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ADM 01  Policy Manual 
 

Policy Number ADM 01 

Responsible Department Executive Services 

Adoption Resolution Number 2008/33 

Adoption Date 20 March 2008 

Review Date & Resolution 
17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. The Council will maintain two electronic registers of the various policies of the 

Council; one to be an up-to-date register of current policies (as amended from 
time to time) and the other to be a register of past policies (commencing from the 
adoption of this amendment). 

2. To provide Council with a formal written record of all policy decisions: 
3. to provide staff with precise guidelines in which to act in accordance with Council’s 

wishes; 
4. To enable the staff to act promptly in accordance with Council’s requirements, but 

without continual reference to Council; 
5. To enable Council to maintain a continual review of Council policy decisions and to 

ensure they are in keeping with legislation, community expectations, currents 

trends and circumstances 
6. To enable ratepayers to obtain immediate advice on matters of Council policy 

 
Policy 
 

7. The Council will maintain two electronic registers of the various policies of the 
Council; one to be an up-to-date register of current policies (as amended from 

time to time) and the other to be a register of past policies (commencing from the 
adoption of this amendment). 

8. Policies are to relate to issues of an on-going nature; policy decisions on single 

issues are not to be recorded in the manual. 
9. The objectives of the Council's Policy Manual are: 

a) to provide Council with a formal written record of all policy decisions; 
b) to provide employees with precise guidelines in how to act in accordance with 

Council's wishes; 

c) to enable employees to act promptly in accordance with Council's 
requirements, but without continual reference to Council; 

d) to enable Councillors to adequately handle enquiries from electors without 
undue reference to employees or the Council; 

e) to enable Council to maintain a continual review of Council policy decisions 

and to ensure they are in keeping with community expectations, current 
trends and circumstances; and 

f) to enable ratepayers to obtain immediate advice on matters of Council Policy. 
10.  The Policy Manual will be maintained and updated as and when a policy is 

 varied by the Council. 

11.  All current policies are to be uploaded onto Council's website, and amended 
 policies are to be uploaded as soon as practicable after Council has made the 

 amendment. 
12.  Rescinded policies are to be recorded in the Council’s electronic document 

 management system for historical reference. 
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13.  The Council is to carry out a policy-by-policy review of all policies during each 

 leap year (i.e. quadrennially).  
14.  A printed copy of the Policy Manual is to be provided to any Councillor upon 

 request.  However, all printed copies must include a disclaimer advising that the 
 printed copy is warranted accurate only at the time of printing and that 
 reference should be made to the Council's official current policy register, rather 

 than relying upon the printed copy. 
15.  Printed copies of the policy manual may be provided to staff or to other parties 

 at the discretion of the Chief Executive Officer.  However, as a general 
 guideline, it is expected that employees will not be issued with printed copies 
 and will be expected to refer to Council's official current policy register. 

16.  Changes to Council Policy shall only be made on: 
a) a Notice of Motion; or 

b) an ordinary Council meeting agenda item clearly setting out details of the 
 amended policy. 
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ADM 07  Vandalism Reward for Conviction 
 

Policy Number ADM 07 

Responsible Department Corporate Services 

Adoption Resolution Number 2012/149 

Adoption Date 20 September 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. To assist the Shire to bring to account any person or persons who have wilfully 

damaged Council property. 
 

Policy 

 
2. A reward shall be paid to any person or persons giving information which leads to 

the successful conviction of vandals who have wilfully damaged Council property. 
3. The amount of the reward is to be set by Council and reviewed annually as part of 

the annual budget process. 
4. Council employees and their immediate families, elected officials and their 

immediate families, and members of the police force are not eligible for this 

reward. 
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ADM 08 Complaints and Feedback 
 

Policy Number ADM 08 

Responsible Department Corporate Services 

Adoption Resolution Number 2012/152 

Adoption Date 20 September 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. The customer service vision of the Shire of Halls Creek is: 

 
 “A customer focussed Council which welcomes inquiries and seeks positive 
 outcomes for all residents and customers.” (1) 

 
2. The customer service mission of the Shire of Halls Creek is: 

 
 “Listen to our customers to better understand their expectation and deliver 

 services that respond to their needs.”(2) 
 
3. An outcome identified in the Shire of Halls Creek Strategic Community Plan 2015 

is: 
 

 “4.1 A local government that is respected and accountable.” 
 
4. The objectives of this policy is to support the customer service Strategy vision and 

mission and the Shire of Halls Creek Strategic Plan by providing guidance to the 
handling of complaints and feedback from customers in a way which: 

 
 is easy for customers to do 
 resolves customer service issues swiftly 

 is conducted in an open manner with politeness and respect for all parties  
 encourages feedback from our customers and continuous improvement in 

service delivery through improved standards of behaviour, competence or 
processes 

 complaints and feedback are monitored 

 does not compromise the Shire’s risk cover 
 meets statutory obligations 

 
Definitions 

 

5. For the purpose of this policy: 
 

A complaint means an expression of dissatisfaction about: 
 

 A decision of the Council  

 A decision or behaviour of Council staff 
 A process or requirement of the Shire 

 A service level or quality of a Shire action 
 

A complaint is not: 
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 A request for action or a service 
 A request for information or explanation of Shire policies, practices or processes 

 The lodging of an appeal as prescribed by statute, regulation or Shire policy 
 An expression of dissatisfaction with the behaviour or performance of a 

Councillor whereby the mechanism is contained in Division 9 of the Local 

Government Act 1995, The Local Government Regulations (Rules of Conduct) 
Regulations 2007 

 
A minor complaint is: 

 

 a complaint that can be resolved immediately by the Receiving Officer to the 
satisfaction of the complainant 

 
A complaint requiring investigation is: 

 

 a complaint requiring an investigation to assess its validity and/ or the 
appropriate response or a minor complaint where the customer is not satisfied 

with the initial response 
 

Feedback is: 
 

 the identification of service improvement opportunity by a customer or staff 

member 
 

Resolution is: 
 

 conducting an investigation of a complaint and finding it is not valid, and the 

complaint being referred to the review process as set out in this policy; and  
 

 conducting an investigation and upon finding a complaint is valid remedying the 
problem to the satisfaction of the complainant as far as is reasonably possible 
taking into account this policy, the Shire’s risk management policies and 

statutory obligation and the Shire taking all reasonable steps to prevent a re-
occurrence of a similar problem or complaint 

 
Receiving Officer is: 

 

 any staff member who initially receives a complain (this is to  ensure quick and 
easy access to complaint resolution)  

 
Policy 
 

Lodging and resolution of complaints  
 

6. A complaint and feedback may be made in writing or verbally to the Receiving 
Officer.  
 

7. Where possible minor complaints will be resolved on the spot by the Receiving 
Officer. 

 
8. If the Receiving Officer cannot resolve the complaint or the complaint is beyond 

the Receiving Officer’s expertise or delegation to resolve, the Receiving Officer will 
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refer the complaint to the relevant Supervisor or Manger of the Department to 

which the complaint relates for resolution.  The Receiving Officer will record the 
complaint in Infoxpert including notes to record a verbal complaint. 

 
9.  The complaint will be investigated by the relevant Supervisor or Manager with the 

outcome being: 

 
 the complaint is valid and resolution negotiated with the complainant 

 
 the complaint is not valid – this may be due to the service provided being 

within Shire service levels and policies, a complaint is vexatious or abusive, or 

the complaint relates to a service not delivered by the Shire with the 
complainant being referred to the responsible agency 

 
10. The complainant will be advised of the results of the investigation as soon as 

possible and no later than 5 working days.  The outcome of the investigation 

and advice to the complainant will be recorded in Infoxpert.  If further time is 
required to conduct an investigation the expected timeframe should be 

negotiated with the complainant, but generally be no more than 10 working 
days.  The complainant will be advised of the outcome of the full investigation 

including the reasons for the decision and recorded in Infoxpert. 
 
11. The Supervisor / Manager is to consider whether a process needs changing or 

other corrective action is necessary to avoid the repetition of the complaint. 
 

12.  The Shire will assist customers to make complaints or providing feedback  and 
 their quick resolution by: 

 

 providing an online complaint/feedback submission form 
 assign an appropriate  “neutral” Council officer to assist in  communication 

or overcome cultural barriers   
 direct the complaint  to the Council officer best suited to resolve a 
 complaint or respond to the feedback quickly 

 
13.  The Receiving Officer encouraging a complainant to: 

 
 identify the problem or service failure,  
 what the consequences of the problem were 

 what Shire decision, action or process caused the problem 
 what remedy the complainant seeks 

 
Decision review  

 

14. Should the complainant not be satisfied with the outcome of a Complaint 
Requiring Investigation the customer has a right of review to the relevant 

Director. 
 
15.  If the complainant is not satisfied with the Director’s decision the complaint 

may have the matter reviewed by the Chief Executive Officer. 
 

16. If the complainant is not satisfied with the Chief Executive Officer’s decision, 
the complainant will be referred to the Western Australian Ombudsman or the 

Department of Local Government. 
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17. Generally the officer conducting the review will consult the staff member who 
did the initial investigation prior to concluding their review.  Should the officer 

conducting the review reach a different conclusion from the officer doing the 
initial review, the reasons for making a different decision shall be conveyed to 
the officer prior to release of the reviewed decision.  

 
Escalation of some complaints 

 
18. Complaints may be escalated to a Director or Chief Executive Officer if the 

complainant feels uncomfortable about talking to the Supervisor/ Manager 

assigned to undertake the investigation.  
 

19. Allegations of serious misconduct concerning criminal, corrupt or serious 
improper conduction will be dealt with independently of the complaint process 
outlined above.  In the first instance they will be immediately referred to the 

Chief Executive Office for determination including whether there are reasonable 
grounds for notification to the Corruption and Crime Commission. 

 
20. If the complaint concerns and Elected Member of Council it shall be referred in 

the first instance to the Chief Executive Office for appropriate direction and 
action. 

 

21. Should a Councillor make a complaint about a Council Officer the complaint 
shall be directed to the Chief Executive Officer. 

 
22. Where considered appropriate the Chief Executive Officer may authorise referral 

of a particular complaint to an external arbiter or mediator for consideration. 

 
23. Should an investigation reveal that there are grounds for a potential claim 

against the Council exceeding $1,000 the Council’s insurer will be advised of the 
complaint and investigation.   The Director Corporate Services shall also be 
advised.   The Council’s Insurer and Chief Executive Office will agree on the 

method to complete the investigation and resolve the complaint. 
 

Complaint investigation 
 
24. The resolution of a complaint may involve the interview of staff and customers. 

 
25. Staff will use discretion in conduction investigations and conduct investigation in 

a private setting with respect and politeness at all times. 
 
26. Staff are to abide by the Freedom of Information Act 1992 when conducting 

investigations.  Generally this requires the name of complainants to remain 
confidential. 

 
27. Staff must conduct such investigations and resolve complaints in a manner 

which does not compromise the Shire’s insurance cover.  This can occur if fault 

is acknowledged in a potential claim situation without the prior approval of the 
insurer. 
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28.  Staff must base their judgement and make decisions based on facts or on the 

balance of probabilities.  Making decisions on personal opinions, innuendo or 
supposition must be avoided. 

 
29.  Anonymous complaints should be dealt with particular caution. This is because 

often the claims cannot be verified and obtaining further information is difficult. 

For these reasons compelling circumstances are required for the detailed 
investigation of an anonymous complaint such as safety, security or potential 

criminal activity.    
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ADM 09 Welcome to Halls Creek Event 
 

Policy Number ADM 09 

Responsible Department Corporate Services 

Adoption Resolution Number 2012/155 

Adoption Date 20 September 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. To welcome new residents, to explain Council services and facilities, and to enable 

new arrivals the opportunity to meet Council representatives and other locals. 
 

Policy 

 
2. Council will hold a "Welcome to Halls Creek" event each year, preferably in 

February/March but otherwise at some other time of year, including an 
appropriate welcome by the Aboriginal people of Halls Creek and providing cross-

cultural awareness. 
3. The objective of the function is to welcome new residents, to explain Council 

services and facilities, and to enable new arrivals the opportunity to meet Council 

representatives and other locals. 
4. Nothing in this policy is to be interpreted as preventing the Council from 

partnering with other organisations in delivering “Welcome to Halls Creek” events. 
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ADM 12 Advertising – Statutory and General 
 

Policy Number ADM 12 

Responsible Department Corporate Services 

Adoption Resolution Number 2012/176 

Adoption Date 18 October 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
17 December 2015 (Resolution no. 2015/117) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide guidance on the appropriate advertising channels for shire 
communications. 

 

Policy 
 

2. Council will publish public notices in a range of media channels taking into account 
the target audience, cost effectiveness, and regulatory requirements.   Media 

channels may include the Halls Creek Herald, the Kimberley Echo, the West 
Australian, local newsletters and email distribution lists, the Shire’s web site and 
local notice boards.  

3. Public notices may also be supported by communication via PRK Radio and 
community engagement barbeques. 

4. Where there is a statutory requirement for local public notices to be published at 
weekly intervals, they will be published in the Kimberley Echo newspaper to 
achieve compliance.  Such notices may also be published at least once in the Halls 

Creek Herald and / or other local media channels to ensure that local Halls Creek 
people have the opportunity of seeing such notices. 

5. State wide public notices are to be published in the West Australian newspaper. 
6. Tender notices relating to goods and services for which the proposed supply could 

be expected to be procured from a supplier within the general Kimberley region 

shall be published, wherever practicable, in the Halls Creek Herald newspaper and 
/or the Kimberley Echo. 
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ADM13 Shire Logo 
 

Policy Number ADM 13 

Responsible Department Corporate Services 

Adoption Resolution Number  

Adoption Date 25 July 2005 

Review Date & Resolution 21 March 2013 (Resolution no. 2013/013) 
17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide guidance for the use of the Shire of Halls Creek logo. 
 

Policy 

 
2. The Shire of Halls Creek logo is as follows: 

 

 
 
3. The use of this logo is only allowed through written permission of the Chief 

Executive Officer, and will only be considered for Council sponsored-events or 

where there is a clear demonstration of a Council commercial or strategic benefit. 
4. The Shire of Halls Creek and Heart of the Kimberley are registered business 

names and a trademark exists.  Unauthorised use of the logo will result in 
prosecution. 
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ADM 14 Well Wishes from Council 
 

Policy Number ADM 14 

Responsible Department Executive Services 

Adoption Resolution Number 2012/176 

Adoption Date 18 October 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. To provide guidance regarding the use of Shire resources in recognition of 

personal events in the lives of employees, Councillors, past Councillors, close 
affiliates of Council or their families. 
 

Policy 
 

2. The Council may send flowers, cards or small gifts and insert suitable notices in 
the local paper to recognise personal events in the lives of employees, Councillors, 

past Councillors, close affiliates of Council or their families. 
3. In so doing, assistance with the procedure is to be encouraged from employees 

and Councillors, but due regard is to be had always to such things as length of 

service (employees or Councillors), community attitudes, input and involvement 
from others. 
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ADM 15 Use of Council Chambers 
 

Policy Number ADM 15 

Responsible Department Executive Services 

Adoption Resolution Number 2012/176 

Adoption Date 18 October 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. To provide guidance on the use of the Shire Council Chambers. 

 
Policy 
 

2. The Council Chambers will only be used for Council functions and meetings. 
3. It is Council's Policy that community groups and organisations should not use the 

Council Chambers but should be directed to other Council owned public buildings. 
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ADM 16 Guest Speakers at Meetings of Council 
 

Policy Number ADM 16 

Responsible Department Executive Services 

Adoption Resolution Number 2012/185 

Adoption Date 15 November 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. To provide guidance regarding protocol for persons to address a Council meeting 

as a guest speaker. 
 

Policy 

 
2. Council will support the scheduling of guest speakers at Council meetings where 

the subject matter is one of general information for all Councillors and not 
requiring any Council decision. 

3. Guest speakers will be limited to approximately ten minutes duration with an 
allowance of approximately five minutes for questions from Councillors. 

4. This Policy is not to be construed so as to allow persons to make submissions for 

or against items on the Agenda, or canvas issues that may be addressed by 
Council in the near future. 

5. The Shire President is authorised to approve or decline requests to address 
Council meetings. 
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ADM 17 Distribution, Release, Binding and Storage of 

Minutes 
 

Policy Number ADM 17 

Responsible Department Executive Services 

Adoption Resolution Number 2012/195 

Adoption Date 13 December 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. To provide guidance on the process for the keeping of the minutes of all Council 

meetings and committee meetings. 

 
Policy 

 
2. A copy of the minutes of all Council meetings and committee meetings, 

electronically watermarked in red with the wording “Please note - These 

minutes have yet to be confirmed by Council/Committee as a true record 
of proceedings” are to be made available for perusal by members of the public at 

the Council Office and Council Library as soon as possible following each meeting 
but within the time limits prescribed by Local Government (Administration) 

Regulation No 13. 
3. An electronic copy (in readable PDF format) in to be registered in the public library 

of the Council’s electronic document management system so that it can be publicly 

accessed through the information portal on the Shire of Halls Creek website. 
4. Any person may be provided with a printed copy of any page or pages of any 

Council meeting or committee meeting minutes, on payment of the current copying 
charges that apply.  Such copies issued that are of minutes that have not been 
confirmed are to be stamped with the wording “Please note – These minutes 

have yet to be confirmed by Council/Committee as a true record of 
proceedings”. 

5. After each set of minutes have been confirmed and certified as required by sub-
section 5.22 (3) of the Local Government Act 1995, a readable PDF format 
electronic copy of the confirmed minutes is to replace the unconfirmed minutes in 

the public library of the electronic document management system. 
6. At six-monthly intervals (or more frequently if the volume so requires) the 

confirmed and certified minutes, and any public supporting documents as required 
by Regulation 34 of the Local Government (Financial Management) Regulations 
1996 or other regulations, are to be bound. 

7. Binding of confirmed and certified minutes is to be carried out by a professional 
bookbinding firm.  Confirmed and certified minutes are not to be bound using 

binding combs, thermal binding sleeves, gluing into scrap-books or any such other 
inferior methods. 

8. Bound minutes are to be stored in the dust-free, glass-fronted cabinets provided in 

the Council Chamber for that purpose. 
9. All electronic records are to be maintained in accordance with the current Shire of 

Halls Creek Record Keeping Plan. 
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ADM 18 Public Question Time 
 

Policy Number ADM 17 

Responsible Department Executive Services 

Adoption Resolution Number 2012/195 

Adoption Date 13 December 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide guidance on the process and procedure for Public Question time at any 
meeting of the Council. 

 

Policy 
 

2. Council will extend a warm welcome to all people attending any meeting of the 
Council. 

3. The Council, as required by the Local Government Act, will set aside a period of 

‘Public Question Time’ to enable any member of the public to put to the Council a 
question concerning the works or any activity that the Council may be involved in. 

4. The Local Government Act sets out that the procedures for the asking of and 
responding to questions raised by members of the public.  The actual proceedings 
occasionally vary, however they are determined by the Chairperson presiding at 

the meeting (normally the Shire President). 
 

Process 
5. Public Question Time is held immediately prior to the commencement of any 

meeting of the Council that is open to the public, and generally runs for a 

minimum time of 15 minutes, however this can be varied. 
6. If there are more questions than time permits, then the Chairperson may allow 

the forum to operate for a longer period. 
7. If there are insufficient questions, then the Chairperson may decide that the forum 

will last less the 15 minute period. 

8. The intent of the Act is that Public Question Time precedes the discussion of any 
matter that requires a decision to be made by Council.  The purpose is also to 

ensure that questions be directed, in the first instance, to matters to be discussed 
by Council at that meeting. 

9. The Department of Local Government and Regional Development in its ‘Practice 

Notes’ states that “...each member of the public who wishes to ask a question is 
to be given an equal and fair opportunity to ask the question and receive a 

response...”. 
10. Council, through the Chairperson, manages the time which is made available for 

Public Question Time to be effective. 
11. Where possible, responses to questions will be supplied at the particular meeting 

where the question is made. 

12. Some of the answers may be provided by Council employees, but this will be 
decided on by the Chairperson. 
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Procedure 
 

13. Having regard for the requirements and principles, the following will be applied at 
Meetings of the Council: 
a) Questions on matters listed in the Council’s agenda for that meeting will be 

given first priority; and 
b) Persons wishing to ask Questions will be requested to come forward and 

provide: 
(i) their name 
(ii) their question 

c) The question will be responded to, taken on notice, or not accepted by the 
Chairperson; 

d) Statements are not to be made or read out – It is QUESTION Time; 
e) Public Question Time is not to be treated as an arena for debate; 
f) Each member of the public is to be given equal opportunity to ask questions, 

and therefore they will each be permitted to ask only three (3) questions 
initially; 

g) If time permits, the Chairperson could allow individuals to ask further 
questions, after all members of the public have had the opportunity to put 

questions; 
h) As outlined in the Department of Local Government and Regional 

Development’s ‘Managing Public Question Time Guidelines’ the Presiding 

Officer will not take questions that: 
(i) are considered to be offensive or defamatory in nature and would 

potentially expose the Local Government to legal action for republishing 
defamatory remarks (the person may be invited to rephrase their 
question); 

(ii) contain offensive language 
(iii) question the competency of Council members, employees, or associated 

persons; 
(iv) relate to the personal affairs or actions of Council members or employees; 
(v) relate to confidential matters, legal advice or legal proceedings; or 

(vi) have been answered by earlier questions, or questions at a previous 
meeting. 

 
Record of the Question and Answer 
 

14. There is a statutory requirement for a summary of both the question and the 
response given during Public Question Time to be recorded in the minutes. 

15. Where questions are taken on notice, the question will be recorded and a written 
response provided to the questioner as soon as possible. 

16. Where a question is taken on notice, the question will be included in the Minutes 

of the Meeting at which the question was asked. 
17. For reasons of clarity, the question will also be repeated in the Minutes of the 

Meeting in which the response is recorded. 
18. The name of the person who asked the question will also be included in the 

summary. 
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ADM 21 Purchase of Goods and Services 
 

Policy Number ADM 21 

Responsible Department Corporate Services 

Adoption Resolution Number  

Adoption Date 22 March 2007 

Review Date & Resolution 20 March 2008 (Resolution no. 2008/035) 
18 March 2010 (Resolution no. 2010/044) 

19 May 2011 (Resolution no. 2011/070) 
17 April 2014 (Resolution no. 2014/014) 

18 February 2016 (Resolution no. 2016/002) 
17 March 2016 (Resolution no. 2016/016) 
15 June 2017 (Resolution no. 2017/058) 

21 June 2018 (Resolution no. 2018/075) 

 

Objectives 
1. The procurement of goods and services is for the purpose of carrying out the 

required functions, works and services of the Shire of Halls Creek, ensuring 
maximisation of “value for money” and efficient allocation of Council Resources. 

 
Purpose 

2. This policy outlines the Council requirements for the procurement of all goods and 

services by the Shire of Halls Creek  
 

Definitions 
3. The definitions under this policy include: 

a) ‘Local/Locally’ means within the Shire of Halls Creek municipal boundary. 

b) ‘Local Supplier’ is either an individual or a company/organisations/business 
who supplies goods, services or infrastructure work AND 

i. in the case of an individual, has been residing continuously in the Shire of 
Halls Creek for the 184 days immediately preceding the date when 
quotations/tenders are sought; OR 

ii. in the case of a company, organisation or business, has had a permanent 
office or work-base and permanent employees based in the Shire of Halls 

Creek continuously for at least 184 days immediately preceding the date 
when the quotation/tender being sought, and is registered or licensed 
within Western Australia. 

Sufficient evidence to support residency periods are required upon request of 
the Council. 

c) ‘Local Content’ is the degree to which local suppliers, subcontractors and 
labour are used in the delivery of the purchase of the goods, services, 
infrastructure works, or contract outcomes. 

d) ‘Goods’ are tangible, quantifiable material requirements, usually capable of 
being moved or transported, that are purchased, leased, rented or hired by 

the Shire of Halls Creek.  Only goods directly acquired by the Council are 
included in this definition.  Goods acquired through sub-contractors to the 
Council’s contracted supplier are not included. 

e) ‘Services’ or ‘Provision of Services’ means any task, consultancy, work or 
advice to be performed or provided for the Council that is procured by the 

Council.  It can include, but not be limited to, management consultancies, out-
sourcing, maintenance contracts and agreements, cleaning, waste removal, 
equipment repairs, external audits and utilities.  Excluded are payments made 
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directly to employees and members of Council, superannuation and pension 

payments, statutory or involuntary payments, grants and subsidies. 
f) ‘Infrastructure Works’ means the construction, improvement, upgrade, 

maintenance or repair to any land (or structures located thereon) in the Shire, 
either owned or under the control of the Shire of Halls Creek. Infrastructure 
works can include but not be limited to: Construction of buildings, roads, 

footpaths and other public infrastructure as well as the related services such 
as architecture, surveying, contract management and maintenance type 

works. 
g) ‘Purchase value’ is exclusive of Goods and Services Tax (GST); and: 

– where a contract is in place, the actual or expected value of expenditure 

over the full contract period, including all options to extend specific to a 
particular category of goods, services or works; or 

– where there is no existing contract arrangement, the Purchase Value is not to 
exceed: $150,000 in total for a category of goods, services or works in any three 
year period; or $250,000 in total for a category of goods, services or works in any 

three year period supplied by an Aboriginal business registered in the current 
Aboriginal Business Directory WA (produced by the Small Business Development 

Corporation). 
 

Policy 
 

4. Procurement of goods, services and infrastructure works must always be with the 

intent as outlined in this policy. 
5. In order to achieve the cost benefits and efficiencies of purchasing by credit card, 

an officer to whom a credit card has been issued should give favourable 
consideration to using this method whenever appropriate and available.  As a 
guide, the method is generally appropriate when the goods, service or 

infrastructure works has already been obtained or it is possible to verify that the 
purchase is of the appropriate quality for the price. Examples include when 

uplifting the goods or receiving a service directly from the supplier, when 
purchasing travel tickets, when purchasing fuel for council vehicles, when settling 
a hotel bill, or when paying for services such as utilities or Internet connections. 

6. A purchase order must be used to procure all goods, services and infrastructure 
works, except in the case of credit card purchases or petty cash purchases, or 

goods or services obtained in a recurrent supply situation such as electricity, 
water, telephones, monthly interim rating valuations and internet connections. 

 

Quotes 
 

7. Council acknowledges that Halls Creek is a remote and isolated town, and that, for 
certain classes of goods, services and/or infrastructure works, there may only be 
one suitable supplier in the district.   

8. The remote nature of the Shire will have an impact on the normal requirement to 
obtain quotes, but purchasing officers are to remain mindful that the organisation 

has a legal and moral obligation to ensure value for money in respect of all 
purchases made. The following is to be used as a guide: 
 

9. Purchase value of $1-$5,000(exclusive of GST) – Council will maintain a list 
of preferred suppliers for the supply of goods and services under $5,000.  Refer to 

this list in Infoxpert in the first instance. If the goods or services do not fall in the 
categories in the table, or the preferred suppliers is unable to provide the good(s)/ 
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service an alternative supplier for the goods or service may be used from the 

WALGA Preferred Supplier arrangement or the open market . 
10.  In all cases it is important that the price is agreed to and fixed at the time the 

goods are ordered or prior to the services commencing. This will be in the form of: 
- The issue of a purchase order for the agreed price; or 
- If the supplier is to be paid by credit card the receipt of a written quote or the 

recording of a verbal quote  
11. The purchase order or quote (written or recorded) must as a minimum include: 

a) name of person providing quotation 
b) name of firm 
c) contact details 

d) pricing including GST 
e) brief scope of works/details of item for which quotation sought 

12. In the case of verbal quotes this information will be recorded by the Purchasing 
Officer making the purchase and emailed to the supplier.      

13. In all cases The Purchasing Officer must still satisfy themselves that they have 

obtained a competitive price for the goods, service and / or infrastructure works 
(eg telephone quotes or internet price checks). 

 
14. Purchase value of $5,001 - $10,000 (exclusive of GST) – two (2) written 

quotes from alternative suppliers for goods, services and/or infrastructure works 
or for the purchase of WALGA services (excluding Preferred Supplier Progam) a 
minimum of one (1) written quotation with the purchase confirmed by a Purchase 

order or Contract/Agreement. Quotations may be sought from the relevant WALGA 
Preferred Supplier Arrangement or the open market. The purchasing decision is to 

be based upon assessment of suppliers response to: 
 a brief outline of the specified requirement for the goods, services or works 

required; and 

 value for money criteria, not necessarily the lowest price.  
 The procurement decision is to be recorded in Infoxpert.  

 
15. Purchase value of $10,001 - $150,000 (exclusive of GST) and $10,001 - 

$250,000 (exclusive of GST) if the goods are purchased from  a person 

registered on the Aboriginal Business Directory WA published by Small 
Business Development Corporation – three (3) written quotes from alternative 

suppliers for goods, services and/or infrastructure works (including GST). 
Quotations may be sought from the relevant WALGA Preferred Supplier 
Arrangement or the open market. For purchasing decisions between $10,001 - 

$50,000 the decision is to be based upon assessment of the suppliers response to: 
 a brief outline of the specified requirement for the goods; services or works 

required; and 
 value for money criteria, not necessarily the lowest quote. 

 The procurement decision is to be represented using a Brief Evaluation Report.   

 For purchasing decisions exceeding $50,001 a procurement plan must be prepared 
prior to seeking quotes and the purchasing decision is to be based upon an 

assessment of the suppliers response to: 
 a detailed written specification for the goods, services or works required; 

and  

 pre-determined evaluation criteria that assesses best value considerations. 
 The procurement decision is represented using an Evaluation Report with all 

documents recorded in InfoXpert. 
16. Officers with authorisation to procure goods and/or services are not to 

requisition/order any goods or services over the value of their purchasing limit as 
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stated in their specific Delegation of Authority issued by the Chief Executive 

Officer. 
17. A copy of proof of request for quotations (including scope of works) is to be filed 

in InfoXpert (AKFC/Corporate Management/Tendering/Quotations) along with a 
copy of all detailed quotations received including the recording of verbal quotes in 
accordance with the requirements of Local Government (Functions and General) 

Regulation 11A(3) (b). 
18. In any case where an officer is unable to comply with the requirement for a 

specific number of quotations as above, a written record (including Officer’s 
signature) of the reasons/circumstances for this non-compliance is to be made by 
the Officer and recorded in InfoXpert (AKFC/Corporate 

Management/Tendering/Quotations) to ensure that it is retained with the other 
documents relating to the transaction.   

19. The CEO is authorised, as he feels necessary, to prescribe the format and manner 
in which this written record is required and should be consulted prior to a single 
quote over $10,001 being accepted. 

20. The Council will apply a Local Pricing Preference (LPP) for the procurement of 
certain goods, services and infrastructure works from local suppliers where all 

conditions and local content requirements are met AND the total cost of the same 
goods, service or infrastructure work that can be procured locally does not exceed 

the total cost of the same goods if procured from outside of the Shire by the 
specified % or value Total cost is to include all freight, delivery and such costs.  
Refer to Table 1. 

 
Tender Process – Procurement of Goods, Services & Works 

 
21. Procurement of a good, service or infrastructure work with a value over $150,000 

(exclusive of GST) including the cumulative expenditure over any three year 

period for a category of goods, services or works  except for the purchase of a 
good, service or infrastructure from a person/organisation registered on the 

Aboriginal Business Directory WA where the threshold is over $250,000 (exclusive 
of GST) is subject to the tender process, and is governed by Tender Regulations 
(Part 4 of Local Government (Functions and General) Regulations 1996) 

22. Only limited exceptions to these thresholds apply under the Regulations such as: 
  expenditure authorised in an emergency situation (as defined by the Act); 

  the supply of goods or services is obtained through the WALGA Preferred 
Supplier  Arrangement 

 acquired from an Australian Disability Enterprise and represents value for 

money; 
 the purchase is authorised under action by Council under delegated authourity 

within 6 months of no tender being accepted; 
 where the contract is for petrol, oil or other liquid or gas used for internal 

combustion engines; or 

 Council has good reason to believe, it is unlikely that there is more than one 
potential supplier.  

23.  Should the Purchasing Officer consider an exception to the normal tender process 
applies this shall be discussed and agreed to by the CEO prior to the procurement 
process being commenced.    

The LPP as per this policy will be applied to tenders received from local suppliers 
when such tenders are assessed. 
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Instructions for Management of Shire 
Tenders 

 

 

When it has been decided to go to tender for goods,  services or works the 
tender needs to first be allocated a tender number. This is a sequential number 
beginning with the year e.g. 2016-01; 2016-02; 2016-03 

 
1.  To find out what the next available number is look at the list of tender 

files in Tender Register.  

 
2. Then create the file for that tender in InfoXpert (AKFC/Corporate 

Management/Tendering. All tender information relating to the tender 

including the advertisements, tender submissions, tender summaries and 
letters must be filed into the tender file and Infoxpert. 

 
3. A procurement plan must be prepared by the purchasing officer prior to the 

preparation of tender documents and authorised by the Chief Executive 
Officer. 

 
4. Once the tender has been advertised,  the details of the tender including 

the tender number need to be entered into the tender book. This 

includes a copy of the advertisement if possible. 
 
 Exceptions to the requirement for publicly invited tenders 

 
 Pursuant to (s. 3.57) Reg. 11 of the Local Government (Functions and 

General) Regulations 1996 Tenders do not have to be publicly invited 
according to the requirements of this Division if they meet with the 
exceptions outlined in this Regulation. 

 
5. Some tenders may be delivered as hardcopies to our tenderbox onsite. The 

majority however will be submitted through our tenders email account.  
When the tender has closed, and no sooner, go to westnet.com.au and my 

email. Then type in the tender email address:sohc-tender@westnet.com.au 
and password: (Available from Infoxpert or DCS). 

 
6. Download all the electronic tender documents to F: Drive and  scan any 

hardcopy tenders that were submitted.  Then save all tenders received 
into the appropriate tender file in InfoXpert. You can then delete them 

from both the inbox and F: Drive once they are in InfoXpert. 

 
7.. Make sure two staff are present when the tenders are opened and that 

both these people sign off in the tender register.  List the name and 

contact of the tenderers in both the tender register AND in an excel 
spreadsheet.  The excel spreadsheet should include the actual prices that 
were submitted which the tender register does not. Save the excel 

spreadsheet into InfoXpert. 

 
8. All correspondence including emails and letters of acceptance/decline must be 

saved into the InfoXpert file. Ensure the final details of who was successful 
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and all other fields in the tender register are completed.  This will be viewed 

with scrutiny by our auditors. 
 

9.Tenders for the procurement of goods, services and works should follow the 
tender process checklist contained in Infoxpert (AKFC/Corporate 
Management/Tendering). 

 
Tender Process - Disposing of Shire Property 

24. The Local Government Act 1995 Section 3.58. Disposing of property  
 

(1) In this section — 

“dispose” includes to sell, lease, or otherwise dispose of, whether absolutely or 
not; 

“property” includes the whole or any part of the interest of a local government in 
property, but does not include money. 
 

The applicable legislation to disposing of Council property is Section 5.38 of the 
Local Government Act 1995 and Local Government (Functions and General) 

Regulations 1996 - Reg 30. 
 

Budget and reporting 
25. All goods, services and infrastructure works procured must have an appropriate 

budgetary allocation in the relevant financial year. 

26. Officers may not “cross-authorise” purchases from areas outside of their 
immediate portfolio or their own budget, unless they have first checked with the 

Director of the relevant department to ensure funds are available to meet the 
quoted/estimated cost of the Order and an appropriate General Ledger 
(expenditure) code has been provided to them. 

27. In the event that the appropriate responsible officer is not available, the proposed 
purchase must first be authorised by the Chief Executive Officer. 

28. Monthly payments for all goods, services and infrastructure works procured shall 
be presented to Council, in accordance with Regulation 13 of the Local 
Government (Financial Management) Regulations 1996. 

29. The CEO is responsible for the implementation, control and management of 
administrative procedures relating to the procurement of goods, services and 

infrastructure works (including but not limited to the purchasing limits for 
individual officers, the circumstances in which quotes are/are not required, the 
manner in which purchase orders are completed and the processing of supplier 

invoices for payment, and document control) in compliance with relevant statutory 
requirements. 

30. The Chief Financial Officer is to monitor expenditure on any given supplier within a 
3 year period to assess the purchase value or the need for a tender process to be 
followed.  

31. The SoHC has subscription membership to the WALGA’s procurement service.  
This includes on-line access to a best practice Procurement Toolkit, and templates 

for preparing and evaluating Request for Quotes and Request for Tender and 
contracts. All staff involved in procurement are encouraged use this resource with 
access details being available from the Director Corporate Services.  WALGA also 

offer a range of procurement services at a fee. 
32. LGIS services are not subject to this policy as each WA Local Government is a 

mutual “owner” of LGIS, and therefore is not seeking a supply from an external 
provider. 
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Table 1 – Local Pricing Preference (LPP) Terms and Conditions to be Applied to Local Suppliers 
Category of Goods, Services 
and Infrastructure Works 

Performance criteria and 
standards to be assessed 

Local Content 
Percentage 
required 

Percentage by which local 
procurement cannot exceed 
total cost of procurement from 
outside the Shire 

Comments 

Perishable purchases 

(including but not limited to 
catering, food, milk and such 
items) 

Nil – although suitable / 

appropriate items that represent 
value for money are to be 
acquired 

N/A Nil LPP does not apply as these 

goods will always need to be 
purchased locally 

     

Non-bulk fuel purchased 
under 5000 litres 

Nil N/A Nil Initial fuel purchased for a 
journey must be purchased 
locally.  Subsequent fuel 
purchases in the course of a 
journey must be made as 
required. 

General minor purchases 

(including but not limited to 
non-perishable food-stuffs, 
office paper, stationery, 
cleaning chemicals, printing 

requirements, general office 
supplies) 

Available to supply both the 

required quantity and quality, by 
the required time, all as specified 
by the Council. 
 

Historical performance on past 
contracts / purchase 
arrangements. 

N/A 10%  

Office Equipment (major) and 
IT Hardware 

Available to supply both the 
required quantity and quality, by 
the required time, all as specified 

by the Council. 

 
Servicing and/or support for 
items purchased available locally. 
 
Historical performance on past 
contracts / purchase 

arrangements. 

Must be able to 
be both services 
and supported 

locally. 

10% If goods to be procured 
locally which CANNOT be 
supported and services 

locally, then the LPP will not 

be applied. 

Infrastructure Works Available to supply both the 50% Value of Works (excluding  

Page 28 of 242



 

 

  

   
 

required quantity and quality, by 
the required time, all as specified 
by the Council. 

 
Historical performance on past 
contracts / purchase 
arrangements. 

GST) 
Up to $100,000 = 10% or 
$10,000, whichever is the lesser 

 
$100,001 to $500,000 = $10,000 
plus 7% for each dollar over 
$100,000 to a maximum total of 

or $38,000 
 

Over $500,001 - $38,000 plus 5% 
for each dollar over $500,000 to a 
maximum total of or $50,000 
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ADM 24 Telecommunications and Information Technology – 
  Provision and Usage 
 

Policy Number ADM 24 

Responsible Department Corporate Services 

Adoption Resolution Number 2008/094 

Adoption Date 19 June 2008 

Review Date & Resolution 19 April 2012 (Resolution no. 2012/046) 

17 April 2014 (Resolution no. 2014/014) 
19 February 2015 (Resolution no. 2015/002) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. This policy deals with the provision and use of telecommunication and information 

technology resources and the associated responsibilities of authorised users when 
using these resources.  It includes: 

 Landline telephones – Workplace 
 Landline telephones – Council Residences 
 Mobile telephones 

 Satellite telephones 
 Desktop computers 

 Laptop computers 
 Computer peripherals 

 Computer software 
 Email 
 Internet – Workplace 

 Internet – Council Residences 
 

Policy 
 

2. Information technology resources are provided to support the Council’s 

administrative and operational activities.  These resources include the Council’s 
telecommunications, computer network, desktop computer systems and software, 

Internet access, electronic mail (email) and related services. A Standard Operating 
Environment (SOE) is deployed across all Council desktop computers and laptops 
as a means of providing common applications to all users in an efficient and cost 

effective manner.  
 

3. Users of these resources are expected to comply with this policy, which is written 
with the intent of: 
 ensuring that employees are not wasting work time in non-work activities; 

 containing telecommunication and information technology costs to reasonable 
levels; 

 protecting the integrity of information technology systems so as to provide 
reliable computer services to users; and 

 ensuring appropriate conduct of all employees utilising Council 

telecommunication and information technology services. 
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4. Some Council employees will have the provision of home Internet specified in their 
employment contract or letter of offer. This is to enable work to be undertaken 

from home. Council does not seek to infringe upon the individual rights or privacy 
of employees as private citizens. The application of this policy to home internet 

use is limited to:  
 

 Clause 44 to 46 Internet – Council Residences (relating to the variation of 

service and/or provision of an alternative service provider if elected by the 
employee)  

 
5. However, all home Internet use must be lawful. A Council owned device used to 

access home Internet is an IT resource and subject to all aspects of this policy.  

 
Access to telecommunication resources 

 
6. Requests for employee access to information technology systems should be made 

by managers. 
 

7. The CEO shall determine upon recommendation of the Manager: 

 
 the allocation of telecommunication and computers resources to an employee; 

and 
 the type/model of computer, mobile telephone or device to be provided 

 

8. The allocation of resources will take into account: 
 

 staff carrying out their duties in an efficient and cost effective manner  
 the time and frequency  that contact is required 
 employee safety 

 Council’s SOE  
 

9. An employee may, subject to the CEOs approval, elect at their cost, to purchase 
and use a higher specification mobile phone. All use of privately owned mobile 
phones on a Council provided plan will be subject to this policy.   

 
10. Users are granted access for operational requirements on the basis that their use 

of telecommunications and information technology shall be responsible, ethical 
and lawful at all times. 

 

Internet Use – Workplaces 
 

11. Council employees are expected to use the Internet provided in the office 
responsibly and productively.  Except for reasonable personal use as set out 
below, Internet access and the use of Council provided computers, mobile phones 

and other devices to access the Internet is limited to job-related activities only. 
 

12. Job-related activities include research and educational tasks that may be found via 
the Internet that would help in an employee's role. 
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13. All Internet data that is composed, transmitted and/or received by the Council’s 
computer systems is considered to belong to the Council and is recognised as part 

of its official data.  It is therefore subject to disclosure for legal reasons or to other 
appropriate third parties. 

 
14. The equipment, services and technology used to access the Internet are the 

property of the Council and the Council reserves the right to monitor Internet 

traffic and monitor and access data that is composed, sent or received through its 
online connections. 

 
15. Emails sent via the Council email system should not contain content that is 

deemed to be offensive.  This includes, though is not restricted to, the use of 

vulgar or harassing language/images. 
 

16. All sites and downloads may be monitored and/or blocked by the Council if they 
are deemed to be harmful and/or not productive to business. 

 
17. The installation of software such as instant messaging technology is strictly 

prohibited.  Use of “Social Networking” websites such as Facebook, MySpace, 

Twitter etc. are restricted as follows: 
 

 Council information and photographs can only be used on social networking 
websites for legitimate marketing purposes, subject to departmental manager 
approval and the permission of subjects (or, in the case of minors, their 

parents/guardians). 
 

Personal Use 
 

18. Reasonable personal use of Council telecommunication and computer resources, 

including the Internet and email, is permitted provided that it does not negatively 
impact upon the user’s work performance, hinder the work of others or involve 

modification of any information technology resource. 
 

19. Such use shall not cause additional cost to the Council. 

 
20. It is the users’ responsibility to ensure that any Internet site they access is within 

the bounds of acceptable usage, is legal and does not pose a risk to the security of 
the Council’s operations. 
 

21. Reasonable use in a particular circumstance will be a matter to be determined by 
the user’s department manager.  As a guide, reasonable personal use would 

normally include the following: 
 

 Professional development or study-related uses 

 Occasional transactional use (e.g. making a bank transfer or booking travel) 
 making an occasional short telephone call of a personal nature (e.g. to make a 

personal appointment such as with a dentist or hairdresser, or to advise 
members of the employee’s household that they may be late home) 
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22. Unreasonable personal use could include the following: 
 

 lengthy calls 
 international calls involving significant additional charges  

 downloading, uploading or streaming of significant quantities of data (e.g. 
downloading or streaming of movies and video clips) 

 gaming 

 
23. Unless for emergency purposes it is not permitted to use satellite phones for 

personal use.  Any personal call costs relating to satellite phones will be recovered 
in full from the employee. 

 

Landline Phones – Workplaces 
 

24. Landline phones are provided in the workplace primarily for work purposes.  
Reasonable personal use of Council telephones is limited to that set out above. 

 
25. Council telephones must not be used to access fee charging (e.g. 1900) services. 

 

26. Users are not permitted to use Council telephones to conduct private commercial 
activities. 

 
Landline Phones – Council Residences 
 

27. Landline phones may be provided in Council residences so that Internet where 
applicable can be connected quickly and easily.  The connection cost and line 

maintenance cost is borne by the Council. 
 

28. Unless specifically included in an employee’s employment contract or letter of 

offer, no personal phone calls are available from this phone connection. 
 

29. Employees who do not have a Telephone Allowance specified in their employment 
contract or letter of offer will be required to reimburse the Council for any call 
costs (excluding the service cost) made from this phone connection. 

 
Mobile Phones and Satellite Phones 

 
30. The Council requires that certain employees are to be contactable outside normal 

business hours and that certain positions require the use of mobile or satellite 

telephones to operate safely and efficiently. 
 

31. The Council provides mobile phones to these employees, and the CEO will 
determine a specified phone and plan based on the expected requirements of the 
position. Users will be responsible for any charges from the mobile phone greater 

than the plan cost previously determined by the CEO. 
 

32. Security and care of the mobile phone is the responsibility of the employee.  The 
CEO may determine to recover costs associated with the repair or replacement for 
damaged or lost phones from the employee on a case by case basis.  The Council 

Page 33 of 242



 

 

  

   
 

will not pay the costs associated with the repair or replacement for damaged or 
lost telephones, where the employee has elected to use their own higher 

specification mobile phone. 
 

33. Users are responsible for using mobile phones and devices in a cost efficient 
manner.  Steps to minimise costs include: 

 

 Using land line phones where feasible 
 Switching mobile phones and other devices to Wi-Fi wherever it is available 

(such as within the Shire Office or within Council Residences provided with 
internet access) in preference to using mobile data when downloading or 
uploading data 

 Switching off automatic updates of applications 
  

34. If an employee does not receive a mobile phone under this policy and travels on 
Council business, they must be given a satellite phone for the duration of the 

business. 
 

35. All mobile phones provided by the Council will appear on the internal Staff Contact 

Listing.  All private mobiles on the internal phone list are to be identified as being 
private. 

 
36. All satellite phones will appear on the internal Staff Contact Listing, including 

spare phones that are not specifically allocated. 

 
Computers, Laptops and Tablets 

 
37. Except for reasonable personal use as set out above Council computers, laptops and 

tablets are provided for work purposes only.  Laptops and tablets where provided 

are the responsibility of the user.  Laptops and tablets must never be loaned to a 
third party who is not a direct employee of the Council. 

 
38. Special care shall be used to secure lap top and tablet computers in a secure place 

when not in use.  This shall include storage in a locked cupboard with left on 

Council premises. 
 

39. Computers and Laptops should be logged off and powered off each night to save 
power and minimise wear and tear, unless instructed otherwise. 
 

40. All information created, imported or stored using Council computer systems are 
deemed to be part of Council records.  This includes personal documents created, 

accessed or stored on the Council computer servers.  Files on external drives that 
are opened on Council computers are subject to this provision. 
 

41. Under no circumstance are users to install software or utilities on Council 
computers, laptops and tablets that are not licensed and work-related.  Permission 

must be obtained from the Director Corporate Services before installing 
applications on Council computers. 
Email 
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42. All emails received or sent from the Council’s system are deemed to be Council 

records.  This includes personal emails sent from Council computers. 
 

43. Users are not permitted to use their Council-provided email address to subscribe 
to any subscription service, unless work-related and authorised by the Director 
Corporate Services or Chief Executive Officer. 

 
Internet – Council Residences 

 
44. Some Council employees will have home Internet specified in their employment 

contract or letter of offer.  The Internet provided by the Council at Council 

residences will be a specified plan from a specified provider. 
 

45. Any employee who wishes to have increased service or speed may request this of 
the Council, however any additional costs will be the responsibility of the 

employee. 
 

46. An employee who has Internet specified in their employment contract or letter of 

offer may elect to use their own Internet service provider for whatever reason.  In 
these cases, the employee will provide proof of monthly payment with an Expense 

Claim Form within 14 days of payment, and will be entitled to reimbursement for 
the amount paid up to the same cost as the Council specified plan. 
 

Prohibited Conduct   
 

47. Certain behaviour is considered to be inappropriate use of the Council’s IT 
resources and is strictly prohibited.  Prohibited conduct includes: 
 

a. Using any IT resource to perpetrate any form of fraud, and/or software, film or 
music piracy. 

b. Stealing, using, or disclosing someone else's password without authorisation. 
c. Downloading, copying or pirating software and electronic files that are 

copyrighted or without authorisation. 

d. Unauthorised deletion of the Council’s electronic records. 
e. Sharing confidential material, trade secrets, or proprietary information outside 

of the organisation. 
f. Hacking into unauthorised websites. 
g. Sending or posting information that is defamatory to the Council, its 

products/services, colleagues and/or customers. 
h. Introducing malicious software onto the company network and/or jeopardising 

the security of the organisation's electronic communications systems. 
i. Sending or posting chain letters, solicitations or advertisements not related to 

business purposes or activities. 

j. Passing off personal views as representing those of the organisation. 
k. Utilising Council IT resources to access pornographic material or to create, 

store or distribute pornographic material of any type. 
l. Utilising the Council’s IT resources to gamble or play games. 
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m. Sending or posting discriminatory, harassing, or threatening messages or 
images on the Internet or via the Council’s email. 

n. Users shall not send unsolicited emails (SPAM)  
o. “Cyber-bullying” whether directed within or without the organisation, and will 

lead to disciplinary action which may include termination of employment.  
Cyber-bullying includes the following behaviours (this is a non-exclusive list): 
i. Sending multiple successive emails designed to aggravate or which cause 

nuisance. 
ii. Sending harassing or threatening emails. 

iii. “Cyber-shouting” – that is sending inappropriate emails entirely in upper-
case and/or bold fonts. 

iv. Sending multiple emails to the same recipient(s) on the same topic with 

progressively increasing font sizes. 
v. Sending emails that are disrespectful in tone and/or include abusive, 

denigrating or inappropriate language. 
 

Consequences of Breach of Policy 
 

48. Users found to have breached this policy will be subject to disciplinary action, 

which may lead to demotion, reduction in pay or dismissal. 
 

49. Users may be required to reimburse Council for any additional cost incurred by 
Council as a result of the breach. 
  

50. Criminal activity or criminal offences will be reported to the Police. 
 

External Entities 
 

51. On occasion, external contractors and support staff will need to obtain access to 

the Council’s systems.  User accounts are to be created for ongoing support 
arrangements with those external users only granted access to those resources 

that are necessary for them to perform their duties. 
 

52. Other short term users will be given use of a guest account.  The guest account 

will be disabled after each use. 
 

53. The use of the Council’s IT resources by contractors and support staff is subject to 
this policy. 
 

Monitoring 
 

54. The Council reserves the right to monitor email, Internet activity, logs and any 
electronic files on IT resources for any reason, including but not limited to: 
suspected breaches by the user of his or her duties; breaches of Council policy; 

unlawful activities. 
 

55. The information technology service provider will monitor use of computer systems 
as part of their normal course of duties. 
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Network Security 
 

56. Users are responsible for keeping their systems secure by not sharing passwords. 
 

Copyright 
 

57. Respect the legal copyright rules.  Copyright provisions also relate to downloading 

of software and documents.  Do not distribute or install software without first 
obtaining approval from the Director Corporate Services. 

 
58. Always assume website content to be subject to copyright unless stated 

otherwise. 

 
Records Management 

 
59. Records Management is the responsibility of all employees.  All employees are 

expected to utilise InfoXpert – the records management system for the Shire of 
Halls Creek to capture corporate records. 
 

60. Contractors and councillors are also required (in some circumstances) to capture 
corporate records on behalf of the Council and forward these records on to Council 

employees for incorporation into the records management system.  Security of 
corporate records is strictly controlled through InfoXpert. 

 

61. All employees are required to save, retrieve and disseminate corporate records in 
accordance with the Shire of Halls Creek Records Management Procedure Manual. 
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ADM 26 Not to Apply for Grants of Behalf of Other   
  Organisations 
 

Policy Number ADM 26 

Responsible Department Corporate Services 

Adoption Resolution Number 2012/080 

Adoption Date 21 June 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide guidance on the Shire’s position regarding outside organisations 
seeking assistance in applying for grants. 

 

Policy 
 

2. The Council will not apply for grants on behalf of other organisations. 
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ADM 28  Social Media 
 

Policy Number ADM 28 

Responsible Department Corporate Services 

Adoption Resolution Number 2015/117 

Adoption Date 17 December 2015 

Review Date & Resolution 15 June 2017 (Resolution no. 2017/058) 
13 December 2018 (Resolution no. 2018/212) 

 
Objectives 

 

This Protocol has been developed: 
 

1.  To provide guidance to Shire employees on the use of social media for Shire 
business and sets out the Shire’s expectations for employees as representatives of 
the Shire either at work or in a personal capacity; 

2. To ensure the Shire’s social media channels are used in an appropriate manner, 
consistent with business needs and best practice; 

3. To ensure the Shire maximises the use of social media tools to inform and engage 
with stakeholders and the community; 

4. To protect the Shire’s reputation; and 
5. To assist in the management and control of personal use of Social Media 
 

Policy 
 

6. This Protocol applies to all employees using social media sites.  This Protocol does 
not apply to Elected Members. 

 

Definitions 
 

7. Social media tools are online platforms or sites which facilitate the building of 
social networks for the purpose of communicating, sharing news, comments and 
opinions.  The business objective of social media tools is to converse and engage 

with stakeholders, customers and the community.  The social media tools 
permitted by the Shire are: 

 
 Facebook – a social networking website which allows online users to connect and 

share information with online users.    

 
Management of Social Media Tools and Content 

 
8. Social media content is managed and monitored by Department Directors with 

oversight by the Corporate Services Department, specifically, the Director 

Corporate Services. 
 

9. It is the responsibility of the Department Directors to ensure that content is 
consistent with the Shire’s branding.   
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10. The following roles, positions and authority/functions apply to the Shire’s 
Facebook Page: 

 
 Administrators: Director Infrastructure and Assets; Director Corporate Services; 

Regional Program Manager for Youth, Travel and Tourism Manager (Tourism 
Centre Facebook Page only); 
Authority/Function: Control Facebook settings (in consultation with the CEO), 

post factual information on non-contentious matters; reply to comments with 
facts; moderate comments including the deletion of inappropriate comments in 

line with this policy. 
Moderators: All Department Directors 
Authority/Function: Post factual information on non-contentious matters only; 

reply to comments with facts; and moderate comments including the deletion of 
inappropriate comments in line with this policy. 

 
11. Officers shall not post an opinion, post on a contentious issue or reply to a 

comment on a contentious issue or with an opinion unless prior approval has been 
obtained from the Chief Executive Officer as set out in this policy.  
 

12. It is the responsibility of Department Directors in consultation with the Chief 
Executive Officer to determine which officers have the ability to post information 

and respond to comments made by members of the community in relation to 
other Social Media.   
 

13. NB This will be determined following the Chief Executive Officer decision about the 
extent of use of social media sites by Shire employees.   

 
14. It is the responsibility of Director Corporate Services to ensure that staff have an 

appropriate level of access to the internet and ensure that staff connections 

comply with security practices.  This is achieved through maintaining systems that 
ensure protection from viruses, fraud and other internet threats.   

 
15. For the purposes of record keeping requirements, postings on social media sites 

are managed in the same way as other forms of electronic communication.  It is 

therefore the responsibility of the Shire employee publishing or viewing 
information, videos, photos and the like to determine if the content constitutes a 

corporate record.    
 

Business Use of Social Media 

 
16. When preparing information for posting on social media sites, employees are 

expected to be aware of their responsibilities to: 
 

 Ensure appropriate authorisations are obtained before providing any 

information for posting on social media sites; 
 Comply with the Local Government Act 1995 which requires that only the 

Shire President or the Chief Executive Officer (if the Shire President agrees) 
are to speak on behalf of the Shire. For this purpose Posts involving an 
opinion or a contentious issue or a reply to a  comment involving an opinion 
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or contentious issue shall only be made if authorised by the Chief Executive 
Officer; 

 Ensure that any information posted online serves to enhance the services of 
the Shire, is in line with the Shire’s mission and values, and will not bring 

the Shire into disrepute; 
 Comply with Shire policies and protocols, in particular: 
 the Shire’s Code of Conduct; 

 Comply with all laws relating to copyright, recordkeeping, privacy and 
defamation, including the need for accurate information, maintaining 

reliable records of official use, and ensuring comments are free from 
discrimination and harassment; 

 Cite all sources quoted within information posted; 

 Ensure advice or comments posted relate to the officer’s area of 
responsibility and ensure that appropriate approvals are obtained before 

publishing;   
 Ensure all communication is objective and courteous; 

 Ensure that the privacy and confidentiality of information acquired at work 
is protected at all times; 

 Avoid making statements or engaging in activities of a party political 

nature; and 
 Seek advice if unsure what is required.   

 
17. Non-compliance with Shire policies and protocols may result in the loss of access 

privileges or disciplinary action, and will be subject to the provisions of the Shire’s 

Code of Conduct Policy and the Managing Employee Relations Issues or provisions 
of other relevant State or Commonwealth legislation. 

 
18. Directors are responsible for Departmental compliance with this Protocol.   
 

Personal Use of Social Media 
 

19. If identified as Shire employees on social media sites, employees are reminded of 
the need to ensure they do not bring themselves and/or the Shire into disrepute 
in their personal use of social media whether using personal computer equipment 

at home or at work.  Where comments or personal profiles identify individuals as 
Shire of Halls Creek employees, it is necessary to: 

 
 Avoid derogatory comments about the Shire of Halls Creek; 
 Ensure that any personal comments are declared as personal comments and 

not official Shire statements; 
 Ensure that all content published is accurate and not misleading, and complies 

with Shire policies and protocols; 
 Ensure any photographs published are appropriate; 
 Ensure that comments about fellow Shire employees cannot be regarded as 

harassing or discriminatory, or impact on workplace relationships; 
 Disclose and discuss only publicly available information relating to the Shire; 

and 
 Be polite and respectful to people to whom the officer is communicating. 
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Community Use of the Shire’s Social Media Sites 
 

20. Guidelines which determine appropriate conduct for community users of the 
Shire’s social media tools are to be made available on the relevant media sites.  

Guidelines include the following: 
 

The Shire of Halls Creek does not accept responsibility for external comments 

on this page.  They are not representative of the opinions or views of the Shire 
of Halls Creek. 

 
Posts may be deleted as determined at the Shire of Halls Creek’s absolute 
discretion if comments contain: 

 
 violent, obscene, profane, hateful, derogatory, racist or sexist language links 

or images;  
 information that may compromise the safety or security of the public;  

 any discussion or promotion of behaviour that is unlawful;  
 comments that threaten or defame any person or organisation;  
 solicitations, advertisements, endorsements or spam;  

 encouragement or glamorisation of the use of alcohol, tobacco, or illegal 
drugs; 

 multiple successive irrelevant posts by a single user;  
 repetitive posts copied and pasted or duplicated by single or multiple users;  
 any other inappropriate content or comments as determined in Shire of Halls 

Creek. 
 

When interacting with this page, the Shire of Halls Creek requests that you: 
 
 exercise courtesy;  

 do not post your personal address or phone number;  
 acknowledge that the Shire cannot check the accuracy of every post and 

does not take any responsibility for reliance on posts on this page; and  
 adhere to Facebook Guidelines or other social media guidelines. 
 

By “liking” this page you acknowledge the terms outlined in the Shire of Halls 
Creek’s Social Media Page - Guidelines for Visitors and Users.  Users who do not 

comply with these guidelines will be blocked from the page at the discretion of 
the Shire of Halls Creek. 

 

Procedure 

Promotion of Shire Programs, Services and Events 
 
21. In consultation with the Economic Development Manager, other Business Unit 

officers identify relevant Shire programs, services and events to be promoted 
via social media tools, i.e. Facebook and the website, and develop an annual 

program.   
 
22. Officers seek relevant approvals to use social media tools for the promotion of 

Shire programs, services and events as set out in this policy.  
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23. Officers determine specific content (information, images, links, videos, etc.) and 
work with their Director to develop materials, content, videos as required. 

 
24. Directors and Administrators monitor social media platforms on a regular basis. 

 
Responding to Comments from the Public 

 

25. Directors or approved Facebook Administrators or Moderators assesses whether 
a response is required to social media posts made by members of the public.   

 
26. Directors or approved Facebook Administrator or Moderator drafts a response to 

comments posted on the Shire’s social media sites and publishes the comment.  

If the content is considered to be contentious, or expresses an opinion the 
Director or approved Facebook Administrator or Moderator refers the response 

to the Chief Executive Officer for approval before publishing.   
 

27. If community posts are deemed to be inappropriate or derogatory, the Director 
or approved Facebook Administrator or Moderator will respond to the 
comments, advising that the item has been removed as it does not meet the 

Shire’s Social Media Guidelines for Community Users. 
 

28. If community posts are inaccurate, the Director or approved Facebook 
Administrator or Moderator will respond with accurate and relevant information 
to clarify the issue.  If the content is considered to be contentious or the reply 

express an opinion, the Director / Facebook Administrator or Moderator refers 
the response to the Chief Executive Officer for approval before publishing.  

 
Record Keeping Requirements 

 

29. A copy must be stored of any information, videos, photos etc. published by 
Shire employees or external users on social media platforms if the content 

published is deemed a corporate record, i.e.: 
 

 It conveys information essential or relevant in making a decision.  

 It conveys information upon which others will be, or are likely to make 
decisions affecting the Shire’s operations, or rights and obligations under 

legislation. 
 It commits the Shire to certain courses of action or the commitment of 

resources or provision of services. 

 It conveys information about matters of public safety or public interest, or 
involves information upon which contractual undertakings are entered into.  

 The information likely to be needed for future use, or is it of historical value 
or interest.   

 

30. If content is deemed to be a corporate record, a screen-dump of the content 
must be taken and stored to the recordkeeping system (InfoXpert).   
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ADM 29 Risk Management 
 

Policy Number ADM 29 

Responsible Department Corporate Services 

Adoption Resolution Number 2015/117 

Adoption Date 17 December 2015 

Review Date & Resolution 15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 
1. Council faces a range of risks inherent in the governance and management of the 

Shire.  These are risks that could prevent the Shire from achieving its objectives in 
relation to: 

 
- delivering rate and debt levels with strategy targets 
- managing operations within budget 

- achieving high ratepayer and customer satisfaction levels  
- achieving high employee satisfaction levels 

- completing projects to time and quality standards 
- ensuring compliance with a large number of regulatory and policy requirements 

 
2. This risk management policy outlines the Council’s approach to effectively manage 

risks so as to not compromise its ability to deliver the objectives of Strategic 

Community Plan 2015 and other supporting strategies.  It sets out the approach 
upon which risk management will be implemented across the Council. 

 
Policy 

 

Legislative Context and Standards for Risk Management 
 

 Regulation 17 of the Local Government Act (Audit Regulations) 1996 
 
3. Regulation 17 of the Local Government (Audit) Regulations 1996 requires the 

Chief Executive Officer to review and report to the Council’s Audit Committee, at 
least once every two years, the appropriateness and effectiveness of systems and 

procedures regarding risk management, internal control and legislative 
compliance. 
 

4. AS/NZS ISO 31000:2009 sets out the principles and general guidelines to be 
considered when developing risk management frameworks and programs.   

 
5. This policy is to give effect to and takes into account this legislation and standard.    
 

 
Risk Management Defined 

 
6. Risk management systematically applies management policies, procedures and 

practices to a set of activities intended to establish the context, communicate and 
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consult with stakeholders and identify, analyse, evaluate, treat, monitor and 
review risk (ANZ ISO 31000:2009).  This involves: 

 
 identifying potential risks 

 assessing their impact on the Council and likelihood of occurring 
 reduce the uncertainty of business performance 
 monitoring and reporting on the status of key risks on a regular basis.  This 

includes being conscious of changes in the external environment (including 
political, economic, sociological, technological, legal and the environment) 

with the purpose of using this information to guide strategic decision 
making  

 

The Types of Risk We Face and the Benefits of Risk Management 
 

7. There are many types of risk that the Council faces and they may be strategic, 
project or operational in nature. Risks can threaten our integrity, ability to govern, 

our finances, human resources, physical, information and intellectual assets and 
our reputation.  
 

8. Strategic risks are those things that prevent Council from implementing its 
strategies.  This can be caused by Council not correctly aligning its goals and 

strategies, or simply failing to implement its strategies. 
 

9. The benefit of effectively managing strategic risk is that we can better forecast 

and quickly adapt to the changing demands that are placed upon Council.  It also 
means that we are less likely to be surprised by some external event that calls for 

significant change. 
 

10. Operational risks are inherent in the ongoing activities we perform within the 

different areas of Council.  The benefits of efficiently managing operational risks 
include quality standards, continuous improvement, eliminating undesirable 

surprises to our customers, the early identification of problem issues, being 
prepared for emergencies if they happen, maintaining Council’s reputation and 
being well placed to inform stakeholders of significant operational risks. 

 
11. Project risks (including acquisitions and investments) are those risks 

associated with projects that are of a specific, normally short-term nature and are 
frequently associated with major acquisitions, change management and 
integration projects.  The benefits of efficiently managing project risks are the 

avoidance of unexpected time and cost overruns.  Additionally, when project risks 
are well managed there are fewer integration problems with assimilating required 

changes back into general management functions.  
 
Ways to Manage Risk 

 
12. There are five principal ways in which we can effectively manage risk: 

 
 we can make a conscious decision to not take any action and accept the risk 
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 we can treat the risk so that risks are within risk criteria (as defined with 
the risk management framework – risk management guide) 

 we can transfer the risk to another individual or organisation 
 we do not accept the transfer of the risk to the Council from another 

individual or organisation 
 we can insure against the risk 
 we can eliminate the risk by not performing the function that causes it 

 
Risk Management Objectives 

 
13. Our risk management objectives are to: 

 

 develop a risk aware culture that encourages all employees to identify risks 
and to respond to them with cost effective actions 

 support the achievement of our long term objectives and desired 
community  outcomes as set out in the Strategic Community Plan 2015 and 

other supporting strategies 
 align our risk management to ISO31000 practices and relevant legislation, 

including appropriate risk monitoring reviewing and reporting throughout 

the organisation 
 be seen by our community and stakeholders as a Council that manages its 

business risk responsibly. 
 
Risk Management Strategies 

 
14. Our strategies for the management of the various types of risk are as follows:  

 
Strategic Risk 

 

 to have the Audit Committee of Council endorse our risk management 
policy and review the effectiveness of our risk management systems and 

procedures biannually 
 to ensure awareness of our framework for identifying, monitoring and 

communicating strategic risks, at the Senior Management Team level 

downwards  
 to ensure that the Senior Management Team discuss and validate strategic 

risks and mitigating actions on an annual  basis 
 
Operational Risk 

 
 to maintain a framework for identifying, communicating, monitoring and 

regularly reporting about risks (at all appropriate levels) associated with 
Council’s ongoing activities and to integrate this into Council’s existing 
management systems 

 to develop training material for business managers and employees 
regarding risk management, its importance and how risk management can 

assist with what we do 
 to develop a dynamic risk profile 
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Project Risk 
 

 to develop and maintain a framework for identifying, communicating, 
monitoring and regularly reporting about risks (at all appropriate levels) 

associated with projects. 
 to develop a project sign-off procedure for implementation with Council 
 to ensure that all relevant project team members are aware that risk control 

and risk treatment forms an integral part of their project planning and 
execution 

 
Risk Management Responsibilities and Accountabilities 
 

15. Responsibility for risk management with Council rests with all employees.  This 
includes going about our jobs in a way that reflects the values we have within 

Council and being aware of potential business risk. 
 

16. The Chief Executive Officer and the Senior Management Team (2nd tier managers) 
are responsible for development of a culture that supports the effective 
management of risk at strategic, operational and project level. 

 
Strategic Risk 

 
17. Accountability for managing strategic risk rests with the Chief Executive Officer 

(supported by the Senior Management Team).  This reflects the need for the 

various strategies of Council to be aligned and be implemented in a coordinated 
manner. 

 
Operational Risk 
 

18. Accountability for managing operational risk rests with Managers and Team 
Leaders.  This reflects the inherent risks in the day to day activities of the Council. 

 
Project Risks 
 

19. Project sponsors are accountable for the achievement of project deliverables and 
outcomes.  However specific risks associated with project management are 

normally delegated to project managers (whether within Council or contracted 
out) for attention and action. 
 

Roles and Responsibilities for Risk Management 
 

20. The roles and responsibilities for risk management with Council are summarised 
below: 
 

Audit Committee 
 Endorsement of the risk management policy and a biannual review of the 

effectiveness of Council’s risk management systems and procedures. 
 
 

Page 47 of 242



 

 

  

   
 

Chief Executive Officer 
 Accountable to Council and other key stakeholders for the efficient and 

effective management of strategic, project and operational risk within 
Council. 

 Conducting a biannual review (supported by the Director Corporate 
Services) on the effectiveness of Council’s systems and procedures in 
relation to risk management, internal control and legislative compliance and 

reporting the findings to the Audit Committee. 
 

Senior Management Team 
 Strategic risk assessment and oversight of risk management. 
 Regular review and monitoring of risks and their treatment plans. 

 Regularly review the effectiveness of the Council’s risk management in 
support of continuous improvement. 

 
Managers & Team Leaders 

 Operational risk assessment, management, monitoring and report for all 
risks relative to their area of control. 
 

 Project Managers 
 Assessing, managing, monitoring and reporting relative project risks to 

Project Sponsors. 
 

Employees 

 Awareness of business risks and the escalation process for managing issues 
and risks. 

 Maintaining Council’s reputation. 
 

Risk Co-ordinator (Director Corporate Services) 

 Champion risk management with Council, proactively assist mangers 
develop best practice risk management systems and drive training and 

awareness programmes.   
 Maintain all elements of the risk management framework and process. 
 Maintain an overview and ensure alignment to ISO31000:2009 standards in 

support of continuous improvement. 
 

Critical Success Factors for Risk Management 
 

21. The successful management of risk with Council will depend upon: 

 
 Our risk management policy, strategies and framework meeting our current 

needs and being sufficiently robust to enable us to meet the goals and 
objectives outlined in the Strategic Community Plan and other supporting 
strategic documents. 

 Risk management being an integral part of our culture and thinking, 
especially in relation to our strategic, operational and project planning and 

activities at all levels. 
 Risk management being openly accepted and supported by all employees as 

providing good business value, with the acceptance being reinforced through 
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training and managers’ and employees’ performance management 
requirements. 

 Risk management being easy to incorporate into our daily tasks and being 
seen as essential to us achieving our strategic goals and vision.  
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BLD 06  Structures which Do Not Require a Building Permit 
 

Policy Number BLD 06 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2010/004 

Adoption Date 18/02/2010 

Review Date & Resolution 20 March 2014 (Resolution no. 2014/008) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. The objectives of this policy are to: 
a) Exempt certain minor structures from the need to obtain a building permit; 

and 
b) To give guidance to owners of land as to which structures this policy applies 

and to ensure that such structures are still constructed in accordance with 

relevant Codes and Standards and to provide a further guide to the 
appropriate code and standard. 

 
Purpose  

 
2. The purpose of this policy is to exempt certain structures deemed as minor from 

the requirement to acquire a building permit. 

 
Statute Reference 

 
3. Local Government (Miscellaneous Provisions) Act 1960 
4. Building Regulations 1986 

 
Definitions 

 
5. The definitions under this policy include: 

a) Aerials, Masts and Satellite Dishes - As per the definition of 

‘communications installation – private’. 
b) Aviary - A cage or enclosure to keep birds. 

c) Building Code of Australia (BCA) - A national document containing 
technical provisions for the design and construction of buildings and other 
structures.  

d) Building Permit – ‘This is not a Planning Approval’ - It is Council approval for 
the construction of a building, and may be issued subject to conditions. 

e) Class 10a Building - As defined by the Building Code of Australia as ‘a non-
habitable building being a private garage, carport, shed, or the like.’ 

f) Class 10b Building – As defined by the Building Code of Australia as ‘a 

structure being a fence, mast, antenna, retaining or free-standing wall, 
swimming pool or the like.’ 

g) Communications installation – private - Masts, aerials and associated 
equipment or other equipment of a like kind considered by the Council to be 
visually unobtrusive, used for the transmission and reception of 

communication and electronic signals for hobby purposes only by residents in 
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the District and does not include similar equipment used for business 
purposes. 

h) Cubby House - A small enclosed non-habitable structure, which is used for 
children’s recreation, and is detached from any dwelling. 

i) Dog Kennel - A small enclosed non-habitable structure, which is used for the 
housing of canines, and is detached from any dwelling. 

j) Fencing - An enclosure or barrier and includes a wall. 

k) Garage - Any enclosed roofed structure designed to accommodate one or 
more motor vehicles. 

l) Garden Shed - A small enclosed Class 10a structure that is required to meet 
the standards of the Building Code of Australia and is detached from any 
dwelling. 

m) Gazebo - A free standing roofed structure, supported by posts or columns. 
n) Letterbox - A structure used as a receptacle for incoming mail. 

o) Minor Structure - Any fixed building or structure defined by the scope of this 
Policy in Appendix 1. 

p) Natural Ground Level - The levels on a site which precede the proposed 
development, excluding any site works unless approved by the Council. 

q) Outbuilding - A building appurtenant to and detached from a residential 

dwelling but does not include a pergola, patio or carport. 
r) Pergola - An unroofed open-framed structure. 

s) Planning Approval - This is not a Building License.  It is approval granted by 
the Council for a submitted design and its location only.  It does not permit 
building works to proceed. 

t) Retaining Wall - A wall built to retain a mass of earth. 
u) Shade Sail - A flexible material used to provide shade to an outdoor area. 

v) Water Tank - A vessel used for the storage of water. 
 

Policy 

 
6. Nothing in this Policy prevents an Owner from making an application for a Building 

Permit. 
7. Owners are to be advised that notwithstanding the contents of this Policy Planning 

Approval may be required in certain instances. 

8. This Policy applies to Single Dwellings on land zoned Residential and 
Rural/Pastoral under the Shire of Halls Creek Town Planning Scheme No.1. only. 

9. The minor buildings described in Column A of Appendix 1 are deemed to be minor 
structures for which the Shire of Halls Creek does not require a Building Permit 
application when the building complies with the Exemption Criteria specified in 

Clause 2, Schedule 4 of the Building Regulations 2012. 
10. The design and construction requirements specified in Column C of Appendix 1 

serve as a basic guide only to the construction requirements for that structure.  It 
is the owner’s responsibility to ensure that the structure/ building is designed and 
constructed in accordance with the relevant Codes and legislation, principally; 

a) The BCA; 
b) Any relevant Australian Standards; and 

c) Where appropriate with proper Engineering Specifications and design. 
11. Any buildings/structures which do not comply with any of the relevant criteria 

outlined in the table from clause 2, Schedule 4 of the Building Regulations 2012 
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are not exempt, and therefore require a Building Permit application to be 
submitted to and approved by the Council’s Building Service prior to being 

constructed.  All developments that are exempt are to be set back from property 
boundaries in accordance with Appendix 2 of the Policy. 

12. Structural Adequacy: It is the owner’s responsibility to ensure that the design and 
construction of the building is structurally adequate for the site conditions.  The 
footings for the structure are not to be subject to surcharge loading or 

undermining from all/any existing structures on the property or any adjoining 
structures on the lot boundaries.  Reference should also be made to the Building 

Act 2011 Part 6 - ‘Work affecting other land’.  
13. Vacant Land: Minor Structures on vacant land are not exempt. 
14. Protection of Excavation: Every excavation for a building shall be properly guarded 

and protected and shall, where necessary, be sheet piled so as to prevent caving 
in of the adjoining earth or pavement and in any case required by the Building 

Surveyor sheet piling of an approved type shall be utilised to protect the subsoil 
from damage by scour of subsoil or surface waters. 

15. Septic Systems: No structure shall be built within 1.2m of a septic tank and 1.8m 
of a leach drain. 

16. Easements: No structures are to be built over any public or private easements on 

the property. 
17. Notices: This Policy does not prevent the Council from issuing Notices under the 

Building Act 2011 for works that are deemed to be unsafe, dangerous or 
detrimental to the existing streetscape or have a significant effect on the adjoining 
owners in the opinion of the Director Health & Regulatory Services. 

18. Before and after this Policy Buildings or structures complying with this policy built 
within the Council prior to the implementation of this policy shall be considered as 

exempt structures in accordance with the requirements of this policy.  Equally any 
building or structure that has been erected under the guidance of this policy shall 
remain in force should this Policy be amended or rescinded in the future. 

19. Disclosure from Liability Statement: Any representation, statement, opinion or 
advice expressed or implied in this Policy is made in good faith and on the basis 

that the Council and its employees and agents are not liable for any damage or 
loss whatsoever which may occur as a result of action taken or not taken (as the 
case may be) in respect of any representation, statement, opinion or advice 

referred to herein.  Professional advice should be obtained before applying the 
information contained in this document to particular circumstances. 

20. In the event of there being any inconsistency between Clause 2, Schedule 4 of the 
Building Regulation 2012 (Appendix 1) and Appendix 2 and/or 3 on this policy, the 
provisions of Clause 2, Schedule 4 of the Building Regulations and the R-Codes in 

shall prevail. 
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APPENDIX 1 
BUILDING REGULATION 2012 – SCHEDULE 4 

 
2.  Kinds of building work for which a building permit is not required 

 In this clause –  
 pergola means an open structure that does not have a roof but may have a 
 covering of open weave permeable material. 

 

Item Description of building work for which building permit is not 

required 

1 Construction, erection, assembly or placement of a freestanding 

Class 10a building that – 
(a) has a floor not exceeding 10m2; and 

(b) is no more than 2.4m in height; and 
(c) is not located in wind region C or D as defined in  

AS 1170.2 

2 Renovation, alteration, improvement, repair or maintenance of a 
building or incidental structure if the building work – 

(a) will not adversely affect the structural soundness of the 
building or incidental structure and does not include – 

(i) an increase or decrease in the floor area or 
height of the building or incidental structure; or 

(ii) underpinning or replacement of footings; or 

(iii) the removal or alteration of any element of the 
building or incidental structure that is 

contributing to the support of any other element 
of the building or incidental structure; 
and 

(b) is done using materials commonly used for the same 
purpose as the material being replaced; and 

(c) will not change the use or classification of the building or 
incidental structure; and 

(d) will not adversely affect the safety and health of the 

occupants or other users of the building or incidental 
structure or of the public; and 

(e) will not affect the way in which the building or incidental 
structure complies with each building standard that applies 

to the building or incidental structure; and 
(f) is not work of a kind to which section 76, 77, 78 and 79 

relates; and 

(g) is not subject to an order, agreement or permit under the 
Heritage Act. 

3 Construction, erection, assembly or placement of a temporary office, 
shed and sanitary facility to be used by a builder in connection with 

building work carried out on the land on which the office, shed or 
sanitary facility is, or is proposed to be, located. 
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4 Construction, erection, assembly or placement of a fence, screen or 

similar structure, other than a fence forming part of an enclosure for 
a private swimming pool, if – 

(a) the fence, screen or similar structure is constructed in 

accordance with a local law made under the Local 
Government Act 1995 section 9.60 that applies to the 

construction of the fence, screen or similar structure in the 
district in which the fence, screen or similar structure is, or 
is to be, located; or 

(b) the fence, screen or similar structure is, or is to be, located 
in a district in which there is no local law of a type referred 

to in paragraph (a) and the fence, screen or similar 
structure –  

(i) if constructed of masonry, is no more than 0.75m in 

height; and 
(ii) if constructed of a material other than masonry, is 

no more than 1.8m in height; and 
(iii) is not located in a wind region C or D as defined 

in AS 1170.2. 

5 Construction, erection, assembly or placement of a mast, antenna or 
similar structure that –  

(a) is not located in wind region C or D as defined in 
AS1170.2; and  

(b) if attached to a building –  
(i) is no more than 2m in height above the highest 

point of attachment to the building; and 

(ii) will not affect the way in which the building complies 
with each building standard that applies to the 

building; 
and 

c) if not attached to a building, is no more than 3m in height. 
 

6 Construction, erection, assembly or placement of retaining wall that 

–  
(a) retains ground no more than 0.5m in height; and 

(b) is not associated with other building work or with the 
protection of land adjoining the land on which the retaining 

wall is located; and 
(c) is not work of a kind to which section 76, 77, 78 or 79 

relates. 

7 Construction, erection, assembly or placement of a pergola 
associated with a Class 1 building that –  

(a) is no more than 2.4m in height; and  
(b) is not located in wind region C or D as defined in  

AS 1170.2; and 
d) covers an area not exceeding 20m2. 

8 Construction, erection, assembly or placement of a water storage 

tank with a capacity of 5,000 litres or less. 

Page 54 of 242



 

 

  

   
 

9 Building work for a park home or annexe as those terms are defined 

in the Caravan Parks and Camping Grounds Act 1995 section 5(1). 

10 Attachment of photovoltaic panels or solar hot water systems to the 

roof of a Class 1 or Class 10a building that is not located in wind 
region C or D as defined in AS 1170.2. 

11 Building work for which a building licence was not required under the 
former provisions if, before commencement day – 

(a) The on-site building work had commenced; or 

(b) A contract to carry out the building work was entered into. 

12 Building work for building owed or occupied by, or under the control 

or management of the Crown in right of the State or a department, 
agency or instrumentality of the Crown in right of the State that –  

(a) Commences before 30 June 2014; and 
(b) Has, when it commences, an estimate value of less than 

$50,000. 
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APPENDIX 2 – BUILDINGS/STRUCTURES FOR WHICH THE COUNCIL WILL NOT REQUIRE A BUILDING PERMIT APPLICATION TO 

PROPERTIES WITH SINGLE DWELLINGS 

COLUMN A COLUMN B COLUMN C 

TYPE OF MINOR BUILDING EXEMPTION CRITERIA DESIGN AND CONSTRUCTION REQUIREMENTS AND GUIDELINES 

Garden Sheds, Sheds, Cubby 

Houses, Dog Kennels, Other 

Class 10a Outbuildings 

 The maximum floor area of 

any one outbuilding under 

this policy must not exceed 

10m2. 

 The total aggregate floor 

area of all outbuildings on 

the lot must not exceed 

65m2. 

 Wall height of not more 

than 2.4m. 

 Must have footings and connections that are sufficient to resist wind 

loads. 

 Must not block natural lighting or ventilation to windows and openings of 

the main residence. 

 Must not be used for human habitation (eg must not be used as a 

bedroom, living room or for any other activity that requires the room to 

be occupied frequently and for extended periods.) 

 All storm water runoff from the building must be contained and dispersed 

on site and must not run off into adjacent properties in a concentrated 

flow. 

 

Pergolas and Gazebos covered 

with or without battens and / 

or with a permeable shade 

cloth. 

 Total floor area of not more 

than 20m2. 

 Maximum height of 2.4m, 

measured above the 

natural ground level. 

 

 Must have footings and connections that are sufficient to resist wind 

loads. 

 Must meet the minimum boundary set-backs as required by the 

Residential Design Codes of Western Australia. 

 Must not have a solid roof covering or shade cloth that is more than 90% 

solid, as specified by the manufacturer. 

 

Patios and Gazebos (Roofed)  Total roofed area of not 

more than 20m2. 

 Maximum height of 2.4m, 

measured above the 

natural ground level 

 Must have footings and connections that are sufficient to resist wind 

loads. 

 If the patio / gazebo is fixed to a building, it must not adversely affect 

the structural integrity of that building. 

 Must meet the minimum boundary setbacks as required by the 

Residential design Codes of Western Australia. 

 All stormwater runoff from the building must be contained and dispersed 

on site and must not run off into adjacent properties in a concentrated 

flow. 
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COLUMN A COLUMN B COLUMN C 

TYPE OF MINOR BUILDING EXEMPTION CRITERIA DESIGN AND CONSTRUCTION REQUIREMENTS AND GUIDELINES 

Aviaries  Total roofed area of not 

more than 10m2. 

 Maximum height of 2.4m, 

measured above the 

natural ground level. 

 

 Must have footings and connections that are sufficient to resist wind 

loads. 

 Must not be located within 9 metres of any dwelling house. 

 Must comply with the requirements of the Shire of Halls Creek Local Laws 

relating to the keeping of animals 

 

Fencing  Dividing Fences as defined 

in the Dividing Fences Act. 

 Fences that comply with 

the Shire of Halls Creek 

Local Law relating to 

fencing applicable to the 

zone. 

 

 Fences are to comply with the requirements of the Shire of Halls Creek 

Local Law relating to fencing and built to manufacturer’s details and 

specifications. 

 

Retaining Walls In a Residential zone where 

the wall is: 

 Not greater than 500mm in 

overall height from natural 

ground level; and 

 Not subject to surcharge 

loads (this includes vehicle 

surcharge). 

 

 The wall must be constructed out of durable material such as concrete or 

masonry (not timber). 

 The retained ground must not slope up away from the wall. 

 A Practising Structural Engineer must approve the design of the retaining 

walls. 
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COLUMN A COLUMN B COLUMN C 

TYPE OF MINOR BUILDING EXEMPTION CRITERIA DESIGN AND CONSTRUCTION REQUIREMENTS AND GUIDELINES 

Water Tanks  Total storage capacity of 

not more than 5,000 litres 

(approximately 1,320 

gallons). 

 Must be located on natural 

ground. 

 Only under eaves tanks not 

exceeding 2000 litres 

where located on natural 

ground or on a stand not 

exceeding 500mm in height 

that is supplied by the 

manufacturer as part of the 

tank assembly. 

 

 The tank and its roof must be designed and approved by a Practicing 

Structural Engineer. 

 Installed and constructed to the manufacturer’s design details and 

comply with Australian Standards. 

 Located within the approved building envelope where applicable. 

 

Aerials, Masts, Satellite 

Dishes, Flagpoles and the like 

 

 Must not exceed 2m in 

height above the highest 

point of a building. 

 If not attached to a 

building, must not exceed 

3m in height. 

 All aerials, masts, satellite dishes, flagpoles and the like must be 

structurally adequate including all footings, connections and supporting 

framework and where attached to a building, certified by a Structural 

Engineer. 

 

Letter boxes  Maximum height of 1.2 

metres. 

 

 Compliance with the requirements of Council’s Local Law regarding 

fences, if incorporated within a fence. 
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COLUMN A COLUMN B COLUMN C 

TYPE OF MINOR BUILDING EXEMPTION CRITERIA DESIGN AND CONSTRUCTION REQUIREMENTS AND GUIDELINES 

Renovations  The renovations comprise 

only of patching / painting 

and/or floor and wall tiling 

and/or replacement of floor 

finishes or general 

maintenance. 

 Replacing roof cladding 

with same type of material. 

 

 The work being carried out is in accordance with the requirements of the 

Building Code of Australia. 

 

Note: The removal or installation of any internal walls requires a Building 

Licence and the removal of Asbestos containing material must comply with 

the requirements of the Health (Asbestos) Regulations 1992 as well as the 

Occupational Safety and Health Regulations (1996). 
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APPENDIX 3 – SETBACK REQUIREMENTS FOR STRUCTURES FOR WHICH THE COUNCIL WILL NOT REQUIRE A BUILDING PERMIT 

APPLICATION 

COLUMN A COLUMN B COLUMN C 

TYPE OF MINOR BUILDING ZONE SETBACK REQUIREMENTS 

Garden Sheds, Sheds  Residential Zone land on 

allotments less than 

5000m2 

 Be built no closer to the street alignment than the rear of the existing 

dwelling; and 

 Setback a minimum of 1.2m from the side and rear lot boundaries. 

 Residential Zone land on 

allotments greater than 

5000m2 

 Be built no closer to the street alignment than the rear of the existing 

dwelling; and 

 Setback a minimum of 20m from all lot boundaries. 

 Special Rural Zone  Be built no closer to the street alignment than the rear of the existing 

dwelling; and 

 Setback a minimum of 20m from all lot boundaries. 

 Rural / Pastoral Zone  Be built no closer to the street alignment than the rear of the existing 

dwelling; and 

 Setback a minimum of 20m from all lot boundaries. 

Pergolas, Gazebos, Patios, 

Retaining Walls, Water Tanks, 

Aerials, Masts and Satellite 

Dishes 

 Residential Zone  Setback in accordance with the Residential Design Codes. 

 Special Rural Zone  Be built greater than 20m from any lot boundary. 

 Rural / Pastoral Zone  Setback a minimum of 20m from all lot boundaries. 
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BLD 07 Compliance and Enforcement 
 

Policy Number BLD 07 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2010/095 

Adoption Date 20 May 2010 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. To carry out enforcement functions in an equitable, practical and consistent 
manner 

2. To ensure efficient and effective local government service delivery that 
meets our community expectations 

 

 Policy 
 

3. The effectiveness of legislation in achieving its protective function depends 
crucially on the compliance of those regulated. 

4. The policy recognises that most businesses and individuals want to comply 
with the law. 

5. The policy therefore takes care to help business and others meet their legal 

obligations without unnecessary expense, whilst taking firm action, including 
prosecution where appropriate, against those who flout the law or act 

irresponsibly. 
6. The whole community will reap the benefit of this policy through better 

service, information, choice, safety and a more pleasant environment. 

7. This policy spells out the Principles of Enforcement. 
8. Included in the term ‘enforcement’ are advisory visits and assisting with 

compliance as well as licensing and formal enforcement action as the service 
of Notices and prosecution action. 

9. This policy is based on best practice and procedures whilst at the same time 

providing information to show observance of the same. 
 

Standards 
 

10. We will draw up standards setting out the level of service and performance 

the public and business can expect to receive. 
11. We will publish these standards and its annual performance against them. 

12. These standards form part of the annual compliance report Openness. 
13. We will provide information and advice in plain language on the legislation 

that is applied and will disseminate this as widely as possible within the 

Shire. 
14. We will be open about how we set about our work, including any charges 

that we set, and allow for open consultation as mandated by the Local 
Government Act 1995. 

15. We will discuss general issues, specific compliance failures or problems with 

anyone experiencing difficulties. 

Page 61 of 242



 

 

  
   

 

Helpfulness 
 

16. We believe that prevention is better than cure and that our role therefore 
involves actively working with business and the community to advise on and 

assist with compliance. 
17. We will provide a courteous and efficient service and our employees will 

identify themselves by name. 

18. We will provide a contact point and telephone number for further dealing 
with us and will encourage business and the community to seek 

advice/information. 
19. Applications for approval of establishments, licenses, registrations and the 

like will be dealt with efficiently and promptly. 

20. Wherever possible, enforcement services will be effectively coordinated to 
minimise unnecessary overlaps and time delays. 

 
Complaints about Service 

 
21. We will provide well-publicised, effective and timely complaints procedures 

easily accessible to business, the public, employees and consumer groups. 

22. In cases where disputes cannot be resolved, any right of complaint or appeal 
will be explained, with details of the process and the likely time-scales 

involved. 
 

Proportionality 

 
23. We will endeavour to minimise the cost of compliance for business by 

ensuring that any action we require is proportional to the risks. 
24. As far as the law allows, we will take account of the circumstances of the 

case and the attitude of the operator when considering action. 

25. We will take particular care to work with small businesses and voluntary and 
community organisations so that they can meet their legal obligations 

without unnecessary expense, where practicable. 
 

Consistency 

 
26. We will carry out duties in a fair, equitable and consistent manner. 

27. Whilst officers are expected to exercise judgment in individual cases, we will 
have internal procedures and policies in place to promote consistency, 
including effective arrangements for liaison with other authorities and 

enforcement agencies. 
 

Safety 
 

28. We will carry out our duties in a safe manner and will comply with the safety 

rules and policies applicable to premises or places in which we carry out 
those duties. 

29. The action we take and the advice we give will be undertaken with due 
consideration to detrimental effects they may have on the environment or 
human health. 
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Procedures 

 
Simple advice 

 
30. Advice from an officer will be put clearly and simply, and will be confirmed in 

writing on request, explaining why any improvements to activities, 

procedures or premises may be advisable from a best practice perspective. 
 

Discussion 
 

31. Before formal enforcement action is taken, officers will provide an 

opportunity to discuss the circumstances of the case and, if possible, resolve 
points of difference, unless immediate action is required (eg in the interests 

of health and safety or environmental protection or to prevent evidence 
being destroyed). 

 
Formal Advice 
 

32. The statutory basis for all formal requirements will be outlined clearly in each 
case. 

33. Where immediate action is considered necessary, an explanation of why such 
action was required will be given at the time and confirmed in writing in 
most cases within seven (7) working days and in all cases, within fourteen 

(14) working days. 
34. As a rule, formal advice will follow the discussion or verbal advice, 

confirming the requirement for any remedial work or improvements to 
activities or procedures and the time-scale within which they should be 
achieved. 

35. In keeping with our positive compliance policy, we will allow for further 
discussions for information sharing and advice, providing a willingness to 

progress is demonstrated. 
36. Our approach to enforcement of statutory requirements will in all cases be 

fair and considered, while based on the degree of risk to public health and 

amenity. 
 

 Appeal Information 

37. Where there are rights of appeal against formal action, advice on the appeal 

mechanism will be clearly set out in writing at the time the action is taken. 
38. Whenever possible this advice will be issued with the enforcement notice. 

 
Enforcement 
 

39. This section aims to set out clear policy on deciding which enforcement 
option is applicable. 

40. It has been designed to be transparent and equitable. 
41. Enforcement options (dependant on legislation) include the following: 

a) No action; 

b) Informal action; 
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c) Formal letters; 
d) Statutory notices (including improvement notices and prohibition 

notices); 
e) Seizure of goods; 

f) Infringement notices; and/or 
g) Prosecution. 

 

42. Where a blatant/intentional non-compliance has occurred, the Chief 
Executive Officer will be consulted before the matter can be referred to our 

legal representatives for immediate commencement of prosecution action. 
 

STEP 1 

43. Assessment and report completed with a follow up date provided on report 
for works to be completed by. 

44. Should proprietor be unable to complete the works within the allotted time 
frame, the proprietor is advised to make application in writing to our Health 

& Regulatory Services Department requesting an extension of this time 
scale. 

 

STEP 2 
45. First follow up conducted on the set date by the Health & Regulatory 

Services Department’s authorised officer. 
46. If items remain outstanding, a standard first warning letter is sent to the 

proprietor stating that should the works not be completed by an assigned 

date, legal action may be commenced against the proprietor for breach of 
the legislation. 

47. Again, should the proprietor be unable to complete works within the allotted 
time scale, they are to be informed that application should be made in 
writing to our Health & Regulatory Services Department requesting an 

extension of this time scale. 
 

STEP 3 
48. Second follow up conducted on the set date by our authorised officers and 

the Director Health & Regulatory Services. 

49. If items remain outstanding, the authorised officer should collect 
photographic evidence of non-compliances, and inform the proprietor that 

the matter will be referred to the Chief Executive Officer for the 
commencement of legal action.  

50. Letter to be sent to the proprietor requesting they contact the Director 

Health & Regulatory Services as soon as possible to prevent legal action if 
appropriate. 

51. In all instances, where a premises complies with the works or order given, 
then they return to a no action status. 

52. The commencement of legal action is at the discretion of the Chief Executive 

Officer on advisement from the Director Health & Regulatory Services or 
legal counsel, based on the risk to public health and safety, and is to be used 

only where proactive measures have failed. 
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BLD 08 Transient Workforce Accommodation and  
  Construction Camps 
 

Policy Number BLD 08 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2010/096 

Adoption Date 20 May 2010 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide a safe and functional living environment for the transient 
workforce and construction workers associated with industrial development 
in the Shire of Halls Creek. 

2. To ensure a high level of amenity for transient and construction workers and 
residents both during and after the construction of the transient and 

construction workforce accommodation facility. 
3. To ensure that transient and construction workforce accommodation facilities 

employ best practice emergency management practices. 

4. To recognise that transient and construction workforce accommodation will 
take varying forms depending upon individual occupancy, transportation and 

catering arrangements. 
5. To accommodate a degree of variation to development approvals in the form 

of minor works and incidental structures during the construction of transient 
and construction workforce accommodation facilities. 

6. To ensure that development within land zoned for transient and construction 

workforce accommodation is designed for transient and construction 
workforce accommodation. 

7. To discourage transient and construction workforce accommodation in the 
town centre and residential zones. 

8. To minimise the impact of the influx of workers accommodated within 

transient and construction workforce accommodation facilities. 
9. To ensure occupancy of transient and construction workforce accommodation 

facilities are limited to workers or working couples. 
10. To recognise that due to their limited lifespan, such camps need not provide 

the same level of amenity to workers. 

 
Scope 

 
11. This policy applies in the whole Shire of Halls Creek. 
12. To the extent where this policy is inconsistent with an approved Town 

Planning Scheme, the Town Planning Scheme shall prevail. 
13. To the extent where this policy is inconsistent with the Residential Design 

Codes of Western Australia 2008 (R Codes), this policy shall prevail. 
Preparation of Planning Applications 
 

14. Prior to engaging a consultant, or preparing an application on behalf of a 
client, it is recommended that confirmation is received from the Health & 
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Regulatory Services Department what Council approvals are required and 
obtain all relevant information. 

15. Whilst Health & Regulatory Services are not in a position to prepare 
applications including those for planning approval, building license 

applications, applications for the registration of a transient workforce and 
construction camp or applications to construct or install an apparatus for the 
treatment of sewerage, it is often beneficial to seek feedback when 

preliminary plans have been prepared to ensure all relevant information is 
submitted and that fundamental or mandatory requirements have been met. 

16. Requests to applicants for further information may delay the process. 
 

Definitions 

 
17. The definition in the Town Planning Scheme (TPS), including in the 

Residential Design Codes (R-Codes), are the point of reference for the 
definition of any planning and development term. 

a) “Construction Camp” means any camp used for duration of more than 
three (3) months, though not necessarily in the one location, for the 
accommodation of a workforce of more than 25 persons in conjunction 

with any work that requires a temporary resident workforce but does not 
include: 

i. camps used for defence purposes; and 
ii. wayside camps of drovers or teamsters. 

b) “Occupier (Construction Camp)” means a person having the charge, 

management or control of premises, and where two (2) or more persons 
share or jointly have the charge, management or control of premises, 

each of those persons. 
c)  “Onus (Construction Camps)” means the onus of complying with the 

Construction Camp Regulations 2004 shall, unless otherwise provided, 

rest with the occupier of the construction camp. 
d) “Transient workforce accommodation facility” is a building or a 

group of buildings used for the accommodation of temporary or 
intermittent workers, comprising bedrooms, dining rooms, kitchens, 
ablutions, toilets and appropriate amenity area, and associated parking 

areas constructed in accordance with the TPS and the Building Code of 
Australia, but does not include a hotel, motel or boarding house. 

Development Requiring Planning Approval 
 

18. Any development works associated with a transient workforce 

accommodation facility or construction camp, requires a planning 
application, unless exempted by this policy, Commonwealth, or State 

legislation such as the Public Works Act 1902. 
19. The definition of development also includes the use of land, thus the 

occupying of land (regardless of the extent of building works occurring) may 

also require a planning approval. 
 

Application Procedure 
 

20. When applying for planning approval, the application should include: 
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a) A completed Application for Approval form; 
b) Payment of an application fee as prescribed in the Council’s adopted fees 

and charges; 
c) Four copies (to scale) of a site plan showing the following: 

i. The legal description, lot dimensions, north point, and street details 
ii. The location and use of any existing buildings on-site and existing 

access/egress point(s), existing parking area and existing 

landscaping area(s) 
iii. Location and use of proposed building(s) and setbacks to boundaries 

and existing buildings 
iv. Buildings, structures and vegetation to be removed (if any) 
v. Existing site levels and/or contours at regular intervals 

vi. Finished floor and design levels 
vii. Storm water drainage details including design levels and erosion 

control at outlets 
viii. Vehicular access and egress to site 

ix. Car parking and manoeuvring areas(new or modifications to be 
designed in accordance with Australian Standard AS2890 and the 
minimum bay dimensions prescribed by this policy) 

x. Fencing details (type, location, colour and height); 
d) Four copies (to scale) of plans/drawings showing the following: 

i. Floor plan of proposed building(s) 
ii. Elevations of proposed building(s) 
iii. External colours, finishes and materials; 

e) A management statement detailing the proposal and specifically 
addressing emergency and environmental management for both the 

construction and occupancy of the facility including dust suppression, 
waste management, hygiene, as well as pest, animal and weed control; 

f) Catering; 

g) Liquor licensing detailing the extent and nature of any liquor licensed 
areas (eg canteen, tavern); 

h) Tenants’ rights and responsibilities (maximum occupancy of rooms, age 
restrictions, pet ownership, the parking of and ability to bring onto the 
site private vehicles, boats, caravans and trailers, alcohol and drug 

policy, use of onsite facilities, conflict resolution, etc.); 
i) Transportation of workers; and 

j) Security and public access. 
 

Assessment Criteria 

 
21. When considering applications for approval of transient workforce 

accommodation, the Council shall have regard to: 
a) Any relevant provisions contained in the TPS and where this is outside 

the TPS, any applicable planning requirements governing the area; 

b) Relevant legislation, state planning policies, development control policies 
and planning bulletins published by the Western Australian Planning 

Commission, and other publications or guidelines produced by state 
agencies; 
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c) The location and site characteristics of the property and the immediate 
surrounding area; 

d) Best practice emergency, environmental, health and well-being 
management; 

e) The safe and efficient transportation of residents, goods and materials 
to, from and within the facility; 

f) The ability of the residents of transient workforce accommodation 

facilities to access town sites and their associated services and 
amenities; and 

g) The scale and overall quality of the development in light of any proposed 
variations from the requirements of this policy. 

22. In areas not specifically zoned transient workforce accommodation the 

Council shall have further regard to: 
a) Local planning policies for the zone in which the development is to be 

placed; 
b) The impact on and from the adjoining uses; 

c) The time frame for the occupancy of the proposed facility; 
d) The design form and the likely impact on the future use of the land; and 
e) Access to existing services and infrastructure. 

 
Specifically Prescribed Development Standards 

 
23. Development applications for temporary structures to provide transient 

workforce accommodation shall, to the Council’s satisfaction, be 

accompanied by information and plans indicating how and when the 
development will be removed and the site rehabilitated or developed for a 

different use intended for the zone. 
24. The Council may require, by signed agreement, a commitment to the date 

and details of rehabilitation and conversion of the site. 

 
Transient Workforce Accommodation Development Standards 

 
25. Site Cover: 

a) Maximum site coverage 50%. 

26. Front Building Setbacks: 
a) 7.5 metres, although this will normally be determined by the design of 

the car parking area as it is strongly recommended that car parking 
should be located within the front boundary setback. Other issues to take 
into account are the setbacks of buildings on adjoining developments, 

the external finishes and material of the front façade, and the quality. 
27. Side and Rear Building Setbacks: 

a) Three metres, although the need for perimeter landscaping for screening 
purposes and access for maintenance and pedestrians will also need to 
be taken into account. 

28. Building Height: 
a) An absolute maximum of 2 levels of habitable floor space. 

29. Residential Density: 
a) The following table defines residential density 
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Form of Accommodation Residents per 

Hectare (maximum) 

Single-storey single units containing single occupant 

rooms 

100 

Single-storey units containing dual occupant rooms 150 

Multi-storey facilities containing single occupant rooms 200 

Multi-storey facilities containing dual occupant rooms 300 

 
b) Variations of up to 10% to the prescribed residential density may be 

considered provided the applicant can demonstrate that the additional 
density will not detract from the amenity of the residents or 
neighbourhood, and how the transient workforce accommodation facility 

meets or exceeds all other development standards. 
30. Design: 

a) A commercial kitchen and communal dining area is required unless 
external catering arrangements are satisfactorily demonstrated (typically 

evidence of contractual arrangements), or the individual units contain a 
kitchen in addition to the provision of outdoor cooking facilities. 

b) Catering/food preparation within commercial kitchens must be 

undertaken in accordance with the requirements of the Food Act 2008. 
c) Laundry, sanitary and ablution facilities must be provided to comply with 

Section 7 of the Health Act (Laundries and Bathrooms) Regulations. 
d) Unless exempted by the Australian Human Rights Commission, a building 

providing a unique service or feature including a recreation room or area, 

dining room, or an internet room must be accessible to people with 
disabilities via an unobstructed path of travel. 

e) For buildings such as laundries that are often duplicated throughout a 
facility, only that individual building in closest proximity to a dedicated 
disabled accommodation unit need be accessible. 

 
Construction Camps Development Standards 

 
31. All construction camps shall be assessed for compliance with the 

requirements of the Western Australia Construction Camp Regulations 2004. 

 
Traffic Management 

 
32. A traffic management report is required where development is likely to have 

a significant impact on the local street network either through the volume or 

type of vehicle trips generated. 
33. Traffic management reports are typically required to: 

a) Demonstrate that the likely impact of traffic including service vehicles 
accessing and exiting the site will not adversely impact on the locality; 

b) Identify any engineering design modifications required to local roads; 

c) Assess on-site manoeuvrability for service and oversize vehicles; 
d) Assess parking and access way design against Australian Standard AS 

2890; and 
e) Assess the location and design of parking for people with disabilities. 
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Wash down Area 
 

34. Transient workforce accommodation facilities within town sites or where 
vehicle or equipment servicing is necessary must provide an approved wash 

down area with a petrol and oil trap in compliance with the requirements of 
the Water Corporation. 

 

Management 
 

35. Transient workforce accommodation shall be singly managed to ensure the 
amenity of the community and residents will be protected. 

 

Crossovers 
 

36. These must be provided as per the Council Works Manager’s specifications. 
37. It should be noted that different types of vehicles require different design 

specifications, therefore when submitting the application it is important to 
state the use of the site and the type of vehicles that are expected to access 
the development  

Disposal of Effluent in Areas without Sewer Services 
 

38. The treatment and disposal of effluent is a significant constraint in those 
areas not serviced by sewers, and this may dictate the residential density 
and type of development the land can support. 

39. In view of this, it is critical that waste water disposal be addressed with 
initial development applications. 

40. An application to Construct or Install and Apparatus for the Treatment of 
Sewage must be lodged with the Council’s Environmental Health Services 
Department for the treatment and disposal of effluent waste in areas not 

served by sewers that complies with the Health (Treatment of Sewage and 
Disposal of Effluent and Liquid Waste) Regulations 1974. 

41. An application must also be lodged with the Department of Health to seek 
approval for systems producing greater than 540 litres per day. 

 

Solid Waste 
 

42. Each site must be provided with a rubbish compound/bin storage area, 
screened from the public view and provided with a tap and adequate mains 
supply. 

 
Temporary Toilets 

 
43. Temporary toilets shall be provided at a ratio of one onsite temporary toilet 

for every twenty construction workers. 

44. These temporary toilets must be removed upon the completion of the 
construction works and are exempt from requiring planning and building 

approval. 
45. Their design and location must be approved by the Council’s Environmental 

Health Department. 

Page 70 of 242



 

 

  
   

 

 
Insect Management Plan 

 
46. An insect vector management plan must be submitted together with the 

development application. 
 
Liquor Licensing 

 
47. Where this is intended, proof of approval by the Director of Gaming and 

Licensing must be submitted to the Council together with the development 
application. 

 

Commencement of Occupation 
 

48. Occupation of a transient workforce accommodation facility or construction 
camp can only be taken after a final inspection by the Council’s 

Environmental Health Department and the registration of such premises by 
the Council. 

 

Commercial Food Premises 
 

49. The regulatory requirements of the Health Act 1911, the Food Act 2008 and 
the Food Standards Code are to be complied with for the type of food 
handling activity proposed. 

50. The design of the development must comply with these requirements. 
 

Public Swimming Pools 
 

51. Where these are intended, compliance with the requirements of the Health 

(Aquatic Facilities) Regulations 2007 must be met. 
52. Approvals for such facilities are administered by the Western Australia 

Department of Health. 
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BLD 09 Building Permit Applications to be Certified 
 

Policy Number BLD 09 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2012/90 

Adoption Date 21 June 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
 Objectives 

 
1. To provide guidance on the Shire’s provision of a building certification 

service. 
 

Policy 

 
2. The Shire of Halls Creek will provide a building certification service in respect 

of class 1 and class 10 building applications only. 
3. All other classes of building permit applications must be certified as required 

under the Building Act 2011, prior to being lodged with the Council. 
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BLD 10 Advertising on Council Land and Related Public 
  Infrastructure 
 

Policy Number BLD 10 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2013/02 

Adoption Date 21 February 2013 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To ensure that advertisements and associated structures are constructed 
and maintained to essential standards of public safety. 

2. To ensure that advertisements and associated structures complement and do 

not detract unnecessarily from the desirable characteristics of natural and 
built environment in which the advertisements are exhibited. 

3. To specify the conditions under which Council Land and Infrastructure may 
be used for commercial and community advertising, so that space is shared 
equitably and public safety and amenity is not compromised. 

 
Statute Reference 

 
4. Shire of Halls Creek Local Government Act Local Law 2002 

 
Scope 
 

5. This policy deals with the commercial and community use of roads, 
footpaths, public land and associated infrastructure for advertising and 

promotional purposes. 
6. This policy does not cover the placement of under-awning business signs or 

advertising on private property and buildings. These are dealt with under the 

subdivision 2, Division 6 of the Shire of Halls Creek Local Government Act 
Local Laws 2002 and the Town Planning Scheme, Appendix No.5. 

7. This policy should be read in conjunction with sections 3.10 to 3.12 of the 
Shire of Halls Creek Local Government Act Local Law 2002. 

 

Policy 
 

8. Advertising on Council land and related public infrastructure will be allowed, 
subject to ensuring that: 
a) It is in accordance with any management plans for community land. 

b) It is sympathetic with the character and amenity of the locality. 
c) It avoids unnecessary clutter and visual pollution. 

d) It protects public safety and enables the free flow of people and traffic. 
e) It provides uncluttered pedestrian access to the disabled. 
f) It prevents proliferation which may obscure Council and traffic signage. 

9. Council will not allow: 
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a) Signs to be attached or fixed to street trees, street signs, Council poles, 
street furniture, fixtures such as benches and litter bins and public 

services infrastructure. 
b) The use of community land for business purposes if it is contrary to the 

Town Planning Scheme. 
c) Advertising to be erected, displayed or painted on Council Buildings or in 

Council recreational space without permission. 

d) Advertisements to be placed within 10m of an intersection. 
e) Banners or suspended objects to be displayed in residential areas. 

f) Balloons and other floating or inflatable advertising devises, without 
permission. 

10. Display of all advertising will be in accordance with Division 6 of the Council 

Local Government Act Local Law 2002. 
11. Adverts for election information should meet all the provisions of the 

Australian Electoral Commission and the Commonwealth Electoral Act 1918. 
12. Council will require individuals or organisations responsible for affixing 

advertising in unauthorised locations or contrary to Council policies and Local 
Laws to remove the advertising material immediately. 

13. Failure to do so will result in the organisation or individual being charged for 

the cost of Council removing the material and also being penalised as 
applicable under any relevant Local law or provision of the Act. 

14. Council will take action to have a moveable sign removed or relocated when: 
a) There is any hazard or obstruction or there is likely to be a hazard or 

obstruction arising out of the location of a moveable sign. 

b) There is a need to relocate or remove a moveable sign to protect public 
safety or enhance the amenity of a particular location for the purposed of 

any event, parade, roadwork or other circumstance. 
c) The sign is not placed adjacent to the property to which the sign relates. 
d) The sign does not comply with the provisions of the Council Local laws. 

 
Temporary Advertising by Community Organisations 

 
15. Council will allow temporary advertising on Council land and related public 

infrastructure by local community organisations for events and activities that 

are designed to support a charitable cause, enhance community welfare or 
promote community pride. 

16. A temporary event will be taken to mean an annual event and not a regular 
weekly, fortnightly or monthly activity. 

17. Council will encourage organisations to develop advertising that is: 

a) Of a size that does not dominate surrounding buildings and does not 
unreasonably obstruct views 

b) Of a colour, material and design that harmonises with the surrounding 
environment including built and natural features. 

c) Uncluttered and inoffensive in terms of content and message. 

18. The organisation must obtain prior approval from Council for the erection of 
temporary banners or decorations on council land and public infrastructure. 

19. Organisations must provide details of dimensions, content, and design and 
the location(s) in which it is to be exhibited. 

20. The advertising must meet the following conditions: 
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a) Be structurally sound. 
b) Be self-supporting and be securely fixed at all times. 

c) Not interfere with vehicle or pedestrian safety. 
d) Be displayed for a maximum period up to 4 weeks prior to the event. 

e) Not be displayed in locations specified in 6.2. 
f) Only contain information about the event or activity (no third party 

advertising). 

g) Not exceed six signs/banners per event (at different locations including 
the event venue). 

21. When relevant, applicants must obtain prior permission from infrastructure 
service providers (for display of posters on infrastructure) before seeking 
Council approval. 

22. An event may be advertised only once per calendar year and the 
organisation must obtain Council approval each year the event is to be 

advertised. 
23. Council officers will remove advertising that is unauthorised or fails to meet 

the conditions of approval. 
24. Any liability for loss or damage caused by the items will be the responsibility 

of the applicant. 

 
Temporary Poster or Artwork of Schools and Community 

Organisations 
 

25. Council will allow the temporary display of community artwork on Council 

and public infrastructure by local schools and community organisations if the 
artwork is designed to promote community spirit, wellbeing or sustainability. 

26. The school or organisation must apply in writing to Council for the erection 
or display of artwork on Council land and public infrastructure. Organisations 
must provide details of the artwork and the location(s) in which it is to be 

exhibited. 
27. The artwork must meet the following conditions: 

a) Be structurally sound. 
b) Be self-supporting and be securely fixed at all times. 
c) Not interfere with vehicle or pedestrian safety. 

d) Be displayed for a maximum period of 3 months. 
e) Be displayed only once in a calendar year. 

28. When relevant, applicants must obtain prior permission from infrastructure 
service providers (for display of posters on this infrastructure) before 
seeking Council approval. 

29. Installation, maintenance, and removal of the items at the expiration of the 
display period will be the responsibility of the applicant. 

30. The School or organisation will apply in writing to Council for approval. 
31. Any liability for loss or damage caused by the items will be the responsibility 

of the applicant. 

 
Council Permits 

 
32. Directional signs that assist the community in finding commercial and 

community facilities that are located away from main roads or centres.  
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33. The intention of these signs is to aid the community and not constitute 
advertising outside policy requirements for a business. 

 
Club and Sponsorship Advertising on Ovals 

 
34. Council permits the erection of signs displaying the name of sporting clubs 

using the facilities of Council oval, at the entrance to that oval, provided the 

sign does not exceed two square metres. 
35. Council permits the display of advertisements by commercial sponsors on 

the perimeter fence of a Council oval provided that all signs are: 
a) Professionally sign written, non-illuminated, non-flashing and non-

animated. 

b) Fixed to the inside perimeter fence of the oval, facing inwards and not 
project above fence level. 

c) Maintained in good order and condition at all times to the satisfaction of 
Council. 

36. Council will not allow sponsorship signs to be erected: 
a) On ovals other than on the inner permitter fence. 
b) At other recreation or sports grounds. 
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Attachment 1 
 

Standards for advertising boards 
 

All advertising boards must: 
1. Not exceed 1metre in height and not exceed an area of 1m2 on any side 
2. Constructed in such a manner that there are no sharp edges, protuberances 

or other design feature that would endanger public safety. 
3. Designed to be securely attached to the property wall and into the ground at 

four separate points 
4. Designed so as to be stable during adverse weather conditions 
5. Not designed to rotate, have flushing lights or be illuminated either internally 

or externally. 
6. Related only to the business activity described on the permit 

7. Contain letters less than 200mm in height 
 

Location and erection of advertisements 
 
All advertising boards must be: 

1. Securely fixed to the property fence or wall at two points so as to prevent 
the sign from moving. 

2. Securely fixed to the ground at two points so as to prevent the sign from 
moving. 

3. Placed flat against the property fence or wall with the advertising area facing 

outwards 
4. Placed in such a manner so they do not destroy or interfere with any 

infrastructure including pipes, wires, cables, fixtures fittings, posts and other 
objects which are property of Horizon Power or Water Corporation, Telstra or 
other federal, state, or local government department or authority, or other 

infrastructure owner. 
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LOCAL GOVERNMENT ACT 1960 
 

Shire of Halls Creek 
 

Local Government Act Local Law 2002 
 
Application for Approval to Display Advertisements 

 

Company Name or Applicant:   

 

Address:   

 

Post Code:   Contact Person:   

 

Tel:   Mob:   

 

Email:   

 

Advertisement Type: eg poster, billboard, etc.   

 

Description of Proposed Advertisement 

 

Dimensions (mm): Height:   Width:   Depth:   

 

Colours to be used:   

 

Height above ground level 

To top of advertisement:   

 

To underside of advertisement:   

 

Construction materials used:   

 

Advert authorised by:   Tel:   

 

Advert purpose:   

 

Quantity:   Location:   

 

Quantity:   Location:   

 

Quantity:   Location:   

 

Quantity:   Location:   

 

Proposed period:     

 Start date Finish date 

 

Date advertisement will be removed:   

 

Signature of applicant:   Date:   
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Please attach a copy of your public liability insurance. 

If an advertisement is to be exhibited in a place that is not controlled by the 
advertiser or the Shire of Halls Creek, it is the onus of the applicant to obtain the 

consent of the occupier or owner of the place before submitting this application. 
 
Please attach a copy of this consent if applicable. 

 
Conditions 

 
1. All posters should be removed within one (1) week of the finish date. 
2. Advertisements for election information should meet with all the provisions 

of the Australian Electoral Commission and the Commonwealth Electoral Act. 
3. If any sign is found to impact on traffic or pedestrian safety, it must be 

removed or relocated. 
4. Where a permit is issued, the applicant must read the conditions of the 

permit carefully, and ensure the signs meet all requirements. 
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BLD 11 Property Street Addressing 
 

Policy Number BLD 11 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2015/002 

Adoption Date 19 February 2015 

Review Date & Resolution 15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To ensure the correct street addressing and clear identification of all 

properties within the Shire of Halls Creek. 
2. To allocate street addresses that are unique, clear, logical and unambiguous. 

3. To outline the process and procedure of numbering and renumbering 
properties within the Shire of Halls Creek. 
 

 Statute Reference 
 

4. AS/NZS 4819:2011 Rural and Urban Addressing 
 

Definitions 
 

5. The Standard – Australia/New Zealand Standard AS/NZ 4819/2003 
‘Geographic information – Rural and Urban Addressing’ 

6. Number – means a number of the Arabic Numerals system with or without 
an English alphabetical suffix. 

7. The Shire – means The Shire of Halls Creek   

 
 Policy Statement 

 
8. The main access from a road to a property (i.e. front door) determines the 

correct street address.  Properties must have the street number clearly 

displayed and visible from the road. 
9.  The owner or occupier of the subject property is to paint or affix and 

maintain the current number upon a conspicuous and visible place on the 
front of a building on the property or on the fence, wall, or letterbox 
adjacent to the road fronting the property, within 14 days after the property 

is first occupied.  Numbers are to be clearly displayed, visible and legible 
from the road. 

 
Street Addressing for Subdivisions and Developments 
 

10. The start point for street addressing is to commence from the start point of 
the subject road.  The following methods are to be used to determine the 

start point; 
i) for roads between two other roads, the start point is to be at the 

intersection of the road of higher order, in relation to road hierarchy; and  

ii) for roads of equal order, the start point is the closest to the Great 
Northern Highway 
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11. the start point for a cul-de-sac is the entrance to the road 
12. for Roberta Avenue, the start point shall be the start of the road closest to 

the Airport. 
 

Street Addressing patterns 
 

13. Street addresses will be consecutive and where a street address has been 

allocated to a property, then that address must be used. 
14. Odd and even numbers cannot be used on the same side of a road. 

15. Odd numbers will generally be allocated to the left hand side of a road, and 
even numbers to the right hand side, commencing from the start point. 

16. Every lot will be allocated a street address, including reserves, schools, 

public utilities, drainage reserves and the like.  Additional numbers may be 
set aside to allow for the development potential of a lot 

17. Where a lot has two road frontages and the orientation of the 
dwelling/building has not yet been determined, then the subject property 

will be allocated a street address for both roads where possible.  Upon 
completion of the development, a primary address in one frontage shall be 
allocated.  The unused number will be reserved in case of future use. 

18. All street addresses will be sequential, ranging from the lowest to the 
highest, for example 1, 1A, 2, 2A, 3, 4, 5, 6, 7 and so on. 

19. The Shire will not use the number thirteen (13) in property street addresses. 
20. If a new subdivision is being developed in stages and the first stage occurs 

in the middle portion of what will eventually be a continuous road of 

dwellings or buildings, an estimate will be made of the total number of lots 
likely to be created along the entire road.  This will be aligned with the 

Residential Design code provisions for density, and lot frontage widths for 
properties. 

21. Street addresses for subdivisions, amalgamations, survey strata and strata 

subdivisions will be allocated at the clearance/endorsement of 
documentation stage.  In the case of amalgamations, the Shire of Halls 

Creek reserves the right to retain any street addresses not used, as it deems 
appropriate. 

22. Single houses and grouped dwellings may be required to share a street 

number. 
23. If a property containing a retained existing dwelling/building is redeveloped 

with an additional dwelling/building at the rear and there is only one street 
number available, the existing dwelling/building will retain the original street 
number and the new dwelling/buildings will be allocated in accordance with 

clause 5(a). 
24. If an existing lot is developed and split adjacent to the road into two or more 

separate lots with direct road frontage, the following provisions will be 
applied; 
iii) Where available, whole street numbers will be allocated and the 

allocated property numbers will follow the current street numbering 
pattern; or 

iv) Where there is only one street number available, the lot closest to the 
road starting point will retain the original street number and thereafter 
numbers with suffixes will run sequentially from that point. 
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25. Where there is only one street number available, developments will be 
allocated suffixes, for example, 1A, 1B, 1C, and 1D.  Where more than four 

(4) suffixes are required, they will be allocated with a numeric prefix, for 
example 1/17, 2/17, 3/17 and so on. 

 
Changing Street Addresses 
 

26. The Shire of Halls Creek will consider altering the address of a property if 
there are difficulties associated with its identification. 

27. Requests to change the street address of a property will be submitted on the 
application form and must be authorised by the owner.  Payment of the 
relevant application fee contained in the Shire of Halls Creek Schedule of 

Fees and Charges must be made on submission. 
28. The Shire of Halls Creek cannot accede to requests for a change in street 

address in the following circumstances. 
v) The number is considered unlucky 

vi) Religious reasons 
vii) To improve the ‘feng shui’ of the property 
viii) Personal preferences 

ix) The number is not good for business 
x) Effect on property value and/or 

xi) Is contrary to this policy 
And the like. 

29. Unused street numbers which have been set aside for a corner lot, in 

accordance with clause 6(d), will not be reallocated to the adjoining property 
as this number may be required for future subdivision. 

30. The Shire of Halls Creek will only consider reallocating other unused street 
numbers if the adjacent properties cannot be redeveloped. 

 

 Consultation 
 

31. The Shire will consult with the owners and occupiers of the affected 
properties where a change in street address is being considered. 

32. Consultation is to be undertaken for a period of fourteen (14) days. 

33. The Shire will consider all valid submissions in the determination of the 
proposed change in street address. 

 
 Notification 
 

34. Where a change to a street address is approved, the Shire will immediately 
notify Landgate.  Landgate will include the new/amended address in the 

State of Western Australia’s Address Database.  The Shire will also notify the 
following agencies and organisations; 
xii) Australian Electoral Commission 

xiii) Western Australian Electoral Commission 
xiv) Telstra 

xv) Water Corporation 
xvi) Horizon Power 
xvii) The Hospital, Police, DFES and other emergency services 
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xviii) Australia Post 
35.All costs associated with the change of street address notification remains 

the responsibility of the property owner/developer.  This includes the 
replacement or relocation of letterboxes, costs of new numbers and 

amendments to numbers on buildings.  Informing all other agencies or 
organisations, business contacts, family, friends and acquaintances and 
amendments to business and personal stationery, of changes to the street 

address, is the responsibility of the owner/s.  The Shire is unable to change 
personal details. 
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Appendix 1 - Change of property address application form 

Owner(s)/Applicant(s) Details: 
 

Owner Name(s): 
______________________________________________________________________ 
Applicant Name(s):  

______________________________________________________________________ 
Applicant Address(es): 
______________________________________________________________________ 

Applicant Telephone:  
Home ___________________ Wk: ____________________ Mobile: ______________ 
Email: 

______________________________________________________________________ 
 

 

Existing property Address:  
______________________________________________________________ 

Preferred Property Address: 
______________________________________________________________ 
Reason(s) for Change of Address: 

______________________________________________________________ 
______________________________________________________________ 

 

1.  Do you own the above property?                       Yes  /   No 
If No, please note the owner’s signature is required below. 

2. Is this property Strata Titled?      Yes   /   No 
If yes, you require written consent from the owners of all strata lots. 
3. Do you accept that all costs associated with changing the address of  

the above property are your responsibility?             Yes   /   No 
If No, this application will not proceed. 
4. Would the new address be the preferred mailing addresses for all  

correspondence from the Shire of Halls Creek?    Yes   /   No 
If No, please enter your mailing address in the space below. 
______________________________________________________________________ 

______________________________________________________________________ 
 

 

Please Note 
A $100.00 application fee is payable upon submission of your application and is 

not refundable in the event that the request be refused. 

 

Owners Name: 
_____________________________________________________________ 
Owners Signature: ______________________________________ Date: 

_______________ 
Applicants signature: ____________________________________ Date: 
_______________ 
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FIN 06 Financial Investments 
 

Policy Number FIN 06 

Responsible Department Finance 

Adoption Resolution Number 2013/107 

Adoption Date 12 December 2013 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. To undertake authorised investment of surplus funds from the Council’s 

municipal and reserve bank accounts. 
2. To maximise earnings from authorised investments and ensure security of 

Council funds. 

 
Authority for Investments 

 
3. All investments are to be made in accordance with: 

a) Local Government Act 1995 S6.14 (2)(a) 
b) Trustees Act 1962 – Part III, sections 18, 19 and 20 
c) Local Government (Financial Management) Regulation 1996 

 
Authorised Investments 

4. Authorised Investments to include, but not be limited to: 
a) Interest bearing deposits 
b) Government Bonds 

c) Funds to be invested with the following Financial Institutions: 
(i) Authorised Australian Deposit-Taking Institutions as determined from 

time to time by the Australian Prudential & Regulatory Authority 
(APRA) with a BBB rating or better as set by Standard and Poors. 

(ii) Bonds issued by Australian Government and/or Australian 

Government 
(iii) Authorities and Utilities 

 
Restrictions 
 

5. Do not make deposits to unauthorised institutions, as defined in the Banking 
Act 1959 (Commonwealth) section 5 or as defined by the Western Australian 

Treasury Corporation 
6. Do not deposit for terms of 12 months or more 
7. Do not invest in bonds not guaranteed by the Australian Commonwealth, 

State or Territory Government 
8. Do not invest in bonds with a term to maturity of more than three years 

9. Do not invest in foreign currency 
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 Direct Fund Investment and General Policy Guidelines 

10. Not less than two quotations shall be obtained from authorised institutions 

whenever an investment is proposed.  Authorised Officer to determine best 
quote on day, taking into consideration administrative and banking costs, as 
well as giving due regard to the limitations set in this policy: 

a) In determining the eligibility of any proposed institutions, a check is to be 
made of the APRA Website at 

http://www.apra.gov.au/adi/Pages/adilist.aspx to confirm that the 
institution is still on the list of authorised Deposit-Taking institutions; 

b) In determining the term to maturity of any financial investment, regard 

shall be had to the cashflow needs of the Council, the intended purpose 
of the funds to be invested, prevailing interest rates and trends, the yield 

curve at the time of the investment, and such other matters that would 
be appropriate in exercising the level of care, diligence and skill required 
by subsection 18 (1) of the Trustees Act 1962; and 

c) If any fund/security held is downgraded in rating such that they no longer 
fall within this policy, the funds must be divested within 30 days or as 

soon as is practicable and possible. 
 

Recording of Investments 

 
11. All investments shall be recorded in an appropriate format, which includes 

such information as: 
a) Amount of money being invested 
b) Source of money being invested (eg municipal or reserve) 

c) Financial Institution 
d) Account number of investment account 

e) Interest Rate 
f) Maturity date 

g) When investments have matured, interest earned and new balance of  
investment funds 

h) Evidence from the APRA website at 

http://www.apra.gov.au/adi/Pages.adilist.aspx that the institution that 
the Council has invested with is on the current authorised Deposit-

Takings institutions 
i) Other information as deemed by the responsible officer to be of 

relevance 

 
Reporting of Investments 

 
12. A report shall be presented to Council at each monthly ordinary meeting of 

Council detailing the investment portfolio of the Council at the time the 

report is prepared. The report is to include: 
a) Sources of funds invested (i.e. municipal or reserve) 

b) Name of institution the investment is held with and the product name of 
that investment (where applicable) 

c) Account number/ID of investment account with institution 

d) Date of investment and date of maturity, including term date in days 
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e) Principal amount of investment and expected interest earnings on 
maturity 

f) Interest earned to date on all investments 
g) Interest budget to date and for year 

h) Any other information that is of material value or relevance to Council in 
relation to financial investments 

 

Variation to Policy 
 

13. The Chief Executive Officer or his delegated representative or officer is 
authorised to approve variations to this policy if the investment is to 
Council’s advantage and/or due to revised statutory requirements.  All 

changes to this policy are to be presented to Council at the next Council 
meeting. 
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FIN 07 Payments 
 

Policy Number FIN 07 

Responsible Department Finance 

Adoption Resolution Number 2008/34 

Adoption Date 20 March 2008 

Review Date & Resolution 17 November 2011 (Resolution 
no.2011/184) 
13 December 2012 (Resolution no. 

2012/195) 
17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. Payment of expenses should be managed to incur the least risk and cost for 

the Council. 
2. Flexibility in payment arrangements will ensure that less Council resources 

are used in making payments. 
3. It is intended that making payments will always be authorised by an 

appropriately delegated officer. 
4. Any misuse of Council resources will not be tolerated and disciplinary and/or 

criminal action will result. 

 
Purpose 

 
5. This policy will outline the payment options available to the Council and the 

controls over each type of payment method. 

6. This Council will make payments by drawing a Council Cheque, using 
Electronic Funds Transfer (EFT), by using a Council credit card or by 

accessing Petty Cash. 
 

Application 

 
7. Wherever possible, payments that can be made through an agent within the 

Shire shall be made locally to assist in maintaining the financial viability of 
those agents who provide services within the district. 

8. Where local payments cannot be made for an invoice received then payment 

by EFT to a bank account nominated by the creditor is the most cost 
effective means of payment and allows for the timeliest receipt of payments. 

9. Payments will be processed to ensure that the Council obtains any prompt 
payment discounts, avoids late payment penalties and establishes Council’s 
reputation as a business of choice for suppliers. 

10. Signatories/authorised persons for cheque and EFT payments with the 
relevant positions are as follows: 

i. Chief Executive Officer 
ii. Director Corporate Services 
iii. Chief Financial Officer 

iv. Director Infrastructure Assets 
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v. Director Health & Regulatory Services 
vi. Director Strategic Planning 

vii. Director Executive Services 
viii. Records Manager 

Any other officer nominated by the CEO, from time to time as operational 
requirements may dictate. 
 

11. All EFT or cheque payments are to be signed/authorised by two signatories/. 
12. For any transfers of funds between the Shire of Halls Creek’s own operating 

accounts, including the transfer of funds between the Council’s Municipal, 
Trust, Travel & Tourism Centre clearing, Art Centre Clearing and Reserve 
accounts, or for transfer of funds into or from investment accounts, two 

signatories/authorisations are required. All payments will be supported by: 
a) a tax compliant invoice; 

b) notification by a Council officer that the goods or services have been 
received; and 

c) where required, a copy of the Council’s official order form that has been 
signed by an authorising officer. 

13. Those officers authorising cheques and EFT payments are responsible for 

ensuring the completeness and correctness of the voucher presented for 
payment. 

14. A Council officer cannot authorise a purchase or sign a voucher where that 
officer receives a personal benefit from the payment or purchase. 

15. That a schedule of payments made in each month shall be presented to the 

ordinary meeting of Council held in the subsequent month regardless of the 
payment system used. 

 
Cheque Payments 
 

16. All cheque payments are to be made by system cheques generated by the 
financial system, based on payment information entered. 

17. No substitution of payees will be allowed. 
18. All cheques will be crossed with the words “Not Negotiable – Account Payee 

Only”. 

19. Blank cheques are accountable documents. 
20. A complete record of all cheques must be maintained. 

21. Spoiled and cancelled cheques must be retained and accounted for. 
22. All payment vouchers are to be checked by an officer other than the officer 

who prepared the voucher, prior to the production of the cheques. 

23. Authorising officers must check that: 
a) the cheque agrees with the accompanying payment voucher; 

b) the goods and services for which payment is being made are appropriate 
for Council; 

c) cheques have been printed in a legible format and in correct alignment; 

and 
d) all spoiled cheques have been retrieved and cancelled. 

24. For all cheque payments, a photocopy of the cheque (referred to as a 
“voucher”) is to be held on file, with the two signatories clearly identifiable. 
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25. The appropriate invoice(s), purchase order(s), quotations, notes and other 
documents relating to the transaction are to be securely fastened behind the 

voucher. 
26. Any apparent discrepancies or charges that appear inappropriate are to be 

drawn to the immediate attention of the Chief Executive Officer and the 
Chief Financial Officer. 

 

Electronic Funds Transfer (EFT) Payments 
 

27. All EFT payments are to be subject to the same payment voucher and 
accounting requirements as for cheque payments. 

28. In addition: 

a) a copy of the funds transfer report generated by the banking system is 
to be retained and attached to invoices paid; and 

b) employees who enter passwords are to sign the funds transfer report, or 
on a suitable form indicating the transfer has taken place, which must 

also be attached to invoices paid. 
29. The creditor must provide written confirmation of relevant bank account 

details prior to any EFT payments.  Oral advice of bank account details is not 

sufficient. 
30. The form used to gather information about banking will also outline that 

Council will not make good on any monies deposited to wrong accounts. 
31. The form must be authorised by an owner or manager of the creditor 

business. 

32. Remittance advices, providing payment details, are to be forwarded to the 
vendor by email where available. 

33. Any EFT payments which are rejected and returned to the Council are to be 
followed up and corrected promptly.  

34. The party responsible for the error is responsible for recovering the monies. 

35. The Council will only make a correcting payment to the creditor where the 
Council is directly at fault.  In this case, the Council will take immediate 

action to recover the monies from the incorrect creditor. 
36. Security will be paramount when dealing with on-line records. 
37. Authority to change the setup parameters of Council’s on-line banking facility 

will not be vested in a single system administrator. 
38. Access to the system will be periodically reviewed. 

39. The Accounting System output files/bank input files are to be kept only in a 
restricted access file directory while awaiting upload to the bank. 

40. Access to the file directory where bank input files are kept is to be restricted. 

41. Those who authorise electronic transfer are to ensure that they first reconcile 
each payment in a batch with appropriate payment vouchers, and that the 

vouchers have been properly prepared and authorised. 
42. Any apparent discrepancies or charges that appear inappropriate are to be 

drawn to the immediate attention of the Chief Executive Officer and the 

Chief Financial Officer. 
 

Credit Card Payments 
 

43. Credit cards may only be used for official Council business. 
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44. The Chief Executive Officer will determine which employees are to be issued 
with credit cards, and the monthly credit limits to apply will be recorded in 

the Delegations Register. 
45. Credit cards will only be issued to employees who have completed training in 

purchasing and management of credit card accounts. 
46. Officers who receive a credit card must agree in writing to ensure the 

security of the card, that any misuse will be repaid immediately, any 

payment not substantiated by a tax invoice will become the personal 
responsibility of the card holder, and that the reconciliation of the account 

will occur within a specified time frame after receipt of the statement of 
account. 

47. Credit card statement reconciliations (detailing all purchases) must first be 

authorised by the card-holder’s head of department and then handed to 
Finance for cross-authorisation and checking. 

48. Credit card limits will be set at a reasonable level to ensure security of the 
card while facilitating ease of purchasing for the card holder. 

49. Credit card purchases do not require the preparation of a Council purchase 
order. 

50. Credit cards that have more than one month of complying credit card 

reconcililitions outstanding will be suspended until all reconciliations are up 
to date.  Disciplinary action will also result. 

51. Any benefits that accrue from the use of corporate credit cards must not be 
used for the personal benefit of cardholders. 

 

Petty Cash Payments 
 

52. A Petty Cash float of $250.00 may be held to effect local payments to a 
maximum of less than $25. 

53. In order to draw petty cash, an officer must present a tax compliant invoice 

and a completed authorised voucher for the payment.  No purchase order is 
required. 

54. The float will be charged to a single officer who will control the key to the 
locked tin and will be responsible for the cash. 

55. A monthly reconciliation will be performed with two officers checking the 

cash. 
56. Reconciliations may be performed more often if the cash amount is less than 

$50. 
57. Reconciliations will be stored on the voucher for the cheque which 

reimburses the float. 
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FIN 08 Rating Administration 
 

Policy Number FIN 08 

Responsible Department Finance 

Adoption Resolution Number 2008/112 

Adoption Date 21 August 2008 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
17 December 2015 (Resolution no. 
2015/117) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide appropriate and effective management of the collection of rates 
and charges levied by the Shire of Halls Creek. 

2. Collection of rates and charges is an important part of the Council’s 

management of adequate cash-flows as well as the overall management of 
the Council’s financial performance and position. 

 
Purpose 

 
3. This policy will clearly set out guidelines for the collection of rates, 

application of penalty interest for overdue rates and charges, write off of 

minor outstanding charges and associated procedures applicable within the 
Shire of Halls Creek. 

 
Application 
 

4. Rates and Charges are due and payable within 35 days from the date of 
issue of the annual rate (or interim rate) notice, as shown on that notice. 

5. Options for payment will be: 
a) In Full by the specified due date; 
b) By four instalments by the specified due date and within the guidelines 

set forth in the annual rate notice; or 
c) By an alternative payment plan, mutually accepted by the ratepayer and 

the Shire of Halls Creek. 
6. The election or application to pay by either of the above three options will be 

clearly detailed on the rate notice issued and will be in accordance with the 

Local Government Act 1995 and the Local Government (Financial 
Management) Regulations 1996. 

7. The charges for paying by four instalments or an alternative payment 
arrangement, including an administration fee and administration interest, 
will be those adopted by Council in the Annual Budget each year. 

8. The methods of payment available be will indicated on the rate notice and 
may be varied depending on the operation requirements of the Council 

and/or the logistics’ and cost to the Council of those payment options. 
9. A final notice will be issued for any rate account that remains outstanding 

after the specified due date. 
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10. The due date for payment of the final notice will then be fourteen (14) days 
from the date of issue as shown on the final notice. 

11. Any rate account that remains unpaid after the specified due date of the final 
notice may be referred for to a debt recovery agent appointed by the Chief 

Executive Officer for legal recovery. 
12. Legal recovery of outstanding rates will then proceed, on behalf of the Shire 

of Halls Creek, in accordance with the Local Government Act 1995 (as 

amended) and this policy to recover all outstanding rates and charges as 
well as the cost of those recovery proceedings. 

13. Legal recovery, as allowed under the Local Government Act 1995, may 
include but is not limited to: 
a) Summons; 

b) Lodgement of Caveat on title of land or mining tenement; 
c) sale of rateable land; or 

d) garnishing of money from tenants (where rateable property is leased 
out) to be paid directly to the Council to satisfy the rates and charges 

outstanding. 
14. Penalty interest on unpaid rates and charges will be levied on a daily basis, 

in accordance with the Local Government Act 1995 and Local Government 

(Financial Management) Regulations. 
15. The rate of penalty interest will be as adopted by Council in the Annual 

Budget each year. 
16. Penalty interest accrues from the date the account is due for payment, as 

specified on the original rate notice, until the day the account is paid in full. 

17. Penalty interest calculated to be $5.00 or less will not be charged against 
rate accounts. 

18. Any outstanding penalty interest at 30 June each year, totalling $5.00 or less 
will be written-off as a small balance write-off, but only if all other rates and 
charges have been paid in full. 
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FIN 09 Variance Levels for Financial Reporting 
 

Policy Number FIN 09 

Responsible Department Finance 

Adoption Resolution Number 2008/119 

Adoption Date 21 August 2008 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. To provide guidance on the requirements for financial variance reporting. 
 

Policy 
 
2. Any variances of 10% or greater will be the level of variance to be reported 

to Council in the monthly statement of financial activity. 
3. This is subject to a minimum of $50,000.00 below which variances will not 

be reported. 
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FIN 11 Write Off of Monies Owed - Sundry Debts and 
  Rates Debts 
 

Policy Number FIN 11 

Responsible Department Finance 

Adoption Resolution Number 2009/096 

Adoption Date 21 May 2009 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

17 December 2015 (Resolution no. 
2015/117) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide appropriate and effective management guidelines of the write-off 

of monies owed to Council. 
2. Council is empowered, under the Local Government Act Section 6.12, to 

write off any monies owing to it. 
 

Purpose 

 
3. This policy outlines the Council requirements in relation to the write off of 

monies owing to the Shire of Halls Creek by sundry debtors and rates 
debtors. 

4. This policy is to be applied in conjunction with policy FIN 08 Rating 
Administration unless that policy is rescinded. 

 

Application 
 

5. For the purpose of this policy, any amounts referred to are exclusive of GST. 
6. Amounts refer to individual invoices and not the total owed by a particular 

debtor. 

7. For the purpose of this policy, raised in error refers to an invoice that was 
incorrectly raised at administrative level, and there is no claim against the 

debtor for that amount. 
8. Legitimately raised refers to debts that are recoverable and claimable from a 

debtor due to a consumption of Council goods and/or services at the time 

the invoices is raised, or if they are deemed liable for the applicable rates 
and charges under the Local Government Act. 

9. Unrecoverable refers to a situation where it is not reasonable, logistical, 
and/or cost effective to recover the debt, and/or another written statute 
prevents the recovery. 

 
Sundry Debt 

 
10. Any sundry debt raised in error in a current or previous financial year is not 

required to be presented to Council. 

11. The error can be corrected at administrative level, under the direction of the 
Chief Executive Officer and/or the Chief Financial Officer. 
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12. A written record of the authorisation and an explanation is to be kept. 
13. A sundry debt that becomes unrecoverable may be written off, with approval 

by the Chief Executive up to an amount of $250. 
14. Sundry debt penalty interest may be written off up to a value of $500, as a 

negotiation tool to recover the full amount of the outstanding debt.  The 
write off will not be applied until full payment of the balance of the 
outstanding debt is paid. 

15. If debt is written off in any month, details of the ratepayer and amounts will 
be reported in the Council report ‘Statement of Financial Activity’ for that 

month. 
16. Any sundry debt that is raised and legitimately chargeable during a financial 

year but becomes unrecoverable in that or subsequent financial years and is 

not covered by clauses 13 or 14 above, must be presented to Council for 
approval to write off. 

 
Rates Debt 

 
17. Any rates debt raised in error in a current or previous financial year is not 

required to be presented to Council. 

18. The error can be corrected at administrative level, under the direction of the 
Chief Executive Officer and/or the Chief Financial Officer. 

19. A written record of the authorisation and an explanation is to be kept. 
20. Rates debt that becomes unrecoverable may be written off, with approval by 

the Chief Executive up to an amount of $250. 

21. Sundry debt penalty interest may be written off up to a value of $500, as a 
negotiation tool to recover the full amount of the outstanding debt.  The 

write off will not be applied until full payment of the balance of the 
outstanding debt is paid. 

22. If debt is written off in any month, details of the ratepayer and amounts will 

be reported in the Council report ‘Statement of Financial Activity’ for that 
month. 

23. Any rates debt raised that is raised and legitimately chargeable during a 
financial year but becomes unrecoverable in that or subsequent financials 
years and is not covered by clause 20 or 21 above, must be presented to 

Council for approval to write off. 
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FIN 12 Expense Claims to be Lodged Promptly 
 

Policy Number FIN 12 

Responsible Department Finance 

Adoption Resolution Number 2011/103 

Adoption Date 21 July 2011 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. To provide guidance in relation to the acceptance of expense claims. 
 

Policy 
 

2. Expense claims relating to expenses incurred more than two months 

previous will not be reimbursed unless the Chief Executive Officer is 
convinced there are mitigating circumstances. 
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FIN 15 Strategic Rating Policy 
 

Policy Number FIN 15 

Responsible Department Finance 

Adoption Resolution Number 2014/041 

Adoption Date 21 August 2014 

Review Date & Resolution 15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To outline the principles and methodology used when the Council exercises 

its rating discretionary powers to determine the level and structure of rates 
levied under the Local Government Act 1995. 

 
Statute Reference 
 

2. Local Government Act 1995 - provides the Council with defined discretionary 
powers to levy rates and require contributions from the community for the 

provision of services to the district. 
 

Definitions 
 
 GRV refers to Gross Rental Value as defined by the Act. 

 UV refers to Unimproved Value as defined by the Act.  
 

Policy Statement 
 

 Rating Policy Principles 

3. In developing, maintaining and applying its rating structures the Council will 
consider the following five (5) rating principles (not necessarily listed in 

priority order). 
 
 Equity 

4. Equity is the concept of fairness within property rating in that each ratepayer 
will be rated fairly in relation to other ratepayers with a similar capacity to 

pay and will pay a similar amount and those having a greater capacity to pay 
contribute more. In accordance with Act, the Council is required to use the 
ratepayer’s property value as a proxy for their base capacity to pay.  

 
5. The Council will administer its rating policy fairly and equitably across all 

ratepayers.  
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 Capacity to Pay 
 

6. The Council acknowledges there is not a direct correlation between a 
ratepayer’s capacity to pay and their property value and will consider the use 

of its discretionary powers to approve concessions and waivers were 
appropriate to reduce any identified deficiencies.  

 

7. The Council also recognises that, while there is a high level of community 
demand for services, there is a limited capacity for ratepayers to contribute 

to these services in rates and limitations on the level of rates property 
owners can be expected to contribute.  

 

 Simplicity and Efficiency 
 

8. The Council will endeavour to establish a rating system that: 
 Promotes simplicity, transparency and understanding; and 

 Is efficient in collection and reduces the incidences of avoidance; and 
 Reduces complexity; and 
 is open to scrutiny. 

 
 Benefit 

 
9. The Council acknowledges an obligation to return a degree of benefit to 

ratepayers for their rate contributions however this benefit may not be in 

direct proportion to the level of their contributions. Rate contributions will be 
used for the benefit of the District and are not a fee for service. 

 
 Compliance 
 

10. The Council will apply its discretionary rating powers to comply with the 
Local Government Act 1995 while seeking to maximise rate revenue within 

the adopted rating framework.   
 
 Application of Rating Principles 

 
 Application of the Equity Principle 

 
11. The Council generally considers the application of a uniform general rate 

(being the same rate in the dollar for each ratepayer) resulting in a 

ratepayer’s contribution being determined by the value of their property as 
the most equitable rating structure. Uniform general rates will be applied 

unless a more equitable or appropriate outcome is achieved by the adoption 
of differential rates.   

12. Where the predominant use of the land (or a portion) is for rural purposes 

the Council will seek to have the land valued on a UV basis.  Where the 
predominant use of the land (or a portion) is for non-rural purposes the 

Council will seek to have the land valued on a GRV basis.  
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13. The Council will determine the level of rate revenue required on an annual 
basis and seek sufficient revenue to provide for the good governance of the 

district and the provision of services as determined necessary. 
14. The Council will establish and maintain a minimum payment structure to 

ensure all ratepayers contribute a minimum amount to services regardless of 
their property valuation. Minimum payments make a reasonable contribution 
to non-exclusive services provided for the benefit of the whole district and 

also to encourage the development of vacant land.  
 

 Application of the Capacity to Pay Principle 
 

(a) Exemption from Rates 

 The Council requires organisations seeking exemption from rates in 
accordance with section 6.26 of the Act to make application in 

accordance with the application form attached to this policy. 
(b) Pensioners 

The Council will provide concessions to Pensioners in accordance with 
the requirements of the Rates and Charges (Rebates and Deferments) 
Act 1992.  

(c) Payment Options  
The Council will offer rate payment options as follows: 

 Payment in full 35 days after the date of service appearing on the 
rate notice 

 Four Instalments 

(d) Interest on Overdue Rates and Service Charges 
Interest on overdue rates and service charges not paid in accordance 

with the payment options will be subject to an overdue interest rate set 
by the Council in accordance with the Act at the time of adoption the 
annual budget.  

(e) Temporary Incapacity to Pay 
Ratepayers with unpaid and overdue rates may be offered a scheme of 

arrangement with subject to the approval of the Chief Executive Officer.  
 

 Application of the Simplicity and Efficiency Principle 

 
15. The Council will provide for changes in the 

 level of rating; and 
 structure of its rating policy; and  
 application of its discretionary rating powers in a way that promotes 

predictability, stability and transparency. 
 

 Objects and Reasons for the Current Rating Structure 
 
 GRV Differential Rates 

16. The Council considers there is sufficient distinction between the benefits 
available to GRV valued properties located within town sites and those 

outside town sites to exclude the application of a single uniform general rate 
for GRV. The Council will apply a differential rate in order to achieve a 
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reasonable application of rating policy principles set out in Section 1 of this 
policy.  

 
(a) Differential Rate: GRV – Vacant Land 

 A differential rate on all rateable properties that are classified as vacant 
land attracting a gross rental basis of valuation. Objects and Reasons; 
a differential rate is applied to encourage growth and development in the 

town site and discourage speculative holding of land in response to a 
shortage of accommodation in the town site. 

(b) Differential Rate: GRV – Town  
 A differential rate on all rateable properties that are developed attracting 

a gross rental basis of valuation and not classified as vacant land. 

Objects and Reasons; a differential rate is applied to all properties not 
classified as vacant land in the town site.    

 
 UV Differential Rates 

17. The Council considers there is sufficient variation in the distribution of UV 
values and sufficient disparity in the relation to the impact on road 
infrastructure in the district to require the application of differential rates in 

order to achieve the application of the rating principles set out in Section 1 
of this policy. 

(a) Differential Rate: UV – Mining 
 A differential rate on all properties valued on an unimproved basis with a 

land use of Mining as determined by the lease type.  

 Objects and Reasons; to encourage prospecting and exploration whilst 
considering the greater intensity and cost of mining activity on the 

Shire’s road network, Regulatory and Environmental services.        
(b) Differential Rate: UV – Prospecting/Exploration  
 A differential rate on all properties valued on an unimproved basis with a 

land use of Prospecting or Exploration as determined by the lease type.  
 Objects and Reasons; to encourage prospecting and exploration whilst 

considering the greater intensity and cost of mining activity on the 
Shire’s road road network. 

(c) Differential Rate: UV – Rural/Pastoral  

 A differential rate on all properties valued on an unimproved basis with a 
Rural or Pastoral land use and all land not classified as Mining or 

Prospecting/Exploration.  
 Objects and Reasons; to distinguish Rural and Pastoral land use from 

Mining, Prospecting and Exploration in recognition of the variation in land 

use intensity and the impact on the Shire’s road infrastructure network.    
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HLT 01 Smoke Free Places 
 

Policy Number HLT 01 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2014/014 

Adoption Date 17 April 2014 

Review Date & Resolution 15 June 2017 (Resolution no. 2017/058) 
21 June 2018 (Resolution no. 2018/073) 

 
Purpose 

1. The purpose of this policy is to support Council’s commitment to a smoke-
 free workplace to protect its members and employees from the dangers of 

 smoking and passive smoking whilst in their place of work. 
 
 This policy will also protect all users of Council facilities and any other  

 persons not directly employed by Council from the potential dangers of  
 exposure to tobacco smoke whilst on Council managed property.  

 
Objectives 
 

2. This policy sets out to achieve the following outcomes: 

2.1 Improved health and wellbeing – exposure to environmental   

 tobacco smoke (ETS) is reduced for members, employees and  
 visitors alike. 

2.2 Reduced smoking behaviour in public (role modelling) – The   
 visibility of smoking behaviour, particularly in the presence o 
 children, is reduced. 

2.3 Smoke free areas support smokers who are trying to quit as well as 
 reduce their overall cigarette consumption. 

2.4 Outdoor smoke free areas help to reduce the amount of cigarette  
 butt litter reducing clean-up costs and fire risk. 
 

Definitions 
 

3. Smoking in this policy includes the use of any form of Cigarettes, e-
 cigarettes and any other tobacco products. 

 

General principles 
 

4. Council considers smoking as a health hazard for both smokers and non-
 smokers.  The Tobacco Products Control Act 2006 makes it an offence to 
 smoke in any enclosed public places, workplace or shared area.  Smoking 

 is banned in all Council buildings and vehicles. 
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Smoke free areas 
 

5.  In the interest of providing a smoke-free environment, smoking will not  be 
 permitted in specified work places, public places and Council controlled 

 land, in particular places used for recreation and places used by children. 
 

The following locations have been declared “smoke free zones” at all times 

by the Halls Creek Shire Council; 
 

 5.1 Council controlled infrastructure and buildings including: 

(a) All indoor areas 
(b) Within 5 (five) metres of access points to buildings, such as 

 doors, windows, air conditioning vents and air intakes. 

 5.2  Within 5 (five) metres of substantially enclosed courtyards and  
  building surrounds, such as the main office court yard. 

 5.3 Within 10 metres of children’s playgrounds, and play equipment, 

  including all buildings and grounds of the Halls Creek Recreation 
  and Aquatic Centre. 

 5.4 The Shire Depot, except in the area designated for smoking as  
  shown in the map attached. 

Smoke free areas will be signed (where possible) and promoted in Shire 

advertising materials. 
 

Promoting this policy  
 

6. The Shire will promote this policy regularly by:   

 Placing a copy of the policy in newsletters, Shire website and other  

 printed information. 

 Promoting positive smoke free messages through the activities of  

 the Safety and Health Committee. 

 Displaying a summarised copy of the policy on notice boards. 

 Placing non-smoking signage in prominent locations both indoors  

 and outdoors. 
 
Non-compliance 

 
7.  All members and employees will uphold this policy and any non-

 compliance will be handled according to the following process: 
 
 Employees should notify the OSH committee of any breaches of this 

 policy. 

 A friendly approach will be made to the person smoking, explaining our 
 policy, and directing them to any areas where smoking is permitted. 

 Continued non-compliance with the policy should be directed to the 
 Rangers.   
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   Map – Depot Designated Smoking Area  
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HLT 02 Applications to Keep More than the Prescribed 
  Number of Dogs and/or Cats 
 

Policy Number HLT 02 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2009/048 

Adoption Date 18 March 2009 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. The purpose of the Dog Act 1976 and the Shire of Halls Creek Dogs Local 
Law 2002 is to minimise any nuisance associated with the keeping of dogs, 
and to ensure appropriate licensing of kennel establishments. 

2. The purpose of this policy is to provide a framework for ensuring that 
applications to keep more than the prescribed number of dogs at premises 

are determined impartially and consistently, while achieving the purposes of 
the Act and the Local Law. 

 

Statute Reference 
 

3. Dog Act 1976 
4. Cat Act 2011 

 
Application 
 

5. Applications must be in writing and provide the following information: 
a) The name and contact details of the applicant. 

b) The address of the premises to which the application relates. 
c) The name and contact details of the proprietor of the premises (if 

different from the applicant). 

d) Details of the dogs to which the application relates, including: 
i. names 

ii. ages 
iii. genders 
iv. breeds 

v. ownership 
vi. registration details 

vii. whether or not they have been sterilised 
viii. health status 

e) A statement as to why the applicant wishes to keep more than the 

prescribed number of dogs at the premises. 
f) The applicant’s experience in and methods of handling dogs. 

6. Applicants are encouraged to provide documentary evidence in support of 
their applications (eg certificates of sterilisation, veterinary receipts, etc.). 
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Criteria to be Used in Determining Application 
 

7. The following criteria will be used in determining applications: 
a) attributes of the dogs, such as their breeds, size, nature, whether 

sterilised, and any history of complaints; 
b) the size, location and zoning of the premises at which the dogs are 

housed; 

c) the conditions of the dogs’ accommodation, for example the standard of 
fencing, shade, security, cleanliness, and factors which might affect their 

welfare; and 
d) other factors such as aggregation of dogs in the same area, the 

applicant’s experience in and methods of handling dogs, and motivation 

in obtaining a dog in excess of the prescribed limit. 
 

Inspection and Report by Council Officers 
 

8. On receipt of an application, the Senior Ranger will: 
a) Draft letters to the immediately adjoining residents and/or businesses, 

advising them of the application to Council, and asking them to write 

back if they have any objections to the application being granted. 
b) Organise an inspection of the subject premises and supply a written 

report. 
c) Upon receipt of correspondence from immediately adjoining properties 

(or the expiry of the deadline for receiving such correspondence), draft 

an agenda item for submission to the next Council meeting outlining the 
guidelines and restrictions to be enforced. 

d) If the application is granted by the Council, draft a letter to the applicant 
explaining the approval and the conditions thereof. 

e) If the conditions require any work to be done to the premises, the letter 

to the applicant must specify a time limit for such work to be completed. 
f) Where works to the premises are required, arrange a final inspection of 

the property within the time limit is passed to ensure compliance with 
the conditions. 

g) If the application is not granted by the Council, draft a letter to the 

applicant explaining that the request has been denied and setting a time 
limit to remove excess of dogs from the property before legal action 

commences.  
h) This letter should also explain the applicant’s right to appeal the 

Council’s decision to the State Administrative Tribunal. 

i) When the time limit has passed and no appeal has been submitted, 
arrange an inspection of the premises to ensure that any excess dogs 

have been removed. 
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Conditions to be Imposed where Application is Granted 
 

9. Where Council is satisfied that the application can be granted while still 
achieving the purposes of the Dog Act 1976 and the Shire of Halls Creek 

Dogs Local Law 2002, the following conditions will be applied: 
a) The exemption applies only to the named dogs listed in the application, 

and once any of the dogs is deceased, sold or otherwise disposed of, the 

exemption ceases to have effect. 
b) The exemption will cease to have effect on the date of any conviction for 

an offence relating to the Dog Act 1976 (WA) in respect of either the 
dogs or any person in charge of those dogs. 

c) The subject property identified in the application must be kept clear of all 

animal excreta using proper disposal methods. 
d) Adequate cover and protection is to be available for the dogs at all times. 

e) The dogs are to be adequately confined in accordance with the Dog Act 
1976 (WA). 

f) Access is to be given to the Council for an annual inspection of them, or 
more regularly if the Council so determines. 

10. In addition, Council may impose other conditions requiring works to the 

premises to make the premises more suitable for the keeping of the number 
of dogs named in the application. 
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HLT 03 Mobile Food Vending Vehicles and Temporary 
  Food Stalls 
 

Policy Number HLT 03 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2010/038 

Adoption Date 18 March 2010 

Review Date & Resolution 18 July 2013 (Resolution no. 2013/062) 

17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. To establish the criteria that will be used in considering applications to 

operate mobile food vending vehicles and temporary food stalls.  

2. To assist persons wishing to make application for approval to operate mobile 
food vending vehicles and temporary food stalls by setting out the 

information required by Council to assess applications. 
3. To ensure that, food sold to the public from non-conventional food premises, 

that is, mobile food vending vehicles and temporary food stalls, is safe for 

human consumption and that the construction, fitting out and facilities for 
cleaning utensils, articles, fittings and appliances in vehicles and stalls are 

adequate. 
4. To ensure that the vending of food from mobile food vending vehicles and 

temporary food stalls is restricted to appropriate areas, events and occasions 
so that issues such as road safety and intrusion into residential and public 
areas is reasonably controlled in terms of parking, conduct and hours of 

operation. 
5. To ensure that mobile food vending vehicles are inspected annually for 

compliance with the criteria set out in the Policy. 
6. To ensure that temporary food stalls are inspected for compliance with the 

criteria set out in the Policy on each day of use. 

 
Statute Reference 

 
7. The Policy is prepared and adopted under section 3.5, subdivision 1, division 

2, Part 3 of the Local Government Act, the Food Act 2008 and Clause 4.2, 

Division 1, Part 4 of The Shire of Halls Creek Local Law 2002, as amended. 
 

Purpose 
 

8. The Purpose of the Policy is to supplement provisions of the Local 

Government Act Local Law 2002 and the Food Act 2008 by: 
a) Specifying the circumstances in which a person is required to obtain a 

particular approval from the Council. 
b) Specifying criteria which the Council must consider when determining 

whether or not to grant approval to a particular activity; and 

c) Specifying other matters relating to approvals not dealt with by the Local 
Government Act 1995 and the Food Act 2008 
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Application 

 
9. The Policy applies to all of the Shire of Halls Creek and covers all activities 

associated with preparation, cooking, serving or sale of food, other than 
permanent licensed food premises. 

 

Definitions 
 

10. Expressions used in the Policy are defined in sections 8 to 13, Part 2 of the 
Food Act 2008. 

11. A number of the definitions contained in the above statute, plus other 

definitions relevant to this Policy, are set out in Appendix 6 of this Policy. 
 

Exemptions under the Policy 
 

12. There are no exemptions under this Policy for mobile food vending vehicles 
or temporary food stalls that are used for the preparation, cooking, serving 
or sale of food within the Shire. 

13. However the policy does not apply to food transport vehicles transporting 
foods to commercial premises. 

14. A permit must be obtained from Council and an authorised person may 
require a person to cease operations if a permit has not been issued or the 
conditions of a permit are not being complied with. 

 
Prohibition under this policy 

 
15. Except for special events sanctioned by Council, the operation of mobile food 

vending vehicles is prohibited on the main carriage ways of the Great 

Northern Highway and Duncan Road/Highway within areas of the Halls Creek 
town boundaries as indicated in the Council’s Town Planning Scheme. 

 
Criteria Council Must Consider when Determining Applications 
 

16. Prior to the issuing of an approval under this Policy, the mobile food vending 
vehicle must be presented to the Shire of Halls Creek administration building 

at Lot 71 Thomas Street for inspection by the Environmental Health Officer 
(EHO). 

17. The criteria to be used by the EHO in assessing a mobile food vending 

vehicle for approval must be all the relevant provisions contained in the Food 
Act 2008 and the additional approved Australian standards. 

18. A Temporary Food Stall policy for charitable and approved fund raising 
organisations (including contractors authorised by such organisations to sell 
food) is aimed at ensuring food safety requirements are complied with, 

including appendices attached to this policy. 
19. This involves lodgement of a permit application and compliance with 

conditions placed on the permit. 
20. Commercial applications for Temporary Food Stalls or Food Vehicles will be 

subject to the full requirements of the Food Act. 
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21. Applications must be made in the approved form of the application shown in 
the attached Appendices to this Policy or as issued from Council from time to 

time. 
 

Inspections 
 

22. Mobile food vending vehicles. 

a) All food vending vehicles operating in the Shire of Halls Creek must be 
submitted for inspection in July of each year, or as requested by the 

Council, at the Council’s Administration Building, Lot 71 Thomas Street in 
Halls Creek, or an alternative date and location as the applicant may be 
directed.  

b) A prior appointment must be made with the Council’s Environmental 
Health Officer for the inspection. 

23. Temporary food stalls. 
a) An appointment with Council’s Environmental Health Officer must be 

made for the inspection of temporary food stalls at the time of making 
application for approval. 

b) The food stall must not be used for the sale or preparation of food until it 

has been inspected and approved. 
c) Temporary food stalls such as tents may not have to be inspected until 

the day they are to be used but the requirements of the application need 
to be looked at in the attached appendix 

 

Fees 
 

24. Fees are determined so as to recover the Council’s costs in providing the 
service. 

25. Application fee. 

a) Applications will only be considered for approval after payment of the 
approved fee (if applicable) as determined by Council each year and 

contained within the “Fees and Charges” portion of the annual budget. 
26. Inspection fee. 

a) The annual inspection of mobile food vending vehicles will be carried out 

subject to the payment of a fee as determined by Council each year and 
contained within the “Fees and Charges” portion of the annual budget. 

 
Use of Separate Premises 
 

27. Where it is proposed to use any premises, either within or outside the Shire 
of Halls Creek for the storage or preparation of food in conjunction with a 

mobile food vending vehicle, written approval to use such premises for the 
proposed use must be obtained from the relevant council. 

 

Noise 
 

28. Use of amplified music, bells or public address system is prohibited between 
the hours of 8:00 pm and 9:00 am.  
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29. The use of such equipment is also prohibited one minute after the vehicle 
stops. 

30. The noise level of such systems is not to exceed 50 dBA measured 2 metres 
from the vehicle. 

 
Prohibited roads 
 

31. The selling of goods from mobile food vending vehicles is prohibited on those 
listed in Appendix 5 to this Policy. 

 
Prohibited hours of operation 
 

32. Hours of operation for mobile food vending vehicles: 
a) Residential or mixed zones: 11.00am to 5.30pm 

b) Town site and commercial areas (excluding areas listed in Appendix 5), 
11.00am to 9.00pm 

 
Penalties Under the Shire of Halls Creek Local Government Act Local 
Law 2002 

 
33. The penalties for failure to obtain a permit or failure to comply with 

conditions of a permit for a mobile food vending vehicle or a temporary food 
stall are as set out in the Shire of Halls Creek Local Government Act Local 
Law 2002. 

 
Schedule 1 – Prescribed Offences 

 
34. Failure to obtain approval 

a) A person who uses a standing vehicle (mobile food vending vehicle) or 

any article (temporary food stall) for the purpose of selling any article 
(food) in a public place, without having obtained a prior approval of the 

Council, is guilty of an offence carrying a maximum penalty of $500.00. 
 

Note: Mobile food vending vehicles are generally prohibited from operating after 

sunset for reasons of traffic safety, particularly in consideration of children 
crossing the road to or from the mobile food vending vehicle. 

 
35. Failure to comply with approval conditions  

a) A person who has obtained the approval of the Council to use a standing 

vehicle (mobile food vending vehicle) or any article (temporary food 
stall) for the purpose of selling any article (food) in a public place and 

who carries out that activity otherwise than in accordance with the terms 
of that approval, is guilty of an offence carrying a maximum penalty of 
$200.00. 

 
Note: The above penalties are related to failure to obtain an approval or failure 

to not comply with an approval. 
 

Page 111 of 242



 

 

  
   

 

Note: As an alternative to obtaining a penalty through the Court, the 
Environmental Health Officer may serve a Penalty Notice (on-the spot notice) for 

offences related to not obtaining an approval or not complying with an approval.  
The offences and the prescribed amount of penalty are set out in Schedule 1 of 

the Local Government Act Local Laws 2002. 
 
36. Where the Environmental Health Officer (EHO) is satisfied that any 

requirement of these criteria is inappropriate, or is not reasonably 
practicable in any particular case, the EHO may vary the requirement 

provided that there is no significant reduction in construction or hygienic 
requirements and the general intent of this Policy. 

37. However, commercial operations will generally have to comply with all 

normal conditions. 
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Appendix 1 
Criteria Council must consider when determining applications to operate a 

mobile food vending vehicle. 
 

1. Construction and finish of surfaces. 
a) The internal surfaces of walls, ceilings, doors, sliding partitions and those 

parts of the wall formed by built-in fittings, must be of stainless steel, 

colour bonded metal, laminated plastics (Formica, Laminex or Panelyte) 
or similar approved materials.  

b) All surface materials must be fixed so as to provide an impervious 
smooth even surface free of buckles, fixing screws, open joints, spaces, 
cracks or crevices.  

c) All wall floor and ceiling materials must be joint less to the maximum 
extent possible 

 
Note:  

i. A food vending vehicle includes any vehicle, whether mobile or 
stationary, used for the purpose of preparing or cooking food for sale. 

ii. Roadside stalls are prohibited in the Shire of Halls Creek and therefore 

roadside stalls will not be approved under this Policy 
iii. Where the Environmental Health Officer (EHO) is satisfied that any 

requirement of these criteria is inappropriate, or is not reasonably 
practicable in any particular case, the EHO may vary the requirement 
provided that there is no significant reduction in construction or hygienic 

requirements and the general intent of this policy. 
 

2. Road Safety 
a) Food vending vehicles are only permitted to operate as follows: 

i. On public roads except those arterial, sub-arterial and collector roads 

listed in Appendix 5 of this policy. 
ii. By standing on a permitted public road or authorised designated 

public place only for such period of time as the operator may be 
engaged in serving customers and must keep moving once the 
customers are served. 

iii. Council may approve longer stops in areas where traffic flow is low, 
including parking areas or authorised designated public places, but 

the length of time and number of food vending vehicle may be 
regulated as Council sees fit. 

iv. As a food stall in conjunction with an approved fete, fair, festival, 

carnival, community market or similar event held in a residential 
area or on a designated public place or reserve. However, the 

organisers of the event must also give their approval. 
v. Vehicle must have a flashing yellow strobe light on the roof. 
vi. Vehicle must have a “watch for children” sign measuring at least 

600mm x 600mm. 
vii. Vehicle must move to the side of the road when serving customers 

and cannot do this on Duncan Road/Highway or Great Northern 
Highway. 
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b) Food vending vehicles must not operate on those arterial, sub-arterial 
and collector roads listed in Appendix 5 of the policy. 

 
3. Surface materials and finishing 

a) All surfacing materials must be jointed and finished with cover strips 
provided in accordance with the manufacturer’s specifications. 
Overlapping is not permitted. 

b) Cover strips must be sealed with approved materials. 
 

4. Floors. 
a) Floors must be constructed of materials which are impervious, non-slip 

and nonabrasive, having an unbroken surface and capable of 

withstanding heavy duty operation. 
b) The intersections of all walls with floors must be coved (rounded) to a 

radius of at least 25 millimetres. 
c) Heavy duty vinyl sheeting and welded (seamless) jointed flooring 

materials must be laid over a solid base strictly in accordance with the 
manufacturer’s specifications. 

d) Where vinyl sheeting is turned up to form a cove, a fillet or backing piece 

must be fitted to provide support. 
e) Floors must be fitted flush with the door sill or alternatively, a floor 

waste with a screwed removable plug must be provided. 
 
5. Door openings and serving openings. 

a) Doors and serving hatches must be finished internally with the same 
materials as the walls. 

b) Adequate fly proofing must be provided to all door and window openings 
where appropriate. 

c) Roof vents must be proof against the access of flies and dust. 

d) The driving compartment of the vehicle must be separated and 
effectively sealed from the food preparation and storage section. 

e) A self-closing and close fitting door may be fitted to an opening in the 
dividing wall. 

f) The driving compartment must not be used for the storage, preparation 

and sale of food. 
g) The area of all serving openings must be as small as possible to assist in 

excluding dust, fumes and insects during travel. 
h) The doors of shutters to all door openings and serving openings must be 

close fitting and vermin proof. 

i) The serving compartment of food vehicles vending food (eg soft serve ice 
cream) must be fitted with a sliding window for serving customers. 

 
6. Cupboard and counter construction. 

a) Cupboard counter tops, benches and similar fittings must be constructed 

of metal, solid core timber or similar timber sheeting, glued or jointed to 
approval. 

b) The cupboard surfaces and counter tops must be free of cracks, crevices 
or cavities and all exposed surfaces including tops and exposed edges 
must be lined with a smooth impervious material. (see criteria 1 a) 
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c) Cupboards, counter tops and benches must be supported on non-
corrosive solid or tubular steel legs or brackets securely fixed to the 

walls. 
d) Timber framing is not permitted. 

e) A clear space between the floor and the underside of cupboards and 
shelving of not less than 150 mm must be provided. 

f) The flanges on all legs of fixed equipment must be sealed onto the floor 

material. 
g) All cupboards and component shelving must be lined internally with 

approved material. (see criteria 1 a) 
h) Cupboards designed with a cavity (false bottom) between the floor and 

the base is not permitted. 

i) Sliding doors of cupboards must have the bottom guides of runners 
designed to permit food refuse to fall through to the floor, or the bottom 

guides or runners may be terminated 25 millimetres from each end of 
the door opening so as to permit easy cleaning. 

 
7. Installation of fittings. 

a) Hot water heaters pump motors and refrigeration equipment must be 

mounted on metal frames at least 150 millimetres high. 
b) All service pipes including gas lines, electrical conduit and water and 

drainage pipes must be concealed into walls and floors. 
c) Cooking equipment must not be placed beneath windows, wall 

cupboards, serving openings or shelving. 

d) Refrigerators, freezers and cooking equipment must be secured to 
prevent movement, and positioned so as to provide a space of at least 

150 millimetres between the wall and the fitting (for easy cleaning). 
e) All food displayed is to be protected from likely contamination from 

droplet infection from customers’ breath, handling, smoking, or from 

insects, dust or other contaminants by approved glass or perspex 
screens.  

 
8. Ventilation. 

a) A mechanical ventilation exhaust system will be required to be installed 

with hoods serving such heating or cooking appliances as may be 
specified by the Council. 

b) Any exhaust ventilation system must be constructed and installed in 
accordance with the requirements of the Council. 

c) Fittings must not be placed directly above cooking or heating appliances 

where they might interfere with the flow of air into the mechanical 
exhaust ventilation system. 

d) The exhaust vent of the mechanical ventilation system must discharge 
vertically in an approved position where no nuisance will be created. 

e) All intake and exhaust vents must be fitted with a fly-proof screen when 

not in use. 
 

9. Washing facilities. 
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a) A single bowl sink of sufficient size to hold equipment and utensils must 
be provided with an adequate and instantaneous supply of hot and cold 

water through a common mixing spout.  
b) Hot water temperature must not be less than 45 degrees Celsius. 

c) Where eating and drinking utensils and vessels are re-used, a double 
bowl sink or an approved dish or glass washing machine must be 
installed.  

d) Hot water at a temperature of 77 degrees Celsius must be provided to 
one of the bowls. 

e) A wash hand basin with hot and cold water, mixed through a common 
spout, together with a sufficient supply of soap and single use towels, is 
to be provided. 

f) The vehicle must be equipped with a waste water tank external to the 
vehicle, of sufficient capacity to hold all waste liquids and with an outlet 

of sufficient diameter to facilitate easy flushing and cleaning.  
g) This tank must only be emptied at the premises at which the vehicle is 

housed and must be disposed of to the sewer to Water Corporation 
requirements 

h) A separate tub may be required for the thawing of foodstuffs. 

i) All sinks and wash hand basins must be provided with sanitary traps. 
j) All water used in the vehicle must be potable water stored in approved 

containers and suitably protected against likely contamination.  
k) All tanks must be capable of being easily cleaned. 

 

10. Hot and cold food storage and display units. 
a) Suitable refrigeration must be provided in the vehicle for the storage of 

all perishable foodstuffs. 
b) All refrigeration equipment must be capable of maintaining those 

temperatures prescribed in the ANZ Food Standards Code – Standard 

3.2.2. 
c) Refrigerated storage and dispensing equipment must maintain soft serve 

ice cream and soft serve flavoured ices at a temperature not greater 
than 5 degrees Celsius.  

d) Ice cream, flavoured ices and ice confections must be maintained at a 

temperature not greater than minus 18 degrees Celsius. 
e) Soft serve mix must be stored at temperatures according to the 

manufacturer’s instructions. 
 
11. Receptacles for clothing and soiled clothes. 

a) Separate lockers and receptacles with close fitting lids must be provided 
for the storage of operator’s clothing and soiled clothes respectively. 

 
12. Garbage. 

a) Suitable garbage receptacles with close fitting lids must be provided in 

the vehicle. 
b) When directed, a suitable receptacle must be provided outside the 

vehicle for depositing of take-away food containers and other litter. 
 

13. Use of vehicles. 
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a) A food vehicle must not be used for sleeping purposes. 
b) Every person engaged in the preparation or delivery of food for sale 

must keep, at all times, receptacles, utensils and vehicles used in 
connection with food for sale clean, free from dust, odours, flies and 

other insects. 
c) Every person engaged in the preparation or delivery of food for sale 

must, when so engaged, maintain his/her clothing and his/her body 

clean. 
d) The vehicle must be used for the vending and delivery of food only and 

must, at all times, be maintained in a satisfactory standard of 
cleanliness. 

e) The vehicle and equipment must be thoroughly cleaned at the conclusion 

of the days operations or before use each day 
 

14. Applications to install and operate a mobile food vending vehicle. 
a) An application for a mobile food vending vehicle must be made using an 

approved application form (as shown in Appendix 3 to this Policy) and 
payment of an application fee. 

b) Copies of the application form are available at the Council’s 

administration offices located at Lot 71 Thomas Street Halls Creek.  
c) Approval and registration of a mobile food vending vehicle is subject to 

an inspection of the vehicle which shows satisfactory compliance with 
this Appendix 1. 

 

15. Annual registration of mobile food vending vehicles. 
a) Applications for the annual registration of mobile food vending vehicles 

shall be dealt with under the Food Act 2008, as with all food premises. 
b) Arrangements for the Council’s Environmental Health Officer to carry out 

an inspection of a mobile food vending vehicle are to be made in July of 

each year.  
c) A fee for the inspection is to be paid pursuant to clause 26(a) of this 

Policy.  
d) A registration label will be issued upon satisfactory inspection and is to 

be stuck on to the inside of the windscreen or a fixed glass panel on the 

left hand side of the vehicle. 
e) Where the Environmental Health Officer (EHO) is satisfied that any 

requirement of these criteria is inappropriate, or is not reasonably 
practicable in any particular case, the EHO may vary the requirement 
provided that there is no significant reduction in construction or hygienic 

requirements and the general intent of this Policy. 
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APPENDIX 2 
Criteria Council must consider when determining applications to operate a 

temporary food stall. 
 

1. Method of construction. 
a) A temporary food stall must be constructed to minimise contamination of 

food. 

b) All temporary food stalls must have a roof covered with canvas or heavy-
duty opaque plastic sheeting or similar. 

c) Where food is being prepared inside the stall three sides must be 
enclosed to full height with similar material as for the roof.  

d) Shade-cloth may be used as an alternative for the sides. 

e) Food must not be prepared or displayed outside the stall. 
 

2. Protection of food. 
a) All food stored in the stall must be in sealed containers. 

b) A physical barrier must be provided between displayed food and the 
public. 

c) The preferred means of achieving this includes: 

i. Clear plastic/perspex sneeze barriers; or 
ii. Sandwich display type counters. 

d) Perishable foods consisting of meats, chicken, seafood, eggs, milk and 
milk products and cooked rice, must be kept, until sold, at temperatures 
above 60 degrees Celsius or below 5 degrees Celsius. 

e) A temporary food stall includes any structure, food stall or mobile food 
stall, erected installed or located on a public place or public reserve 

which is used for the sale of food for the duration of any fete, fair, 
festival, carnival, community market or similar event. 

f) A food stall includes any structure used for the purpose of selling any 

article of food that is built or designed to enable it to be dismantled and 
removed from the site when required. 

g) A mobile food stall includes any van, truck, trailer or movable module, 
used for the purpose of selling any article of food. 

h) Temporary food stalls preparing and/or selling perishable foods must be 

provided with: 
i. Fly-proof food warmers capable of storing food above 60 degrees 

Celsius; and/or 
ii. Refrigerators, freezers or coolers capable of storing food below 5 

degrees Celsius. 

 
3. Cooking facilities. 

a) All heating and cooking equipment including open flame barbecues and 
cooking plates are to be located within the temporary food stall and not 
within reach of the public. 

b) Every attempt must be made to protect such cooking area from dust 
contamination and droplet infection, i.e. coughing or sneezing by the 

public. 
c) Wherever cooking is carried out, adequate provision must be made to 

protect the stall walls from heat, flame and splashing. 
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4. Washing facilities. 

a) Separate washing facilities, one for washing hands and another for 
cleaning utensils and articles must be provided within the temporary 

food stall.  
b) For example, two plastic wash hand basins and a minimum of eight litres 

of water immediately available to the stall will satisfy this requirement. 

c) Disposable paper towels, liquid soap and dishwashing detergent must be 
provided in each temporary food stall.  

d) Use of alcohol based hand steriliser liquids is encouraged. 
 
5. Refuse disposal. 

a) Suitable garbage receptacles must be provided near the stall for the 
public to dispose of waste material. 

b) Adequate arrangements are to be made for the storage and removal of 
garbage. 

 
6. General requirements 

a) All condiments such as sauce, mustard etc., must be contained in 

squeeze type dispensers with resealable caps or in individual sealed 
packs. 

b) Only disposable utensils including knives, forks, spoons, chopsticks and 
disposable bowls and plates are to be provided to the public. 

c) All disposable eating utensils must be pre-wrapped in paper napkins, 

cellophane bags or similar material prior to distribution to the public. 
d) Drinking straws, paper cups, spoons etc., must be enclosed in suitable 

dispensers. 
e) Beverages must be dispensed from an enclosed receptacle equipped with 

a tap or spout. 

f) Service of food ready to eat shall be wearing plastic disposable gloves or 
a paper towel / serviette between the hand and the food. 

 
7. Open temporary food stalls. 

a) Only canned or bottled soft drinks and pre-packaged non-perishable 

foods, such as potato chips and confectionary, may be sold from open 
temporary food stalls. 

 
8. Applications to install and operate a temporary food stall 

a) A temporary food stall must not be used for the sale or preparation of 

food until it has been inspected and approved.  
b) An application for a temporary food stall must be made using an 

approved application form (as shown in Appendix 4 to this Policy) and 
payment of an application fee. 

 

9. Copies of the application form are available at the Council’s administration 
offices located at Lot 71 Thomas Street, Halls Creek Service Clubs and 

Community organisations may be exempt from paying an application fee.  
10. An application, however, is still required from these groups whose temporary 

food stall is to be inspected, prior to use. Local sporting groups who sell food 
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from canteens, stalls, barbecues or the like at regular weekend competition 
games must make application (with fee exemption) prior to the beginning of 

each season. 
11. Compliance with this Appendix 2 is required and inspections of these 

facilities will be made from time to time. 
12. Where the Environmental Health Officer (EHO) is satisfied that any 

requirement of these criteria is inappropriate, or is not reasonably 

practicable in any particular case, the EHO may vary the requirement 
provided that there is no significant reduction in construction or hygienic 

requirements and the general intent of this Policy.  
13. However, commercial operations will generally have to comply with all 

normal conditions. 
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FOOD ACT 2008 
 

Shire of Halls Creek 
Local Government Act Local Law 2002 

 
Application for a Mobile Food Vending Vehicle Licence 

 

Full Name of Applicant:   

 

Date:   Position:   

 

Address:   

 

Tel:   Mob:   

 

Email:   

 

Type of goods or services to be sold:   

 

  

 

Proposed Location:   

 

Proposed period of operation: Date:     

 

 Time:     

 Start Finish 

Vehicle details 

A plan of the Food Vending Vehicle (hand drawn may be adequate) must accompany this 

application. 

 

Body Type: eg van   

 

Make of Vehicle:   

 

Model of Vehicle:   Registration No:   

 

Inspected By:   Inspection Date:   

 

Licence Number:   

 

Licence Conditions: Traders are required to adhere to the Shire of Halls Creek policy HLT 

03 – Mobile Food Vending Vehicles and Temporary Food Stalls, which is attached to your 

permit. 

 
Signature of applicant:   Date:   

NOTE: you must receive basic advice from Council’s EHO on essential conduct. 
 
FEES: Annual / Daily 
NOTE: voluntary organisations may apply to Council for exemption of fees at least 6 weeks before 
the proposed trading dates. 

Fee Paid: Date Paid: Receipt No.: 

APPENDIX 3 
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FOOD ACT 2008 

Shire of Halls Creek 
Local Government Act Local Law 2002 

Application for a Temporary Food Stall Licence 
Full Name of Applicant:   

 
Date:   Position:   
 

Address:   
 

Tel:   Mob:   
 
Email:   

 
Type of goods or services to be sold:   

 
  
 

Specifics of Proposed Location:   
 

  
(you may draw a location map on the reverse of this form) 

 
Name of event:   eg fete, festival, sport 

 
Proposed period of operation: Date:     

 
 Time:     
 Start Finish 

 
Date and Time of Inspection Appointment:   
(stall must not be used until inspected and approved) 

 
Inspected By:   Inspection Date:   

 
Licence Number:   
 

Licence Conditions: Traders are required to adhere to the Shire of Halls Creek 
policy HLT 03 – Mobile Food Vending Vehicles and Temporary Food Stalls, which 

is attached to your permit. 
 
Signature of applicant:   Date:   

NOTE: you must receive basic advice from Council’s EHO on essential conduct. 
 

FEES: Annual / Daily 
NOTE: voluntary organisations may apply to Council for exemption of fees at least 6 weeks before 
the proposed trading dates. 

Fee Paid: Date Paid: Receipt No.: 

APPENDIX 4 
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Appendix 5 – Prohibited Roads 
 

The selling of food from mobile food vending vehicles is prohibited on Arterial 
Roads. 

 
Arterial Roads are; 

 Tanami Road 

 Great Northern Highway 
 Duncan Road 

 
Appendix 6 - Definitions 
 

Authorised person means: 
a. a person appointed under Part 10 Division 3 of the Food Act 2008; or 

b. a police officer. 
 

Food means a substance or compound commonly used, or represented as being 
for use, as food or drink for human consumption or as an ingredient (whether or 
not after processing) of food or drink for human consumption or use and 

includes: 
a. confectionery; and 

b. any spice, flavouring substance, essence, colouring matter or other 
ingredient whatever that enters into, or is used in, the composition or 
preparation of food or drink; and 

c. any substance or compound for the time being declared under the Food 
Act 2008 to be food. 

 
Food stall includes any facility or structure used for the purpose of preparing, 
cooking, serving or selling any article of food that is built or designed to enable it 

to be dismantled and removed from the site when required. 
 

Food vending vehicle or mobile food stall includes any vehicle or module, 
whether mobile or stationary, used for the purpose of preparing, cooking 
serving, handling or selling any article of food. 

 
Premises means any of the following: 

a. A building of any description or any part of it and the appurtenances to 
it; 

b. Land, whether built on or not; 

c. A shed or other structure; 
d. A tent or similar shelter; 

e. A swimming pool; 
f. A ship or vessel of any description (including a houseboat); and 
g. A van or vehicle. 

 
Authorised designated public place means an area that Council has 

approved a specific food vehicle or mobile food stall to operate in (subject to 
designated hours if any). 
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Designated public place means: 
a. A public reserve, public bathing reserve, public baths or public swimming 

pool or 
b. A public road, public bridge, public wharf or public road ferry; or 

c. A Crown reserve comprising land reserved for future public 
requirements; or 

d. Public land or Crown land that is not: 

i. A Crown reserve (other than a Crown reserve that is a public place 
because of paragraph a, b or c above); or 

ii. A common; or 
iii. Land that has been sold or leased or lawfully contracted to be sold or 

leased; or 

e. Land that is declared by the regulations to be a public place for the 
purposes of this definition. 

 
And for the purpose of this policy includes; 

 
f. Public reserve meaning as defined in Clause 1.2, Part 1 of the Shire of 

Halls Creek Local Government Local Law 2002: 

i. any thoroughfare or place which the public are allowed to use 
whether or not the thoroughfare or place is on private property; and 

ii. Local Government property  
 

but does not include premises on private property from which trading is lawfully 

conducted under a written law. 
 

g. Public road means a road which the public are entitled to use, and 
includes: 
i. Highway, street, lane, pathway, footway, cycleway, thoroughfare, 

bridge, culvert, causeway, crossing, by-pass and track way, whether 
temporary or permanent; and 

ii. Any part of a road and any part of any thing referred to in paragraph 
a.; and 

iii. Anything forming part of a road or anything forming part of any thing 

referred to in paragraph i. 
h. To eliminate any doubt, this policy applies to the whole Shire, including a 

road and reserve. 
 
Residential areas means all areas zoned residential (or mixed zoning that 

includes residential) in accordance with the Shire of Halls Creek Town Planning 
Scheme as amended from time to time. 

 
Preparation of food includes cooking and service of food. 
 

Retail trade means trade with consumers. 
 

Sell includes: 
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a. Barter, offer or attempt to sell, receive for sale, have in possession for 
sale, expose for sale, send, forward or deliver for sale or cause or permit 

to be sold or offered for sale; and 
b. Sell for resale. 

 
Temporary structure includes: 

a. a booth, tent or other temporary facility, whether or not a part of the 

booth, tent or enclosure is permanent; and 
b. a mobile structure. 

 
Temporary food stall means any facility, structure, apparatus, food stall or 
mobile food stall, erected, installed or located within the Shire that is used for 

the preparation, cooking, service or sale of food. 
 

Vehicle includes any means of transport, whether self-propelled or not, and 
whether used on land or sea or in the air, which is used or is capable of being 

used for the carriage, preparation, cooking or storage in connection with the sale 
of food. 
 

Vermin includes rodents, reptiles, arachnids and insects of all descriptions. 
 

Other Relevant Documents 
The following documents are related, either directly or indirectly, to the Policy: 

 Local Government Act 1995 – particularly Part 3 (Functions of Local 

Governments) Division 2 (Legislative functions of Local Governments); 
 Food Act 2008; 

 Shire of Halls Creek Local Government Act Local Laws 2002 
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HLT 04 Refuse Site Operation 
 

Policy Number HLT 04 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2012/002 

Adoption Date 16 February 2011 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. To provide guidance on the Councils’ position regarding the principal of user 
pays at the waste facility. 

 
Policy 
 

2. The Council continues to support the principle of “user-pays” for the refuse 
site, to enable the Council to maintain the waste management facility within 

prescribed standards. 
3. The Council does not grant any discount, waiver or exemption for any refuse 

site fees and charges. 
4. The Council does not allow a refund of the purchase of any refuse site 

voucher. 
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HLT 05 Rubbish Bins are the Property and   
  Responsibility of the Property Owner 
 

Policy Number HLT 05 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2012/84 

Adoption Date 21 June 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide guidance on the responsibility of replacement rubbish bins. 
 
Policy 

 
2. Damaged bins are to be repaired or replaced at the cost of the property 

owner. 
3. The rubbish bin collection personnel will provide damage reports, and bin 

owners will be required to replace or repair the damage. 

4. Property owners or their tenants must advised if they consider the collection 
service has damaged their bin in some way, and this is to be reported 

immediately so the matter can be investigated in a timely manner. 
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HLT 06 Firearms Storage and Use 
 

Policy Number HLT 06 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2013/52 

Adoption Date 20 June 2013 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. This policy ensures the safe and legal storage and use of the Council’s 
firearms. 

 
Responsible Officer 
 

2. The Director Health and Regulatory Services shall be responsible for the 
implementation, maintenance and review of this policy. 

 
3. Definitions 

4.  
a) Authorised Officer: Shire of Halls Creek employee qualified to use 

firearms and listed in the corporate firearms licence. 

 
Fitness to Access and Use Firearms 

 
5. Council officers accessing and using Council firearms are to ensure that they 

are not suffering from fatigue, the effects of illicit or licit substances or other 

medical conditions which could prevent them from undertaking their duties 
and making decisions in a safe manner. 

6. Council officers taking prescription drugs or other substances that may 
adversely impact upon their performance and decision making capabilities 
are to declare this to the Director Health and Regulatory Services, who shall 

assess the condition of the Council officer and determine their suitability to 
carry a firearm. 

7. Similarly, any existing psychological or physiological conditions that may 
impact upon performance and decision making are to be declared for 
assessment. 

 
Access to Firearms 

 
8. Only authorised Council officers can access a firearm where the performance 

of their duties under statutory and legislative requirements necessitates the 

use of such firearm. 
9. It is the responsibility of authorised Council officers to have a full 

understanding of all relevant legislative / statutory acts and regulations 
which authorise them to access, possess and use firearms during the course 
of their duties. 
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10. Authorised Council officers shall adhere to the four (4) international firearm 
safety rules at all times: 

a) Treat all firearms as loaded. 
b) Always point the firearm in a safe direction (defined as no loss of human 

life and minimal damage to property if a discharge was to occur) 
c) Finger off trigger until you make a conscious decision to shoot 
d) Identify your target and surroundings 

 
Serviceability Checks of Firearms 

 
11. When removing a firearm for use, all serviceability and safety checks must 

be completed. 

12. All firearms should be cleaned and maintained with a regular cleaning 
schedule in place. 

13. Any damage to a firearm must be recorded and the Manager notified. 
14. Any firearm which is believed to be unserviceable or damaged is NOT to be 

used for operational purposes and is to be sent for immediate repairs by a 
qualified gunsmith. 

15. The correct calibre ammunition must always be used for each firearm 

 
Firearm / Ammunition Register 

 
16. Authorised officers may only use Council issued firearms in the performance 

of their duties. 

17. Council officers shall not possess or use a firearm that has not been issued 
to them in accordance with this policy, on Council duties. 

18. Council officers shall not possess or use a Council Corporate firearm when 
not on duty or for personal use. 

19. Any requirement to use a Council firearm outside of normal working hours 

will be authorised and approved by a Council Manager and will be recorded. 
20. When the use of a firearm is/may be required, the firearm and ammunition 

shall be booked out by the Authorised Officer. 
21. The firearm will be booked back in at the completion of the relevant duties 

and the amount of expended ammunition is to be recorded within the 

register. 
22. The Director Health and Regulatory Services should monitor the use of 

firearms and sign the firearms Log Book weekly. 
 

General Operating Procedures for Firearms 

 
23. All firearms and ammunition will be stored in separate locked cabinets (i.e. 

firearms and ammunition cannot be stored together). 
24. Firearms and ammunition must never be left unattended or unsecured. 
25. When transporting firearms and ammunition in a vehicle, the ammunition 

should be secured in a lock box, separate from the firearm. 
26. As soon as you have finished shooting, remove the magazine (if fitted), 

unload and clear the chamber. 
27. Never allow unauthorised persons to hold, handle or discharge a firearm. 
28. Do not climb fences or obstacles with a loaded firearm 
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29. Do not run with a loaded firearm 
30. Do not rely on safety catches to prevent a discharge 

31. Hearing and eye protection must be worn at all times when discharging a 
firearm. 

 
Responsibilities of Persons Issued with a Council Firearm 
 

32. A member issued with a firearm is accountable for the firearm at all times 
and will ensure that: 

a) They are an Authorised Officers listed on the Halls Creek Council 
corporate firearms license. 

b) They are fully acquainted with the relevant legislative, statutory and 

regulative provisions they are operating under and ensure that the use of 
firearms is duly covered within those statutes. 

c) Firearms and ammunition are stored in a manner approved under the 
Firearms Act and regulations and the policy and procedure of the Halls 

Creek Council. 
d) The required entries are made in the Firearm / ammunition register at 

the commencement and completion of duty 

e) The firearm and associated equipment is used in a manner consistent 
with approved training, within the scope and authority of all relevant 

legislation and statutory requirements. 
f) They have attended relevant training in safe use and handling of 

firearms. 

g) They attend new and refresher firearms and safety training as directed 
by the Manager. 

 
Responsibilities of Halls Creek Council Managers and Supervisors 
 

33. Managers and Supervisors of members carrying firearms will ensure that: 
a) They are fully acquainted with the relevant legislation and statutory 

provisions affecting the use of firearms 
b) Changes in relevant legislation is communicated to staff under their 

control immediately 

c) The issue of a firearm is justified and that sufficient consideration and 
assessment of the risks involved in the duties or functions is given when 

determining if, and when, a firearm is to be used. 
d) The firearm / ammunition register is maintained in accordance with these 

instructions. 

e) Regular inspections of not less than once (1) per week are conducted 
and recorded to ensure that all firearms are accounted for. 

f) Appropriate audit procedures are carried out on a regular basis 
 

Private Firearms/Ammunition 

 
34. Private firearms and ammunition must not be carried or used for Council 

duties. 
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Risk Assessment and Situational Appreciation 
 

35. Council officers who intend to use and discharge a Council firearm in the 
course of their duties are required to conduct a situational appreciation and 

risk assessment prior to discharging a firearm. 
36. The Council officer must first satisfy themselves that they have considered 

all factors and risks involved given the time, place and circumstances and 

that all other options have been exhausted or precluded necessitating the 
use of a firearm. 

37. The Council officer must be satisfied that they are lawfully justified in using a 
firearm (as opposed to any other option including tranquiliser gun) and that 
the discharge of the firearm is safe given all factors. 

38. The Council officer must be satisfied that their decision to discharge a 
firearm will stand up to review and scrutiny by external bodies (i.e. WA 

Police, Corruption and Crime Commission, WA State Coroner). 
39. Factors which are to be considered during a risk assessment include (but are 

not limited to): 
a) Direction of intended discharge 
b) Firing towards homes, roads, public areas, parks, areas of known 

pedestrian traffic 
c) Firing towards hard surfaces and water 

d) Persons in close proximity 
e) Maximum effective range of ammunition being used at the time 

 

Procedures for Lawfully Destroying Animals 
 

40. If you are required to destroy impounded or surrendered dogs, ammunition 
should not be chambered into the firearm until the dog is correctly secured 
or restrained. 

 
Procedures and Reporting for Discharging a Council Firearm in a 

Public Place 
 

41. Before a Firearm may be discharged in a public place the following measures 

must be put in place: 
a) All other practical operational options have been explored and precluded 

given the time, place and circumstances. 
b) There should always be at least two qualified people on site where 

practicable. 

c) All measures must be taken to make sure that the surrounding 
environment is clear of both people and possible hazards – the ultimate 

consideration is the safety of all persons. 
d) All safety measures must be put into practice before any shot can be 

discharged – if there is any risk of injury to any person, the firearm must 

not be discharged. 
e) Local police MUST be informed of the location, your requirements, your 

name and the names of any other Council employees on site. Local police 
should also be given an over view of the situation or the history involved 
were possible. 
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f) If the above measure is not possible through time constraints, the 
Council Officer must at the first possible opportunity contact the police 

and inform them that: 
i. they have discharged a Firearm; 

ii. their name; 
iii. their location; and 
iv. any other information that the police require. 

g) Notes must always be taken on site and a report forwarded to your 
Manager as soon as possible. 

h) This report must always be entered into the Council’s records system 
(InfoXpert). 
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HSG 01 Employee Housing 
 

Policy Number HSG 01 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2008/13 

Adoption Date 28 February 2008 

Review Date & Resolution 21 May 2009 (Resolution no. 2009/101) 
17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. Council acknowledges the high cost of private rental accommodation in the 

Shire. 
2. The purpose of this policy is to provide sufficient accommodation to meet 

service delivery requirements, and to provide consistency of practice. 

 
Application 

 
3. Housing may be provided to permanent full-time employees when it 

becomes available as determined by the Director Infrastructure Asset and 
the Chief Executive Officer. 

4. Employees who take up tenancy in a Council residence are subject to the 

terms and conditions under the Residential Tenancies Act 1987. 
5. All agreements and variations must be in writing on the prescribed forms. 

6. Employees who wish to take up tenancy in a Council residence are to sign a 
lease prior to occupation of that residence. 

7. Each financial year, the Council will set the subsidised employee rental rates 

into the Annual Budget Fees and Charges.  These rental rates will not 
increase by more than 10% per annum. 

8. Tenants will receive the prescribed notice of any rent increases in accordance 
with the Residential Tenancies Act 1987. 

9. Rental rates for non-employees are payable at five (5) times the subsidised 

employee rate (500%). 
10. Houses built and available for rent during the financial year will have a 

comparative subsidised employee rental rate set by the Director 
Infrastructure Assets and Chief Executive Officer, and will be incorporated 
into the next Annual Budget. 

11. Employees can apply to the Director Infrastructure Assets and Chief 
Executive Officer for an alternative housing option, and each application will 

be assessed on a case by case basis with no precedent applicable.  Such 
changes are deemed to be a new tenancy, and are subject to a new bond 
and lease agreement. 

 
Tenant Responsibilities 

 
12. The rent payable may be salary sacrificed subject to the provisions of the 

Income Tax Assessment Act, the Tax Administration Act and the appropriate 

tax rulings. 

Page 133 of 242



 

 

  
   

 

13. Rent is due and payable from the first full pay the employee receives rather 
than the first date of occupancy.  As a courtesy, the Council will not ask for 

rent if the first pay is not a full pay period. 
14. A security bond equal to four weeks’ rent is payable after the signing of the 

lease in accordance with the Residential Tenancies Act 1987. 
15. A pet bond is to be paid in accordance with the Residential Tenancies Act 

1987 if an animal is kept on the property, including visitors’ animals that 

remain on the property for longer than 24 hours.  The pet bond may be used 
to meet costs of fumigation of the property. The pet bond payable is 

$260.00 with all existing tenant pet bonds adjusted as at the next scheduled 
rental increase. 

16. The bond will be payable by payroll deductions in 4 fortnightly instalments 

commencing from the first full pay after the lease is signed. 
17. The payments for the bond will be held in trust until all payments are 

received, at which time the bond will be forwarded in full to the Residential 
Tenancies Authority. 

18. Additional bond payment may be required at the discretion of the Director 
Infrastructure Assets and the Chief Executive Officer if the rent is increased, 
and will be payable in the first pay period after the Annual Budget is 

adopted. 
19. Where the housing has a separate water meter, tenants will be responsible 

for any water charges in excess of 750 kilolitres per annum. 
20. Where an employee has rental accommodation from another source in the 

Shire, the Chief Executive Officer may provide a reimbursement of up to 

20% of the rent paid upon presentation of receipts.  This reimbursement will 
be paid monthly.  The employee should seek their own financial advice on 

how this will affect their taxable income. 
21. It is the responsibility of the tenant keep the property secure, and to provide 

their own insurance on their personal possessions. 

22. All persons residing at the Council’s shared accommodation such as the 
Single Person’s Quarters must abide by the applicable Code of Conduct. 

 
Termination of Employment 
 

23. At the conclusion of employment, an employee in Council housing must 
vacate the premises within twenty one (21) days of their employment end 

date unless otherwise negotiated with the Chief Executive Officer.  The 
negotiated vacant possession date will be in writing. 

24. A letter from the Council terminating employment of the tenant or a 

resignation letter from the employee tenant will be considered the 
appropriate grounds for providing notice to vacate the residence in twenty 

one (21) days to satisfy Section 61 (e) of the Residential Tenancies Act 
1987.  Such notice will commence from the date of the letter. 

25. An inspection must be made of the premises with the tenant (where 

possible) to allow the tenant to make good any issues with the premises. 
26. Any cost of repairs other than reasonable wear and tear will be the 

responsibility of the tenant.  Any costs beyond the level of the bond will be 
recovered from the tenant. 
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Prohibitions 
 

27. The Council does not allow employees residing in Council housing to sublet 
or enter a separate tenancy arrangement, whether rent is paid or not, to any 

other person.  This includes verbal tenancy arrangements. 
28. Employees and their associates (excluding their partner, spouse or children) 

must not conduct any business from the Council housing without the prior 

approval of the Chief Executive Officer. 
29. Non-compliance with items 27 or 28 may result in the market rental rate 

being applied retrospectively to the tenancy for the duration of the non-
compliance.  The additional rent will be deducted from the employee’s pay 
over a timeframe determined by the Director Infrastructure Assets and the 

Chief Executive Officer. 
30. The lease will specify the number of family members or friends allowed to 

reside at the property, taking into consideration the additional cost to the 
Council of providing services for these people. 

31. Animals are not permitted at shared accommodation such as the Single 
Person’s Quarters. 

32. Non-compliance with this policy by employees may result in disciplinary 

action being taken. 
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IAM 01 Installation and Usage of Livestock Grids 
 

Policy Number IAM 01 

Responsible Department Infrastructure Assets 

Adoption Resolution Number 2012/163 

Adoption Date 20 September 2012 

Review Date & Resolution 21 May 2009 (Resolution no. 2009/101) 
17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. The purpose of this policy is to ensure that livestock grids are only installed 

for genuine grazing purposes and are of an appropriate and consistent 
standard which minimises any safety risk to road users. 

2. This policy will improve the safety of the public road network by assisting 

landowners and local farmers to locate and install livestock grids to allow for 
the daily movement of livestock across a road or graze livestock within the 

road reserve without causing an adverse impact to other road users. 
3. The objectives of this policy are to: 

a) develop a common understanding of the definition and purpose of a 
livestock grid; 

b) provide guidance and consistency for the approval and installation of 

livestock grids across the municipality; 
c) support procedures for the application, approval, construction, 

maintenance, and repair of livestock grids; 
d) identify the standards for the construction of livestock grids; 
e) define maintenance responsibilities for livestock grids; 

f) define registration and recording procedures for livestock grids; 
g) ensure that the location of livestock grids does not materially affect the 

safety of road users; and 
h) control private structures on public roads and to ensure that all 

associated works are carried out to approved standards. 

 
Definitions 

 
4. The definitions for this policy include: 

a) “The Council” means the elected members and their administration of 

the Shire of Halls Creek. 
b) A “landowner” means the respective adjoining landowner to roads 

under the responsibility of the Council. 
c) “Livestock grid” means a type of obstacle used to prevent livestock 

from passing along a road which penetrates the fencing surrounding an 

enclosed piece of land.  Livestock grids generally consist of a depression 
in the road covered by a transverse grid of bars or rails, normally 

constructed of metal and firmly fixed to the ground on either side of the 
depression.  The gaps between the bars or rails are wide enough for an 
animal’s legs to fall through, yet are sufficiently narrow so as not to 

impede a wheeled vehicle.  For the Council’s purposes, a livestock grid is 
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considered an inherent component of a road and can be regarded as 
road infrastructure. 

d) “The Shire” means the Shire of Halls Creek and the land contained 
within. 

 
Scope 
 

5. This policy covers all matters relating to the management of both existing 
and new livestock grids located on public roads within the Council. 

6. This policy shall apply to both new and existing livestock grids. 
 

Responsibility over roads 

 
7. The Council is responsible for dedicated roads pursuant to the Local 

Government Act 1995 and the Land Administration Act 1997 even if such 
roads are deemed to be owned by the Crown. 

8. Main roads, highways and secondary roads (those which are not assigned or 
partly assigned to a local government) are omitted from the Council’s 
responsibility in accordance with the Main Roads Act 1930. 

9. A highway, main road or secondary road for the purpose of the Main Roads 
Act 1930 is the responsibility of the Department of Main Roads. 

10. The Council has the control, care and management responsibility of its public 
roads but the provisions of this policy impose responsibility for permitted 
livestock grids on the respective adjoining landowner. 

11. This policy is implemented to manage the Council’s liability for the livestock 
grids. 

12. The Council is not required to provide livestock grids as part of its road 
infrastructure and can therefore prohibit them or, as this policy provides, 
permit the installation of a livestock grid on such conditions as it considers 

appropriate. 
 

Responsibility of the landowner 
 

13. The landowner must seek the Council’s permission to install livestock grids. 

14. The landowner is to be fully responsible for the construction, ongoing 
maintenance, eventual decommissioning or reconstruction of a livestock grid, 

and the landowner must organise appropriate public liability insurance which 
covers themselves and the Council. 

 

The extent of livestock grid responsibility 
 

15. The extent of the responsibility for the landowner where the livestock grid 
ends and the road begins, is any part of the road that needs to be modified 
to support the installation, maintenance or repair of the livestock grid. 

  

Page 137 of 242



 

 

  
   

 

 
Application for the installation of new livestock grids 

 
16. A livestock grid may only be constructed in circumstances where the Council 

considers it appropriate to do so, and only if the application satisfies the 
following criteria: 
a) The Council must be satisfied that there is no significant impact on road 

safety due to the livestock grid changing the road structure, reducing 
sight distance, obstructing the road, or in any other way impairing the 

use of the Road; 
b) The livestock grid is to be used for genuine grazing purposes only; 
c) The livestock grid must be located at a location deemed suitable by the 

Council which will allow for current road usage patterns to continue and 
the future traffic requirements of the road will not be impeded; 

d) The proposed livestock grid must have a width which is the greater of 
the following: 

i. Minimum Standard Trafficable Width for the road classification; or 
ii. The existing width of the road either side of the livestock grid; 

e) The livestock grid must be designed to cater for HS20-T44 loading with 

drawings and computations certified by a qualified Structural Engineer; 
f) Statutory planning requirements must be met if applicable; 

g) Council approval must be granted and approval is, amongst other things, 
dependent on the landowner following all procedures set by the Council’s 
Infrastructure Assets Division; 

h) An agreement in a form approved by the Council must be signed by the 
landowner which will include provision that: 

i. the landowner agree to full responsibility for all costs associated with 
the construction, 

ii. the landowner agree to indemnify the Council in regard to any risk, 

loss or liability arising in relation to the livestock grid; 
i) The landowner deriving benefit from the livestock grid must obtain and 

maintain public liability insurance to cover against any claims for liability 
occurring as a result of or in connection with the installation, 
maintenance or use of the livestock grid. 

j) Public liability insurance shall have a minimum combined single claim 
limit of $10 million; and 

k) All grazing operations within the road reserve are to be conducted in 
accordance with all relevant Shire of Halls Creek Local Laws. 

 

Submitting an application 
 

17. To apply for the installation of a livestock grid the owner of the land adjacent 
to which the public road passes must complete a Livestock Grid Installation 
Application Form and pay the applicable application fee, as determined by 

the Council. 
18. For further explanation of the process to be followed, refer to the attached 

Process Map for Application to Install a Livestock Grid and Livestock Grid 
Installation Application Form (“Application Form”). 
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19. In addition to the requisite Application Form, an applicant landowner must 
submit engineering plans certified by a Structural Engineer and satisfy the 

conditions set out in paragraph 16 above. 
 

Cost to apply 
 

20. The application fee is stipulated in the Shire of Halls Creek Fees and Charges 

document for the current Adopted Budget. 
21. If an application is unable to be approved due to it failing to meet the 

necessary criteria, the application fee will not be reimbursed and the 
applicant landowner will be advised in writing that the application has not 
been successful. 

 
Assessment for the installation of new livestock grids 

 
22. Prior to the approval of an application for a livestock grid, the Council shall 

consult with other adjoining landowners within close proximity to the 
proposed livestock grid location. 

23. A letter will be sent to these landowners outlining the proposed livestock grid 

and its location, which will invite the recipients to make submissions in 
response to the proposal within 28 days. 

24. The Council may respond to any submissions as and when it deems 
appropriate. 

25. The Council may consider any submissions in the assessment of an 

application for a livestock grid. 
26. The Council’s approval for the construction of a livestock grid is not given 

until both of the following have occurred: 
a) the applicant landowner has received notice in writing from the Council 

of the intention to approve; and 

b) a written agreement as required by 6.2.1 of this policy is executed by 
both the Council and the landowner in a from acceptable to the Council. 

27. Locations that, in the Council’s opinion, do not warrant the use a livestock 
grid will not be approved for livestock grid installation. 

28. Once installed, a livestock grid forms part of the road and becomes the 

property of the Council, notwithstanding landowner’s responsibility to 
maintain the livestock grid. 

 
Construction of new livestock grids 
 

29. This policy requires all livestock grids on public roads to be installed and to 
adequately meet technical requirements including minimum width, load 

bearing capacity, materials, signage, and visibility markings. 
30. The applicant landowner must provide design details for the structure to 

cater for HS20-T44 loading, and have a design certified by a Structural 

Engineer. 
31. Subject to their design specifications being referred to the Council, 

prefabricated livestock grid units may be approved for use. 
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32. The applicant landowner shall construct drainage under the livestock grid to 
ensure that no damming or ponding of storm water run-off occurs on the 

carriageway and adjacent areas. 
33. Details of grid structure, foundations, abutments, approaches and horizontal 

and vertical alignment shall be submitted with the application for a livestock 
grid, and shall: 
a) be sufficient to guarantee the safe transit of vehicles and other road 

users; and 
b) not interfere with the natural drainage of the area. 

34. All works are to be carried out in accordance with the Council’s Road 
Management Plan, Occupational Health & Safety legislation, the Local 
Government Act 1995, industry standards and applicable Australian 

Standards. 
35. The Council may provide guidance if required. 

36. A diagrammatic representation of the construction of a livestock grid, 
associated by-pass gate, and side track can be provided by the Council on 

request. 
 

Location 

 
37. A livestock grid shall only be installed at a location approved by the Council. 

38. A proposed location must satisfy road traffic safety requirements, and 
consideration shall be given to issues such as existing road alignment and 
safe sight distances in evaluating the appropriateness of a proposed location. 

 
Trafficable Width 

 
39. The trafficable width shall be as described at paragraph 16 d). 
40. Where an existing livestock grid has been constructed with a width less than 

either condition, the signage should include a `No Overtaking or Passing’ 
warning sign (R6-1A) on each approach. 

 
By-Pass Gate 
 

41. The by-pass gate shall be made of resilient material, be of minimum width 
3.66 metres and should be arranged to be free swinging. 

42. It must remain unlocked and fully functional to allow unimpeded access. 
43. By-pass gates shall be constructed at right angles to the road centerline. 
 

Livestock Grid Side Track 
 

44. The livestock grid side track which services the by-pass gate is to be 
constructed to a standard suitable for the passage of stock. 

 

Signage 
 

45. Signage is to be erected in accordance with AS1742.2 Manual of Uniform 
Traffic Control Devices - Traffic Control Devices for General Use. 
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46. This requires a ‘Grid’ warning sign (W5-16) on either side of the livestock 
grid between 50 metres to 200 metres from the structure. 

47. A set of G9-206(L) and G9-206(R) chevrons are also required on either side 
of the structure. 

48. Where the trafficable width is inadequate, signage is required as described in 
paragraph 40. 

 

Responsibility of existing livestock grids 
 

49. The responsibility of the existing livestock grids is dependent on who 
originally installed the livestock grid. 

50. That is: 

a) Where the Landowner originally installed the livestock grid, the 
Landowner remains responsible for all repairs, maintenance and if 

required replacement/removal. 
b) Where the Council originally installed the livestock grid, the Council 

remains responsible for all repairs, maintenance and if required 
replacement/removal. 

c) Where the Landowner cannot prove Council ownership of a livestock grid, 

the responsibility will remain with the Landowner. 
 

Registration of existing grids 
 

51. Where there is an existing livestock grid that has not been approved by the 

Council and the landowner satisfies the Council that there is an ongoing use 
of the livestock grid and it is still required then: 

a) the landowner must apply to the Council to register the livestock grid 
with the Council; 

b) the landowner must at its expense make the livestock grid comply to the 

standard required by the Council; and 
c) the landowner must sign an agreement on similar terms to an agreement 

for new livestock grids. 
 

Unregistered and Pre-existing Livestock Grids 

 
52. Landowners who use existing unregistered livestock grids on roads that run 

through or are adjacent to their property are required to lodge a Livestock 
Grid Registration Application Form with the Council. 

53. The applicant landowner will be: 

a) required to identify whether the current condition of the livestock grid 
complies with the specified standards; and 

b) to advise the Council of the details of any current public liability 
insurance. 

54. A Certificate of Currency issued by the insurer is required as proof of an 

insurance policy. 
55. Registration of pre-existing livestock grids will only occur where a livestock 

grid complies with the required and specified construction and maintenance 
standards. 
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56. In cases where the condition of the livestock grid does not comply with the 
appropriate standards, the Council will advise the landowner of the 

appropriate measures to be taken. 
57. These may include, but are not limited to: 

a) upgrading of the structure or ancillary infrastructure to comply with 
current standards; 

b) upgrading a policy of insurance; 

c) replacement of the structure or ancillary infrastructure to comply with 
current standards; or 

d) removal of the structure and reinstatement of the road. 
58. When an unregistered livestock grid is brought to the Council’s attention, the 

adjoining landowners will be consulted to establish whether there is a need 

for the livestock grid. 
59. The Council will send the landowners a letter in relation to a specified 

livestock grid requesting submissions from the recipients within 28 days. 
60. This letter may detail the results of any inspection carried out by the Council.  

61. The submissions received will be judged on their merit and a decision on the 
future of a livestock grid will be at the Council’s discretion. 

62. In conjunction with the issuing of a letter, a public notice will also be placed 

on any unregistered livestock grid. 
63. If no response is received following a request for submissions, the Council 

may take the appropriate action to remove the livestock grid and all ancillary 
infrastructure from the road reserve. 

64. The adjoining landowners will be notified at least 28 days prior to the 

removal of the livestock grid to allow for provisions to be made for the 
containment of livestock. 

65. The containment of any livestock remains the sole responsibility of the 
landowner and the Council bears no responsibility for any damage or injury 
arising from loose livestock. 

66. The cost of removing the livestock grid and the necessary impounding of any 
livestock may be recovered by the Council from the adjoining landowners.  

67. All materials salvaged from the removal operation will remain the property of 
the Council. 

 

Review of livestock grids 
 

68. The Council may review all livestock grids on an ongoing basis to assess 
their condition and whether they are still required or used. 

 

Conditions imposed on livestock grids 
 

69. The Council may impose additional conditions on the continued use of a 
livestock grid from time to time. 

 

Maintenance Standards Structural Components 
 

70. The landowner must maintain the structure and signage of the livestock grid 
to ensure its compliance with the construction standards as detailed by this 
policy. 
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71. All maintenance work must be authorised and carried out by the Council at 
the applicant landowner’s expense and in accordance with Occupational 

Health & Safety requirements, the Local Government Act 1995, industry 
standards and applicable Australian Standards. 

 
Maintenance Standards Road Carriageway 
 

72. The landowner is responsible for the maintenance of the carriageway for a 
distance of 20 metres either side of the livestock grid. 

73. The Council may carry out maintenance of the carriageway within this 
distance from the structure at the landowner’s expense. 

74. The landowner may not carry out maintenance works on a carriageway 

unless previously approved by the Council. 
 

Failure to Maintain 
 

75. The Council will issue a Repair Notice when necessary and the notice will 
detail the repair work required.  

76. If the Repair Notice is not complied with the Council may revoke its approval 

and remove a livestock grid if the landowner fails to ensure the continual 
maintenance of the livestock grid and the provision of the appropriate 

signage. 
 

Proactive Inspections 

 
77. The landowner is responsible for undertaking regular inspections to ensure 

the livestock grid and other required infrastructure comply with the specified 
standards. 

78. A Council employee will inspect the livestock grids as part of scheduled road 

network inspections and the landowner will be notified in writing, via a 
Repair Notice, of any identified defects which require maintenance. 

 
Reactive Inspections 
 

79. A Council employee will conduct an inspection in response to the concerns of 
any person in relation to a livestock grid within the Council’s precinct. 

80. The landowner will be notified in writing of any identified defects which 
require maintenance. 
 

Compliance Review 
 

81. A landowner is required to complete an annual Compliance Inspection of a 
livestock grid to ensure the Council of continual compliance with the required 
construction and maintenance standards. 

82. The Council shall give a landowner notice in writing as to when a Compliance 
Inspection is due. 

83. The landowner must carry out the inspection and submit a completed 
Livestock Grid Inspection Report and a Certificate of Currency issued by their 
public liability insurer within 14 days of being given notice of the inspection. 
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84. The Council will conduct an audit of the information submitted and carry out 
inspections at random to verify the accuracy of the Compliance Inspections. 

85. If the livestock grid is held to not comply with the construction and 
maintenances standards or the public liability insurance is invalid or 

inadequate the Council may revoke its approval of a livestock grid. 
 
Damage incurred to livestock grids during road maintenance 

 
86. Where the Council has damaged the livestock grid while undertaking road 

maintenance, which is inclusive of Council Graders and Council Contractor 
Graders, the Council will repair all damage incurred. 
 

Damage incurred to livestock grids during landowner maintenance 
 

87. Where the landowner or the landowner’s contractor damages the livestock 
grid and immediate road structure conducting maintenance or the grid, it is 

the responsibility of the Landowner to repair the grid and immediate road 
structure that is damaged. 
 

Damage incurred due to normal wear and tear 
 

88. Where damage has incurred due to ordinary use (by road users and the 
Landowners) of the livestock grid as part of normal wear and tear, this is 
considered normal maintenance and is the responsibility of the landowner.  

89. Section 70 applies in this circumstance. 
 

Costs associated with the removal of livestock grids 
90. All costs associated with the removal of a livestock grid will be recovered 

from the landowner and all materials salvaged shall remain the property of 

the Council. 
 

Unapproved livestock grids 
 

91. Where there is an existing livestock grid that has been installed by a 

landowner but has not been approved by the Council, and either the 
landowner agrees to its removal or is unable to satisfy the Council that there 

is an ongoing use of the livestock grid that requires its retention then the 
livestock grid may at the discretion of the Council be removed and the road 
reinstated and the cost recovered from the landowner. 

 
Livestock grids which no longer meet criteria 

 
92. If a livestock grid (whether registered or unregistered) is considered by the 

Council to be no longer in active use for genuine grazing purposes, the 

landowner may be directed by the Council to remove the grid and if so 
directed will remove the grid and reinstate the road pavement. 

93. If the landowner does not comply with the direction the Council may 
undertake the works and to recover the cost from the landowner. 
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Changed road conditions 
 

94. The Council may at any time terminate the approval for a livestock grid 
when changes occur to the classification or alignment of the road on which it 

is situated or if there is a demonstrated change in road usage patterns which 
the Council considers warrants the removal of the livestock grid. 
 

Livestock grids which have not been properly maintained 
 

95. If the Council determines that a livestock grid is not maintained at the 
appropriate standard or its use is not warranted, the Council may remove 
the livestock grid and reinstate the road at the landowner’s expense. 

96. If the standard of maintenance of a livestock grid is in dispute and the 
applicant landowner has failed to demonstrate to Council’s satisfaction that a 

livestock grid has been maintained to the standards of this policy and any 
agreement, the Council may, at its discretion, remove the livestock grid and 

reinstate the road at the landowner’s expense after giving reasonable notice. 
 
Alternatives to livestock grids 

 
97. Where an application for a livestock grid does not satisfy the requirements 

as outlined in this policy, an applicant landowner may need to consider one 
of the following options: 
a) Abandon the application for a livestock grid; or 

b) Make an application for an alternative control measure which may be, 
but is not limited to a: 

i. stock crossing; 
ii. roadside grazing permit; or 
iii. stock underpass, in accordance with the Council’s policies and local 

laws. 
 

Supporting Documentation 
Statutory References 
 Local Government Act 1995 

 Land Administration Act 1997 
 Main Roads Act 1930 

 
Related Documents 
 Installation and Usage of Livestock Grids Procedure 

 Installation of Livestock Grids Process Map 
 Installation of Livestock Grids Application Form 

 Agreement for the Installation and Use of Livestock Grids in the Shire of 
Halls Creek 

 Livestock Grids Inspection Report Form 

 
References 

 Shire of Wyndham East Kimberley Livestock Grid Policy 
 Shire of Derby West Kimberley Livestock Grid Policy 
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IAM 02 Crossovers to Residential Properties 
 

Policy Number IAM 02 

Responsible Department Infrastructure Assets 

Adoption Resolution Number 2012/164 

Adoption Date 20 September 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. The purpose of this policy is to provide a consistent approach to the 
construction of vehicle crossovers for residential properties within the Shire 

of Halls Creek. 
2. This policy will to improve the standard of crossovers by assisting residential 

landowners to install quality vehicle crossovers. 

3. This policy will clearly identify the Council’s responsibility in subsidising 
crossovers to residential properties. 

4. This policy will outline a consistent application and assessment process to 
the Council for the construction of the residential crossovers. 

 
Statutory References 
 

5. Local Government Act 1995 
6. Local Government (Uniform Provisions) Regulations 1996 

7. Occupational Health Safety and Welfare Act 1984 
 

Definitions 

 
a) The Shire means the Shire of Halls Creek district and the land therein. 

b) The Council means the elected members and their administration. 
c) A landowner means the respective adjoining landowner to roads under 

the responsibility of the Council. 

d) Crossovers means the vehicle crossover to extending from private 
residential land to the road.  A standard vehicle crossover has: 

i. Dimensions of a maximum 3m wide x 8m length 
ii. Constructed in concrete 

e) Main roads refers to roads within the Shire of Halls Creek that are 

under the responsibility of the Commissioner, Main Roads WA. This 
includes: 

i. Great Northern Highway 
 

Scope 

 
8. This policy covers all matters relating to the construction of new crossovers 

located between residential landowner’s property and public roads within the 
Shire. 

9. This policy shall apply to both new and existing crossovers. 
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10. Specifications for the actual construction materials and methodology are 
provided upon request. 

 
Council Rebate 

 
11. The Council will provide a rebate covering 50% of the cost for all standard 

crossovers to residential properties in the following instances: 

a) Where the Council has given approval for the installation of a crossover; 
and 

b) It is the first crossover installed to the property; and 
c) The crossover has been constructed as according to or better than 

specifications provided by the Council. 

12. The Council will not provide rebates in the following instances: 
a) It is a retrospective application which has not been provided with 

approval prior to the installation of the crossover; and/or 
b) It is a replacement crossover; and/or 

c) The crossover constructed does not meet the minimum specifications. 
13. The maximum allowable rebate will be as stipulated in the current Shire of 

Halls Creek Adopted Budget. 

 
Standard crossovers 

 
14. A standard crossover maximum allowable size is 3m wide x 8m long. 
 

Larger than standard crossovers 
 

15. The Council will provide a subsidy covering 50% of the cost of a standard 
sized crossover to residential properties. 

16. If the crossover is larger than stipulated maximum sizes, the Council will 

provide 50% of the cost of the maximum allowable size (3m wide x 8m 
long). 

17. The landowner will incur costs of both: 
a) 50% of the maximum allowable size 
b) All costs associated where sizes exceed 3m wide x 8m long. 

 
18. For example: 
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Application for Crossover 

 
19. If a landowner wishes to construct a crossover, an application to construct 

the crossover must be submitted. 

 
Cost to apply for crossovers 

 
20. An application fee is payable as stipulated in the Shire of Halls Creek Fees 

and Charges document for the current Adopted Budget. 

21. If an application is unable to be approved due to it failing to meet the 
necessary criteria, the application fee will not be reimbursed and the 

applicant landowner will be advised in writing that the application has not 
been successful. 
 

Criteria to apply for crossovers 
 

22. Landowners are responsible for ensuring all applications to the Council 
contain the following application criteria: 
a) The application must be in writing using the “Application for the 

Construction of Vehicle Crossovers to Residential Properties” form 
b) The application has two components: 

i. Application for approval to construct (Preliminary approval) 
ii. Compliance inspection on completion of construction (Final 

Approval). 

c) Payment of the application fee must accompany the application. 
d) All crossovers must be constructed to the satisfaction of the Council 

regardless of whether the landowner has applied for a subsidy. 
i. Stipulation of what is meant as satisfaction is outlined in the 

“Specifications for the Construction of Vehicle Crossovers to 
Residential Properties” document. 

e) Copies of relevant tax invoices must be attached to the Compliance 

Inspection if a subsidy has been sought. 
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Applications for crossovers on main roads 

 
23. All applications for crossovers to main roads must have prior approval from 

the Commissioner, Main Roads WA.  
24. A copy of the written approval provided by the Commissioner, Main Roads 

WA must be attached to the application. 

25. Any application for a crossover on main roads which does not have this 
approval from the Commissioner, Main Roads WA will not be considered. 

 
Assessment and Approval of Applications for Crossovers 
 

26. Applications will be assessed based on the application criteria provided within 
this policy. 

27. Landowners will be notified in writing for the pre-approval to construct the 
crossover based on the application provided by the landowner. 

28. Landowners will be notified in writing for the final approval of the crossover 
after the Compliance Inspection has taken place and is submitted to the 
Council. 

 
Authorised persons to construct crossovers 

 
29. Crossovers may be constructed by the following: 

a) The applicant landowner 

b) Private contractor engaged by the applicant landowner/landowner’s 
agent. 

 
Construction according to specifications 
 

30. Crossovers are to be constructed as per the “Specifications for the 
Construction of Vehicle Crossovers to Residential Properties” document. 

31. Where there are variations to these specifications, approval must be 
obtained by the Director Infrastructure Assets. 
 

Construction works inclusions 
 

32. It is the landowner’s responsibility to ensure a scope of works (either 
constructed by themselves or by a contractor) for the construction of the 
crossover includes: 

a) Cutting existing kerbing with a concrete saw or removing kerbing without 
damage to remaining pavement and kerbing 

b) Removal and disposal of all surplus material from the site of works and 
leaving the site in a clean and tidy condition at all times. 

 

Minimum disruption to the public 
 

33. The work shall be carried out with minimum disruption to pedestrians and 
vehicular traffic. 
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Public and occupational health and safety 
 

34. Every precaution shall be taken to ensure the safety of person and property. 
35. All excavations, materials, plant and equipment must be made safe, 

barricaded and provided with adequate warning signage/lights during the 
hours of darkness to the satisfaction of the Director Infrastructure Assets. 

36. All work is to be carried out in accordance with the Occupational Health, 

Safety and Welfare Act 1984 and Regulations amended. 
 

Damages as a result of construction 
 

37. Any damage which may occur to any Council facility or private property 

during the course of the works, or which subsequently becomes evident, 
shall be the sole responsibility of the landowner’s contractor, or the applicant 

landowner.  
38. This includes damage to kerbing, concrete or bituminous road surfaces. 

 
Alteration to utility services 
 

39. Landowners must apply to the relevant utility authorities for approval to 
alter service that is in conflict with the proposed crossover.  

40. Any costs incurred in the alteration of any service and subsequent 
reinstatement of the verge shall be borne by the applicant landowner. 

 

Compliance inspections 
 

41. On completion of installation, a landowner is required to complete a “Vehicle 
Crossover to Residential Properties Compliance Inspection” to ensure the 
Council of compliance with the required construction standards. 

42. Copies of relevant tax invoices must be provided to the Council if a subsidy 
has been sought. 

 
Reactive inspections 
 

43. A Council employee will conduct an inspection in response to the concerns of 
any person in relation to a vehicle crossover within the Council’s precinct.  

44. The landowner will be notified in writing of any identified defects which 
require maintenance. 

 

Maintenance of Crossovers 
 

45. It is the responsibility of the landowner to ensure vehicle crossovers are 
maintained to an appropriate standard specified in the “Specifications for the 
Construction of Vehicle Crossovers to Residential Properties” and ensure it 

continues to be free of hazards or obstructions for vehicles and for 
pedestrians where the crossover meets the footpath. 

 
Failure to maintain 
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46. The Council will issue a Repair Notice when necessary and the notice will 
detail the repair work required. 

47. The landowner will have 28 days in which to have completed the repair work 
detailed in the repair notice. 

 
Failure to observe repair notice 
 

48. Where the landowner fails to observe the repair notice and complete repair 
work detailed within the notice, it will be considered an offence and the 

Council will issue a fine as stipulated in the current Shire of Halls Creek 
Adopted Budget. 

 

Replacement of Crossovers 
 

49. It is the responsibility of the landowner to replace crossovers when 
necessary or wished. 

50. The replacement crossover must meet specifications outlined in the 
“Specifications for the Construction of Vehicle Crossovers to Residential 
Properties”. 

 
Removal of Crossovers 

 
51. Any crossover which is no longer required or no longer connects with an 

internal driveway are deemed redundant. 

52. In this instance, landowners are to remove the crossover, the verge and 
kerbing are to be made good at the cost of the landowner. 

 
Responsibility to Insure 
 

53. It is the responsibility of the landowners to ensure their residential property 
insurance is inclusive of public indemnity with regard to the vehicle 

crossover. 
54. Any notifications of legal proceedings as a result of faulty crossovers will be 

referred to the landowner. 

 
Supporting Documentation 

Related Documents 
 Application for the Construction of Vehicle Crossovers to Residential 

Properties 

 Vehicle Crossover to Residential Properties Compliance Inspection 
 Specifications for the Construction of Concrete/Brickpave Vehicle 

Crossovers to Residential Properties. 
 Specification Schedule for the Construction of Concrete/Brickpave Vehicle 

Crossovers to Residential Properties. 

 
References 

 The Shire of Wyndham East Kimberley 
 The Shire of Derby West Kimberly 
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IAM 03 Crossovers to Commercial and Industrial  
  Properties 
 

Policy Number IAM 03 

Responsible Department Infrastructure Assets 

Adoption Resolution Number 2012/164 

Adoption Date 20 September 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. The purpose of this policy is to provide a consistent approach to the 
construction of vehicle crossovers for commercial and industrial properties 
within the Shire of Halls Creek. 

2. This policy will to improve the standard of crossovers by assisting 
commercial and industrial landowners to install quality vehicle crossovers. 

3. This policy will clearly identify the Shire’s responsibility in subsidising 
crossovers to commercial and industrial properties. 

4. This policy will outline a consistent application and assessment process to 

the Shire of Halls Creek for the construction of the commercial and industrial 
crossovers. 

 
Statutory References 

 
5. Local Government Act 1995 
6. Local Government (Uniform Provisions) Regulations 1996 

7. Occupational Health Safety and Welfare Act 1984 
 

Definitions 
 
a) The Shire means the Shire of Halls Creek. 

b) A landowner means the respective adjoining landowner to roads under 
the responsibility of the Shire. 

c) Crossovers means the vehicle crossover to extending from private land 
to the road.  A standard vehicle crossover has: 
i. Dimensions of a maximum 3m wide x 8m length 

ii. Constructed in concrete 
d) Main roads refers to roads within the Shire of Halls Creek that are 

under the responsibility of the Commissioner, Main Roads WA. This 
includes: 
i. Great Northern Highway 

 
Scope 

 
8. This policy covers all matters relating to the construction of new crossovers 

located between commercial and industrial landowner’s property and public 

roads within the Shire. 
9. This policy shall apply to both new and existing crossovers. 
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10. Specifications for the actual construction materials and methodology are 
provided upon request. 

 
Application for Crossover 

 
11. If a landowner wishes to construct a crossover, an application to construct 

the crossover must be submitted. 

 
Cost to apply for crossovers 

 
12. An application fee is payable as stipulated in the Shire of Halls Creek Fees 

and Charges document for the current Adopted Budget. 

13. If an application is unable to be approved due to it failing to meet the 
necessary criteria, the application fee will not be reimbursed and the 

applicant landowner will be advised in writing that the application has not 
been successful. 

 
Criteria to apply for crossovers 
 

14. Landowners are responsible for ensuring all applications to the Shire contain 
the following application criteria: 

f) The application must be in writing using the “Application for the 
Construction of Vehicle Crossovers to Residential Properties” form 

g) The application has two components: 

iii. Application for approval to construct (Preliminary approval) 
iv. Compliance inspection on completion of construction (Final 

Approval). 
h) Payment of the application fee must accompany the application. 
i) All crossovers must be constructed to the satisfaction of the Shire. 

ii. Stipulation of what is meant as satisfaction is outlined in the 
“Specifications for the Construction of Vehicle Crossovers to 

Residential Properties” document. 
 

Applications for crossovers on main roads 

 
15. All applications for crossovers to main roads must have prior approval from 

the Commissioner, Main Roads WA.  
16. A copy of the written approval provided by the Commissioner, Main Roads 

WA must be attached to the application. 

17. Any application for a crossover on main roads which does not have this 
approval from the Commissioner, Main Roads WA will not be considered. 

 
Assessment and Approval of Applications for Crossovers 
 

18. Applications will be assessed based on the application criteria provided within 
this policy. 

19. Landowners will be notified in writing for the pre-approval to construct the 
crossover based on the application provided by the landowner. 
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20. Landowners will be notified in writing for the final approval of the crossover 
after the Compliance Inspection has taken place and is submitted to the 

Shire. 
 

Authorised persons to construct crossovers 
 

21. Crossovers may be constructed by the following: 

c) The applicant landowner 
d) Private contractor engaged by the applicant landowner/landowner’s 

agent. 
 

Construction according to specifications 

 
22. Crossovers are to be constructed as per the “Specifications for the 

Construction of Vehicle Crossovers to Residential Properties” document. 
23. Where there are variations to these specifications, approval must be 

obtained by the Director Infrastructure Assets. 
 
Construction works inclusions 

 
24. It is the landowner’s responsibility to ensure a scope of works (either 

constructed by themselves or by a contractor) for the construction of the 
crossover includes: 
c) Cutting existing kerbing with a concrete saw or removing kerbing without 

damage to remaining pavement and kerbing 
d) Removal and disposal of all surplus material from the site of works and 

leaving the site in a clean and tidy condition at all times. 
 
Minimum disruption to the public 

 
25. The work shall be carried out with minimum disruption to pedestrians and 

vehicular traffic. 
 
Public and occupational health and safety 

 
26. Every precaution shall be taken to ensure the safety of person and property. 

27. All excavations, materials, plant and equipment must be made safe, 
barricaded and provided with adequate warning signage/lights during the 
hours of darkness to the satisfaction of the Director Infrastructure Assets. 

28. All work is to be carried out in accordance with the Occupational Health, 
Safety and Welfare Act 1984 and Regulations amended. 

 
Damages as a result of construction 
 

29. Any damage which may occur to any Council facility or private property 
during the course of the works, or which subsequently becomes evident, 

shall be the sole responsibility of the landowner’s contractor, or the applicant 
landowner.  

30. This includes damage to kerbing, concrete or bituminous road surfaces. 
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Alteration to utility services 
 

31. Landowners must apply to the relevant utility authorities for approval to 
alter service that is in conflict with the proposed crossover.  

32. Any costs incurred in the alteration of any service and subsequent 
reinstatement of the verge shall be borne by the applicant landowner. 

 

Compliance inspections 
 

33. On completion of installation, a landowner is required to complete a “Vehicle 
Crossover to Residential Properties Compliance Inspection” to ensure the 
Shire of compliance with the required construction standards. 

34. Copies of relevant tax invoices must be provided to the Shire if a subsidy has 
been sought. 

 
Reactive inspections 

 
35. Shire staff will conduct an inspection in response to the concerns of any 

person in relation to a vehicle crossover within the Shire’s precinct.  

36. The landowner will be notified in writing of any identified defects which 
require maintenance. 

 
Maintenance of Crossovers 
 

37. It is the responsibility of the landowner to ensure vehicle crossovers are 
maintained to an appropriate standard specified in the “Specifications for the 

Construction of Vehicle Crossovers to Residential Properties” and ensure it 
continues to be free of hazards or obstructions for vehicles and for 
pedestrians where the crossover meets the footpath. 

 
Failure to maintain 

 
38. The Shire will issue a Repair Notice when necessary and the notice will detail 

the repair work required. 

39. The landowner will have 28 days in which to have completed the repair work 
detailed in the repair notice. 

 
Failure to observe repair notice 
 

40. Where the landowner fails to observe the repair notice and complete repair 
work detailed within the notice, it will be considered an offence and the Shire 

will issue a fine as stipulated in the current Shire of Halls Creek Adopted 
Budget. 

 

Replacement of Crossovers 
 

41. It is the responsibility of the landowner to replace crossovers when 
necessary or wished. 
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42. The replacement crossover must meet specifications outlined in the 
“Specifications for the Construction of Vehicle Crossovers to Residential 

Properties”. 
 

Removal of Crossovers 
 

43. Any crossover which is no longer required or no longer connects with an 

internal driveway are deemed redundant. 
44. In this instance, landowners are to remove the crossover, the verge and 

kerbing are to be made good at the cost of the landowner. 
 

Responsibility to Insure 

 
45. It is the responsibility of the landowners to ensure their commercial or 

industrial property insurance is inclusive of public indemnity with regard to 
the vehicle crossover. 

46. Any notifications of legal proceedings as a result of faulty crossovers will 
be referred to the landowner. 

 

Supporting Documentation 
 

Related Documents 
 
 Application for the Construction of Vehicle Crossovers to Residential 

Properties 
 Vehicle Crossover to Residential Properties Compliance Inspection 

 Specifications for the Construction of Concrete/Brickpave Vehicle 
Crossovers to Residential Properties. 

 Specification Schedule for the Construction of Concrete/Brickpave Vehicle 

Crossovers to Residential Properties. 
 

References 
 
 The Shire of Wyndham East Kimberley 

 The Shire of Derby West Kimberly 
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IAM 04 Memorials and Dedications 
 

Policy Number IAM 04 

Responsible Department Infrastructure Assets 

Adoption Resolution Number  

Adoption Date 25 November 2004 

Review Date & Resolution 21 March 2013 (Resolution no. 2013/12) 
17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. Council supports the placing of memorials and dedications in memory of 

deceased loved ones, but must ensure protection for the community at 
large. 

 

Policy 
2. The approval of the establishment or erection of memorial plaques or 

dedication of street furniture or trees to the memory of a loved one must be 
granted by Council. 

3. A written proposal to the Council is required from direct family members for 
the erection of memorial plaques or dedication of street furniture or trees to 
the memory of a loved one.  

4. This is to be approved by the Council prior to any construction or placement 
being undertaken. 

5. In the event that the proposed memorial or dedication will be deemed to be 
a safety hazard or will contravene any act that is to govern or protect public 
roads, thoroughfares and places including but not limited to Main Roads Act 

1930 and Local Government Act 1995, or will prohibit any works or services 
being carried out in the interest of the Community, the Council reserves the 

right to place special conditions on the approval or seek an amended 
application. 

6. In the event that the approved memorial or dedication after placement is 

then deemed to be a safety hazard or contravenes any act that is to govern 
or protect public roads, thoroughfares and places including but not limited to 

Main Roads Act 1930 and Local Government Act 1995 or prohibits any works 
or services being carried out in the best interest of the Community, the 
Council will make every endeavour to contact and consult with living 

relatives to ensure a satisfactory outcome is achieved. 
7. If the risks, hazards or prohibitions in paragraph 5 are an immediate and 

significant threat, the Council will remove the memorial or dedication 
immediately.  

8. The applicant (or established living relatives) will be contacted as soon as 

possible to determine a new placement location or remedial actions. 
9. The Council is not responsible for any maintenance, liability or costs resulting 

from damage, vandalism, weather and the like to any memorials or 
dedications. 

10. Plaques shall not exceed 240mm wide x 185mm high. 
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IAM 05 Asset Management 
 

Policy Number IAM 04 

Responsible Department Infrastructure Assets 

Adoption Resolution Number Resolution no. 2017/058 

Adoption Date 15 June 2017 

Review Date & Resolution  

 

Objectives 
 
1. Asset Management is a key Shire process in the continual delivery of cost 

effective community requirements and compliance with regulatory 
requirements. Strategic Community Plan objectives and desired outcomes 

dependent on effective Asset Management include: 
 

 Social: Vibrant and connected communities. We support cultural and 

 language diversity 
 1.4 Our community has access to appropriate transport networks and 

  services, including a regional transport system. 
 1.8 Our community has access to a wide range of passive and active 

  recreation, cultural and sporting facilities, events, clubs and  
  opportunities in particular football. 

 

 Economic: Our town and remote communities are prosperous and viable. 
 2.5 To improve signage throughout the Shire to improve access for the 

  community and tourists  
 2.6 Roads are maintained to a standard that meets the economic needs 
  of local and regional economy. 

 
 Environment: Working together to care for country. Respecting the 

 natural and built environment. 
 3.2 Efficient and effective waste management 
 3.4 Halls Creek is an attractive, comfortable and welcoming place to 

  live and visit. 
 

 Civic leadership: Working together to strengthen leadership and effective 
 governance. 
 4.10 Improved business planning and performance 

 
Policy 

 
2. In order to achieve the objectives of the Strategic Community Plan in the 

management of the Shire’s assets the Shire will: 

 
3. Ensure compliance with all statutory requirements applying to physical 

assets and asset management.  
4. Ensure all Asset Management decisions and activities comply with Shire 

policies relating to Occupational, Health, Safety and Environment.  
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5. Ensure Asset Management decisions and activities consider and balance the 
needs of all relevant stakeholders, both within and external to the Shire.  

6. Ensure integration of Shire functions that impact on Asset Management, 
including Strategic Planning, Infrastructure Assets, Health & Regulatory 

Services, Corporate Services, Finance and Accounting by documenting the 
Asset Management framework and processes together with roles and 
responsibilities. 

7. Ensure Shire assets are managed with consideration of short term and 
longer term business objectives.  

8. Formally assess risk and economic outcomes when making decisions relating 
to the management of physical assets.  

9. Ensure asset purchase, replacement, refurbishment and disposal decisions 

are made based on expected future customer demand, life cycle costs and 
risks.  

10. Operate assets in a disciplined manner, and with precision.  
11. Maintain assets in such a manner that they continue to meet operational 

requirements for the duration of their expected life.  
12. Ensure adequate resources are provided to achievement agreed Asset 

Management objectives.  

13. Ensure Council reporting be categorised in terms of operational, 
maintenance, renewal, upgrade and new expenditure classifications. 

14. Ensure Council reporting includes performance against objectives and agreed 
service levels.  

15. Continually improve Asset Management processes and performance.  

16. Audit the Asset Management process on a yearly basis to determine 
compliance and improvement opportunities. 
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MEM 02 Councillors Expenses and Remuneration 
 

Policy Number MEM 02 

Responsible Department Executive Services 

Adoption Resolution Number 2008/32 

Adoption Date 20 March 2008 

Review Date & Resolution 19 November 2009 (Resolution no. 
2009/183) 
20 October 2011 (Resolution no. 

2011/149)  
16 August 2012 (Resolution no. 2012/115)  

18 July 2013 (Resolution no. 2013/62)  
29 July 2014 (Resolution no. 2014/39)  

23 July 2015 (Resolution 2014/56) 
18 February 2016 (Resolution 2016/002) 
21 July 2016 (Resolution 2016/059) 

15 June 2017 (Resolution no. 2017/058) 
26 July 2018 (Resolution no. 2018/094) 

 

Objectives 

 

 To provide guidance on the annual remuneration and associated allowances 

payable to elected members. 

 

Policy 

 

As a matter of policy, Councillors be remunerated as follows from 1 July 2018 
with back pay given where applicable: 

 
1. Pursuant to Salaries and Allowances Tribunal Determination April 2018 

section 6.4, each councillor receives the minimum annual attendance 

allowance of $9,450.00 in lieu of meeting attendance fees; 
2. Pursuant to Salaries and Allowances Tribunal Determination April 2018 

section 7.2, the Shire President is paid an annual local government 
allowance of $9,450.00; 

3. Pursuant to Salaries and Allowances Tribunal Determination April 2018 

section 7.3, the Deputy Shire President is paid an annual local 
government allowance of 25 per cent of that paid to the Shire President; 

4. Pursuant to Salaries and Allowances Tribunal Determination April 2018 
section 9.2(2) each Councillor including the Shire President receive an 

annual Communications/ICT allowance of $3276.00; 
5. The allowances referred to in paragraphs 1 to 5 above be paid by 26 equal 

fortnightly instalments; 

6. Councillors who use their motor vehicles for travel to council meetings or 
on other authorised council business be paid a motor vehicle expense 

allowance on a per-kilometre basis as per the schedule below in line with 
Section 30.6 of the Local Government Officers’ (Western Australia) 
Interim Award 2011: 
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Area and Details Over 2600cc Over 1600cc to 

2600cc 

1600cc and 

under 

Cents per kilometre 

Metropolitan area 93.97 67.72 55.85 

South West Land 

Division 

95.54 68.66 56.69 

North of 23.5 

Latitude 

103.52 74.12 61.21 

Rest of state 99.01 70.87 58.37 
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MEM 04 Councillor Attendance at Council Related Events 
  Outside the Halls Creek District 
 

Policy Number MEM 04 

Responsible Department Executive Services 

Adoption Resolution Number 2012/198 

Adoption Date 13 December 2012 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no.) 

 
Objectives 
 

1. This policy provides guidance relating to Councillor Attendance at activities 
outside the Shire of Halls Creek district. 

 
Policy 
 

2. This policy relates to Councillor activities outside the Shire of Halls Creek 
district, and does not apply to employees performing their duties under their 

delegated authority. 
3. In respect of meetings of organisations (eg Kimberley Regional Zone, 

Kimberley Regional Roads Group, etc.) to which the Council has appointed 

representatives, delegates or members and deputy representatives, deputy 
delegates or deputy members, both the representatives, delegates or 

members and their deputies are encouraged to attend meetings wherever 
possible. 

4. The purpose of this is to ensure that the deputies are sufficiently 

knowledgeable and familiar with the business of the particular organisation 
to be an effective substitute and/or successor for the Council’s principal 

representative, delegate or member. 
5. A Councillor granted membership of a committee, organisation or association 

by the Council, who is absent without obtaining leave for 3 consecutive 

meetings of the committee, organisation or association, is disqualified from 
continuing his or her membership, unless all of the meetings are within a 2 

month period. 
6. In respect of the annual Western Australian Local Government Week 

Convention, the attendees shall be the Shire President, Deputy Shire 

President, CEO and up to 2 other Councillors. 
7. In the event that more than two other Councillors wish to attend, attendance 

will be determined on a rotational basis so that a Councillor who attended 
the preceding year’s Convention will give way to a Councillor who did not 

attend the previous year’s Convention. 
8. In respect of regional networking opportunities such as the annual Joint 

Kimberley/Pilbara Zone Forum and the Kimberley/Darwin Forum, all 

Councillors who wish to attend shall be entitled to do so. 
9. Meetings, forums etc. beyond the authority of Council employees relating to 

the provision of services to remote Aboriginal communities will be attended 
by the Shire President, Deputy Shire President and CEO. 
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10. Attendance at meetings, forums, conferences and other professional 
development or networking events not otherwise provided for in this policy 

shall be determined by resolution of the Council. 
11. This does not include attendance at WALGA courses relating to the Diploma 

of Local Government. 
12. Expressions of interest by Councillors for the Diploma will be considered and 

determined by the Shire President in consultation with the Chief Executive 

Officer and be subject to budget constraints. 
13. As a matter of equity, every Councillor shall be entitled to attend at least one 

external conference or networking event each year, at the Council’s expense. 
14. Nothing in this policy is to be interpreted as preventing a Councillor from 

attending an event held in Halls Creek, or an event for which they will be in 

the vicinity and are able to attend without cost to the Council, or an event in 
relation to which they are prepared to pay their own expenses, unless 

protocol prevents their attendance at such an event (eg protocol prevents 
Councillors from attending meetings of the Kimberley Interagency Working 

Group (KIWG), even if the meeting is held in Halls Creek). 
15. Nothing in this policy is to be interpreted as preventing the Council from 

authorising by resolution other event attendances, if it so chooses. 

16. The CEO shall be responsible for the administration of this policy. 
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OTH 06 Native Title 
 

Policy Number OTH 06 

Responsible Department Executive Services 

Adoption Resolution Number 2011/26 

Adoption Date 17 March 2011 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objective 

 
1. To provide guidance on the Shire position regarding Native Title matters. 
 

Statute Reference 
 

2. Native Title (State Provisions) Act 1999 (WA) 
3. Native Title Act 1993 (Cwth) 
4. Native Title Amendment Act 2007 (Cwth) 

5. Native Title Amendment (Technical Amendments) Act 2007 (Cwth) 
 

Policy 
 

6. The Shire of Halls Creek respects the Traditional Owners of lands within the 

district, and the aspirations of Aboriginal people to retain their legitimate 
interests in their traditional lands, estates, forests, hunting grounds, 

fisheries and other properties except to the extent that Native Title has been 
extinguished by the issue of freehold title or other acts that the Native Title 
Act 1993 recognises as a cause of extinguishment of Native Title. 

7. The Shire of Halls Creek recognises the Kimberley Land Council as the 
representative body of all Native Title claimants in respect of Native Title 

claims over land wholly or partially within the Halls Creek district, and 
undertakes to work cooperatively with the Kimberley Land Council in respect 
of advancing such Native Title claims. 

8. The Shire of Halls Creek also undertakes to obtain heritage clearances in 
respect of any Council works proposed for previously undisturbed sites, 

irrespective of the Native Title status of such sites. 
9. To pursue the advancement of Native Title claims within the Halls Creek 

district, the Shire of Halls Creek will register with the federal court as a party 
to all Native Title claims over land wholly or partly within the Halls Creek 
district. 

10. The Shire of Halls Creek will endeavour to be represented at all Direction 
Hearings or other proceedings in the federal court concerning Native Title 

Claims to which the Shire of Halls Creek is a party. 
11. The Shire of Halls Creek undertakes to participate in good faith in all 

mediations convened by the National Native Title Tribunal in respect of 

Native Title Claims to which the Shire of Halls Creek is a party. 
12. The Shire of Halls Creek will participate in and contribute positively to 

meetings of the Halls Creek Land, Housing and Heritage Committee. 
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13. Subject to resource constraints, the Shire of Halls Creek will stand ready to 
negotiate in good faith with a view to entering Indigenous Land Use 

Agreements (ILUAs) with groups of Native Title claimants who wish to 
negotiate such agreements. 
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OTH 07 Annual Christmas Show and Float Parade –  
  Council Resources 
 

Policy Number OTH 07 

Responsible Department Executive Services 

Adoption Resolution Number 2010/239 

Adoption Date 9 December 2010 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. To provide guidance regarding Council’s position on the use of Council 
resources for the annual Christmas Show and Float Parade. 

 
Policy 
 

2. The use of Council facilities and resources for the annual Christmas Show 
and Float Parade each year will be without charge. 
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OTH 08 Applications for Restricted Area Regulations  
  pursuant to s.175 of the Liquor Control Act 
 

Policy Number OTH 08 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2013/62 

Adoption Date 18 July 2013 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 
 Objectives 
 

1. To provide guidance on Councils position regarding the Restricted Area 
Regulation applications made pursuant to section 175 of the Liquor Control 

Act: 
 

Statute Reference 

2. Liquor Control Act 1988 
 

Policy 
3. In respect of the Council’s position regarding the Restricted Area Regulation 

applications made pursuant to section 175 of the Liquor Control Act: 

a) If discrete communities within the Shire of Halls Creek want restricted 
area regulations, then Council will support them. 

b) Council respects and supports the self-determination of its citizens who 
are members of discrete communities. 

4. The Council delegates authority to the CEO to respond to requests from the 

Department of Racing, Gaming and Liquor for comments on proposed 
Restricted Area Regulation applications. 
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OTH 09 Election and Political Signage 
 

Policy Number OTH 09 

Responsible Department Health & Regulatory Services 

Adoption Resolution Number 2017/015 

Adoption Date 16 February 2017 

Review Date & Resolution 15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. To provide guidance regarding Election or Political signage within the shire 
during an election.  

 

Definition of Election or Political Signage 

2. Election or Political Signage means a sign or poster which advertises 

 any aspect of a forthcoming Federal, State or Local Government 
 election. 

Guidelines for Election Signage 
 

3. Election or political signage that meets the following specifications does not 
 require prior approval from the local government under the provisions of 
 Regulation 61(g) of the Planning and Development (Local Planning  Schemes) 

 Regulations 2015; 
 

 must be erected at least 30 metres from any intersection; 
 must be free standing and not being affixed to any existing 

sign, post, power or light pole, or similar structure; 

 being placed so as not to obstruct or impede the reasonable 
use of a thoroughfare, or access to a place by any person; 

 must be placed so as not to obstruct or impede the vision of a 
driver of a vehicle entering or leaving a thoroughfare or 
crossing; 

 must be maintained in good condition; 
 must not be erected  until  the election  to which  it relates  

has been officially announced; 
 must be removed within 48 hours of the close of polls on voting 

day; 

 must be securely installed; 
 must not be an illuminated sign and 

 must not be displaying only part of a message which is to be 
read with other separate signs in order to obtain the whole 
message. 

 
4. Advertisements for upcoming elections and political parties that do 

not meet the above provisions require approval, including 
campaign advertising and will only be permitted on a property on 
which the campaign office is situated, and on polling day at the 
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registered polling places. The relevant requirements for signage in 
these instances are as specified in this guideline. 

 
 Restriction 

 
5. The Shire prohibits the erection of election signs on any road 
 reserve  or footpath and the Shire reserves the right to restrict 

 signs on its property, such as parks or reserves.  Signage on or 
 near a main road, such as a highway, must be approved by Main 

 Roads WA. 
 
6. Consent must be obtained from owners for signage on private 

 property. 
 

7. In consideration of the provisions of the Deemed Provisions of 
 political or election signage, a submission will be made to include 

 political signage in table 3, clause 8.4 of the Local Planning 
 Scheme, setting out the conditions under which political signage  is 
 exempted from planning approvals. 
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STF 04 Employee Training 
 

Policy Number STF 04 

Responsible Department Executive Services 

Adoption Resolution Number  

Adoption Date  

Review Date & Resolution 18 March 2010 (Resolution no. 2010/054) 
17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. Council has a responsibility to organise its labour resources in the most 

efficient manner possible so as to maximise the services provided in an 
effective and economical manner. 

2. Council’s workforce is its most important resource necessary for the 

achievement of Council’s objectives and the skills of the workforce are of the 
most fundamental significance. 

 
Process 

3. Training (being an extension and/or enhancement of skills and knowledge to 
enable employees to be more effective in their jobs and/or to provide for 
future progression) is the joint responsibility of Council and the employee. 

4. Council recognises the need for attention to and investment in employee 
training and authorises the allocation on each year’s draft budget of amounts 

totalling at least 1% of the Council’s gross payroll towards employee 
training. 

5. The Chief Executive Officer is responsible for the management of the funds 

allocated for employee training and any expenditure may, subject to 
provision being made in the budget, be endorsed by the Chief Executive 

Officer without reference to the Council. 
6. Funds allocated by Council for employee training may be directed towards 

any “training expenditure” and without limiting the generality of this clause, 

may include: 
a) Cost of salaries, registration fees, travelling and accommodation involved 

in attending training courses and where appropriate seminars or 
conferences. 

b) The wages and overheads associated with the employment of training 

officers and similar appropriate persons for the provision of internal 
training courses and on the job side by side training. 

c) Purchase of videos, books and other appropriate training aids. 
d) Other appropriate training initiatives at the Chief Executive Officer’s 

discretion. 

7. As a general guide Council’s preferences for employee training activities are: 
a) Utilisation of any local courses. 

b) Co-ordination with other local training exercises (eg with local businesses 
and with government departments). 

c) In-house training activities. 
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STF 05  Provision of Compulsory Corporate Uniforms for 
  Employees 
 

Policy Number STF 05 

Responsible Department Executive Services 

Adoption Resolution Number 2008/189 

Adoption Date 16 December 2008 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. This policy seeks to ensure that a positive, professional image of the Shire of 
Halls Creek is presented to the general public. 

2. The Council also seeks to foster a sense of pride and corporate identity 

amongst employees. 
 

Application 
 

3. This policy applies to all employees who are not supplied with personal 

protective clothing pursuant to policy number STF 06 Personal Protection 
Equipment – Outside Employees. 

 
Uniforms to be Compulsory 

 
4. It is compulsory for all non-probationary employees to wear a corporate 

uniform approved by the Chief Executive Officer.  Therefore the employee 

must ensure their uniform is ready before their probation ends. 
5. The requirements of this policy cannot be contracted out through the 

contract of employment or by any other agreement.  Any such clause in a 
contract of employment, letter of offer or other agreement will be deemed 
null and void by the provision of this policy. 

6. All uniform shirts, dresses and blouses are to be embroidered or printed with 
the Shire of Halls Creek logo.  If the logo is changed, the Chief Executive 

Officer will determine if a new uniform is to be acquired. 
7. Subject to paragraph 6 above, the Chief Executive Officer may approve at 

his discretion different styles of uniform appropriate to the duties, workplace 

and preferences of different employees. 
8. Uniforms are to be worn at all times when attending the workplace during 

normal business hours, when working in the field or when representing the 
Council. 

9. Uniforms are generally not to be worn at other times. 

10. Employees who require special garments for religious or cultural reasons will 
be accommodated. 

 
Uniforms to be Supplied 

11. The Council does not pay the uniform allowance in cash.  Nothing in this 

policy shall entitle an employee to be provided with cash as their uniform 
allowance. 
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12. During the first FBT year of their appointment, new full-time employees are 
to be supplied with uniform clothing of up to $500 (excluding GST) in value.  

This is to include, but not be limited to, five (5) uniform shirts. 
13. In subsequent FBT years of employment, full-time employees are to be 

supplied with uniform clothing of up to $300 (excluding GST) in value. 
14. Part-time and casual employees are to be supplied with uniform clothing on 

a pro rata basis based on the number of days per week worked.  For 

example, an employee who works 2 days per week will be supplied with two-
fifths of the full-time uniform supply. 

15. Specifically excluded items include shoes, hosiery, underwear, accessories, 
glasses, coats and pullovers. 

16. The Administration Officers have the responsibility for ordering and 

arranging the embroidery of uniforms. 
17. All garments ordered as uniform must have the official Council logo 

embroidered or printed on them to make them compliant with FBT 
regulations.  Not having a logo will mean a fringe benefit tax implication to 

the Council and employee. 
18. The Administration Officers will maintain a database of employees, and 

include the date and amount spent on uniforms for each employee, the type 

of uniform provided, which garments were embroidered, and the signed 
acknowledgement of receipt of the uniform. 

19. For ease of administration, a year will be defined for the purpose of this 
policy to commence on 1 April and end on the following 31 March. 

20. Employees who exceed the amounts mentioned in paragraphs 12, 13 and 14 

between 1 April and 31 March of any year will be invoiced for the excess 
amount. 

21. Employees may elect to purchase approved garments for use as their 
uniform.  These garments must be sent for embroidery by the 
Administration Officers. 

22. Reimbursement will be through an expense claim form that needs to be 
countersigned by the Administration Officer to acknowledge the garments 

have been embroidered and included in the database. 
23. The responsibility for ensuring the uniform order is correct falls on the 

employee.  If the employee instructs the Administration Officer to order the 

incorrect size, colour, material or any other error, and the garment is 
embroidered, the employee will forego any future uniform allowance until 

the cost is reimbursed.  Another garment will be ordered at that time, and 
the incorrect garment will either be stored for future use, or destroyed. 

24. On ceasing employment, an employee must return all garments that have a 

logo.  The Administration Officers will record the return of the garments, and 
will remove the logo from them, essentially destroying the item. 

25. On ceasing employment, an employee who is unable to return a garment 
that has a logo will have the cost of that garment withheld from their pay 
until it is returned.  Former employees are strictly forbidden from wearing 

garments with Council logos, as it is considered to be misrepresenting the 
Council.  Civil action will be taken against persons who attempt to represent 

the Council without authority. 
26. Any garment with a logo that is worn out or damaged must be returned to 

the Administration Officers for destruction and replacement. 
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Occupational Safety and Health 
 

27. Employees are to wear footwear appropriate to their occupation and working 
environment. 

28. Employees will wear protective clothing, vests and/or safety helmets when 
entering a construction area or other environment where such items are 
required to be worn. 

29. Employees whose duties involve exposure to the sun will be provided with 
hats and sunscreen. 

 
Other Dress Code 
 

30. Subject to Occupational Safety and Health considerations set out above, 
employees are free to choose their own footwear and accessories to wear 

with their compulsory uniform, being mindful that they should present a 
professional appearance to the public and their colleagues. 

31. Employees are expected to take personal responsibility for the items they 
wear to work, giving thought to cultural considerations, occupational health 
and safety, the role they have within the Council and the professional 

expectations of employees whilst at work. 
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STF 06  Personal Protection Equipment – Outside  
  Employees 
 

Policy Number STF 06 

Responsible Department Corporate Services 

Adoption Resolution Number 2004/11 

Adoption Date 25 November 2004 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. Council is committed to providing a safe environment for our employees, 
contractors and the public. 

2. This policy applies to all employees who by nature of their job function work 

outside of a building or vehicle, and therefore have the potential to be 
exposed to hazards which can cause short term or long term illness, injury 

or impairment. 
 
Personal Protection Equipment (PPE) 

 
3. Council will provide to each of its outside employees, at the time they 

commence the mandatory three (3) month employment probationary period, 
the following items of PPE: 

a) 2 sets of shirt and trousers (as appropriate) with Council logo; 
b) 1 pair of appropriate safety footwear; 
c) 1 sun protection headwear; 

d) 1 pair of safety sunglasses to an approved UV standard; and 
e) 1 high visibility vest (item not included for Aquatic Centre employees). 

4. Council will provide at specified workplaces items such as sunscreen and 
insect repellent for general use. 

5. Council will, in addition to the PPE referred to in paragraph 3; provide 

specific protective equipment as required for each unique workplace, as 
provided for by awards, agreements, legislation or policy. 

6. The PPE provided to an employee must be used while performing their work. 
7. It is the responsibility of the employee to maintain, clean and keep their PPE 

in good repair, and to report when the PPE needs replacing. 

 
Employment Termination - Permanent Full-Time and Part-Time 

Employees 
 

8. If the employee ceases to be employed by Council before a six month period 

has elapsed from the date of first employment, or from the date of the initial 
issue of the PPE, then Council will deduct from that employee’s termination 

payment an amount proportionally equal to the un-worked period of the six 
months of the total cost of the initial allocation of the PPE.  For example: If 
the total cost of the PPE is $200, and the employee leaves work for whatever 

reason after 3 months of commencing, Council will deduct from the 
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employee’s final pay half of the $200.  All employees are to sign an 
appropriate agreement to this effect at the time the PPE is issued. 

9. Any items with the Council logo must be returned to the Council as soon as 
practicable after the employment is terminated. 

 
Employment Termination - Casual Employees 
 

10. If the employee ceases to be employed by Council before a three month 
period has elapsed from the date of first employment, or from the date of 

the initial issue of the PPE, then Council will deduct from that person's 
termination payment an amount proportionally equal to the un-worked 
period of the three months of the total cost of the initial allocation of the 

PPE.  For example: If the total cost of the PPE is $200, and the employee 
leaves work within the 3 months, Council will deduct from the employee’s 

final pay half of the $200.  All employees are to sign an appropriate 
agreement to this effect at the time the PPE is issued. 

11. Any items with the Council logo must be returned to the Council as soon as 
practicable after the employment is terminated. 

 

Responsibility for Replacing Damaged PPE 
 

12. If any employee's PPE is damaged while performing their duties, and they 
can return it to the Council, it will be replaced at no cost to the employee. 

13. If any employee's PPE is damaged while performing their duties, and they 

cannot return it to the Council, it will be replaced at no cost to the employee 
on one occasion only. 

14. If the employee’s PPE is damaged a second time, and they again cannot 
return it to the Council, the employee will have the cost of the replacement 
item deducted from their pay. 

15. Each employee must wear the PPE supplied by Council while working, and is 
responsible for the PPE security, cleanliness and appearance.  All PPE must 

be fully maintained in satisfactory condition. 
16. Any PPE that is abused and made ineffective through the actions of the 

employee must be replaced at the employee's expense. 

17. The Council will provide new PPE as specified in paragraph 3 one (1) 
calendar year after the last time it was provided. 
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STF 09 Fitness for Work and Medical Testing for   
  Prospective and Current Employees 
 

Policy Number STF 06 

Responsible Department Executive Services 

Adoption Resolution Number 2014/014 

Adoption Date 17 April 2014 

Review Date & Resolution 15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. The Council acknowledges its obligation to provide a safe and healthy work 

environment for all employees, elected members and members of the public. 
2. The Council also acknowledges the rights of individuals of self-determination 

in their consumption of drugs or alcohol outside of work hours. 

3. The policy will be an integral part of the Shire of Halls Creeks’ Occupational 
Safety and Health commitment policy, which acknowledges its responsibility 

to provide a safe and healthy work environment.  The Shire will endeavour 
to ensure commitment to the early identification and treatment of Alcohol 
and Other Drugs problems in the work environment. 

 
Definitions 

4.  
a) Serious Misconduct under The Fair Work Regulation 2009 [Cth] (Reg. 

1.07) includes a definition of the wilful and deliberate behaviour or 
conduct which involves the employee being intoxicated at work. 

b) Intoxicated refers to when an employee’s faculties are, by reason of 

the employee being under the influence of intoxicating liquor or a drug 
(except a drug administered by, or taken in accordance with the 

directions of, a person lawfully authorised to administer the drug), so 
impaired that the employee is unfit to be entrusted with their duties or 
with any duty that the employee may be called upon to perform. 

c) Critical Incident refers to any sudden event or situation that involves 
actual, threatened, witnessed or perceived death, serious injury, or 

threat to the physical or psychological integrity of an individual or group. 
 

Provisions 

 
Principles of Employees and Employer Obligations Pertaining to ‘Fitness 

for Work’ 
 
5. Employees must ensure that they do not attend work in a condition that 

 renders them unfit to perform their duties, or place themselves or others 
 at risk at the workplace. 

 
 Employees shall not:  
 

 Attend work intoxicated or under the influence of alcohol and/or other 
drugs. 
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 Drive motor vehicles; operate plant or machinery while under the 

influence of alcohol and/or other drugs. 
 

 Be under the influence of alcohol or illicit drugs whilst at the Councils 
workplace or conducting the Shire’s undertaking. 

 

6. When using medicine, the employee shall obtain information from a 
 qualified medical practitioner or pharmacist on their fitness for work or 

 and any other restrictions. This information shall be provided to their 
 manager who will  assess whether the employee is able to perform their 
 normal duties, selected  duties or be declared unfit for work.  

 
7. If an employee is found to be “Unfit for Work”, management will stand 

 down the employee and have them transported safely home. The 
 employee will not be able to return to work until such time as they can 

 show with suitable medical certification or alternatively have taken steps 
 to be “Fit for Work” (i.e. the employee has identified a substance issue 
 and has self-referred themselves to the Alcohol Centre in Thomas Street 

 Halls Creek for professional counselling or similar accredited health 
 facility. 

 
8. Evidence of this can be in the form of producing a referral by a medical 
 practitioner or an appointment notification for the counselling. 

 
9. Disciplinary action may be a further action by management, depending on 

 investigation findings as to why the employee is ‘Unfit for Work’. 
 
 Identifying an Employee who is ‘Unfit for Work’ 

 
10. When it is evident or reported that an employee is identified as being 

 adversely effected by alcohol or other drugs 
 
11. When a person for whatever reason is not in control of their emotions 

 and it  is evident that their behaviour is not in the Shire or the 
 individuals best interests, then the person in control of the employee’s 

 workplace (Manager, Supervisor, Ganger or Leading hand) at the time  of 
 incident should: 
 

 Inform the employee they will be stood down from work pending a full 
investigation. 

 
 Notify the Chief Executive Officer immediately. 

 

 Arrange for immediate testing for alcohol and/or other drugs. 
 

 Arrange suitable transport home for the effected employee. 
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 Advise effected employee of available professional counselling 
opportunities at the Halls Creek Alcohol Centre. 

 
 Where practical, obtain witness statements of incident or observations 

involving effected employee. 
 

 Follow the Shires Occupational Health and Safety Policy by completing 

incident /accident report. 
 

 Testing for Alcohol or Other Drugs 
 
 For Cause testing 

 
12. When an employee’s behaviour appears to indicate intoxication and/or 

 erratic behaviour resulting from alcohol consumption or taking other 
 drugs, or that the employee has been involved in a workplace incident or 

 accident, then the effected employee may be requested to take an alcohol 
 and other drugs test as a part of the investigation into the contributory 
 causes of the incident or accident. 

 
 Disciplinary Actions 

 
13. If an employee’s behaviour or workplace incident investigation findings 
 identifies that disciplinary action is warranted then the Chief Executive 

 Officer may take one or a number of the following actions: 
 

 Referring the employee to the Halls Creek Alcohol Centre or similar 
accredited health facility for Professional Counselling. 

 

 A formal written warning advising the employee of potential consequences 
if the employee refuses assistance and/or there is a continued below 

normal work performance because of the identified impairment.  
 

 A final written warning stipulating that on the next occasion of being 

identified as being under the influence of alcohol and/or other drugs will 
result in serious risk of termination (i.e. two strikes and you’re out), 

where an employee’s action presents a significant physical risk to 
themselves, other people, in the operation of plant, machinery, equipment 
or a Shire undertaking. 

 
 Termination of employment may be taken in cases of repeated 

misconduct (a formal written warning for the first occasion, if there is a 
second occasion of gross misconduct by the same employee and again is 
related to being under the influence of alcohol and/or other drugs the 

employee will be advised in a final written warning of the serious risk of 
being terminated). 
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 Authorised Consumption of Alcohol at the Workplace 
 

14. Consumption of alcohol while at work or conducting work for the Shire is 
 not permitted; however, there may be special occasions or events when 

 consumption of alcohol is authorised by the Chief Executive Officer or his 
 delegate.  At any authorised work function where alcohol is to be made 
 available, then managers shall ensure adequate supplies of low alcohol 

 and non-alcoholic beverages (including water) are also available. 
 

 Confidentiality 
 
15. Any employee who identifies or is identified as having a drug problem will 

 be treated in strict confidence consistent with the Shire’s Code of 
 Conduct, paragraph 3.1 (Use of Confidential Information). 

 
 Pre-Employment Medical Examination 

 
16. The Council requires a pre-employment medical examination to be 
 conducted before any successful applicant commences employment. 

17. The pre-employment medical examination will include a test for alcohol or 
 illicit drug use in the person’s system. 

18. The confirmation of alcohol and/or drugs being present in the person’s 
 system does not necessarily preclude them from employment with the 
 Council. 

19. The Chief Executive Officer will determine whether the presence of alcohol 
and/or drugs in a person’s system prevents them from being employed by 

the Council for Occupational Safety and Health reasons. 
20.  Any cost in relation to this medical examination will be at the Council’s 

 expense on a reimbursement basis. 

 
 Critical Incident Testing 

 
21.  All employees identified as being the perpetrator or victim of a work 

 related critical incident must undergo a medical examination to test for 

 the presence of alcohol and/or drugs in their system. 
22.  The medical examination must be performed within 6 hours of the critical 

 incident. 
23.  Failure to comply with this examination may result in disciplinary action or 

 dismissal at the discretion of the Chief Executive Officer. 

24.  Any cost in relation to the medical examination under these circumstances 
 will be at the Council’s expense. 

 
 Identified Potential Threat to Safe Working 
 

25.  If an employee is exhibiting clear indications of intoxication (strong odour 
 of alcohol, slurred speech, loss of equilibrium or the like), the 

 employee’s  supervisor may request the Chief Executive Officer to instruct 
 the employee to attend an accredited health facility and submit to a 

Page 179 of 242



 

 

  
   

 

 preliminary  alcohol and/or drug test in the interests of the safety of the 
 individual and others. 

26.  The CEO has the right to refer employees who produce a positive result in 
 a preliminary alcohol and/or drug test to a medical examination to confirm 

 the presence of alcohol or drugs in the employee’s system. 
27.  Any cost in relation to the medical examination under these circumstances 

 will be at the Council’s expense. 

 
 Employee Responsibilities 

 
28.  Employees are not to use drugs or alcohol while at work. 
29.  Employees must be mindful of their conduct while representing the 

 Council at meetings, conferences or other events outside of normal 
 work  hours. 

30.  Employees who are required to take prescription drugs that may 
 adversely affect their ability to work in a safe manner must advise their 

 supervisor prior to commencing work. 
31.  Employees found in possession, supplying or selling illicit substances will 

 face immediate dismissal and prosecution. 
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STF 16 Employee Relocation Expenses 
 

Policy Number STF 16 

Responsible Department Executive Services 

Adoption Resolution Number  

Adoption Date 26 April 2007 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. To ensure applications for employee relocation expenses are dealt with 
consistently, and within guidelines acceptable to Council, and to ensure 

ratepayer investment in employee relocation expenses is adequately 
protected. 

 

Policy 
 

2. The Chief Executive Officer may determine any application for relocation 
expenses based on the following guidelines: 

a) No relocation expenses will be reimbursed after 7 months from 
commencement date; 

b) Expenses are to be paid only on the production of valid receipt(s); 

c) 100% of the relocation expenses may be paid on the employee’s 
commencement of duties, but unless otherwise stipulated in the 

instrument of appointment, if the employee leaves within 12 months 
from their commencement, 100% of the relocation expenses are to be 
returned to Council; 

d) If the employee leaves after 12 months and before 2 years from the 
commencement of duties, 50% of the relocation expenses are to be 

reimbursed to Council on a pro rata basis. 
e) Departure from the Council’s employ more than 2 years after 

commencement will not require any refund by the employee to Council of 

their relocation expenses. 
3. Unless otherwise approved by Council, relocation expenses paid to any 

employee shall not exceed: 
a) in the case of persons transferring from within Australia, $5,000; and 
b) in the case of persons transferring from overseas, $10,000. 

4. Council will not provide relocation expense reimbursement at the end of the 
employee’s contract. 
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STF 19 Occupational Safety and Health 
 

Policy Number STF 19 

Responsible Department Corporate Services 

Adoption Resolution Number OSH Committee  

Adoption Date 22 August 2009 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. The Shire of Halls Creek and its senior management recognise the 
importance of providing all employees, visitors and contractors with a safe 

and healthy work environment. 
 

Application 

 
2. Our goal is to prevent all occupational injuries and illnesses.  The Council will 

seek to achieve this by: 
a) Identifying and reducing the risks of all types of work activities that have 

the potential to produce personal injury or occupational illness 
b) Complying with all applicable occupational safety and health legislation 
c) Providing instruction, training and supervision to improve individual’s 

understanding of workplace hazards, including safe work practices and 
emergency procedures 

d) Involving individuals in occupational safety and health matters and 
consulting with them on ways to recognise, evaluate and control 
workplace hazards  

e) Ensuring that everyone (including visitors and contractors) complies with 
appropriate standards and workplace directions to protect their own and 

others safety and health at work 
f) Providing adequate systems and resources to effectively manages 

identified significant occupational safety and health hazards as well as 

rehabilitation and return to work processes 
g) Implementing, maintaining and reviewing the occupational safety and 

health program to achieve continuous improvement, as well as 
conducting regular inspections of the workplace aimed at preventing 
accidents and incidents  

 
Responsibilities 

3. Managers and Supervisors are responsible for: 
a) the safety of employees, contractors and company property under their 

control; and 

b) ensuring that all regulations, procedures and safe work practices are 
followed at all times. 

4. All employees are expected to: 
a) follow all Council occupational safety and health requirements and Codes 

of Practice; 

b) maintain a clean and orderly work area; 
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c) report all injuries and safety incidents; and 
d) actively participate in occupational safety and health improvement 

activities 
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STF 20 Employment and Aboriginal Employment 
 

Policy Number STF 20 

Responsible Department Executive Services 

Adoption Resolution Number 2008/160 

Adoption Date 16 October 2008 

Review Date & Resolution 16 December 2008 (Resolution no. 
2008/188) 
17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. The Council will always to appoint the best applicant, having regard to 
Section 5.40 of the Local Government Act 1995. 

2. The Council is an Equal Employment Opportunity Employer. 

3. The Council will preference suitable local applicants whenever possible. 
4. The Council will provide sustainable employment opportunities and improved 

career outcomes for Aboriginal people. 
5. The Council will endeavour where possible to increase the number of 

Aboriginal people employed by the Council to a proportion of the workforce 
that is more indicative of the proportion of Aboriginal people in our 
community. 

6. The Key Objectives include: 
a) Building productive relationships with all relevant organisations 

b) Sustainable and ongoing recruitment of Aboriginal employees 
c) Meaningful career development for Aboriginal people 
d) Retention of Aboriginal employees 

e) Effective and measurable support mechanisms 
 

Policy 
 

Statute Reference 

 
7. Local Government Industry Award 2010 

8. Local Government Officers’ (WA) Interim Award 2011 
9. Local Government Act 1995 
10. Equal Opportunity Act 1984 

11. Family Law Act 1975 
 

Outcomes 
 

12. As part of the Council’s commitment to Aboriginal employment, the Council 

will broaden employment and development opportunities for Aboriginal 
people at all levels of the organisation. 

13. The Council’s ultimate goal is that by the year 2025, the Council will have a 
workforce that genuinely reflects the proportion of Aboriginal people residing 
within the Shire. 

14. To ensure the outcome is achieved, the Council will continuously: 

Page 184 of 242



 

 

  
   

 

a) Develop strategies to increase the number of Aboriginal people in its 
employ; 

b) Develop and nourish an organisational culture which values and respects 
the diversity of Aboriginal culture and languages, accommodates 

language and cultural differences and recognizes and puts into practice 
the spirit and intent of the policy throughout the Shire; 

c) Establish and maintain relationships with Aboriginal employees based on 

the principals of mutual respect, social justice and equity; and 
d) Promote and facilitate professional development opportunities and 

achievable career path goals for all Aboriginal employees, and a 
demonstrated commitment to the principals of equal opportunity. 

 

Preference to Aboriginal People 
 

15. The Council will give preference in recruitment to employees within the 
following guidelines: 

a) Integrity and probity of recruitment process is of a high quality and all 
applicants are assessed against publicised selection criteria. 

b) The process of assessing applicants is reliable, consistent, and always 

merit based. 
c) In the event that two people are assessed as equal against the selection 

criteria there should be some weighting given to the Aboriginal person to 
allow the Aboriginal applicant to obtain the position in keeping with the 
purpose of the policy. 

d) The selection process will also be used as an opportunity to give 
unsuccessful Aboriginal applicants preference in career path development 

and training if they are existing employees. 
e) Traineeships and scholarships are considered and suggested where 

possible for applicants that are not existing employees. 

f) In documenting the selection criteria for vacancies, the HR department 
will accept the spirit and intent of the policy and adhere to the intended 

outcomes of policy. 
 

Strategies for Improved Aboriginal Employment Opportunities 

 
16. To build a network of productive relationships with local Aboriginal 

communities and community partners to encourage Aboriginal people to 
apply for employment at the Council and to promote our Council as a 
desirable employer of Aboriginal people. 

17. Produce; disseminate and actively promote relevant information to external 
agencies and specifically Aboriginal communities within the Shire. 

18. Actively participate in, and promote consultative processes and mechanisms 
to advertise and promote Aboriginal opportunities for local Aboriginal people. 

19. Invite and ensure where possible an Aboriginal employee sit on selection 

panel, and involve them in the monitoring of the effectiveness of the policy. 
20. Actively encourage potential Aboriginal applicants to apply for all positions. 

21. Network with other employers to assist, and facilitate employment and 
training opportunities for Aboriginal people. 
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22. Promote the Council’s employment opportunities through the Council’s 
Website and local newspaper. 

23. To increase the number of Aboriginal employees at all levels of employment 
at the Council so as to improve Aboriginal employment opportunity within 

the Council. 
24. Ensure details of the Council’s Employment Policy are included in all 

information kits sent to all job applicants. 

25. Ensure all job advertisements are also designed and targeted to attract 
Aboriginal people. 

26. Ensure all position descriptions are written in plain English. 
27. Ensure all advertisements have the following, included in the advertisement: 

“Aboriginal people are encouraged to apply” 

28. Plan and implement programs targeting recruitment of Aboriginal people to 
the Council including Traineeships, Apprenticeships and all other local 

government vocations. 
29. Ensure an Aboriginal employee is on selection panels where there is an 

Aboriginal applicant. 
30. Ensure cultural awareness training is available for both non–Aboriginal and 

Aboriginal employees. 

31. Cooperate with Registered Training Organisations to ensure relevant 
courses/ training is available to assist Aboriginal people in applying for 

positions with the Council. 
32. Provide support for speaker of English as a Second Language (ESL) to 

improve their language and literacy skills in the workplace. 

33. To provide career development options for existing and newly appointed 
Aboriginal employees. 

34. Undertake a skills analysis of existing employees to identify their skills gaps 
relevant to their existing position.  That is: Actual skills verses required 
skills as documented in Position description. 

35. Provide and deliver induction to newly employed Aboriginal employees at the 
Council and at the same time consider their needs in adapting to 

employment. 
36. Ensure that all types of training are available to Aboriginal employees 

through all available and relevant programs. 

37. Ensure that all managers conducting annual performance reviews identify 
and document relevant training needs of Aboriginal employees, including ESL 

support. 
38. Enable Aboriginal employees the opportunity for advancement in their 

careers by supporting and readying them for promotion. 

39. To improve retention of Aboriginal employees by offering a culturally 
sensitive, supportive and rewarding workplace environment. 

40. Ensure that all employment conditions for Aboriginal employees are 
equitable and consider Aboriginal cultural and language issues. 

41. Ensure position descriptions which do not alienate Aboriginal people through 

technical language or cultural bias are prepared for each position that an 
Aboriginal person may wish to apply for. 

42. Source and ensure delivery of an Aboriginal Cultural Awareness Training 
program for all Council employees to ensure all employees are aware of 
cultural sensitivities. 
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43. Promote effective work communication/consultation to improve these 
processes between Aboriginal and non-Aboriginal people. 

44. Promote the Aboriginal employment policy across all levels of the 
organisation of the Council, as general information and awareness of 

Aboriginal employment issues and to foster a supportive and acceptable 
employment environment. 

45. The Council will encourage any Aboriginal employee leaving the employ of 

the Council to participate in an exit interview with a senior officer of his/her 
choosing to obtain honest and candid feedback on the reasons they are 

leaving the Council. 
46. When reasons and issues are identified, those reasons and issues should be 

considered and understood, subsequent remedial actions are also 

undertaken if deemed appropriate. 
47. The Council will develop and foster support networks for Aboriginal 

employees. 
48. Develop a mentoring program for Aboriginal employees, and in particular 

new recruitments. 
49. Promote and disseminate information about the Aboriginal employment 

policy across the Shire and more specifically to supervisors and managers to 

encourage participation in the Policy and delivery of appropriate training and 
support. 

 
Implementation, Monitoring and Evaluation of Aboriginal 
Employment 

 
50. Implementation, monitoring and evaluation of the Employment policy will be 

undertaken by the officer responsible for recruitment, and a report prepared 
for Council on the anniversary of the adoption of the policy by Council, and 
continued on a biennial (2 year) basis. 

51. The report will include evaluation of progress towards: 
a) achieving proportionate representation of Aboriginal employees by 2025; 

b) evidence of consultation with the local Aboriginal communities and their 
community partners; 

c) current data on representation of Aboriginal people through all salary 

levels of the Council; and 
d) Aboriginal employees having their advancement prospects enhanced by 

participation in career development interviews, attending training linked 
to career development plans, and developing required skills and 
knowledge. 

 
Advertising of Positions Vacant 

 
52. Generally speaking, vacancies will be effectively advertised in order to 

attract the best possible field of applicants. 

53. Positions will be advertised as the Chief Executive Officer determines, having 
regard to the nature of the vacancy and the type of applicant that needs to 

be targeted. 
54. Advertising may include both print and electronic media. 
55. It is expected that each job advertisement will be: 
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a) Published on employee noticeboards at the Council Depot and Council 
Administration Centre 

b) Forwarded to Kimberley Pathways. 
 

Interviews of Short Listed Applicants 
 

56. Selection interviews are to be held by a panel approved by the Chief 

Executive Officer. 
57. Such selection panels are to comprise not less than two persons. 

58. Where possible, where there are Aboriginal applicants being interviewed, an 
Aboriginal employee should be invited to sit on selection panel. 

59. The Chief Executive Officer shall determine if any additional selection 

methodologies are to be used in testing short-listed applicants against 
selection criteria. 

60. These methodologies may include but shall not be limited to: 
a) requiring applicants to demonstrate their skills in particular aspects of 

the work; 
b) requiring applicants to participate in aptitude tests; 
c) requiring applicants to undergo psychological tests; and/or 

d) requiring applicants to undergo tests of their cognitive abilities. 
61. Nothing in this policy is to be interpreted as preventing the Chief Executive 

Officer from engaging recruitment firms or other consultants to either 
manage the entire recruitment process or to perform particular aspects of 
the recruitment process. 

62. Nothing in this policy is to be interpreted so as to prevent succession 
planning, or to prohibit the implementation of successions in accordance with 

a succession plan. 
63. Council will reimburse reasonable interview expenses to interviewees. 
64. Reimbursement may include fuel (upon presentation of tax invoices), 

economy air travel and modest accommodation (where required). 
65. Where applicants are required to fly, Council will also arrange and meet the 

cost of travel from the nearest airport. 
66. Applicants who are married (including de facto relationship as defined in 

Section 4AA of the Family Law Act 1975) will be invited to bring their 

spouses to Halls Creek for the interview.  This is in recognition that both the 
applicant and the spouse will need to be happy here if we wish to retain 

employees. 
67. Where a spouse is invited to interview, Council will meet any associated 

additional costs. 

68. Any applicant shortlisted or required for an interview for any position with 
the Shire of Halls Creek will be required to agree to provide a current 

National Police Check, and where required, a Working with Children’s Check 
and any other check that is deemed necessary for the position as a condition 
of their employment, the application fees for these documents will be 

covered by the Shire of Halls Creek. 
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Position Requirements 
 

69. Where the requirements of a job call for a particular qualification to be held 
(eg Driver’s licence, Life Guard Certificate, etc.), the required qualification is 

to be produced before an applicant is offered appointment, and copies of all 
required qualifications are to be made for the relevant personnel records. 

70. No applicant is to be offered an appointment unless a satisfactory reference 

check has been carried out with at least two referees. 
71. A written report is to be prepared on the results of the reference checking. 

72. Every employee shall be required, at Council’s expense, to undergo a pre-
employment medical examination that results in a written report to the Chief 
Executive Officer. 

73. The format of the medical examination report is to be as determined by the 
Chief Executive Officer. 

74. All appointment letters are to be expressed as offers of employment “subject 
to the completion of a pre-employment medical examination and a 

satisfactory medical report”. 
 
Appointment 

 
75. Every appointment will be made in writing by the Chief Executive Officer, 

and such appointment letters will include as much detail as possible about 
the basis of appointment and the conditions so as to avoid 
misunderstandings and subsequent disputes. 

76. As a matter of policy, the Employee Induction Manual will be provided to all 
future employees with their letters of appointment, and that the issues 

contained therein must be “talked through” with them during the first 
fortnight of their employment. 

77. No new employee is to be added to the payroll without submission (as a 

minimum) of a job application and the documents required by paragraphs 
71, 72 and 75 above. 

78. Employees who fail to provide a Tax File Number Declaration must be taxed 
at the maximum rate until a Tax File Number Declaration is provided.  Once 
paid at maximum rate, no adjustment can be made to ‘refund’ the extra tax 

paid.  This will be the responsibility of the employee when they do a tax 
return. 
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STF 21 - Common Benefits for Permanent Employees 
 

Policy Number STF 21 

Responsible Department Executive Services 

Adoption Resolution Number 2009/101 

Adoption Date 21 May 2009 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
19 November 2015 (Resolution no. 
2015/109) 

20 October 2016 (Resolution no. 
2016/089) 

15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 
1. The Council acknowledges the difficulty in attracting applications from 

suitably qualified people due to the Shire’s remote location and perceived 
isolation when residing in the Shire. 

2. This policy seeks to provide incentive for current and future employees 
to come and work for the Shire of Halls Creek in line with the Shire’s 
Workforce Plan. This is in the form of an electricity allowance and Halls 

Creek allowance to ease the financial burden to employees of the higher 
electricity, living and / or travel costs associated with living in a remote 

community. 

 
Application 
 

3. This policy applies to permanent employees who reside within the Shire of 

Halls Creek only. 

4. Permanent part-time employees who reside within the Shire of Halls Creek 

will be eligible on a pro rata basis. 

 
Electricity Allowance 

 

5. All permanent employees residing with the Shire of Halls Creek shall be 

entitled to receive an annual Electricity Allowance, subject to the following 
conditions: 
a)  For employees residing in the Council-owned dwellings, the Council 

will continue to pay the electricity bills and will recoup from the
 employee any charges above the standard maximum annual 

allowance. 

b)   Employees who are not resident in Council-owned dwellings will be 
reimbursed their electricity costs up to the standard maximum 

annual allowance on the presentation of paid electricity invoices in 

their own names for a property located within the Shire of Halls 

Creek. 

6. For each FBT year, the standard maximum entitlement for a full-time 

employee shall be determined by the CEO in line with movements in the 
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domestic electricity tariff, and communicated to the Chief Financial Officer 

or equivalent head of accounting services for implementation. 
 
Halls Creek Allowance 

 
7. The payment of the Halls Creek Allowance forms part of the employee’s 

 taxable income. 
8. All permanent employees residing within the Shire of Halls Creek shall be 

 entitled to receive the Halls Creek Allowance to the value of $1400.00. 

9.  Permanent part time employees residing within the Shire of Halls Creek 
 will receive a pro rata Allowance. 

10.  The Halls Creek Allowance will be paid annually in lump sum. 

11.  An employee will receive the Halls Creek Allowance following the  date of 

 their employment anniversary on completion of 12 months of continued 
 service. The  allowance shall be paid on the first pay run following the 
 employees anniversary. 

12. An Employee currently receiving the Halls Creek Allowance as part of their 

 fortnightly pay will continue to receive their allowance each fortnight until 
 the date of their next anniversary, at which time the allowance will be 
 paid as per the new policy.  Any newly appointed employees from the 

 date of adoption of  this policy will be paid as per the new policy 
 arrangements. 

13.  The Halls Creek Allowance is in addition to the district allowance as 
 specified in the award. 

14.  Employees cannot claim a spouse or de facto Halls Creek Allowance. 

15.  The value of the Halls Creek Allowance shall be as provided for in the 
 employee’s Contract of Employment. 

16.  If an employee changes employment within the Council, the previous 

 contractual provisions for Allowances continue until a new contract of 
 employment is signed. 

 
 Other entitlements 
 

17. The Chief Executive Officer may from time to time, at his discretion, 

award other benefits to employees including, but not limited to; water 

subsidy, telephone allowance, and private vehicle use. These benefits are 

not considered common and are therefore not covered by this policy. 

The application of such benefits will be negotiated individually and 
outlined in the individual employee’s contract of employment. 
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STF 22 Out of District and Camping Allowance 
 

Policy Number STF 22 

Responsible Department Executive Services 

Adoption Resolution Number 2009/161 

Adoption Date 15 October 2009 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 
17 August 2017 (Resolution no. 2017/080) 

 
Objectives 

 
1. Council employees and elected members are required, from time to time, to 

attend conferences, training, events and meetings outside of the Shire 
(intrastate, interstate and international activities) or within the Shire in rural 
and remote communities, directly related to their role as an employee or 

elected member. 
2. Expenses for approved activities are to be controlled to ensure maximum 

“value for money”, efficient allocation of Council resources and to prevent 
any misappropriation of funds in relation to these costs. 

3. This policy outlines the Council requirements in relation to payment of 
expenses for attendance at approved activities and camping overnight. 
 

Policy 
 

4. Approved activities are intrastate, interstate or international conferences, 
training, events and meetings that employees or elected members attend in 
their capacity at the Council, and are in direct relation to their duties and/or 

the Council scope of works and services. 
5. For staff, these activities must be approved by the Chief Executive Officer, 

and for elected members these activities must be approved by the Shire 
President on advice of the Chief Executive Officer. 

6. The Chief Executive Officer has the discretion to reject requests to attend 

such activities if the benefit to or need of the Council cannot be established. 
7. Registration costs for attendance are met in full by the Council. 

8. Travel costs related to the attendance will be met by the Council as follows: 
a) Third-party travel such as airfares or bus fares (including travel to and 

from airport, taxi fares, etc) to be paid by the Council; or 

b) Employees issued with vehicles for private use may use these for their 
transport, with the fuel provided by the Council; or 

c) If there are Council vehicles available for use, employees and elected 
members may be able to use these, with fuel provided by the Council; or 

d) Alternative travel arrangements may be arranged provided they are cost 

effective, which must be approved by Chief Executive Officer. 
9. Expenses relating to accommodation and meals while attending approved 

activities will be met by the Council. 
10. Only accommodation and meal expenses directly relating to the individual 

employee or elected member will be considered. 

11. Alcohol is specifically excluded and cannot be expensed to the Council. 
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12. Accommodation and meal expenses will be met in one of three ways: 
a) The accommodation will be booked and paid for by the Council in 

advance, and meals at the accommodation venue will be paid by the 
Council via an invoice; or 

b) The accommodation will be booked and paid for by the Council in 
advance, and meals can be purchased either using a corporate credit 
card, or reimbursed when an expense claim form and all tax invoices are 

submitted to accounts; or 
c) A per diem allowance for each night away while attending an approved 

activity will be paid.  The amount will be $200 per night for 
accommodation south of the 26th parallel, or $250 per night for 
accommodation north of the 26th parallel. 

13. Employees and elected members who receive an allowance under 12 c) are 
responsible for their own accommodation and meals. 

14. Employees and elected members who receive an allowance under 12 c) must 
not claim accommodation or meal costs from the Council. 

15. A tax invoice as proof of purchase must accompany all claims for 
reimbursement. 

16.   Where an employee in the course of employment is required to camp out 

overnight using makeshift accommodation such as a swag, or tent, the CEO 
may approve payment of a camping allowance at a daily rate, to compensate 

for the physical discomfort of camping and for reasonable provisioning. 
17.   Camping allowance under this policy is not payable during any period of 

leave whether paid or unpaid. 

18.   The 2017 rate of camping allowance shall be $145.00 per night.  There is 
no restriction on how the allowance is to be used; 

a) A staff member buying tucker etc in town or along the track 
b) Pooling allowance money and bulk purchasing 
c) Appropriately accessing bush tucker. 
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STF 23 Study Assistance for Employees 
 

Policy Number STF 23 

Responsible Department Executive Services 

Adoption Resolution Number 2010/024 

Adoption Date 18 February 2010 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. The Shire of Halls Creek is committed to providing an environment in which 
employees are adequately equipped to achieve career and professional 

development needs relevant to their employment. 
2. The Council recognises that increasing the efficiency and productivity of 

Local Government requires an ongoing commitment to education, training 

and skill maintenance, development and enhancement for all eligible 
employees. 

3. The Council acknowledges the remote nature of the Shire of Halls Creek, the 
lack of suitable educational facilities and the resulting issues experienced by 

employees wishing to educate themselves. 
4. This policy provides leave and financial assistance for employees to 

undertake approved courses of study. 

5. Any assistance is on a strictly discretionary basis and must be negotiated 
within the work unit before study commitments are undertaken. 

6. This policy will not be applied to study already completed. 
 
Eligibility 

 
7. All eligible employees may apply for study assistance. 

8. This policy does not apply to part time or casual employees. 
9. The course of study applied for must be provided by a recognised training 

institution. 

10. Short courses, such as 2 or 3 day workshops, residentials or single units not 
undertaken as part of a scheme of study are not provided for in this policy.  

Such short courses are approved by the employee’s Manager and do not 
entitle the employee to Study Assistance provisions. 

11. An application cannot be for studies already undertaken. 

12. Applications can be made for current studies, however costs prior to the 
application will not be reimbursed. 

13. The course of study must be directly relevant to the applicant’s current 
employment.  For undergraduate study, at least 50% of the program must 
satisfy this requirement and for postgraduate study at least 75%. 

 
Definitions 

14. ‘Approved Course of Study’ means a course of study that: 
a) is provided by a recognised training provider; 
b) has direct relevance to the current employment of the employee; 
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c) has direct relevance to the area of employment of the employee within 
the Council; 

d) must lead to an award of a tertiary qualification as described by the 
Australian Qualifications Framework (see table 1);  

e) is provided by an Australian training institution; and 
f) has been approved by the Chief Executive Officer. 

 
Table 1 – Australian Qualifications Framework 

Vocational Credential Higher Education Credential 

Advanced Diploma 

Diploma 

Certificate IV 

Certificate III 

Certificate II 

Certificate I 

Doctoral Degree 

Masters Degree 

Graduate Diploma 

Graduate Certificate 

Bachelor Degree 

Advanced Diploma 

Diploma 

 
15. ‘Chief Executive Officer’ means the officer appointed as such by the 

Council, or acting from time to time in that position. 
16. ‘Eligible employee’ refers to a permanent full-time employee with an 

appointment term of twelve (12) months or more and six (6) months 

continuous paid service with the Council at the time of application, or at the 
Chief Executive Officer’s discretion. 

17. ‘Financial component’ means the payment made to an employee under 
this policy that is an incentive payment or a reimbursement of course fees, 

travel, accommodation or other expenses.  It excludes the value of study 
leave or examination leave. 

18. ‘Head of Department’ means the Chief Executive Officer, Director 

Corporate Services, Chief Financial Officer, Director Infrastructure Assets, 
Director Health & Regulatory Services, Director Strategic Planning, Director 

Youth & Community Development or Director Executive Services. 
19. ‘Responsible Officer’ relates directly to the Chief Executive Officer or such 

other person as may be delegated by the Chief Executive Officer from time 

to time.  In the case of an Application for Study Assistance from the Chief 
Executive Officer, the appropriate authority would be the Council itself. 

20. ‘Tertiary Qualification’ means an undergraduate, post-graduate or other 
course of study being offered by an approved University, College of 
Advanced Education, TAFE College or any Registered Training Organisation. 

 
Applications 

 
21. All applications for study assistance are to be submitted on the Council’s 

“Application for Study Assistance Form”, a copy of which forms part of this 

policy. 
22. The application will be valid for the duration of the course of study. 

23. The application cannot be transferred to a different study course.  Any 
change of study course, institution or employment with the Council will 
immediately cancel the study assistance. 

24. There is no limit to the number of applications for different study courses, 
however once a study course has been declined it cannot be reapplied for. 
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25. Applications for study assistance will be considered for approval depending 
upon: 

a) The course provider’s ability to develop the skills of employees to 
improve the performance of their current duties; and 

b) The duration, intensity and time demands (including study, study leave 
and examination commitments) being such that they will not unduly, in 
the opinion of the both the Head of Department and the Chief Executive 

Officer, affect the ability of the employee to discharge the primary duties 
of their position of employ with Council. 

 
Reimbursement 
 

26. No payments will be made in advance, as payment is conditional on the 
course or subject undertaken being successfully passed, and evidence of 

successful completion being provided with the reimbursement request. 
27. Conceded passes will not be eligible for reimbursement. 

28. Reimbursement of Study Costs will be subject to the following: 
a) No study assistance liability will continue once an approved applicant 

ceases their employment with the Shire of Halls Creek. 

b) Any costs associated with subjects/units not completed at the time of 
termination of employment with the Council will not be reimbursed. 

c) Reimbursement of any approved costs will be by way of payment for any 
approved course expenses as a study allowance in the normal pay of the 
employee. 

d) Council will not be responsible for any tax implications to the employee 
on this allowance. 

e) Allowances will only be paid for courses successfully completed or for 
those subjects of a course successfully completed.  There is no 
reimbursement for conceded pass marks. 

29. These allowances shall consist of the reimbursement of a determined 
percentage of the course costs (including Higher Education Loan Program 

fees, student service fees, and compulsory residential school attendance) 
upon successful completion of subjects. 
 

Study Leave and Examination Leave Conditions 
 

30. The Chief Executive Officer will determine the respective level of assistance 
under this policy.  In addition, where compulsory attendance is required at 
an approved Tertiary Institution for an Approved Course of Study, and such 

time has been approved by the Chief Executive Officer, the Council will: 
a) Provide assistance with transport to and from the approved Tertiary 

Institution for this attendance stipulated in the level of assistance 
granted in the approval – such assistance to be limited to the provision 
of a Council vehicle or payment of the travel costs upon the production 

of a valid receipt for such expenses; and 
b) Pay to the employee the full salary entitlement as study leave for the 

period of such absence. 
31. Attendance at a compulsory residential school will form part of the total 

allowable study leave for Level B and Level C. 
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32. In recognition thereof the employee shall: 
a) Provide reasonable notice of times of absence required for compulsory 

Tertiary Institution attendance times along with supporting 
documentation for such periods from the Tertiary Institution; 

b) Recognise the right of the Chief Executive Officer to seek an alternative 
time for any study leave sought where the timing of such leave is, in the 
opinion of the Chief Executive Officer, detrimental to Council operations; 

c) Supply the Council with a copy of all Semester results and associated 
Reports when submitting a claim for reimbursement of expenses; 

d) Recognise and accept the right of the Council to retrospectively adjust, at 
its discretion, claims for reimbursement of costs in accordance with this 
policy; and 

e) Recognise and accept the right of the Council, at its discretion, to review 
its Study Assistance Policy. 

 
Applications for Study Leave and Examination Leave 

 
33. Applications for study leave and examination leave must be made in writing 

to the Chief Executive Officer at least six weeks prior to the period of leave 

being sought, and be endorsed by the applicant’s Manager.  The Chief 
Executive Officer will inform the applicant of the decision relating to the 

application in writing within ten (10) days of the application, and approval of 
such a request will not be unreasonably withheld. 

34. The Leave Application form for this type of leave can only be signed by the 

Chief Executive Officer, or the person acting in that position. 
 

Deferral of Study 
 

35. Any beneficiary of the Study Assistance Policy who does not undertake study 

in a twelve (12) month period following approval of their request will be 
issued with a letter asking them to show cause why the study assistance 

should continue.  If no response is received, or if the response is not deemed 
acceptable, then the employee will be required to re-apply for study 
assistance when they recommence their studies (and the study assistance 

conditions applying at that time will apply). 
 

Resignation or Dismissal of Study Assistance Recipient 
 

36. Employees granted Level B or Level C study assistance who resign or are 

dismissed within two (2) years of receiving study assistance under this policy 
must repay: 

a) 66% of the financial component if their employment ends within twelve 
(12) months of receiving the financial component of the study 
assistance; or  

b) 33% if their employment ends after twelve (12) months and before 
twenty four (24) months of receiving the financial component of the 

study assistance. 
37. Study Assistance will cease immediately on notification of resignation or 

dismissal, and all study and examination leave applied for will be cancelled. 
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38. Any repayment will be calculated based on the employee’s end date, and 
deducted from their final pay. 

39. The Chief Executive Officer has the authority to waive any financial 
component repayment by an employee who has ceased employment. 

 
Compulsory Book Purchase 
 

40. Applicants are to confirm the availability of listed text books required for 
study through the Council Library prior to undertaking any purchase. 

41. The Council Library will acquire the required listed text books, and they will 
be booked out to the employee for the duration of the semester. 

42. These books remain the property of the Council Library, and must be 

returned at the end of the semester. 
 

Withdrawal or Variation of Study Assistance 
 

43. The Chief Executive Officer has the authority to suspend, vary or withdraw 
assistance under this policy in the event of: 
a) unsatisfactory progress in the course by the employee, which includes 

repeated subject failures and/or failure to meet the requirements of the 
educational institution for continuation in the course; or 

b) unsatisfactory work performance or conduct of the employee. 
 
Study Policy Summary 

LEVEL CRITERIA ASSISTANCE PROVIDED 

A Where the course of study 

is directly related to the  

applicant’s employment (ie 

it will maintain or improve 

the specific skills or 

knowledge you require in 

your current employment, 

or result in, or is likely to 

result in, an increase in 

your income from your 

current employment) 

 The reimbursement of 100% of all compulsory 

fees (including Higher Education Loan 

Program fees, student service fees, and 

compulsory residential school attendance) 

upon successful completion of subjects, but 

only once per subject; 

 Paid study leave of 3 hours per week; 

 Paid study leave during attendance at a 

compulsory residential school; and 

 Paid examination leave of 2 day per final 

examination. 

B Where the study relates to 

a first qualification and the 

course is relevant to the 

employee’s current 

employment.  Relevance 

will be assessed with 

reference to the selection 

criteria in the position 

description for the 

employee’s current position 

and where gaining of the 

qualification is likely to 

increase the employee’s 

income from the Council. 

 The reimbursement of 75% of all compulsory 

fees (including Higher Education Loan 

Program fees, student service fees and 

compulsory residential school attendance) 

upon successful completion of subjects, but 

only once per subject; 

 Paid study leave of up to 2 hours per week 

per subject to a maximum total of 40 hours 

per semester; and 

 Paid examination leave of 2 days per final 

examination. 

C Where the study is for 

subsequent qualifications 

 The reimbursement of 50% of all compulsory 

fees (including Higher Education Loan 
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which are relevant to the 

employee’s current 

position.  Relevance will be 

determined with reference 

to selection criteria 

contained in the employee’s 

position description.  

Application for Masters 

qualifications will only be 

considered from employees 

at Head of Department 

level (other than in 

extenuating circumstances 

as determined by the CEO). 

Program fees, student service fees and 

compulsory residential school attendance) 

upon successful completion of the course, but 

only once per subject; 

 Paid study leave of up to 2 hours per week 

per subject to  a maximum total of 40 hours 

per semester; and 

 Paid examination leave of 2 days per final 

examination. 

D Study which has relevance 

to the Council’s operations 

and the potential future 

career opportunities that 

may arise for the employee 

in the Council.  Support will 

be required from the 

employee’s Head of 

Department and the Chief 

Executive Officer. 

 Paid examination leave of 2 days per final 

examination. 
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STF 24 CEO Performance Reviews 
 

Policy Number STF 24 

Responsible Department Executive Services 

Adoption Resolution Number 2011/184 

Adoption Date 17 November 2011 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 
15 June 2017 (Resolution no. 2017/058) 

 
Objectives 
 

1. Subject to the provisions of relevant legislation and provisions of the CEO’s 
contract of employment, reviews of the Chief Executive Officer’s 

performance shall be carried out in accordance with this policy. 
 

Preparation 

 
2. The annual appraisal process will commence at the July Ordinary Meeting of 

Council as a means of giving formal advice to the CEO.  If possible, a 
mutually agreed date for the Appraisal Interview will be set at the same 

meeting.  In an election year all efforts will be made to carry out the 
appraisal process prior to the formation of a new Council. 

3. At the same meeting, the Council to consider the appointment of an external 

facilitator.  If it is agreed to use a facilitator, Council and the CEO select a 
mutually agreed facilitator, or agree to put the work out to tender. 

4. At the same meeting, Council must determine if all Elected Members will 
take part in the CEO’s Annual Appraisal, or if a Review Panel is to be 
convened. 

5. If in a particular year it has been decided that a facilitator will not be 
appointed, the Shire President shall facilitate the CEO’s Annual Appraisal.  If 

the Shire President so wishes, they may nominate another Elected Member 
to take on the facilitation role so long as all Elected Members agree. 

6. Council must decide on the process by which the CEO’s current Objectives 

and Actions (Key Performance Indicators, Key Result Areas are other terms 
that can be used) will be reviewed.  If the majority of Elected Members wish 

to use a questionnaire, the designated facilitator will be asked to prepare 
one.  If a facilitator has not been appointed, the preparation of a 
questionnaire will be facilitated by the Shire President (or other nominated 

Elected Member). 
7. The CEO will be requested to complete a self-assessment report and give it 

to the designated facilitator or the Shire President at least three weeks 
before the date agreed on for the Appraisal Interview.  The CEO’s report to 
be provided to all Elected Members, with a questionnaire if one is being 

used. 
8. If the majority of Elected Members do not wish to use a questionnaire, a 

meeting of the whole Council will be convened by the Shire President (or 
other nominated Elected Member) in order to discuss and collate Council 
feedback on the previous year’s Objectives and Actions (KPIs, KRAs) and the 

CEO self-assessment report. 
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9. If a questionnaire is agreed to by the majority, those Elected Members in the 
minority who do not wish fill out a questionnaire will be given the option of a 

telephone interview with the designated facilitator or a small group meeting 
facilitated by the Shire President (or other nominated Elected Member).  

Their feedback will be recorded. 
10. Questionnaires and/or group discussions must address the addition of new 

and removal of old Objectives and Actions (KPIs, KRAs) for the CEO.  These 

will be discussed at the Appraisal Interview but all Elected Members, not just 
those selected for a Review Panel, must be given the opportunity to provide 

input. 
11. The facilitator or the Shire President (or nominated Elected Member) will 

collate all feedback and compile a Feedback Report/discussion paper.  This 

must be provided to CEO at least one week before the Appraisal Interview 
date. 

 
Appraisal Interview 

 
12. The facilitator and/or Shire President (or nominated Elected Member) must 

meet with the CEO, brief them on the process and provide an overview of 

the Feedback Report. 
13. The facilitator and/or Shire President (or nominated Elected Member) must 

brief the Review Panel/Council on the appraisal process and provide an 
overview of the Feedback Report. 

14. If both a facilitator and the Shire President are present, they must agree on 

who will lead the Appraisal Interview. 
15. The Appraisal Interview must then be conducted. 

16. After the formal interview, the facilitator or Shire President (or nominated 
Elected Member) must lead a discussion on the CEO’s current Objectives and 
Actions (KPIs, KRAs) and ensure that those for the upcoming year are 

agreed on by the CEO and accurately documented. 
 

Post Appraisal 
 

17. The facilitator or Shire President (or nominated Elected Member) must 

prepare a Final Report and recommendations for Council. 
18. Council must conduct a review of the process and make any adjustments as 

necessary to this policy for the following year. 
19. The recommendations and any policy amendments are to be submitted to 

the October Ordinary Council meeting, or if the process has not been 

completed the November meeting. 
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STF 26 – Anti-Discrimination, Harassment and   
  Workplace Bullying 
 

Policy Number STF 26 

Responsible Department Executive Services 

Adoption Resolution Number OSH Committee  

Adoption Date 23 October 2013 

Review Date & Resolution 17 April 2014 (Resolution no. 2014/014) 

15 June 2017 (Resolution no. 2017/058) 

 

Objectives 
 

1. The Council aims to sustain a climate and culture for Council employees 
where harassment and victimisation are unacceptable forms of behaviour. 

2. The Council’s philosophy is that all employees and people in general are 

treated equally regardless of job status, age, race, background, educational 
opportunities, gender, sexual preference, marital and parental status, 

national or ethnic origin, religious or political beliefs, physical and mental 
impairment, social origin, political opinion or trade union activity. 

3. The Council’s employees have the right to quiet enjoyment of the workplace 

environment in an environment that is free from discrimination, harassment 
or bullying behaviour of any sort. 

4. The Council promotes acceptance and recognises the equality of all people 
by ensuring that all Council employees receive fair and equal consideration. 

 
Statute Reference 
 

5. Age Discrimination Act 2004 (Commonwealth) 
6. Australian Human Rights Commission Act 1986) (Commonwealth) 

7. Disability Discrimination Act 1992 (Commonwealth) 
8. Racial Discrimination Act 1975 (Commonwealth) 
9. Sex Discrimination Act 1984 (Commonwealth) 

10. Work Place Gender Equality Act 2012 (Commonwealth) 
11. Fair Work Act 2009 (Commonwealth) 

12. Workplace Health and Safety Act 2011(Commonwealth) 
13. Western Australia Equal Opportunity Act 1984 (Western Australia) 
14. Occupational Safety and Health Act 1984 

 
What is Discrimination? 

 
15. All forms of discrimination are covered by this Policy including discrimination 

against the protected characteristics stated above. 

16. Discrimination is unlawful and can take one of two forms, Direct 
Discrimination and Indirect Discrimination, as described in further detail 

below. 
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Direct Discrimination 

 
17. Direct Discrimination occurs when a person with a particular attribute is 

treated less favourably than a person without that attribute in the same or 
similar circumstances. 

18. For example: 

a) an advertisement for employment which specifies that a person over a 
certain age will not be considered for a role; or 

b) refusal to interview an applicant for a job because they are of a certain 
race. 

19. These are both examples of Direct Discrimination on the basis of a person’s 

age or race. 
 

Indirect Discrimination 
 

20. Indirect Discrimination occurs when a policy or practice, which applies to 
everyone, has an unequal or disproportionate effect or result on particular 
groups such as women or a person who is disabled.  

21. For example: 
a) a policy which provides that training is available only on the weekend 

may indirectly discriminate against people who are unable to work on 
weekends for religious or cultural reasons, or due to parental 
responsibilities; or 

b) a decision to only hire fluent English speakers, where this is not a 
genuine requirement for the position, will indirectly discriminate against 

people from a non-English speaking background. 
 

What is Harassment? 

 
22. Harassment is any form of behaviour, which is uninvited, unwelcome and 

which humiliates, offends or intimidates another person, or makes the 
workplace or training environment uncomfortable and unpleasant. 

23. It can be verbal, written, visual or physical in form. 

24. Harassment is unlawful if it is sexual, or based on job status, age, race, 
background, educational opportunities, gender, sexual preference, marital 

and parental status, national or ethnic origin, religious or political beliefs, 
physical and mental impairment, social origin, political opinion or trade union 
activity.  

25. While Harassment may not be intended to hurt another person, if it does it is 
unlawful (intent is irrelevant under the law). 

26. Harassment has a detrimental effect on the workplace or training 
environment and often results in: 
a) a hostile workplace environment; 

b) poor performance and job satisfaction / job performance results; 
c) impaired health and increased stress; 

d) lost career opportunities; 
e) increase in employee turnover / high program dropout rates; 
f) reduced productivity and efficiency; and 
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g) considerable costs for the organisation and the affected employee. 
 

Examples of Harassment 
 

27. Harassment in the workplace environment can take many forms. 
28. It can be obvious, subtle, direct or indirect. 
29. Harassment can be verbal, written, physical or visual and includes innuendo. 

30. Further, some examples of harassment are as follows: 
a) sexual or suggestive remarks and references; 

b) persistent and unwelcome requests to go out; 
c) propositions (sexual invitations); 
d) spreading rumours; 

e) making fun of someone; 
f) obscene telephone calls/letters/faxes/e-mail messages; 

g) offensive jokes; 
h) repeated questions about someone’s personal life; 

i) threats or insults; 
j) name calling; and 
k) use of inappropriate language. 

 
Non-verbal Harassment 

 
31. Some examples of non-verbal harassment are as follows: 

a) displaying sexually suggestive, offensive or degrading materials on walls, 

computer screen savers, emails or memos; 
b) circulating humiliating or intimidating literature; 

c) suggestive looks or leers; 
d) unwelcome practical jokes; 
e) unsolicited letters, faxes or notes; 

f) mimicking someone; 
g) unnecessarily following someone to and from work; 

h) offensive hand or body gestures; 
i) wolf whistling; 
j) unnecessary physical contact; and 

k) isolating someone. 
 

Physical Harassment 
 

32. Some examples of physical harassment are as follows: 

a) unnecessary physical contact (pinching, patting, touching, hugging 
against a person’s will, kissing); and 

b) pushing, shoving or jostling. 
 

Bullying Behaviours 

 
33. A bully is a person who uses their strength or power to coerce others by fear 

or to persecute or oppress by force and threat. 
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34. Bullying constitutes offensive treatment through vindictive, cruel, malicious 
or humiliating attempts to undermine an individual or groups of Council 

employees. 
35. Bullying behaviour may be obvious such as: 

a) repeated shouting, swearing and spontaneous rages, often over trivial 
matters; 

b) personal insults and name calling; 

c) persistent criticism; 
d) spreading unfounded rumours; 

e) ignoring or excluding someone from the work group; 
f) persecution through instilling fear and making threats; 
g) groundless withdrawal of benefits; 

h) constantly undervaluing effort; 
i) public reprimands and humiliation; and 

j) refusing to listen to another’s point of view. 
36. Less obvious behaviours include 

a) removing areas of responsibility without probable cause; 
b) refusing to delegate without probable cause; 
c) constantly changing targets or work deadlines without probable cause; 

d) withholding work related information or supplying incorrect information 
without probable cause; and 

e) blocking applications for leave, training or promotion without probable 
cause. 

 

Responsibility of Shire of Halls Creek 
 

37. The Shire of Halls Creek, its managers and supervisors are responsible for 
the health, safety and welfare of Council employees who report to them.  

38. They must take special care to ensure that harassment and victimisation are 

not occurring in the workplace. 
39. Potential problems should be addressed immediately by making it quite clear 

to harassers that such behaviour will not be tolerated.  
40. Council employees should feel secure in the knowledge that if they do advise 

of a problem it will not be dismissed without a review and possible 

investigation of the complaint by suitable qualified and experienced person 
such as your Occupational Safety and Health Representative. 

 
Reporting an Incident 
 

41. Employees who feel they are being harassed should immediately advise their 
line manager or the Chief Executive Officer so that the matter can be 

investigated. 
 
Investigation 

 
42. The Chief Executive Officer or duly authorised person will ensure that claims 

of harassment or bullying are thoroughly investigated as quickly as possible. 
43. All details of such an investigation will remain confidential. 
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44. Furthermore the investigation will operate under the principals of natural 
justice and procedural fairness to all parties. 

 
Resolution 

 
45. If an allegation of harassment or bullying has been reported to the Chief 

Executive Officer, the Chief Executive Officer will then aim to resolve the 

incident or allegation in accordance with this Policy. 
46. Further, the following steps may be taken: 

a) all parties should be advised of the decision and the reasons for it 
b) if the claim is substantiated, immediate steps should be taken to prevent 

the behaviour from recurring 

c) a note of the complaint and its resolution must be made on the 
employee’s personnel file; and 

d) offending behaviour should be closely monitored and a check made after 
a suitable period of time to ensure that the offending behaviour has 

stopped, that the solution is working satisfactorily and that the 
complainant is not being victimised in any way for having made the 
complaint. 

47. All employees have the responsibility to ensure: 
a) they are familiar with the Shire of Halls Creek policy on 

antidiscrimination, harassment and bullying behaviour; 
b) their behaviour is appropriate and consistent with the principles of 

equality, fairness and anti-discriminatory practices; and 

c) they do not engage in or condone any discriminatory, harassing or 
bullying behaviour by not reporting any incidents. 
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STF 27 Vehicle Private Use 
 

Policy Number STF 27 

Responsible Department Infrastructure Assets 

Adoption Resolution Number 2014/014  

Adoption Date 17 April 2014 

Review Date & Resolution 15 June 2017 (Resolution no.) 

 

Objectives 
 

1. To provide guidelines around what reasonable private use of Council vehicles 
means. 

2. To ensure employees are aware of the Fringe Benefit Tax obligations around 
private use of Council vehicles. 

3. To ensure employees are aware of their obligations to keep vehicles in a safe 

and appropriate condition. 
 

Definition of Private Use (Tax Office) 
 

4. A car is taken to be available for the private use of an employee on any day 

that they or their associates: 
a) use it for private purposes; or 

b) could use it for private purposes. 
5. If a car is garaged at or near an employee’s home, it is taken to be available 

for the employee’s private use, regardless of whether or not the employee 

has permission to use the car privately. 
6. As a general rule, travel to and from work is private use of a vehicle. 

 
Application 
 

7. This policy applies to all employees who take a Council vehicle away from 
the workplace after work hours. 

 
Fringe Benefit Tax 
 

8. Each employee with a Council vehicle must fill out a log book. 
9. The log book must be kept for a minimum of three (3) continuous months. 

10. The three month period must not include both March and April, as this 
traverses the end of one fringe benefit year and the beginning of the next. 

11. The use of a Council vehicle for private use will generate a car fringe benefit. 

12. The fringe benefit may impact on the employee, and it is the responsibility of 
the employee to seek advice on how this fringe benefit may affect them. 

 
Private Use 
 

13. Only the Council employee who received the vehicle is permitted to drive it, 
unless otherwise authorised by the Chief Executive Officer, or the Director 

Infrastructure Assets or the person who holds authority over fleet 

Page 207 of 242



 

 

  
   

 

management for the Council.  Other persons cannot operate the vehicle 
unless in an emergency situation. 

14. Council vehicles must be operated in a safe manner, and all traffic laws are 
to be obeyed. 

15. Only employees with the appropriate driver’s licence are permitted to 
operate Council vehicles. 

16. Employees will be responsible for any infringement notices while the vehicle 

is in their possession. 
17. Employees are responsible for the security of their personal items in Council 

vehicles. 
18. Employees who have personal use of Council vehicles are required to keep 

them in a reasonable state of cleanliness. 

 
Inappropriate Private Use 

 
19. All Council policies that operate during work hours will also operate when the 

Council vehicle is being used for private use (eg STF 09, HLT 01, etc.). 
20. No employee can take any Council vehicle ‘off road’ without the approval of 

the Director Infrastructure Assets or the Chief Executive Officer. 

21. Approval by a Head of Department on one occasion does not mean that 
approval is given on all occasions. 

22. Employees who use Council vehicles for unlawful or unsafe activities will be 
investigated and, if the allegations are substantiated, may face disciplinary 
action or dismissal. 

23. All criminal activities involving Council vehicles will be reported to the 
appropriate authorities. 
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STF 30 Leave Entitlements 
 

Policy Number STF 30 

Responsible Department Executive Services 

Adoption Resolution Number 2015/109  

Adoption Date 19 November 2015 

Review Date & Resolution 15 June 2017 (Resolution no. 2017/058) 

 
Objectives 

 

1. To assist employees to achieve a healthy work/life balance by taking 

appropriate periods of time off, in the form of Annual Leave or Time in Lieu 
(TIL). 

2. To ensure minimal risk to health and wellbeing of all employees by not 
exposing them to periods of work without a break. 

3.  To specify the maximum accrual of Annual Leave and TIL. 

4. To minimise leave liability to the Shire of Halls Creek and the 

growing debt incurred from untaken leave. 

 
Statute Reference 

 
5. Local Government Officers’ (Western Australia) Interim Award 2011. 

6. Local Government (Long Service Leave) Regulations. 

 
Annual Leave and TIL 

 
7. Employees of the Shire of Halls Creek are typically entitled to five weeks 

Annual Leave per year unless stipulated differently in their individual 

contract. 

8. Employees are required to use leave entitlements within a reasonable 

time of it falling so as it discourage accrual of excess leave. 

9. Employees are permitted to accumulate a maximum of 300 hours of 
Annual Leave entitlements. 

10. Employees are permitted to accumulate a maximum of 200 hours of TIL. 

11. Outstanding entitlements of Annual Leave and TIL will be paid out on 

termination of contract unless withheld due to a breach as described by the 

employee’s contract. 
12. Employees must complete a leave form and have it approved by their 

accountable Manager no less than one week before the leave is to 

commence. 

13. Employees may be granted permission to take leave with a lesser 

notice period under exceptional circumstances upon the discretion of their 
Manager. 

14. Annual Leave is not available to casual employees. 

15. Annual Leave is available to part time employees on a pro-rata basis. 

16. Employees’ individual contracts will specify their entitlement to TIL. 

17. Requests for Annual Leave or TIL to be paid out as a cash entitlement 

will be handled at the discretion of the CEO in writing on an individual 
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basis without resulting in precedent. 
18. This policy does not provide for any pay in advance requested by 

employees, except for already approved leave. 

19. The Shire office closes over the Christmas and New Year period.  All Staff 
not rostered on to work over this time will be required to take annual leave 

or Time in Lieu to cover all days other than the statutory holidays. 

 
Long Service Leave 

 

20.  No employee is permitted to have more than one full period of Long 
 Service Leave available at any one time. 

 
Sick Leave 
 

21.  Employees are entitled to take up to ten (10) days of Sick Leave per 
 year or twelve (12) days after three (3) years continuous service. 

22. Sick Leave accrues progressively and accumulates from year to year, but 

 will not be paid on termination of contract. 

23. Sick Leave is inclusive of the following; 

a) Personal Leave – payable to the employee due to personal illness or 

injury 
b) Carer’s Leave – payable to the employee for the purpose of caring 

for an immediate family or household member who requires the 

employee’s care and support because on an illness, injury or unexpected 

emergency. 
24. Employees must complete a sick leave form upon returning to work. 

25.  Employees must provide a medical certificate for themselves, or 

 dependant in the case of Carer’s Leave, when Sick Leave is taken for 

 two days or more in one pay cycle, whether consecutive or 
 otherwise. 

26. Failure to provide a medical certificate under the circumstance outlined 

 in clause 18 may be treated as a breach of contract. 

27.  Employees must notify their accountable manager of their intention to 

 take  Sick Leave as soon as practical. 

28.  Failure to notify the accountable Manager within 24 hours of 

 commencing Sick Leave, without reasonable cause, may be treated  as 

 a breach of contract. 

29.  In the event that an employee does not have enough Sick Leave owing 
 to cover a period of illness, the employee may be required to take Unpaid 

 Leave. 

 
Compassionate Leave 

 

30.  Employees are entitled to two days of paid compassionate leave on any 

 occasion on which; 
a) a member of the employee’s immediate family or household either 

contracts or develops a personal illness that poses a threat to his or 
her life; 
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b) a member of the employee’s immediate family or household sustains 
an injury which poses a serious threat to life; or 

c) on the death of a member of an employee’s immediate family or 
household. 

31.  Compassionate Leave does not accumulate and is not paid out on 
 termination of employment. 

32.  Employees must notify their accountable manager within 24 hours of 

 commencing Compassionate Leave and complete a leave form upon 

 returning to  work. 

 
 Parental Leave 
 

33. Parental Leave is unpaid. 

34.  Parental Leave is available after twelve months continuous service upon 

 the birth or adoption of a child as defined by the Local Government 

 Officers’ (Western Australia) Interim Award 2011. 

35.  Parents are entitled to a combined total of 52 weeks unpaid Parental  

 Leave on a shared basis in relation to the birth or adoption of 
 their child. 

36.  For females, Maternity Leave may be taken and for males, Paternity Leave 

 may be taken. 

37.  Maternity and Paternity Leave may be taken from up to six weeks 

 prior to the birth of the child and upon the presentation of a medical 

 certificate confirming the expected date of birth. 

38. Adoption Leave may be taken in the case of adoption. 

39.  Parental Leave is only available to one parent at a time, except in the 
 following circumstances: 

a) for Maternity and paternity leave, an unbroken period of one week at 

the time of the birth of the child; or 

b) for Adoption Leave, an unbroken period of up to three weeks at the 
time of the placement of the child. 

 
 Defence Reservist Leave 
 
40. Members of the Defence Reserve Service employed by the Shire and 

 eligible for Defence Reservist Leave which shall be paid on the basis of  

 the difference between the employee’s normal weekly salary  and the 

 remuneration received from the Armed Services. 

41.  Should the amount from the Armed Services be greater than the 

 normal weekly salary, no additional payments will be made by the 
 Shire. 

42. Superannuation contributions will be based on the employee’s normal 
 weekly salary. 

43.  Should an Employee be released for more than 2 weeks per year for 
 Defence service, the Shire shall, in accordance with Commonwealth 

 Government Legislation, apply for the Local Government Support 
 Payment. 
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 Unpaid Leave 

 
44. There is no entitlement for employees to take Unpaid Leave.  Any 

 application for Leave Without Pay must be approved first by both the 
 employees direct manager and the Chief Executive Officer. 

45. There will be no Leave Without Pay (LWP) granted while the employee 

 has a Time In Lieu (TIL) or Annual Leave balance, this leave must be 
 used first, and only then will (LWP) be considered at the discretion of the 
 Chief Executive Officer. 

46. No leave will accrue whilst an employee is on Leave Without Pay, this 
 includes all types being annual, long service leave, sick leave or personal 

 leave, and time in lieu.  Leave will again commence accruing the day the 
 employee resumes their normal duties or paid leave. 

47.  If an employee is on Unpaid Leave for a period exceeding three (3) 

 months within one calendar year their employment may be terminated, 
 regardless of the circumstances. 
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STF 31 – Secondary Employment (paid & voluntary) 
 

Policy Number STF 31 

Responsible Department Executive Services 

Adoption Resolution Number Resolution no. 2017/058 

Adoption Date 15 June 2017 

Review Date & Resolution  

 

Objectives 
 

1.  The Shire of Halls Creek recognises that its employee’s may engage in 

 secondary employment outside of their employment at the Shire of Halls 
 Creek.   

 
2.  This policy aims to provide guidance on the disclosure, implications and 

 limitations regarding ‘secondary employment’ in the context of perceived 

 and actual conflicts of interest with the work  conducted at the Local 
 Government.  

 
3.  For the purposes of this policy, secondary employment includes paid 

 employment with another organisation, running a business, maintaining a 
 professional practice or consultancy, contract work and being a director of 
 an organisation. It may also include voluntary activities if those  activities 

 have the potential to affect employment with the Shire of  Halls Creek. 
 

 Commitment 
 
4.  The Shire of Halls Creek will exercise the discretion to consent to an 

 employee’s application for secondary employment, unless the secondary 
 employment will, or is likely to have an adverse impact on their 

 employment with the Shire of Halls Creek.  
 
5.  In considering any such application, the Shire of Halls Creek will have 

 due regard to principles affecting employment by Local Governments 
 under  Section 5.40 of the Local Government Act 1995.  

 
 Requirement 
 

6.  An employee must not engage in secondary employment outside the 
 service of the Shire of Halls Creek without first informing the CEO.  

 
7.  The CEO will review the nature of the secondary employment and provide 

 the employee with an outcome. If the CEO elects not to give consent to 

 secondary employment, the CEO must provide an  explanation outlining 
 any perceived or actual adverse impacts that secondary employment 

 may have on their employment with the Shire of Halls Creek. 
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 Conflicts of Interest with the Local Government 
 

8.  Secondary employment can lead to actual and perceived conflicts of 
 interest and/or conflicts of duties. An employee must not use Shire of 

 Halls Creek  time, resources, or information obtained from the Shire of 
 Halls Creek in the course of secondary employment, or otherwise 
 take advantage of their position at the Shire of Halls Creek for the 

 benefit of their secondary employment. 
 

9.  An assessment of any secondary employment will be undertaken at the 
 time of application for approval and then annually or more regularly if 
 required in order to minimise risks including but not limited to: 

 
 the creation of an actual or perceived conflict of interest between official 

and private business interests; 
 misuse of Shire of Halls Creek resources, especially telephones, email and 

office stationery and material; 
 unauthorised use of information and intellectual property; 
 absenteeism due to competing commitments;  

 diminished work performance resulting from tiredness, distraction or time 
pressures; 

 increased load on co-workers who must ‘cover’ the reduced performance 
of one employee; and 

 adverse effects on the public’s perception of the integrity of the Shire of 

Halls Creek. 
 

 Responsibility of Employee 
 
10. An employee must avoid and appropriately resolve any conflict or 

 incompatibility between his or her private or personal interests and the 
 impartial performance of his or her public or professional duties.  

 
11. Employees with approval to engage in secondary employment have a duty 

 to notify the CEO of any change in circumstances which might give 

 rise to a conflict of interest, incompatibility with the Shire of Halls 
 Creek  employment or any real or perceived adverse impact on their 

 performance of professional duties. 
 
12. The use of Shire resources in communications with NGO boards of which 

 the employee is a member should be avoided.  Instead, the employee will 
 use a separate personal digital identity and personal phone contact and 

 direct their communications using these means. 
 
 Responsibility of Chief Executive Officer 

 
13. The CEO may deny an application to engage in secondary employment 

 where it presents a conflict with their Shire of Halls Creek duties. 
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14. The CEO may make the termination of secondary employment a condition 
 of commencement or continuation of employment with the Shire of 

 Halls Creek. Further, the CEO may place any necessary restrictions on 
 secondary employment so as to not interfere with the position with the 

 Shire of Halls Creek.  
 
15. An employee who engages or continues to engage in secondary 

 employment after being informed that their application has been 
 denied may be subject to disciplinary action.  In some circumstance, the 

 Shire of Halls Creek may be obliged to notify an external agency, 
 such as the Corruption and Crime Commission, if the secondary 
 employment arrangement requires further investigation.  

 
16. The Chief Executive Officer may delegate his/her authority to deal with all 

 or any part of this policy and procedure to an appropriate Officer. 
 

 Voluntary & Community Organisations 
 
17. Shire of Halls Creek employees are encouraged to contribute to the 

 community and be involved in voluntary and community organisations. 
 Within the context of this Policy, an employee is free to fully participate in 

 voluntary and community organisations, charities and in professional 
 associations. However, this must be in the employee’s own time, except  
 where permission is granted by the CEO for participation during work 

 hours). All involvement in voluntary and community organisations 
 must  be disclosed  and approval sought from the CEO. This further 

 extends to unpaid external work and work experience, including 
 internships.  

 

 Appeals 
 

18. If an employee who does not receive approval from the Shire of Halls 
 Creek to undertake secondary employment wishes to appeal the 
 decision, they are  entitled to make their appeal in writing to the CEO for 

 reconsideration. 
 

 Variation to This Policy 
 
19. This policy may be cancelled or varied from time to time. All the Shire  of 

 Halls Creek employees will be notified of any variation to this policy by 
 the normal correspondence method. All employees are responsible for 

 reading this policy prior to engaging in secondary work. 
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Schedule 1 Application for Secondary Employment 

Name:_________________________________________ 

Current Position: _________________________________________________ 

Name of outside organisation employee is seeking secondary employment 

with:____________________________________________________________ 

Title of outside position:   _________________________________ 

Estimated time required for outside position (days, duration, 
hours):__________________________________________________________ 

Estimated days of secondary employment (work 

roster):__________________________________________________________ 

Proposed start date of secondary employment:___________________________ 

Main business activity of outside organisation:___________________________ 

Nature of the secondary employment position:___________________________ 

 

Please circle yes or no 

Does the proposed work to be carried out in the course of secondary 
employment, have, or potentially have, any business connection or other 

arrangement with the Shire of Halls Creek   Yes / No 

Is there likely to be any need to make changes to your work arrangements at 
the Shire of Halls Creek to undertake the proposed secondary employment?  
                                        Yes / No 

Is there likely to be any use of, or perception of use of, Local Government 

resources, materials, or equipment, or information that is obtained through your 
work with the Shire of Halls Creek in the proposed secondary employment?   
                                                                                  Yes / No 

Is there likely to be any other conflict or perceived conflict of interest between 

the proposed secondary employment and your Shire of Halls Creek duties and/or 
Shire of Halls Creek business?  

                Yes / No 
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For part-time employees only:  

What is your primary employment (i.e. major income source)?  
 

________________________________________________________________ 

Employee declaration: 

I, ________________________, have read and fully understood the policy of 
secondary employment the Shire of Halls Creek of _______________ has in 

place and the code of conduct. 

I declare that if my secondary employment creates a conflict of interest or 
adversely impacts upon my employment at the Shire of Halls Creek of 
____________________________I will either cease the secondary employment 

or advise the Chief Executive Officer and comply with any directions I am given. 

I understand that if I breach this policy I may be subject to disciplinary action 
including possible dismissal. 

Signed: ___________________________________   on the _____/_____/____ 

 

For Chief Executive Officer or authorising officer: 

 

Application rejected or approved:  _________________________________ 

Reasons for rejection: 
________________________________________________________________ 

Conditions of approval: 

________________________________________________________________ 

Name of Authorising Officer or Chief Executive Officer:

 ___________________________ 

Position of Authorising Officer if applicable:

 _________________________________ 

Signature of Authorising Officer or Chief Executive Officer  
__________________________ 
 

Date: _____/_____/_________ 
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STF 32 Safe Vehicle Use 
 

Policy Number STF 32 

Responsible Department Corporate Services 

Adoption Resolution Number Resolution no. 2017/058 

Adoption Date 15 June 2017 

Review Date & Resolution  

 
Objective  

1. The purpose of this policy is to promote the safe use of the Shire’s vehicles 
to protect the driver, passengers and other road users. The policy also seeks 
to minimise the loss of, or damage to Shire vehicles and to ensure they are 

well maintained. 

Risks of Driving in the Kimberley 

2. Driving in the Kimberley can be particularly hazardous due to: 
 Wandering stock an wildlife on roads 

 Long travelling distances and therefore driving periods 
 Sun strike 
 Flooding  

 Variability in road conditions 
 Unsealed and dusty road 

 Long road trains 
 Flooding 
 Wet seasons storms 

 A hot, dry and remote environment 

3. Appropriate responses to these and other hazards are set out in the Safe 

Vehicle Use Risk Guide included in this policy.  It is important that all staff 
driving Shire vehicles are familiar with these risks and the guide for 
minimising the risks. 

Application of Policy 

4. This policy is to be adhered to by all staff travelling in a Shire of Halls Creek 

owned vehicle or a vehicle hired by the Shire of Halls Creek and by all 
contractors engaged by Council. 

 

5. Some staff are entitled to drive Shire vehicles for private use.  The policy 
applies to the private use of Shire vehicles with respect to the Shire’s 

interest in minimising vehicle loss and damage.  The Shire strongly advises 
staff to also apply the policy in a private capacity to assist in their personal 
safety. 

Core principal 

6. A core principal of this policy is that for every vehicle trip the Shire requires: 
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 A safe vehicle 
 A safe driver 

 A Safe Journey Plan when traveling beyond the Halls Creek Town boundary 
and the town boundaries of Billiluna, Ringer Soak and Mulan 

Responsibilities 

7. The Director Assets and Infrastructure is responsible for ensuring: 
 that the vehicle is initially road worthy and appropriately equipped  

 scheduling of maintenance 
 maintaining a vehicle safety check list in Infoxpert for all staff to access prior 

to embarking on a trip 
 
8. The driver is responsible for: 

 undertaking a visual inspection to check the vehicle is fit for purpose 
including checking tyre pressure tread condition, oil and water and checking 

gauges before each trip;  
 checking  that all vehicle safety equipment (as per the vehicle safety check 

list) is carried in the vehicle for any given trip outside the Halls Creek Town 
Boundary and the town boundaries of Billiluna, Ringer Soak and Mulan 

 being competent in the use of  all safety equipment and being able to 

change a vehicle tyre 
 not driving the vehicle while intoxicated or under the influence of drugs 

 not driving the vehicle when tired 
 having a valid driver’s license 
 complying  with road rules 

 ensuring the safety of themselves and their passengers 
 completing a Safe Journey Plan for all trips outside the Halls Creek town 

boundary 
 ensuring an adequate supply of fuel 
 checking road conditions 

 engaging four wheel drive when road conditions make this appropriate (this 
is generally the case on all unsealed roads to improve traction) 

 driving to the conditions and not  compromising the safety of yourself, 
vehicle occupants and the vehicle itself due to undue risk from natural 
hazards  

 not driving on un-passable roads or tracks or into un-passable water courses 
 not driving on closed roads 

 ensuring that the loading of the vehicle does not comprise the safety of the 
vehicle or occupants 

 lights are turned on during night  and the day (if the trip extends beyond 

Halls Creek Town boundary and the town boundaries of Billiluna, Ringer Soak 
and Mulan) 

 reporting all accidents to the Director Assets and Infrastructure and  
 reporting all traffic infringements  to the Director Assets and Infrastructure 
 that any secondary driver authorised by the driver to use the vehicle has a 

license as is competent to drive to the conditions 
 any safety or maintenance issues associated with the vehicle are reported to 

the Operations Office 
 advising the Operations Officer when vehicle maintenance is required 
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(including a general service every 10,000 km) 
 completing the vehicle log book 

 
9. The Director Corporate Services is responsible for the administration of 

insurance associated with vehicle use and the allocation of GPS tracking/two 
way communication devices. 

A Safe Journey Plan 

10. A Safe Journey Plan is required for any trip extending beyond the Halls 
Creek Town boundary and the town boundaries of Billiluna, Ringer Soak and 

Mulan) 
 
11. At a minimum a Safe Journey Plan will consist of: 

 
 notifying your supervisor or manager of your departure date, proposed 

destination, the routes you intend to take and your estimated time of arrival 
 writing your departure and return time and destination on the main office 

white board (if based at this office) 
 checking  that the  vehicle is in a safe condition to use and the emergency 

and recovery equipment (as per the vehicle safety checklist) is being carried, 

is fit for purpose and you know how to use it 
 planning your re-fueling stops 

 planning the length and duration of the drive, rest stops and driver hand 
over points  

 assessing the risk of driving in the evening / early morning or night ( this is 

discouraged due to restricted vision and the increased chance of hitting 
wildlife and/or wandering stock) 

 checking road conditions 
 considering the risk guideline in this policy and assessing what actions you 

need to take to avoid or minimise the risk(s) 

 consider alternative travel options or not travelling if the risks are too high 

4 Wheel Drive Training 

12. Staff who drive on unsealed roads are encouraged to attend a 4 Wheel 
Drive course to familiarise themselves with 4 wheel drive driving techniques, 
what the vehicle is capable or not capable of doing, and the safe use of 

recovery equipment.
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Safe Vehicle Use Risk Guide 

 

Risk Factor Mitigation measure / relevant information 

Unsealed Roads Slow down on unsealed road and reduce or speed to suit the conditions.  There is less traction 

on an unsealed road and it is easier to lose traction compare to a sealed road. 

Engaging 4 wheel drive when driving on unsealed roads improves traction and provides more 

control. 

Traffic signs warning of unsealed road ahead –slow down on the sealed road before hitting the 
unsealed road 

Follow tyre tracks where possible as this will provide firmer ground.  Keep away from lose 
gravel on the edge of the road, it could pull you off the road and may cause the vehicle to roll 

over. 

Slow down for corrugations – when corrugations get severe you may lose control of the vehicle. 

Watch out for the incorrect cambers on the road at corners – sloping in the wrong direction may 
result in you skidding off the road if travelling too fast. 

ABS may increase your stopping distance on unsealed roads 

Consider using a lower gear when driving – it will give you better control and may allow you to 
use the gears as break rather than relying on the brakes. 

Try to steer and brake as smoothly as possible.  Sudden or jerky brakes will increase the risk of 
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your vehicle losing traction. 

Watch out ahead for dust. It could be a sign of an oncoming vehicle, or it could signify that you 
are coming up to a vehicle from behind.  Switch your headlights on to low beam when driving in 

dust.  

Poor Road Conditions Traffic on unsealed roads may raise a dust cloud that will obscure your vision. 

Roads may be washed out due to a storm(s). 

Heavy use of local vehicles on unsealed roads may result in deep tyre tracks, ruts and severe 
corrugation. 

Tracks may be in poor condition and un-passable, be prepared to turn back. 

Consider travelling in pairs (two vehicles) so one vehicle can pull out the other or alternatively 

you can abandon one vehicle if need be and still reach a safe destination.   

Allow one vehicle to negotiate a muddy section of road or creek prior to the other vehicle 
traversing the same section or creek. 

Depending on bush fires and heavy rain road conditions may change quickly.  Check: 

- Main Roads (www.mainroads.wa.gov.au) or phone 138 138 

- NT Roads for information on the Negri River crossing on the Duncan Road, Victorian Hway, 
Butine Hway www.ntlis.net.gov.au/roadreport/ or call 1800 246 199 

- The Shire of Wyndham and East Kimberley website www.swek.wa.gov.au 

- The Shire of Halls Creek website www.sohc.wa.gov.au 
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Road Trains (up to 53m 

long, 3 trailers, 2.5m 
wide) 

Ensure the road is clear when overtaking.  To pass, you need to be able to see at least two 

kilometers of clear road ahead.  If in doubt do not pass. 

Overtake quickly; don’t hesitate. 

Make allowance for wind buffeting your vehicle as you pass. 

Allow plenty of room for the road train to brake and manoeuvre. 

Allow the road train to remain on the bitumen if the road is narrow.  This will minimise flying 

debris from wheels and reduce dust. 

Be patient. 

Do not pull out on to a road or on to a one-lane bridge when a road train is approaching as they 

require a long stopping/braking distance. 

Do not stop in a narrow section of road. 

Do not overtake near junctions as road trains may require two lanes in order to turn. 

If a road train is approaching from the opposite direction and the road is narrow, pull over off 

the bitumen if necessary and allow as much room as possible. 

The driver will sometimes use his indicator to tell you when they think it is safe to pass.  Check 
yourself prior to undertaking passing manoeuvre.  

Animals on the road 
(stock and wildlife) 

Many roads are unfenced with stock and kangaroos appearing from nowhere on the road and 
verge.  They are unpredictable. 

Avoid swerving to miss animals as this can cause accidents.  Slow down if you can to avoid 
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impact.   

Be alert to animals on the side of the road. 

Ask passengers to also look for and warn you of animals. 

Avoid driving early morning, at dusk and at night.  Plan over-night accommodation or 
alternative transport to avoid driving at these times.   

The section of the Great Northern Highway between Warman and Halls Creek is particularly 
prone to animals on the road but be vigilant on all roads. 

Travelling on remote 
roads 

Complete a Safe Journey Plan. 

Always let someone know where you are going and your expected time of arrival.  Call or text 
immediately when you get to your destination. 

Carry appropriate recovery and safety equipment as per check list (this includes a minimum of 
5 Litres of water per person per day and communication devices – mobile telephone, GPS 

locator/ two way communicator (available from Director Corporate Services), VHF Radio and 
mobile telephone). 

Consider travelling in pairs (two vehicles) so one vehicle can serve as a back-up. 

Extremes of weather 
(e.g. heat, rain, cold) 

 

Get up-to-date information about road and weather conditions prior to departure. 

Weather updates are available from the Bureau of Meteorological site www.bom.gov.au, Main 
Roads WA website.  Road conditions reports are available from the road authorities and local 
governments as described above under Poor Road Conditions. 

Break down & vehicle Stay with your vehicle.  Don’t leave it to walk for help.  Your vehicle is your shelter and an easy 
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recovery thing to see. 

Do not attempt to open a radiator to check for water, if the engine is hot.  It will be scalding 
hot.  Leave it for several hours to cool. 

If you need to change a tyre, ensure your vehicle is in a safe place and is pulled well off the 
road with hazard warning sign placed on the road and hazard warning lights turned on.  Ensure 
your own safety by being aware of passing vehicles. 

Take care when changing tyres to ensure that your vehicle is on a stable base. 

Use gloves as the wheels and wheel nuts are often hot and can burn you. 

Your engine must be turned off. 

Passengers out of the vehicle.  

Put the hand brake on and engage the vehicle in gear.  

Put a block/rock behind and in front of wheels that are not flat. Loosen the nuts of the flat tyre 

before jacking up.  

Have the spare wheel ready for putting on before jacking up the car.  

Make sure the jack is in the correct position so that it can’t slip or damage vehicle (refer owner’s 
manual).  Carry a wooden pad to place between any soft ground and the foot of the jack to aid 

stability. 

Make sure nuts are tight, stop and check them again after about 50kms. 
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If you get stuck use a shovel and lower the tyre pressure to attempt recovery. 

Do not use other recovery equipment (snatch strap) unless you have been trained how to use it. 

Lost Signal on Mobile 
Phone 

Telstra is the only mobile phone network in the Kimberley.  Coverage is non-existent or patchy 
outside main towns. 

A satellite GPS tracking / two way communication device is to be carried for any journey beyond 
the Halls Creek Town boundary (GPS tracking and two way communication devices have been 

assigned to staff who frequently drive beyond the Halls Creek Town boundary.  Other GPS 
tracking /two way communication devices are available to other drivers from the Director 
Corporate Services 

Be competent in the use of your GPS tracker/two way communicator and check battery charge.  
Training can be provided by the Director Corporate Services. 

Check help notifications and appropriate reporting back schedules and/ or alarms are 
programmed into the GPS tracker/two way communicator. 

Assessing the need and functionality of other communication devices (UHF Radio, Satellite 
Phone)  

Bush Fires Put your headlights on low beam.  

Wind up windows, and engage the recycle option for air.  

Follow advice of police or fire-fighters, if available.  

Remain away from the fire until safe to pass through. If in doubt wait or turn back. 
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Smoke can obscure oncoming vehicles, so drive with care.  

Be cautious as fires can move fast and are unpredictable. Hot embers, wind and animals may be 
a danger to you.  

Floods and Dust Some roads in WA are dusty or prone to flash flooding.  

Traffic on unsealed roads can raise a dust cloud that may obscure your vision.  

Watch for approaching vehicles that may throw up stones, which may damage your vehicle or 
cause injury.  

Only overtake if you can see well ahead.  

Radio Road-Train Driver to confirm advise of your presence to check it is safe to pass 

Never drive into floodwaters or creeks without first ascertaining that it is safe to do so. If you 
are not sure, don’t attempt to cross. Either go back to where you have come from, or sit and 
wait until the water goes down.  

Check for depth of water by roadside depth indicators.  

Be careful of floating logs and debris and the speed of the water flow. 

Do not enter floodwaters as you may be sweep away or risk crocodile attack  

Check for washout areas. Walk the road if necessary but take care.  

If safe to cross, engage low gear and drive in that gear (don’t change gear while crossing 
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water). Don’t stop until you reach the other side.  

Once safely across, touch the brake pedal a few times to dry out brakes. 

Injury or Illness on the 

Road 

Do the best you can with the resources that you have around you (towels, items of clothing, 

sticks as splints, your car as a shelter/shade/protection from elements).  

Make sure person/persons are protected from elements – rig up shade or rain cover.  

The ground can be hot so beware of burns secondary to laying on hot ground or road surface.  

Activate GPS locator/two way communication HELP if you require assistance or EMERGENCY – if 

life threatening (EMERGENCY activates Search and Rescue response)  

If there is no satellite or mobile coverage and there is more than one vehicle travelling, send 

someone to the nearest station/settlement with information regarding the location and number 
of people injured/involved.  

If person/persons stable and you need coverage of satellite phone, you can climb a tree if one is 

nearby.  

Stay with your vehicle.  

If you are away from your vehicle/camp try to set up some sort  of signal or sign of your 

presence.  

Make sure you have water available.  

If there is no coverage and you have let someone know the time of your arrival, then be 
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prepared to wait.   

Long Trips Don’t drive more than a total of 10 hours per day.  

Don’t drive when you are tired.  

Share driving with others. 

Plan a stop at least every three hours for 20 minutes.  

Don’t plan to drive after a day’s work.  

Plan to have a good night’s sleep before you go. 

Plan your fuel stops and consider the need for spare fuel. 

Driving into the Sun Plan your trip to avoid driving into the sun, if possible.  

If you must drive into the sun, wear adequate/appropriate sun glasses.  

Keep your speed down, as visibility can be impaired.  

Put your lights onto low beam.  

Make sure your windscreen is clean.  

Take extreme care if you have to overtake, there may be an oncoming vehicle that you are 

unable to see due to sun in your eyes.  
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Take extreme care of animals crossing the roads as you may not see them due to sun glare.  

If necessary, stop until the sun has gone down sufficiently so that it is safe to resume driving.  

Driving in Heavy Rain In the Kimberley it is not unusual to encounter very heavy rain. Slow down, put your lights on 

low beam, and use windscreen wipers on appropriate speed.  

If too dangerous, pull off onto the side of the road and wait for the storm to pass.  

Take care of flash flooding in some areas (take note of signage).  

After the rain has passed, continue driving but touch your brakes gently a couple of times to dry 

them out. 

Other Hazards Before undertaking trekking or climbing hills, make sure your level of fitness is adequate.  

Carry plenty of water (minimum 5 litres per person per day).  

Make sure you wear a hat and sun screen – Slip Slop Slap.  Wear boots or appropriate shoes, 
no sandals or thongs.  

Have an appropriate first aid kit, which includes snake bit bandages.  

Take a torch and spare batteries.  

Make sure you take insect repellent. Ross River Virus, Barmah Forrest Virus, Murray Valley 

Encephalitis, and other insect born viruses exist in the Kimberley. 
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STF 33   Legal Representation – Costs Indemnification 
Employees 

 
Policy Number STF 33 

Responsible Department Executive Services 

Adoption Resolution Number  2017/104 

Adoption Date 12 October 2017  

Review Date & Resolution  
 

Objectives 
 

1. This policy is designed to protect the interests of employees (including 
former employees) where they become involved in legal proceedings 
because of their official functions. In most situations the local 

government may assist the individual in meeting reasonable expenses 
and any liabilities incurred in relation to those proceedings. 

 
2. Employees of the Shire from time to time may require legal services in 

connection with any matter impacting on their conduct or the 
performance of their functions as employees. 

 
3. Questions may arise from time to time as to whether, and the extent to 

which, the Shire should provide financial assistance to secure legal 
services, and this policy is intended to facilitate decision-making on 

those questions. 
 

4. As a general rule, financial assistance will only be provided to an 
employee for a matter which arises out of or in the course of their 
conduct, or the performance of their functions, as employees. 

 
5. It is intended that financial assistance will not be provided to an 

employee who has acted unlawfully, dishonestly, improperly, or 
otherwise in bad faith. 

 
6. Generally, financial assistance may be provided to former employees, or 

may continue to be provided for employees after they cease their 
employment, where that can manifestly be seen to be justified by 

the interest of good government of the district. 
 

7.      In each case it will be necessary to determine whether assistance with 
legal costs and other liabilities is justified for the good government of the 
district.  This policy applies in that respect. 

 
Policy 

 
8.      The local government may provide financial assistance to employees in 

connection with the performance of their duties provided  that the 
employee has acted reasonably and has not acted  illegally,   dishonestly, 
against the interests of the local government or otherwise in bad faith.
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9.      The local government may provide such assistance in the following types of 
legal proceedings: 

 
i) Proceedings brought by employees to enable them to carry out their local 

government functions (e.g. where a employee seeks a restraining order 
against a person using threatening behaviour); 

 
ii) Proceedings brought against an employees (this could be in relation to a 

decision of Council or an employee which aggrieves another person (e.g. 
refusing a development application) or where the conduct of an employee in 
carrying out his or her functions is considered detrimental to the person (e.g. 

defending defamation actions); and 
 

iii)Statutory or other inquiries where representation of an employees is 
justified. 

 
10.    The local government will not support any defamation actions seeking the  

payment  of  damages  for  individual  employees  in  regard  to comments  

or  criticisms  levelled  at  their  conduct  in  their  respective roles.  as  
employees  are  not  precluded,  however,  from  taking  their own private 
action.  Further, the local government may seek its own advice  on  any  

aspect  relating  to  such  comments  and  criticisms  of relevance to it. 
 
11.   The legal services assistance under this policy will usually be provided by 

the local government’s solicitors.  Where this is not appropriate for 

practical reasons or because of a conflict of interest then the service may be 
provided by other solicitors approved by the local government. 

 
Procedure 

 
12.    Applications for Financial Assistance 

 
a) Decisions as to financial assistance under this policy are to be made by the 

Council. 
 
b) An  employee  requesting  financial  support  for  legal  services  under 

this  policy  is  to  make  an  application  in  writing,  where  possible  in 
advance, to the Council providing full details of the circumstances of the 

matter and the legal services required. 
 
c) an application to the Council is to be accompanied by an assessment of the 

request and with a recommendation which has been prepared by, or on 

behalf of, the Chief Executive Officer (CEO).  In the event the CEO is making  
the  application  it  must  be  accompanied  by  an  assessment and 
recommendation of the Director of Executive Services. 

 
d) An employee requesting financial support for legal services, or any other 

person  who  might  have  a  financial  interest  in  the  matter,  should take 
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care to ensure compliance with the financial interest provisions of the Local 
Government Act 1995.   

 
(e)  Where there is a need for the provision of urgent legal services before an 

 application can be considered by Council, the CEO has authorisation to the 
 value of $15,000 with that the power to make such an authorisation 
 delegated to the CEO in writing under section 5.42 of the Local Government 

 Act 1995.  Council shall be advised immediately should the delegation be 
 exercised. 

 
f) Where it is the CEO who is seeking urgent financial support for legal 

services the Shire President shall deal with the application. 
 

Formal Agreement to be Executed 
 
13.   A person to whom financial assistance is to be provided, whether by the 

decision of the CEO or the Council, shall be required to execute a formal 
agreement with the Shire, either in a standard form provided by the 
Shire, or prepared for the occasion by the Shire’s solicitors, setting out the 

terms and conditions upon which the assistance is offered. 
 
14.  In ordinary circumstances the applicant will be required to execute the 

agreement prior to any financial assistance being provided. 
 
15.    In the case of an application for urgent financial assistance, the CEO, or in the 

case of an application by the CEO, the Shire President, may accept a written 

undertaking by the applicant to execute a formal agreement as contemplated 
by this Policy, as soon as it is presented for execution. 

 
Personal Benefit 

 
16.    Employees are not to personally benefit financially from proceedings to the 

extent that they are financed by the Shire.  Damages or costs awarded to the 

employee in excess of any expenses incurred separately by the employee 
should be dealt with in the following order: 

 
17.  in reimbursement of any expenses paid or payable personally by the 

employee; 

 
18.   in reimbursement of the financial contribution of the Shire which 

reimbursement may be repaid to the ordinary funds of the Shire; and 

 
19.   any excess should be held by the Shire to be used for a charitable purpose 

within the district. 
 
20.    The reason for the provisions in this clause is not that the Shire should benefit 

financially from legal proceedings taken by or against an employee, but rather 

to ensure that  financial assistance will only be provided by the Shire in 
circumstances where it can be demonstrated manifestly that the purpose for 

the Shire providing financial assistance is to act in the interest of good 
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government of the Shire’s district by ensuring that employees are not 
deflected or discouraged from the performance of their official functions by 

their inability to finance appropriate legal services. 

 
 

Repayment of Assistance 
 
21.    Any amount recovered by an employee in proceedings, whether for costs or 

damages, will be off set against any moneys paid or payable by the local 
government. 

 
22.    Assistance will be withdrawn where the Council determines, upon legal advice,  

that  a  person  has  acted  unreasonably,  illegally,  dishonestly, against  the  
interests  of  the  local  government  or  otherwise  in  bad faith. 

 
23.    Where assistance is so withdrawn, the person who obtained financial support 

is to repay any moneys already provided.  The local government may take 
action to recover any such moneys in a court of competent jurisdiction. 
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STF 34 Legal Representation – Costs Indemnification 

  Elected Members 
 

Policy Number STF 34 

Responsible Department Executive Services 

Adoption Resolution Number 2017/116 

Adoption Date 16 November 2017  

Review Date & Resolution  

 

Objectives 
 

1. This policy is designed to protect the interests of Council members (including 
past members) where they become involved in legal proceedings because of 
their official functions. In most situations the local government may assist the 

individual in meeting reasonable expenses and any liabilities incurred in 
relation to those proceedings. 

 
2.  Elected members of the Shire from time to time may require legal services 

 in connection with any matter impacting on their conduct or the 

 performance of their functions as elected members. 
 

3.  Questions may arise from time to time as to whether, and the extent to 
 which, the Shire should provide financial assistance to secure legal 
 services, and this policy is intended to facilitate decision-making on those 

 questions. 
 

4.  As a general rule, financial assistance will only be provided to an elected 
 member for a matter which arises out of or in the course of their 
 conduct, or the performance of their functions, as elected members. 

 
5.  It is intended that financial assistance will not be provided to an elected 

 member who has acted unlawfully, dishonestly, improperly, or  otherwise in 
 bad faith. 

 

6.  Generally, financial assistance may be provided to former elected members, 
 or may continue to be provided for elected members after they  cease  their 

 membership, where that can manifestly be seen to be justified by the interest 
 of good government of the district. 

 
7.  In each case it will be necessary to determine whether assistance with 

 legal costs and other liabilities is justified for the good government of the 
 district.  This policy applies in that respect. 

 
  Policy 

 
8.  The local government may provide financial assistance to members in   
  connection with the performance of their duties provided that the member  
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  has acted reasonably and has not acted illegally, dishonestly, against the  
  interests of the local government or otherwise in bad faith. 

 
9.  The local government may provide such assistance in the following types  

  of legal proceedings: 
 
  i) Proceedings brought by members to enable them to carry out their local 

   government functions (e.g. where a member seeks a restraining order  
   against a person using threatening behaviour); 

 
  ii) Proceedings brought against members (this could be in relation to a  
   decision of Council which aggrieves another person (e.g. refusing a  

   development application) or where the conduct of a member in carrying 
   out his or her functions is considered detrimental to the person (e.g.  

   defending defamation actions); and 
 

  iii) Statutory or other inquiries where representation of members or is  
   justified. 
 

10.  The local government will not support any defamation actions seeking 
 the payment of damages for individual members in regard to comments 

 or criticisms levelled at their conduct in their respective roles. Members 
 are not precluded, however, from taking their own private action.   Further, 
 the local government may seek its own advice on any aspect relating to 

 such comments and criticisms of relevance to it. 
 
11.  The legal services assistance under this policy will usually be provided 

 by the local government’s solicitors.  Where this is not appropriate for 

 practical reasons or because of a conflict of interest then the service may 
 be provided by other solicitors approved by the local government. 

 

 Procedure 
 

12. Applications for Financial Assistance 
 
a) Decisions as to financial assistance under this policy are to be made by 

 the Council. 
 

b) A member requesting financial support for legal services under this policy is  to 
 make an application in writing, where possible in advance, to the Council 
 providing full details of the circumstances of the matter and the legal services 

 required. 
 

c) an application to the Council is to be accompanied by an assessment of 
 the request and with a recommendation which has been prepared by, or on 

 behalf of, the Chief Executive Officer (CEO). 
 
d) A member requesting financial support for legal services, or any other  person 

 who might have a financial interest in the matter, should  take care to ensure 
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 compliance with the financial interest provisions of the Local Government 
 Act 1995. 

 
e) Where there is a need for the provision of urgent legal services before an 

 application can be considered by Council, the Chief Executive Officer,  together 
 with the Shire President, has authorisation to the value of $15,000 with the 
 power to make such an authorisation delegated to the CEO and Shire 

 President in writing under section 5.42 of the Local  Government Act 1995.  The 
 use of this delegation shall require explicit dual authorisation from both the 

 Chief Executive Officer and the Shire President and Council shall be advised 
 immediately should the delegation be  exercised. 
 

 Formal Agreement to be Executed 
 

13. A person to whom financial assistance is to be provided, whether by the 
 decision of the CEO or the Council, shall be required to execute a formal 

 agreement with the Shire, either in a standard form provided by the Shire, or 
 prepared for the occasion by the Shire’s solicitors, setting out the terms 
 and conditions upon which the assistance is offered. 

 
14.  In ordinary circumstances the applicant will be required to execute the 

 agreement prior to any financial assistance being provided. 
 
15.  In the case of an application for urgent financial assistance, the CEO, may 

 accept a written undertaking by the applicant to execute a formal 
 agreement as contemplated by this Policy, as soon as it is presented for 

 execution. 
 
 Personal Benefit 

 
16.  Elected members are not to personally benefit financially from proceedings to 

 the extent that they are financed by the Shire.  Damages  or costs awarded to 
 the elected member in excess of any expenses incurred separately by the 
 elected member should be dealt with in the  following order: 

 
17. in reimbursement of any expenses paid or payable personally by the  elected 

 member; 
 
18. in reimbursement of the financial contribution of the Shire which 

 reimbursement may be repaid to the ordinary funds of the Shire; and 
 

19. any excess should be held by the Shire to be used for a charitable purpose 
 within the district. 
 

20. The reason for the provisions in this clause is not that the Shire should 
 benefit financially from legal proceedings taken by or against a elected 

 member, but rather to ensure that financial assistance will only be provided by 
 the Shire in circumstances where it can be demonstrated  manifestly that the 
 purpose for the Shire providing financial assistance is to  act in the interest of 
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 good government of the Shire’s district by ensuring that elected members 
 are not deflected or discouraged from the performance of their official 

 functions by their inability to finance appropriate legal services. 
 

 Repayment of Assistance 
 
21. Any amount recovered by a member in proceedings, whether for costs or 

 damages, will be off set against any moneys paid or payable by  the local 
 government. 

 
22. Assistance will be withdrawn where the Council determines, upon legal 
 advice, that a person has acted unreasonably, illegally, dishonestly, against 

 the interests of the local government or otherwise in bad  faith. 
 

23. Where assistance is so withdrawn, the person who obtained financial support  is 
 to repay any moneys already provided.  The local government may take action 

 to recover any such moneys in a court of competent jurisdiction. 
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STF 36 – Chief Executive Officer Leave Applications 
 

Policy Number STF 36 

Responsible Department Executive Services 

Adoption Resolution Number Resolution No. (2018/072) 

Adoption Date 21 June 2018 

Review Date & Resolution 20 September 2018 (2018/133) 

 

Objectives 
1. Due to the position held by the CEO, there is no other individual person 
 authorised under the Local Government Act 1995 (the Act) to approve or authorise 

 the CEO’s leave applications, use of the corporate credit card and 
 reimbursement of expenses applications. This policy outlines the Council’s 

 requirements for the CEO to report and inform Council of the CEO’s leave taken, 
 credit card transactions and reimbursements applied for. 
 

Purpose 
2. To establish a documented process to inform Council of circumstances where the 

 CEO, in effect, authorises their own leave and credit card transactions and to 
 apply for reimbursement of council related expenses incurred. 

 
Policy 

3. It is the policy of Council that the CEO must report on a regular basis to Council 

 on the leave the CEO has taken, any transactions made by the CEO on the 
 corporate credit card issued to him/her and any reimbursements the CEO has 

 claimed. 
 
4. The reporting to Council is to be by way of a standing agenda item to every 

 Ordinary Meeting of Council and will contain the relevant details to enable Council 
 to substantiate that: 

 • the CEO was entitled to the leave taken; 
 • that expenditure on the CEO’s corporate credit card has been incurred in  
  accordance with the Shire’s Procurement Policy and Credit Card Agreement;  

  and 
 • the CEO had incurred legitimate work-related expenses to be reimbursed 

 
5. The agenda item is to be prepared by Finance Staff based on the relevant forms 
 completed and certified by the CEO providing details of leave, credit card 

 transactions and reimbursements that have occurred since the previous meeting. 
 The relevant forms, which are appended are: 

 
 FORM 1       CEO’s Leave Application Form 
 FORM 2       CEO’s Credit Card Reconciliation Form 

 FORM 3       CEO’s Expenses Claim Form 
 

 Forms 1 and 2 are to be presented to Council for information purposes. Form 3 is 
 to be presented to Council for authorisation for payment 
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 In the case of the CEO taking extended leave and this is known sufficiently in 

 advance,  the  CEO  is  to  prepare  a  separate  agenda  item  for  Council’s 

 consideration prior to the taking of leave and is to also cover the appointment 

 of an Acting CEO, if required, in the CEO’s absence. 

Appendices: 

1. Leave Application -CEO  
2. Credit Card Reconciliation – CEO  

3. Expense Claim Form - CEO 
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List of Rescinded Policies 
 

Date Policy No. Policy Name InfoXpert Record 
 ACH 01    

 ADM 02   

 ADM 03   

 ADM 04   

 ADM 05   

 ADM 06   

 ADM 10 Insurance – 

Professional 

Indemnity Use of 

Disclaimers 

 

 ADM 11 Media Statements  

 ADM 19 Workplace and 

Sexual Harassment 

 

 ADM 20   

 ADM 22   

 ADM 23 Tender Process  

 ADM 25 Recordkeeping  

 ADM 27 Grant Applications to 

be Endorsed by 

Council 

 

 BLD 01   

 BLD 02 Building Control – 

Relocated Dwellings 

 

 BLD 03   

 BLD 05   

 CEM 01 Licencing of Funeral 

Directors 

 

 

 FIN 01   

 FIN 02 

FIN 03 

  

 FIN 04 (purpose unknown)  

 FIN 05   

 FIN 13 No Exemptions to 

Refuse Site Fees 

 

 FIN 14 Refund of Refuse Site 

Vouchers 

 

 MEM 01 

 

  

 MEM 03 Standing Orders  

 OTH 01 Environment Council 

Recognition 

 

 OTH 02 Litter Control 

Honorary Inspectors 

 

 OTH 03 Sexual Harassment 

and Complaints / 

Grievances 

 

 OTH 04 (purpose unknown)  

 OTH 05 Halls Creek Visitor  
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Centre Membership 

 STF 01   

 STF 02 Staff – New and 

Casual Positions 

 

 STF 03 

 

Staff Protection from 

the Sun for Outdoor 

Work 

 

 STF 07   

 STF 08 Staff Medical 

Examination 

 

 STF 10 Equal Opportunity  

 STF 11 Long Service Leave 

Deferment 

 

 STF 12 Gratuity Payments  

 STF 13 Recognition of Staff 

on Termination of 

Services 

 

 STF 14   

 STF 15 Requirement for Exit 

Interview Upon Staff 

Cessation 

 

 STF 17 (purpose unknown)  

 STF 18   

 STF 25 Aboriginal 

Employment 

 

 TS 01   

 TS 02 Memorials and 

Dedications 
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