month to suit editing and a requested location cannot be guaranteed or accommodated.

The Shire of Beverley and Beverley CRC are not required to pay for advertising.

The monthly Shire President Report is to be located on page two (2) of the Blarney. If possible other Shire
information should follow on from the President’s Report.

Payments for advertising will be received or invoiced by the Shire of Beverley. Size D, Size E and Trading Post
adverts must be paid at the time of advertising and will not be invoiced. 12 month advertising rates, with 2 free
months must be paid upfront and will not be invoiced monthly.

The Beverley Blarney must be proof read by a Shire of Beverley Staff member prior to going to print.
The Beverley Blarney should where possible, be finalised at least three nights prior to the 15t of each month.

Printing and Distribution

The Shire of Beverley may pay a monthly fee to a group, person or business to print and distribute the Beverley
Blarney on behalf of the Shire of Beverley.

Should the group/person/business no longer wish to print and distribute the Beverley Blarney they are to provide
one months (one issue) notice. Should the Shire of Beverley no longer wish the group/person/business to print and
distribute the Beverley Blarney it is to provide three months (three issues) notice.

The Beverley Blarney should where possible, be printed on the last three nights of the month, ready for distribution
on the 1%t of the month.

The Beverley Blarney is to be distributed to various businesses listed on the Blarney distribution sheet.

If a new business requests to be a distribution point, approval should be given by the Chief Executive Officer (refer
to the attached distribution list).

Each quarter the distributor should review any excess copies left at various businesses and adjust if necessary.
Social Media
Shire Staff are required to upload the Blarney and Presidents Notes to the Shire Website on the 1st day of the month

(or Monday should the 15t be a Saturday or Sunday).

A link should be placed on the Shire Facebook page advertising the availability of each new issue.
Beverley Blarney Distribution Sheet
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Business Name Quantity
Avon Trading 50 30
Beverley Pharmacy 40 15
20

Beverley IGA 110 60
Beverley Post Office & Newsagency 440 334
Beverley CRC 15 21
Beverley Shire Counter 205
Shire of Beverley Prepaid Post 206
Beverley Caravan Park 105
Beverley-Medical CGentre 16
T-Bone Butcher 2010
Red Vault 20 15
East End Gallery 15
Beverley Bakehouse 40
Avondale Museum 159
Beverley Frail Aged Lodge 64
York Tourist Bureau 12
Hutton & Northey 10

Policy Amended: 23 November 2021

Policy Amended: 19 December 2023

Policy Amended: 25 September 2024
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Attachment for Item 12.1

3.17 Avondale Agricultural Museum Collection Policy

Policy Type: Community Policy No:
Date Adopted: 25 February 2020 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

1. 1.

ADOPTED POLICY

Title: AVONDALE AGRICULTURAL MUSEUM COLLECTION PoLIicYy
Objective: To provide guidelines on the development and management of the collection.
Background

The Avondale Agricultural Museum Collection is located at Avondale Farm, in the Shire of Beverley. Avondale farm
is a 710ha property, located 6km west of the Town of Beverley on Waterhatch Road. The property comprises
520ha arable farming land and 190ha non arable land comprising a bush reserve (53.5ha), rocky grazing, treed
water courses and a built heritage precinct.

Avondale farm was one of the earliest pastoral properties developed in the Beverley district in the 1830’s. Avondale
Farm is valued for its role in agricultural research and education. Established as a State Farm in 1919, Avondale
Farm was held by the Agriculture Department of WA as a venue for agricultural research from 1924 until the 1990’s
and subsequently as a public education site until 2009, when the National Trust took over the management of the
property.

The original Avondale Agricultural Museum Collection was comprised of items donated by farmers from around the
State for the sesquicentenary celebrations in 1979. The exhibition concentrated on items of technological
significance, much of which was restored by the Department of Agriculture’s workshop. The collection was
specifically put together to represent the historical equipment of all the processes in agricultural production and
therefore tells the story of the development of farming in the Western Australian Wheatbelt.

The original museum building was constructed to house the donated farm machinery. The building was extended
in the early 2000’s to house the growing collection that represents some of Western Australia agricultural machinery
dating back to the 1850’s

The Shire of Beverley took over the collection from the Agriculture Department in 2009, at the same time
management of the property was transferred to the National Trust.

Statement Of Purpose Or Mission Statement

The purpose of the Avondale Agricultural Museum Collection is to tell the story of the mechanisation and innovation
in farming in the Western Australian Wheatbelt region from the early 1850’s to 1979.

The Museum aims to provide an educational and tourism experience that is complementary to the interpretation of

‘Avondale Farm’ which tells the story of the development of Agriculture in WA, intertwining early European
settlement, the culture and traditions of the Ballardong Aboriginal people and the natural environment.
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The Museum will incorporate objects, history and stories associated with the development of Agriculture in Western
Australia, the history of Avondale Farm and the significant contribution made to Agricultural from the research
carried out at Avondale.

Purpose And Scope Of The Collection Policy
The collection policy will be the guiding document for the development and management of the collection.

The policy will guide the formation of a management structure, museum funding, a review of the existing collection
and subsequent inclusion of items into the Avondale Agricultural Museum collection.

The collection management policy will guide the procedures by which the museum is managed and funded. The
procedures developed to implement these policies will be outlined in a separate document.

Museum Management
The Shire of Beverley owns and is responsible for the Avondale Agriculture Museum Collection.

Museum governance, future planning and funding will be the responsibility of the Shire of Beverley.

The Shire of Beverley will be responsible for the operations of the Museum in accordance with the policies and
procedures of the Museum.

What The Museum Will Collect

The key theme of the Avondale Agricultural Museum Collection is to tell the story of the mechanisation and
innovation in farming in the Western Australian Wheatbelt region. The collection was put together to represent the
historical equipment of all the processes in agricultural production and therefore is representative of a class of
artefacts important to the development of farming in the Wheatbelt of WA.

The Museum will incorporate objects, history and stories associated with the development of Agriculture in Western
Australia, the history of Avondale farm and the significant contribution made to Agricultural research at Avondale.

Contributing significantly to the value of the Museum Collection are the operational vehicles. A large number of the
tractors and vehicles are operational, enabling demonstrations of farm practices and differentiating the collection
from similar collections throughout WA.

The environs in which the Museum is located at Avondale also adds value to the museum collection and is another
differentiating feature. Avondale Farm was an Agricultural research facility which made a significant contribution to
agricultural research in the State and is still a working farm.

The collection dates from the 1850’s to 1979.

The types of objects to be collected include agricultural machinery, agricultural implements, operating manuals for
historical machinery, photographs and written and oral histories.

The objects will reflect the development of Agriculture in WA and could include

) equipment used in agricultural research;

o vehicles and machinery in working order or able to be restored to working order for the purpose of
demonstrations;

) historical equipment that contributes to the processes in agricultural production; and

o objects important to the development of farming in the south of WA

The collection is available for viewing at Avondale Farm, 505 Waterhatch Road Beverley. Opening hours are
determined by the Shire in consultation with the National Trust (WA) who manage Avondale Farm. Access may be
provided for special events by arrangement. Access to Museum records will be provided by appointment only.

Temporary exhibitions may be installed and objects used in demonstrations at special events.
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How the Museum Will Collect

Method of Acquisition

The Museum will acquire objects for the permanent collection by donation, bequest, purchase or transfer.
All decisions regarding the acquisition of objects for the museum will be made by the Acquisition Committee.
The museum will not accept conditional donations.

Loans will be considered on a case by case basis, and would normally only be considered where the object is rare
and adds significant value to the current museum collection or it would enhance a temporary exhibition or event
display. Decisions on items to acquire by loan will be made by the Acquisition committee.

Acquisition Committee

The Acquisition committee will be full Council for the Shire of Beverley. All recommendations made by the
committee will be documented and retained in the Shire of Beverley Office.

Acquisition Criteria
The Committee will consider the following criteria before approving acquisition of an object:

e Relevance
The museum only collects objects that relate to the museum’s purpose and key collecting areas

¢ Significance
Priority is given to objects which are significant for their historic, aesthetic, scientific/research or
social/spiritual value.

e Provenance and Documentation
Priority will be given to objects from Avondale Farm and surrounding Wheatbelt Shires and where the history
of the object is known and associated documentation and support material can be provided. ltems can be
obtained from other areas where it enhances the understanding of the key themes within the collection.

e Condition, intactness, integrity
The condition of the object must be taken into consideration when acquiring material. Badly damaged
material will not normally be accepted into the collection.

¢ Interpretive Potential
Objects that tell a story that adds to the interpretation of museum themes will be prioritised.

e Rarity
Objects may be prioritised if they are rare examples of a particular kind of object

e Representativeness
Objects may be prioritised if they are an excellent representative example of a particular kind of object

e Duplications
Objects that duplicate items already in the collection will not be accepted unless they are of superior
condition and/or historic value. In such a case the duplicate may be considered for deaccessioning.

¢ Legal Requirements
The museum only accept objects where the donor/vendor has legal title to the object

o Resource Implications
The museum will consider its responsibility in relation to items that have highly specialised conservation,
storage and display needs and the ability of personnel to care for these items, including the financial resources
required to safely house such items.
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Legal / Ethical Obligations
Aboriginal Artefacts

Should objects that are traditional Aboriginal objects be offered to the museum for inclusion in its collection the
Shire will comply with the Aboriginal Heritage Act 1972.

The Shire acknowledges that it has a mandatory obligations under the Aboriginal Heritage Act 1972 (WA) to provide
notice in writing to the Minister of Aboriginal Affairs in relation to any object in its custody that may be classified as
Aboriginal cultural material. The Shire shall give a description of that object and the manner in which it came to be
in its custody or under its control.

Prohibited Weapons And Firearms

Should objects that could be considered to be prohibited or controlled weapons be offered to the Museum for
inclusion in its collection, the Shire will comply with the Weapons Act 1999 and the Weapons Regulations 1999.
Such weapons could include historical swords, blunt ceremonial swords, bayonets, batons, cat o’nine tails, and
concealed weapons, firearms including longarms, pistols and handguns.

Storage & Conservation
The Museum aims to achieve high standards of collection care and storage based on the National Standards for
Museum and Galleries v1.5.

Objects will be stored and conserved in accordance with the Collection Policy Procedures Manual.

Deaccessioning And Disposal Procedures

Criteria For Deaccessioning
Deaccessioning is the administrative process of removing an item from the collection.

An object can be deaccessioned from the Museum'’s collection if

It does not comply with the current collection policy of the Museum.

It is damaged beyond repair.

The conservation and storage costs for it are beyond the means of the museum.

It is a lessor quality duplicate of an object the museum already owns and it is not required for

changeover, education or other purposes.

e Itlacks any supporting information to enable proper identification or to establish its relevance to the
collection.

e It has disputed ownership and a substantiated request for the return of the object to its original owner is

received

Deaccession Procedures
To formally de-accession an object from the Museum collection the following procedure should be followed:

o The object identified for removal from the collection must come before the Acquisition Committee for
consideration with close reference to the criteria stated above.

e The object identified above for deaccession must be held for a twelve month ‘cooling off’ period before it is
finally disposed of.

e  Staff, volunteers, committee members and their families are prohibited from purchasing, or otherwise
obtaining, a deaccessioned object, except by public auction or open tender process.

e Any funds acquired from the sale of the de-accessioned item should be used for acquisition or care of the
collections.
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Disposal Procedures
Once a decision has been made by the Acquisition committee to deaccession an object, the object should be
removed from the collection in the following priority order:

Returned to the donor or family. If after a thorough search this is impossible, the object should be;
Transferred to another appropriate institution;

Sold by public auction or open tender process, where appropriate;

Used as an education/interpretive tool;

Destroyed or recycled if appropriate

o=

Winding-Up Procedures
In the event that the Museum is to be wound up, a resolution of the Beverley Shire Council is required.

The museum will be wound up in accordance with the National Standards for Australian Museums and Galleries
v1.5 (in particular A1.1.3 and A1.1.4) or the equivalent standards at the time.

The Shire of Beverley disposal of assets policy will also apply.

LOANS

Loan Procedures

The Museum will consider the lending and borrowing of objects if by doing so it assists the Museum in meeting its
purpose. The lending and borrowing of objects will be considered on a case by case basis, and would normally only
be considered where the object is rare and adds significant value to the current museum collection or it would
enhance a temporary exhibition or event display.

Decisions on items to acquire by loan will be made by the Acquisition committee who will consider the following:

Permanent and long term loans will not be accepted by the Museum.
The Museum will loan and borrow material to help meet its purpose.
The Museum holds separate forms for inward and outward loans
The maximum loan period is 12 months.

The procedure for inward and outward loans is contained within the Collection Procedures manual.

Oral History Policy
Oral histories form an important part of the Avondale Agricultural Machinery Museum. When collecting oral
histories

. An Oral History Agreement is signed by the person interviewed, which clearly states the purpose and
intended uses of the interviews and what copyright provisions apply.
. The Museum abides by the Guidelines of Ethical Practise of the Oral History Association of Australia.

Oral histories will be collected, used and made available to the public in accordance to the procedures outlines in
the Collection Procedures Manual.

Access

The collection is accessible to the public through regular opening hours and by appointments. Use of the Museum
for special events is by arrangement with the Shire of Beverley.

The collection records are accessible for research purposes by appointment.
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Review Your Collection Policy

The museum collection policy will be reviewed annually as part of the Shire of Beverley Policy Manual annual
review.

Policy Amended: 19 December 2023
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3.18 Request for Purchase and Placement of Memorial Seats

Type: Community Policy No:
Date Adopted: 23 August 2022 Date Last Reviewed: 25 September 2024
Legal (Parent): Legal (Subsidiary):

ADOPTED POLICY

Request for Purchase and Placement of Memorial Seats

Objective: To recognise residents who have made a significant contribution to the Beverley
Community and ensure applications are managed on a consistent basis.

SCOPE

This policy applies to the placement of memorial seats in the Shire of Beverley owned/managed parks, reserves,
public open space and streetscapes (other than Vincent Street).

POLICY

The Shire of Beverley recognises that members of the community may wish to use public open space to
commemorate a person/s through a memorial, which adds to the value of the well being of the community.

In order for the Shire to ensure its public open spaces continue to serve their purpose and are not transformed
into places of mourning, and that its assets are not impacted negatively, applications for memorial seats in public
open space will be limited to:

e recognising residents who have made a significant contribution to the Shire or Community over a minimum of
15 years.

Each application will be assessed on its individual merit, firstly meeting the basic criteria and subject to the
conditions within this policy.

All applications must meet the following criteria:

The application must be on the prescribed form.
Memorial seats shall only commemorate a person no longer living.
The deceased was a resident of Beverley for a minimum of 15 years.

The deceased made a significant contribution to the community through volunteering, business, cultural,
social or sporting aspects.

Placement of the memorial would benefit the community in acknowledging the deceased.
e The applicant is to fund the purchase and installation of the memorial seat and plaque.
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IMPLEMENTATION

The application will be presented to Council for determination.

The requested location will be considered, but final determination will be by the CEO or Manager of Works.
The Shire will co-ordinate the selection, purchase, installation, and maintenance of the seat and plaque.

All plaques will be to a standard size and be purchased through an approved bronze plaque foundry.
Personal items are not to be fixed to the memorial seat or placed at the base of the seat.

No ashes are to be placed in or near the seat.

Additional plaques may be approved on memorial seats subject to approval from the original applicant or
their immediate family.

Life of the Seat and Plaque

The seat and plaque remain the property of the Shire of Beverley. The memorial seat and plaque have a finite life.
The Shire envisages that the seat/plaque will be located at the site for a period of not less than 10 years from the
date of installation. Should a piece of memorial park furniture be damaged beyond repair, it will be deemed to be
at the end of its useful life and the Shire will use reasonable endeavours to contact the applicant to inform them
of this.

Cost

Applicants must meet the cost of the purchase and installation of furniture and plaque. Costs are determined on a
case by case basis. Applicants will be advised the total cost prior to the application being presented to the CEO or
Council for consideration. Applicants can advise at this stage if they do not wish to proceed with the application.
Costs are to be paid in full before the Shire will undertake the purchase of the memorial.

Plaques

The memorial plaque can be no larger than 120mm x 80mm and be up to 20 words.
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