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NOTICE OF MEETING 
 

9 DECEMBER 2019 
 

14 White Street 
Brookton, WA 6306 

 
 
 

Dear Councillor, Resident or Ratepayer, 
 
Notice is hereby given that the Ordinary Meeting of the Brookton Shire Council will be held on Monday 
9th December 2019 in the Council Chambers at the Shire Administration Centre commencing at 3.30 pm. 
 
The business to be transacted is shown in the Agenda. 
 
 
Ian D’Arcy 
CHIEF EXECUTIVE OFFICER 
05/12/2019 
 

 
 
 
 
 

DISCLAIMER 
 

The recommendations contained in the Agenda are subject to confirmation by Council. The Shire of 
Brookton warns that anyone who has any application lodged with Council must obtain and should only 
rely on written confirmation of the outcomes of the application following the Council meeting, and any 
conditions attaching to the decision made by the Council in respect of the application. No responsibility 
whatsoever is implied or accepted by the Shire of Brookton for any act, omission or statement or 
intimation occurring during a Council meeting. 
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1.12.19 DECLARATION OF OPENING/ATTENDANCE 

 

2.12.19 RESPONSE TO PREVIOUS PUBLIC QUESTIONS TAKEN ON NOTICE 

 

3.12.19 PUBLIC QUESTION TIME 

 

4.12.19 CONFIRMATION OF MINUTES OF PREVIOUS MEETINGS 

 
That the minutes of the Audit Committee held in the Shire of Brookton Council Chambers, on 15 
August 2019, be confirmed as a true and correct record of the proceedings. 
 

5.12.19 DECLARATIONS BY MEMBERS AND OFFICERS 

 
Members and Officers to declare Financial, Proximity or Impartiality Interests & submit forms to the 
Chief Executive Officer at the commencement of the meeting and also prior to the item. 

 
Disclosure of Financial & Proximity Interests 

a. Members must disclose the nature of their interest in matters to be considered at the 
 meeting.  (Sections 5.60B and 5.65 of the Local Government Act 1995). 
b. Employees must disclose the nature of their interest in reports or advice when giving the 
 report or advice to the meeting.  (Sections 5.70 and 5.71 of the Local Government Act  1995). 
 

Disclosure of Interest Affecting Impartiality 
a. Members and staff must disclose their interest in matters to be considered at the meeting 
 in respect of which the member or employee has given or will give advice.  
 

Financial, Proximity and Impartiality Interests 
 

Item no. Members/Officers Type of 
Interest 

Nature of Interest 
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6.12.19 STATUS REPORT & TRUST FUND 

File No: ADM 0117 
Date of Meeting: 05 December 2019 
Location/Address: N/A 
Name of Applicant: N/A 
Name of Owner: N/A  
Author/s: Vicki Morris – Manager Corporate & Community Services   
Authorising Officer: Ian D’Arcy  – CEO   
Declaration of Interest: The author and the authorising officer have no interest in this item        
Voting Requirements: Absolute Majority 
Previous Report: N/A 

 
Summary of Item:   
This report is to highlight to the Audit and Risk Committee the actions and the status of items since the 
last Committee meeting. It also highlights any issues that are for the information of the Committee that 
may have been actioned or changed since the last meeting. It also includes updates from the interim 
and final management letters as presented to the Shire by the Auditors. 
 
Of particular notation are the changes to the Trust fund process and the removal of the Gnulla Childcare 
and Wildflower Display trust fund amounts of $3,073.00 and $1,240.30 respectively. Both these issues 
have been raised in the Auditor’s final management letter. 
 
The Status report table and the draft management letters (interim and final) are attached as 
Attachments 6.12.19A, 6.12.19B & 6.12.19C.   
 
Description of Proposal: 
N/A 
 
Background: 
Audit Process 
The Status Report is the listing of actions as identified by the Shire’s Auditors. Generally this information 
is drawn from issues raised by the Auditors when they are on site or in the management letters that the 
Auditors issue at both the interim and final audits. 
 
The process of auditing by the OAG is slightly different to that of what occurred in Local Government in 
the past. The management letters that are issued to the organisation highlight the auditor’s initial (or 
interim) and final findings. These are for the use of the staff and the Audit and Risk Committee to assess 
progress on items, or to correct accounting anomalies that may occur from time to time.  
 
The issues that are raised are not always related directly to the financial matters under audit, but may 
include other matters that might generally fall under the heading of performance auditing or good 
governance of the Shire. Such audits have included subjects such as compliance with the State Records 
Act, 2000 (record keeping), building approvals and verifying employee identity and credentials.   
 
The financial management letters include management comment to ensure that a process of continuous 
improvements is undertaken to address the matters raised by the Auditors. The management letters are 
not used for external purposes.  
 
The Auditors generally talk to the Audit Committee members with an exit meeting summary and answer 
any questions about the audit or the findings from the financial year figures. They may also answer any 
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questions in relation to the process they have undertaken with the auditing process, and may highlight 
what they see as future trends or issues that are of interest in general. 
 
Once this meeting has happened, the Auditors will then issue an opinion (as the audit process is now 
considered final) and a management representation letter. This letter is generally the culmination of all 
the matters that have been raised and the intended future actions (if any). This letter needs to be signed 
by the Administration.  
 
Once the Audit Committee has approved the financials for the year ending, then the Council needs to 
sign the financial statements. All of this documentation is then sent back to the auditors who will then 
finalise and issue the management letter and deferred pensioner’s certification. 
 
The report on the findings of the Shire’s audit are then reported to State Parliament. As an example, the 
Audit results from the 2017/2018 Financial year for the Shire of Brookton are contained in a report from 
the Office of the Auditor General entitled “Audit Results Report – Annual 2017-18 Financial Audits of 
Local Government Entities”. This report is available on the Office of the Auditor General (OAG) website. 
  
Other performance reports for the Local Government sector are also available on the OAG website and 
are recommended reading. 
 
Gnulla Child Care Trust 
The following funds have been identified as being held for over 10 years with no prospect of being 
returned to the original parties: 
 

 Trust # T3  -  Gnulla Child Care Trust 

 Trust # T6  -  Wildflower Display Trust 
 
The Gnulla Child Care Trust relates to a grant received prior to the 1996/1997 financial year. An 
extensive search of the computer records and hard copy records have not provided sufficient 
information to ascertain the exact details of the grant.  
 
A copy of a letter sent to the Seabrook Aboriginal Corporation on the 28 November 2000, in response to 
a letter received from Seabrook Aboriginal Corporation 27 November 2000 has been located within the 
computer records, but the original letter from Seabrook was not located.   
 
The Shire recently wrote to Seabrook advising of the intent to dissolve the trust and move the funds to 
the municipal account, and requested if Seabrook can provide documents in support of the ownership 
of the funds. Seabrook have replied to the correspondence and advised that they cannot locate any 
documentation to indicate the funds belong to Seabrook specifically.  The Gnulla Child Care trust 
balance is $3,073.00. 
 
Wildflower Display Trust 
The Wildflower Display Committee operated in Brookton until sometime in 1997. An extensive search of 
the computer records and hard copy records demonstrates that this Committee had the final display in 
September 1997.  
 
The Shire’s Annual Financial Report indicates the receipt of $777.36 from the Wildflower Display 
Committee. Antidotal evidence would suggest that the group was unable to form a committee and 
passed the funds to the Shire for safe keeping until the group was able to get the numbers to form a 
committee.  
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No correspondence or information has been located other than the Annual Financial Report 1997/98. 
The Shire had the trust funds invested in an interest bearing account up until 2006/2007 financial year.  
 
Subsequently, the funds were transferred and held in a non-interest bearing account, and presently the 
Wildflower Display Trust balance is $1,240.30. 
 
Legislative Requirements – Trusts and Bonds 
It should be noted the Local Government Act, 1995 Part 6 Division 4 s. 6.9(4) Trust Fund states: 
 

“Where money has been held in the trust fund for 10 years it may be transferred by the local 
government to the municipal fund but the local government is required to repay the money, 
together with any interest earned from its investment, from that fund to a person claiming and 
establishing a right to the repayment.” 

 

The movement of the trust funds to the municipal account is an unbudgeted item. The transfer will 
result in a combined total of $4,313.30 being paid into the municipal account.  
 
With the Auditors flagging Council trust funds and being non-compliant, a review of the trust system 
was carried out which identified the two trust accounts as being held for in excess of 10 years with no 
prospect of being paid to the original persons. A thorough investigation was conducted with very little 
information being found. Therefore, it is recommended that the funds be transferred to the municipal 
account as general revenue. 
 
In addition to the above dollar amounts currently sitting in the Shire’s Trust fund, the Auditors have also 
highlighted a significant non-compliance with respect to the way in which the Shire treats bonds. The 
OAG have issued a report (Accounting for work bonds, building bonds and hire bonds – issued 1 July 
2019) on the treatment of bond money, however, in the final management letter the auditors have 
indicated that the Shire needs to resolve this matter.  
 
This relates to money taken by the Shire for gym key bonds or bond for the hire or premises as 
examples, and as such generally small amounts refunded to individuals after an action has taken place 
or an event held. At the moment the monies are held in the Shire’s Trust fund. Advice from the auditors 
has recommended that such money should be held in the Municipal Fund. This creates issues for Shire 
staff as the funds are generally held on a short term basis and the money is not the Shires. If the funds 
were held in the Municipal Fund the Shire must refund any money, including any interest earned for the 
time held by the Shire, back to the originator.  
 
Calculating interest and allowing for this on a gym key bond of $60 becomes time consuming and an 
unnecessary administrative burden. The solution that is proposed is to open a non-interest bearing bank 
account where the money can be deposited on a fixed monthly fee basis, with ease of access to transfer 
the funds quickly and efficiently from this account.   
 
Staff have undertaken research into this matter and are working to change the process for these 
payments in the 2019/2020 financial year. It is recommended that there be a line item created as a 
budget amendment for the amount of $3,000.00 to receipt and refund bond monies taken, as the 
income received and refunded given must now be treated as income and expenditure into the Municipal 
Fund and not the Trust Fund.  However it will sit as a non-compliance matter in the 2018/2019 financial 
year. 
 
Consultation: 
Chief Executive Officer, Finance Team, Auditors, other staff and Seabrook Aboriginal Corporation. 
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Statutory Environment:  
The Local Government Act 1995 
The Local Government (Financial Regulations) 1996 
Australian Accounting Standards 
 
Relevant Plans and Policy:  
2.16 Significant Accounting Polices 
2.19 Financial Reserves Policy 
 
Financial Implications: 
N/A 
 
Risk Assessment: 
If Council do not approve and adopt the financial 2018/2019 financial statements and accept the 
auditors final option, then the Shire risks not complying with the requirements contained within the 
Local Government Act 1995 to adopt the financials by 31 December 2019. 
 
The Auditors have also flagged the trust account as being a significant non-compliance.  
 
Community & Strategic Objectives: 
This report aligns with the Corporate Compendium – Financial Management. 
 
Comment 
This report is to raise awareness of the importance of keeping records and to highlight, to elected 
members, the reasons why keeping records is critical to the operations of the Shire. 
 
OFFICER’S RECOMMENDATION 
 
That the Audit and Risk Committee recommend that Council; 
 

1. Dissolve trust # T3 Gnulla Child Care Trust and trust # T6 Wildflower Display Trust and transfer 
the funds to the Shires municipal account as general revenue. 

2. Approve a budget amendment for the following chart of accounts for the receipt and refund of 
bonds.  This amendment will have no impact on the financial position of the Shire. 

a. E042020 ADMIN General Operating     $3,000 
b. I042010 Administration Fees & Charges  ($3,000) 

3. Notes the updated actions on the Status Report and 
4. Endorses the actions taken to resolve the process for the receipt of and payment of bond 

monies. 
 
(Absolute Majority Vote required)  
 
Attachments 
6.12.19A - Status Table 
6.12.19B – Interim Management letter 
6.12.19C – Final Management letter 



Attachment 6.12.19A 
AUDIT AND RISK COMMITTEE ACTIONS 

Black – No changes from previous reports 

Yellow –Updates from previous report 

Blue – Additions from latest Audit & Risk Committee meetings 
 

Date of 

Meeting 

No Item Title OAG Finding  Officers Status 

Update 

Assigned 

to 

Estimated 

Due Date 

Complete 

30 June 

2019 

1 Caravan park 

Collection of money 

Collection of money is taken after hours or on 

weekends with no authority for park bookings. 

Action completed 

with new secure box 

at caravan park 

CEO Dec 2019 100% 

20 June 

2019 

2 Purchasing Polices & 

Procedures 

No documented procedures over the 

authorisation & payments of accounts.  

Completed – New 

purchasing policy 

adopted by Council 

November 2018 

CEO Completed 100% 

20 June 

2019 

3 Review of Risk 

Register 

Review of the Risk Register and Risk Management 

Plan – report to Audit & Risk Committee 

December 2019 

Discussed & 

progressed 

PCO/CEO April 2020 85% 

20 June 

2019 

4 Asset Management 

Plan Review 

Noted the review of the asset management plan Currently being 

updated 

MIRS/CEO 30 Dec 

2019 

25% 

20 June 

2019  

5 Review of financial 

management 

systems 

No Regulation 5 review done – report written for 

Council January 2020 following review of risk 

Management Plan.  

Regulation 5 relates 

to the Shire being 

satisfied that its 

financial processes 

are reviewed in line 

with its risk register.  

DCEO 30 Dec 

2019 

95% 
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20 June 

2019 

6 Unsupported 

Software 

Unsupported IT software – new IT provider 

contracted in November 2019 after a tender 

process. Software and allied services to be rolled 

out over the next 3 months including server 

upgrade. 

Tender for IT 

Management is out  

the market for 

consideration 

CEO/DCEO February 

2020 

95% 

20 June 

2019 

7 User Access 

Management  

No logging in process for reviews of system 

changes. Completed and reviewed on a monthly 

basis.  

All reviewed except 

for front counter 

DCEO 30 Sept 

2019 

100% 

20 June 

2019 

8 IT Security Policy Lack of an IT security policy – in development with 

IT provider to interface. 

Policy for IT security 

developed and 

adopted by Council 

16/8/2018. Must 

interface with IT 

Management. 

DCEO February 

2020 

75% 

20 June 

2019 

9 Business Continuity 

Management  

The Shire does not have a business continuity 

plan. 

For consideration at this meeting 

Part of the Risk 

management plan & 

IT Tender Plan 

(samples reviewed) 

PCO/CEO 5 

December 

2019 

80% 

20 June 

2019 

 

10 Management of 

Third party IT 

services 

IT requires upgrading to support Shire software. 

New IT provider contracted in November 2019 

after a tender process. Software and allied 

services to be rolled out over the next 3 months. 

Tender for IT 

Management and 

upgrades for 

software has been 

implemented with 

Market Creations 

being awarded 

contract – further 

CEO/CBOCF March 

2020 

85% 



Shire of Brookton, Audit Committee Revised Agenda, 9 December 2019   11 

upgrades ongoing. 

20 June 

2019 

 

11 Management of 

Issued infringements 

No process and no register of infringements issued 

by the Shire. No process to follow up on 

infringements in place. 

Register developed – 

admin procedures to 

be updated for front 

desk 

DCEO February 

2020 

75% 

13 

December 

2018 

12 Cash & Cheque 

Collections 

 

Process for cash collection and checking needs 

review 

Completed – process 

reviewed 

DCEO Completed 100% 

13 

December  

2018 

13 Physical Security of 

Cash 

Process for security of cash and cash float (Front 

desk) 

Completed  DCEO Completed 100% 

13 

December  

2018 

14 Finance Procedures 

documented & 

updated 

Major finance procedures documented and 

updated. Payroll and Rates process currently 

undergoing review.  

Completed DCEO Completed 100% 

 
 
 



Attachment 6.12.19B 
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Attachment 6.12.19C 

 



Shire of Brookton, Audit Committee Revised Agenda, 9 December 2019   25 

 



Shire of Brookton, Audit Committee Revised Agenda, 9 December 2019   26 

 



Shire of Brookton, Audit Committee Revised Agenda, 9 December 2019   27 

 

 



Shire of Brookton, Audit Committee Revised Agenda, 9 December 2019   28 

 

 



Shire of Brookton, Audit Committee Revised Agenda, 9 December 2019   29 

 

 



Shire of Brookton, Audit Committee Revised Agenda, 9 December 2019   30 

 

7.12.19 DRAFT BUSINESS CONTINUITY PLAN AND DRAFT RISK MANAGEMENT PLAN 

File No: N/A 
Date of Meeting: 05 December 2019 
Location/Address: N/A 
Name of Applicant: N/A 
Name of Owner: Shire of Brookton   
Author/s: Sharyn Olsen – Process & Compliance Officer  

Ian D’Arcy – Chief Executive Officer   
Authorising Officer: Ian D’Arcy – Chief Executive Officer   
Declaration of Interest: The authors and authorising officer as an operational interest in this 

matter           
Voting Requirements: Simple Majority 
Previous Report: N/A 

 
Summary of Item:   
In 2018 the Office of Auditor General Auditor (OAG) identified that the Shire did not have a Business 
Continuity Plan in place and that Shire’s Risk Register has not been reviewed since October 2016. 
 

Accordingly, in line with the OAG’s recommendation a draft Business Continuity Plan and Risk 
Management Framework is presented in Attachment 06.12.19A and Attachment 06.12.19B 
respectively, for the Audit and Risk Committee’s review.  
 

Description of Proposal: 
This proposal involves a draft Business Continuity Plan and Risk Management Framework where the 
Audit and Risk Committee’s input is sought. 
 

Background: 
As reflected above, the change in external auditing of the Shire operations to the OAG has resulted in a 
number of recommendations being presented to Council by the OAG auditors, with agreement that 
stated recommendations would be actioned within a reasonable period of time as part of the Shire’s 
continuous improvement to its governance framework. This has culminated in the preparation to two 
key documents, being: 
 

1. Draft Business Continuity Plan.  This Plan is to: 
  

 Provide direction for the safety and welfare of staff, contractors and visitors. 

 Define and prioritise critical business functions. 

 Detail the immediate response to a variety of potentially critical incidents. 

 Detail strategies and actions to be taken to enable business stability. 

 Ensure review and update of this plan occurs on a regular basis. 
 

2. Draft Risk Management Framework. The purpose of this framework is to manage all risks that 
may affect the Shire, its customers, people, assets, functions, objectives, operations or members 
of the public, and form part of the strategic, operational, project and line management 
responsibilities and where possible, be incorporated within the Shire’s Integrated Planning 
Framework. 
 

Consultation: 
Consultation has been undertaken in house, with confirmation from various Officers regarding the 
suitability and practical application of the Business Continuity Plan, Risk Management Framework and 
Risk Register. 
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Statutory Environment:   
This matter relates to Regulation 17 of the Local Government (Administration) Regulations, 1996 which 
compels the Council to establish and implement Risk Management as an integral part of its business 
operations.  
 
Relevant Plans and Policy:  
There are a number of plans and policies that align to the Business Continuity Plan and Risk 
Management Framework:  
 

 Shire of Brookton Policy 2.2 Occupational Safety and Health 

 Shire of Brookton Policy 2.8 Risk Management 

 Shire of Brookton Policy 2.16 Significant Accounting Policies 

 Shire of Brookton Policy 2.18 Use of Corporate Credit Cards 

 Shire of Brookton Policy 2.19 Financial Reserves Policy 

 Shire of Brookton Policy 2.29 Working from Home 
 
Financial Implications: 
Although there is no direct financial implications in relation to these two draft Plans, most of the actions 
contained within, will require dedicated funding from current and/or future budgets for 
implementation. 
 
Furthermore, from an emergency/business continuity perspective reserve funds are available in the 
Council’s ‘Cash Contingency Reserve’, which presently has a balance of $205,441. These funds can be 
accessed with Council’s endorsement for operational matters, or authorisation by the Shire President if 
deemed an emergency. 
 
Risk Assessment: 
As highlighted by the OAG Auditors, without an up-to-date Risk Management Framework and Risk 
Register the Shire may not have appropriate or effective processes in place to sufficiently mitigate risks 
or take advantage of opportunities. The Auditors have also highlighted a lack of a Business Continuity 
Planning that presents a significant risk for the Shire in not having the ability to recover from an incident 
or crisis in a timely and effective manner.  
 
On assessment against the Risk Matrix table below, the risk in relation to not having these two 
documents and implementation of stated actions is considered ‘Severe’, with the likelihood of incidents 
occurring and the consequence being extreme.  
 
An example of this could be a major bushfire event (as currently being experienced in the Eastern States 
of Australia) having significant adverse impact on the Brookton Community and the Shire’s ability to 
provide continued recovery support and services in a timely manner to local residents.  
 
Similarly, the risk of cyber-attack presents a very real threat to this organisation where a significant 
system failure or corruption and loss of data (as occurred to the Shire of Northam) can have a profound 
effect on use of Council’s resources and its ability to serve the community. These are just two probable 
examples that highlight the ‘Severe’ risk through a lack of preparedness.      
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Risk Rating Action 

 

LOW Monitor for continuous improvement. 
 

 
MEDIUM 

Comply with risk reduction measures to keep risk as low as reasonably 

practical. 
 

 

HIGH 
Review risk reduction and take additional measures to ensure risk is as low 

as reasonably achievable. 
 

 

SEVERE 
Unacceptable. Risk reduction measures must be implemented before 

proceeding. 
 

 

 
Community & Strategic Objectives: 
Both of these frameworks create a foundation which embraces and advances several aspects of the 
Brookton Community Plan 2027 including 10. Strategy & Reporting, 12. Measurement, Learning & 
Knowledge and 15. Technology & Automation. 
 
Furthermore, the respective Plans also align in the Corporate Business Plan Corporate Compendium to: 
 
 Business Function 19:   Risk Management 
  
    Action 19.1:   Review Risk Management Policy 
    Action 19.2: Perform risk assessment 
    Action 19.3:   Implement risk mitigation measures  
 
Comment 
These documents are both fundamental and essential to a creating strong Risk and Incident 
Management Framework aimed at providing much needed guidance and structure to avoid potential 
incidents and minimise or assist in times of crisis. With an ever changing environment of external 
influences, be it natural events or political pressure and cost shifting bringing about increase burden, the 
Council continually needs to be on guard in seeking to identify and where practical mitigate its exposure 
or conversely manage such risks, particularly those deemed to be ‘High’ or ‘Severe’ in nature. 
 
Accordingly, the information contained within both the draft Business Continuity Plan and draft Risk 
Management Framework has been broadly sourced and tailored to fit the organisational needs of the 
Shire of Brookton, acknowledging the Audit and Risk Committee may seek, and are encouraged, to 
enhance these draft Plans prior to adoption by Council. 
 

Consequence 

Insignificant Minor Moderate Major Extreme 

Likelihood 

Almost Certain Medium  High High  Severe Severe 

Likely Low  Medium High High Severe 

Possible Low  Medium Medium  High High 

Unlikely Low  Low Medium Medium High 

Rare Low  Low Low Low Medium 
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OFFICER RECOMMENDATION 
That the Audit and Risk Committee, following review, recommends Council adopts the following draft 
Plans, inclusive of the actions detailed within with funding being allocated in the current and future 
municipal budgets to achieve implementation of the risk mitigation and management measures: 
 

 draft Shire of Brookton Business Continuity Plan (as amended) - Attachment 06.12.19A to this 
report.  

 draft Shire of Brookton Risk Management Framework (as amended) - Attachment 06.12.19B to 
this report. 

 
(Simple majority vote required) 
 

Attachments 
Attachment 06.12.19A – Draft Business Continuity Plan 
Attachment 05.12.19B – Draft Risk Management Framework  
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Attachment 06.12.19A 
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Attachment 06.12.19B 
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8.12.19 GOOD GOVERNANCE – RECORD KEEPING REQUIREMENTS 

File No: ADM 0340 
Date of Meeting: 05/12/2019 
Location/Address: N/A 
Name of Applicant: N/A 
Name of Owner: N/A  
Author/s: Vicki Morris – Manager Corporate and Community   
Authorising Officer: Ian D’Arcy  – CEO   
Declaration of Interest: The author and the authorising Officer have an operational interest in 

this item.         
Voting Requirements: Simple Majority 
Previous Report: N/A 

 
Summary of Item:   
Record keeping and information management is a fundamental part of the governance framework for 
the Shire. The Shire is required to comply with all aspects of the State Records Act 2000 and in doing so 
must ensure that both staff and elected members are made aware of their obligations under the 
relevant legislation. 
 
The State Records Office (SRO) recently updated their advice to local government (September 2019) and 
this is attached (Attachment 7.12.19A) for the benefit of elected members. 
 
Description of Proposal: 
N/A 
 
Background: 
The Information Management advice note issued by the SRO provides an overview of the obligations for 
local government to keep and preserve records and information. The advice includes how and why 
elected members must comply with the requirements across all forms of information that they either 
receive or create as part of their role as an elected member.  
 
Managing information especially that which is received from residents or rate payers directly, is an 
important part of an elected member’s role to keep in touch with the community. However, the records 
received and created by elected members as part of their role fall under the record keeping and 
information management obligations and requirements as set down by the SRO.  
 
It is important to understand the types of records that elected members may receive will range from 
emails through to hand written letters or cards. All of this information is important because irrespective 
of format (e.g. an email or hard copy letter), the matters will (likely) relate to the business of the Shire. 
 
As noted in the advice note, any information created or received by an elected member (or the 
organisation) in the course of conducting Shire business is considered to be a record. 
 
Consultation: 
N/A 
 
Statutory Environment:   
The State Records Act 2000 
The Local Government Act 1995 
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Relevant Plans and Policy:  
Policy Number - 2.27 Records Information Management Policy 
Policy Number – 2.35 Information Security 
 
Financial Implications: 
There are no financial implications arising from this report – the report is for information only. 
 
Risk Assessment: 
The misuse of information can impact on several areas of the business including; the reputation of the 
Shire, damage to the integrity of the information (and the organisation), the availability of information 
(business continuity) or information could be corrupt (often caused by scams, virus and other crypto-
issues). 
 
It is encumbered upon elected members to ensure that the information they generate or receive, as 
part of their role, is capture by the Administration to ensure that the Shire has a record of such activity. 
 
The Shire has recently improved its IT capabilities and committed financial funds to ensure that systems 
and processes are created to ensure good record keeping practices. 
 
Community & Strategic Objectives: 
This report aligns with the Corporate Compendium – Record Keeping & Good Governance. 
 
Comment 
This report is to raise awareness of the importance of keeping records and to highlight, to elected 
members, the reasons why keeping records is critical to the operations of the Shire. 
 
OFFICER’S RECOMMENDATION 
 
That the Audit and Risk Committee; 
 

1. Notes the Information Management Advice issued by the State Records Office in September 
2019; and 

2. Acknowledges that elected members have a responsibility for creating and keeping records 
relating to their role in accordance with the State Records Act 2000. 

 
(Simple majority vote required) 
 
Attachments 
7.12.19A - Records Keeping basics.  
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Attachment 7.12.19A 
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9.12.19 ANNUAL REPORT FOR 2018/2019 

File No: ADM 0117 
Date of Meeting: 05 December 2019 
Location/Address: Not Applicable 
Name of Applicant: Shire of Brookton 
Name of Owner: Shire of Brookton 
Author/s: Kelly D’Arcy –Corporate Business Officer Compliance & Finance   
Authorising Officer: Vicki Morris – Deputy Chief Executive Officer   
Declaration of Interest: The author and authorizing officer have no interest in this item.          
Voting Requirements: Absolute Majority 
Previous Report: Nil 

 
Summary of Item:   
The 2018/19 Annual Report outlines the Shire’s achievements against its Strategic Community Plan, 
financial performance and notes key activities contained within the Corporate Business Plan. This item 
seeks the Audit and Risk Committee’s approval to resolve to adopt the 2018/19 Annual Report 
(including the 2018/2019 audited Financials) and to recommend the date for the annual general 
meeting of electors.  
 
The Annual Report is presented in Attachment 9.12.19A provided under separate cover. 
 
Description of Proposal: 
The Audit & Risk Committee recommend to Council that the 2018/2019 Annual Report be endorsed and 
adopted.  
 
Background: 
The Annual Report contains information as required under section 5.53 of the Local Government Act 
1995 including (but not limited to) the following: 

 A report from the President 

 A report from the Chief Executive Officer 

 An overview of the plan for the future of the Shire (in accordance with Section 5.56 of the Local 
Government Act 1995)  

 The financial report for the relevant financial year 

 A report made under section 29 (2) of the Disability Services Act 1993 

 Details of entries made under section 5.121, in the register of complaints  

 The auditor’s report for the financial year 
 
The on-site audit was conducted by the Office of the Auditor General (OAG) from 23 September to 26 
September 2019 and again from 7 October to 10 October 2019. The Annual Financial Report was 
finalised and submitted to the Auditors on Wednesday 25 September 2019. Following post audit 
adjustments, the Audited Annual Financial Report was received on Thursday 28 November 2019.   
 
Should the 2018/19 Annual Report be endorsed, it is intended that local public notice be published 
advising the availability of the 2018/19 Annual Report and of the Annual Electors Meeting.  
 
Consultation: 
Consultation was undertaken with the Shires Auditors – the OAG, the Shire President, the Chief 
Executive Officer, the Deputy Chief Executive Officer and the Shire of Brookton’s Finance Department. 



Shire of Brookton, Audit Committee Revised Agenda, 9 December 2019   87 

 
Statutory Environment: 
Section 5.53 of the Local Government Act 1995 (the Act) outlines the minimum requirements of an 
Annual Report. Section 5.54 states that a local government must accept an annual report by 31 
December of each year by absolute majority. 
 
The Annual Financial Report is prepared in accordance with Australian Accounting Standards, the Local 
Government Act 1995, and the Local Government (Financial Management) Regulations 1996. 
 
Sections 5.27 and 5.29 of the Act outline the procedure for convening an electors meeting, including 
holding the meeting no more than 56 days from when the Annual Report was adopted. 
 
Relevant Plans and Policy:  
There are no Council Policy implications that are relevant to this item 
 
Financial Implications: 
The availability of the Annual Report and the date for the annual general meeting of electors will be 
advertised in the Brookton Telegraph Notes. There will be no cost associated with this. 
 
A limited number of hard copy annual reports will be printed and funded under the existing printing and 
stationery budget. 
 
Risk Assessment: 
There is a risk that should the Annual Report not be adopted within the timeframes outlined, Council 
may be in breach of the Local Government Act 1995 and relevant subsidiary legislation. 
 
Community & Strategic Objectives: 
Pursuant to the Strategic Community Plan, the Shire is to provide high quality corporate governance, 
accountability and compliance. 
 
Comment 
The Office of the Auditor General plan to issue an exit brief (summary of the audit) as well as a 
management letter for the final audit.  The OAG will present and provide commentary on both the exit 
brief and the management letter. 
 
The implication of this is that in the auditor’s opinion the Shire’s financial report is in accordance with 
the Local Government Act 1995 and the Local Government (Financial Management) Regulations 1996, 
and: 

a) gives a true and fair view of the Shire’s financial position as at 30 June 2019 and of its financial 
performance and its cash flows for the year ended on that date; and 
 

b) complies with the Australian Accounting Standards. 
 
OFFICER RECOMMENDATION 
 
That the Audit and Risk Committee Recommend to Council that:  
 

1. In accordance with Sections 5.53 and 5.54 of the Local Government Act, 1995, endorses and 
accepts the Shire of Brookton Annual Report 2018/2019 for the 2018/2019 financial year;  

 
2. That the Chief Executive Officer be authorised to give public notice of the availability of the 
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Annual Report in accordance with Section 5.55 of the Local Government Act, 1995;  
 

3. Receive the Management Report from the Office of the Auditor General for the Year Ended 30 
June 2019 and 

 
4. Advertise the Annual General Meeting of Electors to be held on Thursday 13 February 2019 

commencing at 6.00pm, at the Shire Administration Office, 14 White Street Brookton in Council 
Chambers. 

 
(Absolute Majority Vote Required) 
  

Attachments 
Attachment 10.12.19A – 2018/2019 Annual Report (provided under separate cover) 
 
 

10.12.19 ELECTED MEMBERS MOTIONS OF WHICH PREVIOUS NOTICE HAS BEEN GIVEN 
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11.12.19 NEW BUSINESS OF AN URGENT NATURE INTRODUCED BY DECISION OF MEETING 

 

11.12.19.01 DRAFT ANNUAL BUDGET PREPARATION PROGRAM 

File No: N/A 
Date of Meeting: 5 December 2019 
Location/Address: N/A 
Name of Applicant: N/A 
Name of Owner: Shire of Brookton   
Author/s: Ian D’Arcy – Chief Executive Officer   
Authorising Officer: As above   
Declaration of Interest: The author has an operational interest in this matter           
Voting Requirements: Simple Majority 
Previous Report: N/A 

 
Summary of Item:   
This item relates to a draft program for preparation of the annual budget, that if supported will be 
converted to a formal procedure that aligns to Council Policy 2.16 – Significant Accounting Policies.   
 

A copy of draft program is offered in the body of this report for the Audit and Risk Committee’s review.    
 

Description of Proposal: 
As above. 
 

Background: 
This matter has arisen due to a lack of clarity in previous years over the methodology in preparing the 
annual budget being well understood. In light of this, the Shire President requested a procedure be 
prepared that depicts the process to be followed, for consideration by the Audit and Risk Committee. 
 

Accordingly, this report presents an indicative and fluid process to preparing the annual budget for 
review and discussion.    
 

Consultation: 
Consultation has only occurred on this matter between the Senior Corporate Business Officer, the Shire 
President and Chief Executive Officer. 
 

Statutory Environment:   
This matter relates to Part 6; Division 2; Section 6.2 (Local Government to Prepare Annual Budget) of the 
Local Government Act, 1995.    
 

Relevant Plans and Policy:  
This policy has been prepared in consideration of Council Policy 2.16 – Significant Accounting Policies.  
 

Financial Implications: 
There is no direct financial implication as this matter involves staff and Councillor’s time already 
accounted for in the current municipal budget through the allocation of salary and wages, and elected 
member sitting fees.   
 

Risk Assessment: 
The risk of no documented methodology is assessed as ‘High’ against the Risk Matrix Table below. In the 
past it has become evident that items for consideration have been either over looked or omitted at an 
officer level due to poor understanding of the process, which in turn has led to a level inefficiency. 
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Similarly, it is reasonable for Councillors to have a sound understanding of the process given the onus 
placed on elected members to be fiscally responsible with public funds.          
 
 

 

Risk Rating Action 
 

LOW Monitor for continuous improvement. 
 

 
MEDIUM 

Comply with risk reduction measures to keep risk as low as reasonably 

practical. 
 

 

HIGH 
Review risk reduction and take additional measures to ensure risk is as low 

as reasonably achievable. 
 

 

SEVERE 
Unacceptable. Risk reduction measures must be implemented before 

proceeding. 
 

 

 
Community & Strategic Objectives: 
That matter aligns to the Corporate Business Plan Corporate Compendium under: 
 

 Business Function 18:   Financial Control 
  

    Action 18.1:   Prepare annual budget/conduct statutory budget reviews 
      
Comment 
The following is an indicative understanding of the time frame, functions and responsible persons 
involved in the annual budget preparation to be incorporated into a more detailed procedure. Of note 
is:  
 

a) The time frame is somewhat fluid and subject to ‘slippage’, with the final date for adoption being 
31st August each year in accordance with the provisions of Section 6.2 of the Local Government 
Act, 1995. 
 

b) The procedure will need to be amended from time to time as the Council’s Integrated Planning 
and Reporting framework is progress to include the Asset Management Plan, Workforce Plan and 
Long Term Financial Plan, all of which are informing documents to the annual budget 
preparation.   

   

Consequence 

Insignificant Minor Moderate Major Extreme 

Likelihood 

Almost Certain Medium  High High  Severe Severe 

Likely Low  Medium High High Severe 

Possible Low  Medium Medium  High High 

Unlikely Low  Low Medium Medium High 

Rare Low  Low Low Low Medium 
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Annual Budget Preparation Program  
  

Month Function Week Responsibility  

 

February   Salaries and wages   

 Review depreciation 

 Review plant allocations 

 Review ABC allocations  

 Budget requests 
 

Week 1 - 2 
Week 2  
Week 2 
Week 3 
Week 2 - 4 

CEO/Managers 
SCBO 
SCBO 
SCBO 
Staff/Councillors 

March   Create budget workbook 

 Commence data input 

 Review fees and charges  

 Review financial reserves 

 Review capital items 
 

Week 1  
Week 1 - 4 
Week 2 - 3 
Week 3 - 4 
Week 4 
 

SCBO 
SCBO 
SCBO 
SCBO 
CEO/Managers 

April  Data input (Con’t) 

 Review capital items (Con’t) 

 Workshop – Fees & charges 
- Set increase – rates 
- Set increase – rubbish & sewerage 

 Model rates  
 

Week 1 - 4 
Week 1 - 2 
Week 2 
Week 2 
Week 2 
Week 3 

SCBO 
CEO/Managers/SCBO 
Staff/Councillors 
 
 
CBOF 

May   Data input (Con’t) 

 Workshop – First review of draft 
 

Week 1 - 4 
Week 1 

SCBO 
Staff/Councillors 
 

June   Data input (Con’t) 

 Confirmation of grants income 

 Consolidate carry forward position 

 Workshop – Second review of draft 
 

Week 1 – 4 
Week 1 
Week 4 
Week 4 

SCBO 
SCBO 
SCBO 
Staff/Councillors 
 

July   Council Meeting – Budget adoption  
 

Week 3 Staff/Councillors 

August   Budget notification to LG Dept. 
 

Week 1 SCBO 
 

CEO means Chief Executive Officer  
Managers means Manager of Infrastructure and Emergency; Manager Corporate and Community  
SCBO means Senior Corporate Business Officer 
CBOF means Corporate Business Officer – Finance 

  
OFFICER RECOMMENDATION 
That the Audit and Risk Committee, following review, endorses the Annual Budget Preparation 
Program as presented in the body of this report and requests a formal procedure be prepared that 
reflects this program and aligns to Council Policy 2.16 – Significant Accounting Policies. 
 
(Simple majority vote required) 
 
 

12.12.19 CLOSURE OF MEETING 

 


