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DISCLAIMER

Persons present at this meeting are cautioned against taking any action as a result of any
Committee recommendations until such time as those recommendations have been
considered by Council and the minutes of that Council meeting confirmed.
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MINUTES OF TOWN OF CLAREMONT
AUDIT AND RISK MANAGEMENT COMMITTEE MEETING
HELD AT THE TOWN OF CLAREMONT, CLAREMONT COUNCIL CHAMBERS, 308 STIRLING
HIGHWAY, CLAREMONT
ON FRIDAY, 5 FEBRUARY 2021 AT 8.00AM

1 DECLARATION OF OPENING / ANNOUNCEMENT OF VISITORS

Cr Haynes welcomed staff and members of the Audit and Risk Management Committee and
declared the meeting open at 8.02am.

2 RECORD OF ATTENDANCE / APOLOGIES

PRESENT:

Mayor Jock Barker

Cr Bruce Haynes

Cr Paul Kelly

Cr Peter Telford

Community Representative Marguerite Anklesaria
Community Representative Aiden Daly

IN ATTENDANCE:

Liz Ledger, Chief Executive Officer
Bree Websdale, Director Governance and People

Vicki Cobby, Manager Finance

LEAVE OF ABSENCE:

Nil

3 DISCLOSURE OF INTERESTS

Nil

4 CONFIRMATION OF MINUTES OF PREVIOUS MEETING

COMMITTEE RESOLUTION 001/21

Moved: Mayor Jock Barker
Seconded:Cr Paul Kelly

That the minutes of the Audit and Risk Management Committee Meeting held on 30 October
2020 be confirmed.

CARRIED
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5 PRESENTATION

Nil
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6 REPORTS OF THE CEO

6.1 UPDATE ON REGULATION 17 AUDIT RECOMMENDATIONS
File Number: GOV/00054, D-20-49877

Author: Bree Websdale, Director Governance and People
Authoriser: Liz Ledger, Chief Executive Officer

Attachments: Regulation 17 Audit Report
Complaints Management

Risk Management Policy
Legislative Compliance Policy
Public Interest Disclosure Policy
Fraud Prevention Policy

Corporate Purchasing Cards Policy
Purchasing Policy

Purchasing Policy (with tracking)
0. Bank Account Policy

BOONoO~LDE

PURPOSE

To provide the Audit and Risk Committee with a further update on the recommendations from the audit
undertaken pursuant to Regulation 17 of the Local Government (Audit) Regulations 1996.

BACKGROUND

Local Government (Audit) Regulations 1996, Regulation 17 prescribes a number of matters that are to be
reviewed by a local governments Audit and Risk Management Committee. Regulation 17 provides:

(1) The CEO is to review the appropriateness and effectiveness of a local government’s systems
and procedures in relation to —

(@) risk management; and
(b) internal control; and
(c) legislative compliance.
(2) The review may relate to any or all of the matters referred to in subregulation (1)(a), (b) and (c),
but each of those matters is to be the subject of a review not less than once in every 3 financial
years.

(3) The CEO is to report to the audit committee the results of that review.

A review was conducted by consultant, Avant Edge Consulting and a report produced dated 21 May 2020
(see attachment 1).

The report outlined 16 improvement opportunities for the Town. This report sets out progress of the Town
on a number of the findings.

An update on progress achieved was reported to the committee on 30 October 2020.
DISCUSSION
Policy Manual

One of the findings from Avant Edge Consulting was that the Town’s policy manual was missing a number
of key policies.

Attachment 1 Page 6
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Finding 14: Need to Update the Town Policy
Manual

Recommendation

The policy manual does not provide appropriate
policy guidance in regards to the following key
processes:

° Complaints Management

. Risk Management

o Cash Receipting and Banking

o Legislative Compliance

The Town, via the Governance unit review the
Town’s Policy Manual to include the following
processes and any other policies that have
been identified as part of this review report that
need to be included in the Town’s Policy
Manual.

. Complaints Management
. Risk Management

o Cash Receipting and Banking.

° Legislative Compliance.

The report recommended and the following policies have now been drafted:

1. LG541- Complaints Management (See attachment 2).

2. LG534- Risk Management (See attachment 3).

3. LG539 -Legislative Compliance (See attachment 4).

Finding 2: Need to Develop a Fraud
Prevention Policy

Recommendation

The Town does not currently have in place a
“Fraud Prevention Policy” or a “Whistle blower
Policy. Such a policy would outline the
importance and responsibility that all staff have
in the Town have in ensuring that fraud is
prevented through proper adherence and
compliance with existing management controls®.

We understand that the Town is currently in the
process of developing such policies

The Town develop a formal “Fraud Prevention
Policy” and guidelines to empower staff prevent
the occurrence of fraud and to report suspected
fraud.

The Town also give consideration to developing
a “Whistle Blower Policy” and guidelines in
order to protect staff confidentiality when staff
need to report suspected fraudulent activity.

The report recommended and the following policies have now been drafted:
4. LG536- Public Interest Disclosure (See attachment 5).

5. LG538- Fraud Prevention (see attachment 6).

A detailed review of the entire Policy manual is in progress to be presented to Council before 30 June

2021.

The following policies have been reviewed and where appropriate amended. These draft policies are
provided to the Committee for their review and input prior to presentation to Council:

1. LG512 -Corporate Purchasing Cards (See attachment 7). This policy is largely unchanged (maybe

just say what has changed).

Attachment 1
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2. LG509- Procurement, now called “Purchasing” policy (See attachment 8 and 9, a tracked and clean
version are attached). This policy has been rewritten to make it more concise and easier for
employees to read and understand. Additional exemptions have been provided including provision
of services from WALGA and LGIS.

3. LG 530- Bank Accounts and Payments, now called “Bank accounts” policy (See attachment 10).
This policy addresses bank accounts and signatories. This policy has been amended.

Cash Handling

Finding 12: Need Safer Process for Cash in | Recommendation
Transit

The Town currently has cash receipting facilities at | The Town reassess the potential risk
the Administration building, Library and the | associated with staff carrying cash to the bank
Aquatic Centre. versus the associated cost of using armed
security services.

We understand that all banking of cash and
cheques is undertaken by staff at these centres
and the Town does not use armed guard security
services to collect and deliver cash and cheques
to the Town’s bank.

A report on the cash handling processes of the Aquatic Centre was provided to this committee in the
October 2020 meeting.

Since this time, Job Safety Analysis in relation to banking and cash handling has been undertaken for
each of the Library Community Hub and the Town’s Administration Building (reception/customer service
desk). The peak risk ratings for each facility have been assessed as 4 with current controls in place; that
being a Low Risk.

Many of the precautions, processes and security measures in place at the Aquatic Centre are also in place
at both the Library and Main Administration desk. These include:

1.  The Town has procedures for armed hold up and theft.

2.  The reception area is secure with access doors able to be locked closed.

3. The reception areas are always staffed or otherwise closed to the public.

4.  The till draw is closed when not in use.

5.  Counting is undertaken behind closed doors or at times when closed to the public.

6. The counting is carried out on different days and times to minimise routine.

7.  Staff are trained in cash handling.

8. Multiple duress alarms are in place and are monitored by external security companies.
9. Banking run times and days are varied.

Library and Community Hub

The amount of cash takings and float at the Library are very low, mainly comprising late fees, lost book
charges and photocopying payments. A secure coin box is in place for photocopy payments.

Existing CCTV covers the car park near the entrance to the Library. As part of this review, actions have
been taken to install an additional camera to monitor the library entrance. There is no CCTV over the
POS terminal. This is not considered a material risk given the extremely low levels of cash involved.

Attachment 1 Page 8
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There are a minimum of two staff on duty during opening times.
Administration Building

Cash levels at the Administration customer service desk are considered low. Takings are banked daily
to minimise cash holdings.

Multiple existing CCTV cameras cover both entrances, external areas surrounding the administration
lobby, the lobby and main desk. The reception area is in a highly visible location with moveable acrylic
barriers between the public areas and the service staff.

Multiple front desk staff members are on duty during business hours. The secure doors to the
Administration Building are locked outside of business hours.

The audit report stated “Security over point of sale systems for the receipting of cash is essential not only
for the safeguarding of cash but for the overall safety of staff who operate those systems. As such all
point of sale systems where cash is receipted should be protected by CCTV cameras and duress
alarms”.

Both the Library and Administration building Customer Service desk have duress alarms in the reception
areas. These alarms are regularly tested.

The Town has assessed the potential risk associated with staff carrying cash to the bank as a Low Risk
versus the associated cost of using armed security services.

Additional measures to encourage payment via electronic and online methods could be investigated. This
may result in not only lower levels of cash. Although older ratepayers tend to prefer to pay in person in
cash. An eftpos machine could be provided for use at the library.

The Town is overall satisfied with the current arrangements and recommend they remain in place.

Financial Management Review

Finding 16.0. Need to Establish an Internal Recommendation

Audit Activity for the Town

The Town does not have in place a dedicated

Internal Audit Activity which is able to undertake
routine risk management, internal control and
legislative compliance audits.

Such an activity, should it be established, would
be responsible for reporting their findings and
recommendations directly to the Audit and Risk
Management Committee assisting the Audit and
Risk Management Committee in meeting their
governance responsibilities.

Although The town’s annual financial
statements auditors do undertake control
assessments, these relate mainly to finance
related processes and are limited only in
relation to such processes impacting on the
accuracy of the reported financial statement
figures.

The Town CEO, through the Governance unit
and the Audit and Risk Management Committee
give consideration to the establishment of an
Internal Audit Activity for the Town.

Consideration be given to establishing a 3 year
internal audit program, endorsed by the Audit
and Risk Management Committee, made up of
potential audits to be carried out based on the
Town'’s identified strategic and operational risks.

The Internal Audit Activity can be established
either as an inhouse function or outsourced to a
reputable accounting/audit firms who specialise
in providing Internal Audit services.
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A Financial Management Audit is currently being undertaken by Moore Australia. This is an external audit
but still relevant to Finding 16.

The Town is in the process of providing the requested information by Moore Australia.

Moore Australia will be attending the Town’s office in early February 2021.

PAST RESOLUTIONS

Audit and Risk Management Committee, 29 May 2020

COMMITTEE RESOLUTION 007/20

That the Audit and Risk Management Committee with respect to the Review of Risk Management,

Legislative Compliance and Internal Controls recommend Council to:
1. Note the Chief Executive Officer (CEO)'s Report (as per Attachment 1); and

2. Request the CEO to present the progress of the recommendations on a quarterly basis.

CARRIED
Audit and Risk Management Committee, 30 October 2020
COMMITTEE RESOLUTION 011/20
That the Audit and Risk Management Committee notes the contents of this report

CARRIED

FINANCIAL AND STAFF IMPLICATIONS

Resource requirements are in accordance with existing budgetary allocation.

POLICY AND STATUTORY IMPLICATIONS

Local Government (Audit) Regulations 1996

COMMUNICATION / CONSULTATION

There has been consultation with the relevant business units, executive team and Chief Executive Officer.

Apart from the consultant’s undertaking the Financial Management Review, there has been no consultation
outside of the Town administration required.

STRATEGIC COMMUNITY PLAN
Leadership and Governance
We are an open and accountable local government; a leader in community service standards.

o Demonstrate a high standard of governance, accountability, management and strategic planning.

o Continually assess our performance and implement initiatives that drive continuous improvement.
URGENCY
Nil
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VOTING REQUIREMENTS

Simple Majority decision of Council (More than half the elected members present are required to vote in
favour).

OFFICER RECOMMENDATION

That:

1. The Audit and Risk Committee notes the contents of this report.

COMMITTEE RESOLUTION 002/21

Moved: Mayor Jock Barker
Seconded:Cr Paul Kelly

1. The Audit and Risk Committee notes the contents of this report.

CARRIED
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AUDIT B8« ASSURANCE SERVICES

Liabality hoated by a scheme approved under Professional Standards Legislation

21 May 2020

CEO

Town of Claremont
Number One Claremont
308 Stirling Highway
CLAREMONT WA 6010

Dear Ms Ledger

Please find attached our final review report on the Regulation 17 review of the Town
of Claremont.

As per Regulation 17(1). (2) and (3) of the Local Government (Audit) Regulations
1996, the CEO is required to undertake a review, at least once every 3 financial vears,
of the following processes:

e Risk Management;
¢ Internal Control:
e [egislative Compliance.

Our review report details our findings and recommendations which includes
management comments in regards to our findings and recommendations.

We would like to thank yvour staff for their positive cooperation provided to us during
the conduct of this review especially in light of the COVID 19 distancing restrictions

which applied throughout this review process.

Yours sincerely

Santo Casilli FCPA MIIA (Aust.)
Director

Avant Edge Consulting

Level 8 — 251 St Georges Terrace Perth WA 6000; PO Box 617 Subiaco WA 6904
Mobile: 0409 104 929 - Phone: 6118 2100; Email: scasilh@avantedgec.com au;

Web: www avantedgeconsulting com au
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Town of Claremont

Regulation 17 Review

21 May 2020
Final Review Report

(Review in Confidence)

Avant Edge Consulting
Certified Practising Accountant

Liability limited by a scheme approved under Professional Standards Legislation

[Type here]
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Regulation 17 Review Town of Claremont
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Regulation 17 Review Town of Claremont

Executive Management Summary

As per Regulation 17(1), (2) and (3) of the Local Government (Audit) Regulations 1996, the
Chief Executive Officer (CEO) is required to undertake a review, at least once every 3
financial years, of the following processes:

. Risk Management;
. Internal Control; and
. Legislative Compliance.

The Town of Claremont (the Town) uses Council First as its accounting system and has a
Policy Manual (last updated 18 December 2018 but currently undergoing a review)
governing its operational processes.

SCOPE AND METHODOLOGY

Our review was conducted in accordance with ASAE 3500 - Assurance Engagement Other
Than Audits or Reviews of Historical Financial Information.

The review undertook the following approach:

. Discussions were held with relevant staff to understand the processes and the
management controls currently in place. Communications were held with the Manager
Governance, Manager Finance and Manager Human Resources throughout the review
process.

. Assessed the adequacy of key management controls currently in place over the risk
management, accounts payable, cash receipting, payroll, staff recruitment and
procurement functions and evaluated those controls to determine their
appropriateness and also to identify areas for control process improvement.

. Due to the COVID 19 Government imposed social distancing rules and the subsequent
closure of the Town's administration and out centres such as the Library and Aquatic
Centre and staff working from home, all information was requested and received via
email and via phone contact.

OUR WORK PROGRAM

Our work incorporated the following areas for review as required under Regulation 17:
1. RISK MANAGEMENT

a. Governance Framework is in place and endorsed by the Audit and Risk
Management Committee.

b. A formal governance unit exists.

c. Risk Management and governance policies are in place and have been
endorsed by the Audit and Risk Management Committee/Council.

d. An Operational and Strategic Risk Register is in place and is constantly reviewed
and updated.

e. Regular development of risk reports and actions to address risks are identified
and actioned.

Avant Edge Consulting -May 2020 Page 4 of 29
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Regulation 17 Review Town of Claremont

f. Fraud Risk Identification and Prevention policies are in place including a Whistle
Blower policy.

g. An effective Audit and Risk Management Committee exists and proper
Committee processes are followed.

2. INTERNAL CONTROL

a. Delegation of Authority is in place, up to date and reviewed regularly.

b.  Proper and formal documented polices (guidelines and procedures) are in place
and are kept up to date.

c. Internal assessment of control processes exists e.g. via an internal audit function
or by the Town's Governance area.

d. Assessed the work undertaken by the Town's external Auditors re the review of
the town'’s control environment.

e. Proper segregation of duties and management controls exist in relation to the
following key accounting processes:

Accounts payable;

Cash collection, receipting and reconciliation;
General Ledger reconciliation and checking functions;
Payroll;

Staff recruitment and staff performance appraisals;
Procurement.

O 000 O0O0

3. LEGISLATIVE COMPLIANCE

a. The Compliance Audit Return (CAR) is properly completed each year and any
non-compliance matters are investigated promptly.

b. Legislative compliance is monitored and regularly reviewed to ensure
compliance.

CONCLUSION

Based on our assessment of the management controls and processes that exist at the Town
in regards to the above 3 key areas of the Regulation 17 review, we noted a number of
areas that require process improvement. We believe that management implementation of
the process improvements that we have identified as part of our review will strengthen
existing management controls currently in place and will also improve overall governance
within the Town’s operations.

We are happy to report that there were no high risk matters that would require immediate
attention by the Town Management.

The matters raised in this report are only those which came to our attention during the
course of performing our review and may not necessarily be a comprehensive statement of
all the possible process improvement options that may be made in relation to the Risk
Management, Internal Control and Legislative Compliance matters.

Our review report is provided to the Town in order for the Town to meet their statutory
obligations under Regulation 17 and as such we do not encourage this report to be used for
any other purpose.

In relation to the above areas that formed part of our review, we wish to provide a summary
of our findings. Our proposed recommendations in regards to each finding, including
management comments as to action to be taken against each of the findings and

Avant Edge Consulting -May 2020 Page 5 of 29
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Regulation 17 Review Town of Claremont

recommendations, have been included in the “Detailed Findings and Recommendations”
section of this report:

RISK MANAGEMENT

The Town currently does have in place a final and endorsed Risk Management Framework
which outlines the Town'’s risk identification systems and policies and outlines how the Town
will manage its risks. The Town has in place a risk management system (a process by which
both strategic and operational risks are identified for ongoing management and review) via
the establishment of an integrated risk register. However, the risk register was last updated
in August 2018 and needs to be updated. The Town's governance position became vacant
in late 2018 with the new incumbent commencing early 2020.

The Town does not currently have in place a “Fraud Prevention Policy” and a “Whistle
Blower Policy”. We understand these two policies are being drafted by the Town as they
were identified as required as part of the policy manual review being undertaken. Such
policies outline the importance and responsibility that all staff in the Town have in ensuring
that fraud is prevented through proper adherence and compliance with existing management
controls and that where fraud is suspected that it is reported for investigation.

INTERNAL CONTROL
Procurement

The Town's procurement process requires improvement. The following should be considered
by management:

1. Monitoring the Town's procurement process.

The Town's procurement process is decentralised and as such all procurement decisions
and actions are managed by the various operational areas based on their procurement
needs. Although the Town's procurement policy is outlined in the Town’s Policy Manual
(LG509, “Procurement”) and in process maps, other than the policy there is no formal
centralised procurement team or area whose sole role is to provide procurement guidance to
the various operational areas nor is there any formal monitoring role set up to ensure proper
procurement policy and processes are being consistently complied with.

As part of our review and our discussions with two contract managers we were unable to be
satisfied that conflict of interest declarations were being provided by selection panel
members at all times, supplier contracts were being effectively managed throughout the
contract period and that RFQ or RFT processes were being properly complied with at all
times when seeking quotations.

The current tender register is set up correctly but as procurement is not centralised it
requires each operational area to complete and document each part of the procurement
process as required under the Part 4 Local Government (Functions and General)
Regulations 1996. However, on review, the tender register has not been completed in full by
each operational area. We recommended that the Town follow up each operational area and
establish whether these are instances of non-compliances or failure to complete the tender
register.

In addition, we believe that consideration should also be given to include, even though these
requirements may not be applicable to the Town, in the Towns Policy Manual (under the
procurement policy) the requirements of Section 20(1) and (2) and 21A.

Avant Edge Consulting -May 2020 Page 6 of 29
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Regulation 17 Review Town of Claremont

2.  Implementing end of contract supplier performance appraisals work procedures

The establishment of Contract Management procedural guidelines is an important and
essential element in ensuring that contracted suppliers comply with their contractual
obligations, provide goods and services to a high quality and charge for such goods and
services in accordance with the agreed and quoted price rate. Further, end of contract
supplier performance appraisals allows the Town to evaluate the quality of services provided
and to determine whether the supplier should be sought again for future work for the Town.

3.  Establishing work procedures

The Town does not have in place formal written procurement work procedures that would
provide greater guidance to officers within operational areas responsible for procurement of
the Town's goods and services. For example, there are no work procedures or work
guidelines governing contract management process relating to the need to ensure supplier
insurances are sought annually for each of the contract terms, end of contract supplier
performance appraisals, panel selection team members signing off the final tender
assessments, the need for conflict of interest declarations to be signed by each panel
member and the tender opening process.

The Town has recently required all staff to complete a WALGA training module on
Procurement and staff have access to the WALGA procurement tool kit.

Accounts Payable

The Town's accounts payable process requires improvement. The following should be
considered by management:

1. Policies to reference work procedures

The Town Policy Manual does not reference key accounts payable work procedures relating
to new supplier creation and maintenance of supplier details as below:

Creation of a new supplier process;

Changing a supplier's legal name and bank account details process;
Managing inactive suppliers;

Independent checking of modifications made to the supplier database.

apoo

2. Purchase Orders

The Town is required to initiate an approved purchase order at the time a supplier is
contracted to provide goods and services. Our review found that in many cases the
purchase order is being initiated and approved at the stage the Town receives a supplier
invoice for payment processing. Issuing of an approved purchase order at the time of
receiving the supplier’s invoice undermines the management control effect of using purchase
orders. Purchase orders provide the necessary authorisation to commit the Town to a future
payment and therefore its use is more effective at the time of awarding a supplier contract.

The Town Policy Manual should also make it clear as to when a purchase order should or
should not be raised. Purchase Orders are an effective control mechanism for the approval
of purchases relating to goods and services. However, purchase orders are not required for
administrative type payments such as Synergy bills, Water Corporation bills, staff

Avant Edge Consulting -May 2020 Page 7 of 29
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Regulation 17 Review Town of Claremont

reimbursements etc. or for regular ongoing payments such as loan payments. In most cases
these are ongoing operational day to day payments.

The Town’s Policy Manual does not clearly provide for the process to follow where there is a
purchase order/supplier invoice matching variance. Although, we understand, at present
any variations between the approved $ value of a purchase order and the matching supplier
invoices requires further authorisation prior to payment, there is no variance tolerability.
That is, should there be a variance of say 5% or up to $100 between the purchase order
approved value and the supplier invoice value, the invoice can be paid without further
authorisation.

3.  Creating Purchase Invoices process

When the Finance area is required to create a purchase invoice (loan repayments and other
similar administrative type payments) which requires payment via a direct deposit, we
understand that the Finance Officer creates a Direct Deposit Request Form which is signed
by the Manager Finance and also by the Director Corporate & Compliance. If the direct
deposit amount is over $150,000 (as per the authority limits) the Form is also required to be
authorised by the CEO. The purchase invoice is then created electronically and is again
also required to be authorised by the Manager Finance and the Director Corporate &
Compliance (based on their Delegated $ limits) or the CEO if over $150,000.

We assessed this process as part of our review and have formed a conclusion that the
process is inefficient and incorporates too many unnecessary approval levels.

Cash receipting

The Town's cash receipting and control over cash handling process requires improvement.
The following should be considered by management:

1.  Cash Receipting and security

The Town currently has cash receipting facilities at the Administration building, Library and
the Aquatic Centre. We understand that all banking of cash and cheques is undertaken by
staff at these centres and the Town does not use armed guard security services. We
consider that staff carrying cash directly to the bank is highly risky and puts the Town staff
under unnecessary risk during cash in transit.

Security over point of sale systems for the receipting of cash is essential not only for the
safeguarding of cash but for the overall safety of staff who operate those systems. As such
all point of sale systems where cash is receipted should be protected by CCTV cameras and
duress alarms. During our review we were unable to physically visit the Library and the
Agquatic Centre in order to sight the existence of these security features due to the closure of
these sites as part of the COVID 19 social distancing restrictions. | have been advised that:

- The Library has two duress alarms at the point of sale. The CCTV is on the outside of
the Library.

. The Aquatic Centre has a duress alarm in the reception office. The centre is also fitted
with CCTV cameras on the main tills, safe and counting station. Further, the Town has
applied for a grant to cover additional CCTV to cover the front and entrance of the
Aquatic Centre.

We have recommended that the Town ensure that wherever cash is being receipted that
there exists a working CCTV camera and duress alarms in place.

Avant Edge Consulting -May 2020 Page 8 of 29
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Regulation 17 Review Town of Claremont

2.  Policy Manual

There are some key policies that are not included in the Town's Policy Manual. The policy
manual does not provide appropriate policy guidance in regards to the following key
processes:

Complaints Management (We note the Town has a Customer Experience Charter);
Risk Management;

Cash Receipting and Banking; and

Legislative Compliance.

o0 oo

LEGISLATIVE COMPLIANCE
1. Compliance Checklist

The Town has a comprehensive compliance calendar which is in the process of being
updated by the Governance & Risk and Finance teams. This tracks all activities and actions
required to ensure compliance with all legislative requirements associated with the Local
Government Act 1995, the Local Government (Functions & General) Regulations 1996 and
the Local Government (Audit) Regulations 1996.

The annual Compliance Audit Return (CAR) is undertaken by the Governance unit (in
consultation with all relevant operational areas as required) and reported through the Audit
and Risk Management Committee prior to being tabled at Council.

Although the CAR and the comprehensive compliance calendar are appropriate to assess
legislative compliance, it does not cater for all the legislative areas that require compliance.
We have recommended the Governance unit develop various legislative compliance
program checklists which can be distributed to the relevant operational areas for them to
undertake a self-compliance assessment, say on an annual basis. Once completed the
legislative compliance program compliance checklists should be signed-off by the relevant
Managers and their Director as evidence that they have undertaken the compliance checks.

2. Internal Audit Activity

The Town does not have in place a dedicated Internal Audit Activity which is able to
undertake routine internal control assurance work. Such an activity would be responsible for
reporting their assurance findings and recommendations directly to the Audit and Risk
Management Committee to provide comfort to the Committee in meeting their
responsibilities and obligations. The establishment of an Internal Audit Activity would also
allow the Town to meet its legislative obligations in regards to the Local Government
(Financial Management) Regulations 1996, 5(2) (c) review and Local Government (Audit)
Regulation 1996, Regulation 17 review requirements. The Internal Audit Activity can be
established either as an inhouse function or outsourced via a reputable accounting/audit firm
who specialise in providing Internal Audit services.

Santo Casilli FCPA 21 May 2020
Director

)

Avant Edge Consulting
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Attachment 1 Page 20



Audit and Risk Management Committee Meeting Minutes 5 February 2021

Regulation 17 Review Town of Claremont

Detailed Findings and Recommendations

Avant Edge Consulting — April 2020 Page 10 of 29
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Regulation 17 Review Town of Claremont

Audited Area:  Risk Management
Audited Activity: Risk Management Process

Finding Implication Recommendation Management Comments
1.0 Need to Update the Town’s Risk
Register Risk: Medium| We recommend that: Responsibility:
Director Govemance & People

The Town has in place a risk e Inthe absenceofanupto | * The Town's integrated nsk register be
management system (a process by date and regularly updated and completed as soon as
which both strategic and operational reviewed risk register possible and regularly reviewed to
risks are identfied for ongoing process the Town's risks ensure any new strategic and
management and review) via the would not be able to be operational risks to the Town can be | Management Comments:
establishment of an integrated risk effectively mitigated and identified and appropriate actions put in
register. However, the risk register any new nsks identified. place to mitigate such nsks. Agree
was last updated in August 2018 and is
not fully completed and now requires e The integrated risk | ¢ Also, that the updated and completed
updating. register in the absence of integrated risk register should be

identified rnisk actions may presented at the Audit and Risk

not be effective In Management Committee for approval

mitigating risk. on an annual basis.
Avant Edge Consulting — April 2020 Page 11 of 29
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Regulation 17 Review Town of Claremont

Audited Area:  Risk Management
Audited Activity: Risk Management Policies

Finding Implication Recommendation Management Comments
2.0 Need to Develop a Fraud
Prevention Policy [Risk: Low] We recommend that: Responsibility:
Director Govemance & People
The Town does not currently have in e In the absence of a fraud e the Town develop a formal “Fraud
place a “Fraud Prevention Policy” or a prevention policy and Prevention Policy” and guidelines | Director Corporate & Compliance
“Whistle blower Policy. Such a policy process the Town staff to empower staff prevent the
would outline the importance and would not be empowered occurrence of fraud and to report
responsibility that all staff have in the to report where possible suspected fraud.
Town have in ensunng that fraud is fraud is suspected and
prevented through proper adherence reported for investigation. « the Town also give consideration to | Management Comments:
and compliance with existing developing a ‘“Whistle Blower
management controls. Policy” and guidelines in order to | Agree
: protect staff confidentiality when
We understand that the Town is staff need to report suspected
currently in the process of developing fraudulent activity.
such policies
Avant Edge Consulting — April 2020 Page 12 of 29
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Audit and Risk Management Committee Meeting Minutes

5 February 2021

Regulation 17 Review

Town of Claremont

Audited Area: Internal Control
Audited Activity: Procurement

Finding Implication Recommendation Management Comments
3.0 Need for Centralised Procurement
Monitoring RRisk: Medium| We recommend that: Responsibility: Executive Team

The Town's procurement process is
decentralised and as such all
procurement decisions and actions are
managed by the various operational
areas based on their procurement
needs. Although the Town's
procurement policy is outlined in the
Town’s Policy Manual, other than the
Manual, there is no formal centralised
procurement team or area to provide
procurement guidance to the various
operational areas nor is there any formal
monitoring role set up to ensure proper
procurement policy and processes are
consistently complied with.

we were also unable to conclude that all
procurement activity at the Town is
strictly adhering to a proper process in
line with the Town's Policy Manual and
or in line with the Local Government Act
1995 and the Local Government
(Functions and General) Regulations
1996 requirements.

For example, we were unable to be
satisfied of the following:

 conflict of interest declarations
was provided by selection panel
members at all times,

* No effective process in
place to monitor whether
goods and services
procured from a supplier
were properly procured
via an RFQ or RFT
process could lead to
possible non-compliance
or inconsistencies in the
procurement process.

e the Town, via
Governance area, give
consideration to developing a
“Supplier Expenditure > $50,000"
report. This cumulative report
should be obtaned from the
Council First system, each month,
listing the names of all suppliers
used by the Town that have
accumulated greater than $50,000
in payments from the supply of
goods and services,

« all suppliers with an accumulated
amount greater than $50,000
should be investigated to determine
how such services were procured
either via an RFQ, RFT or via a
WALGA supplier panel in line with

possibly the

Town policy and legislative
requirements.
e that a “Procurement Quality

Checklist” document be developed
by the Town to be completed by
each officer within each operational
area responsible for procurement of
the Towns goods and services via
RFQ's and RFT’s.

e the Checklist should include a
listing of all key procurement
stages that are required to be
complied with when procuring

Management Comments:

Agree. This will require resources
and training to perform this function
effectively. Future action will depend

on budget and resource availability.

Avant Edge Consulting — April 2020
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5 February 2021

Regulation 17 Review

Town of Claremont

Finding

Implication

Recommendation

Management Comments

e supplier contracts were being
effectively managed throughout
the contract period,

» RFQ's and RFT's were being
properly advertised and enacted
on a timely basis once supply
contracts had ended.

goods and services via RFQ's and
RFT's. The Checklist should be
signed off by both the relevant
procurement officer and the
relevant Delegated officer as
evidence that proper procurement
process was followed in line with
the Town's procurement policy and
Local government  Act and
Regulation requirements

Avant Edge Consulting — April 2020
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Regulation 17 Review Town of Claremont

Audited Area: Internal Control
Audited Activity: Procurement

Finding Implication Recommendation Management Comments
4.0 Need for Contract Management
Guidelines to be Established Risk: Medium| We recommend that: Responsibility:
Executive Team
Although the Town's Policy Manual e no quarantee that * contract management guidelines be
outlines the procurement policies, the contracted suppliers developed and referenced within
Town Policy Manual does not reference comply with their the Town Policy Manual,
any formal guidelines in regards to contractual  obligations, « Incorporate end of contract supplier
Contract Management process. provide goods and performance appraisals. Management Comments_
services to a high qualty
and charge for such Agree that contractor management

goods and services In guidelines should be drafted.

accordance  with the

agreed and quoted price Agree that contractor supplied
rate. performance appraisals should be
conducted.
Avant Edge Consulting — April 2020 Page 15 of 29
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Regulation 17 Review Town of Claremont

Audited Area: Internal Control
Audited Activity: Procurement

Finding Implication Recommendation Management Comments
5.0 Need for Detailed Work
Procedures and Guidelines to be | Risk: Medium| We recommend that: Responsibility:
Established. Executive Team
e inconsistency n the « the Town give consideration to
The Town does not have in place formal procurement practices creating formal wntten work
written procurement work procedures adopted by various procedures and guidelines In
that would provide greater guidance to operational areas. regards to all elements of the
officers  within  operational areas procurement actvity Management Comments:
responsible for procurement of the
Town's goods and services. Agree, this will require dedicated
resources. Future action IS
For example, there are no work dependent on resourcing and budget
procedures or work guidelines availability.
governing:

* panel selection team signing off
the final tender assessments
and supplier recommendations,

s signed conflict of interest
declarations by each panel
member,

e tender opening process. We
have recommended that the
Town give consideration to
creating formal wntten
procedures and guidelines iIn
regards to all elements of the
procurement activity
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Regulation 17 Review Town of Claremont

Audited Area: Internal Control
Audited Activity: Procurement

Finding Implication Recommendation Management Comments
6.0 Need for Tender Register
Information to be Compliant. [Risk: Low] We recommend that: Responsibility:
Director Govemance & People

The cument tender register does not + non-compliance with « the Town investgate these non-
comply with some of the information Local Government compliances and ensure the tender
requirements as outlined under Part 4 of (Functions and General) register 15 adjusted accordingly in
the Local Government (Functions and Regulations 1996 regards to the requrements of
General) Regulations 1996. Sections 17(2) (c) (m), 17(2) 9D)

and (e).
These include Sections 17(2) (c) () and e consideration should also be given | Management Comments:
17(2) (d) & (e). to include Section 20(1) and (2)

and 21A of Part 4 of the Local | Agree an investigation of non-
17(2) (¢) (m) - relates to reporting a st Government (Functions and | complance 15 required and the
of acceptable tenders that submitted a General) Regulations 1996, register to be adjusted.

tender and were assessed as part of the
tender process

17(2) (d) & (e) — relates to reporting In
the tender reqister a copy of the notice
of invitation to tender and the name of
each tender whose tender has been
opened.
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5 February 2021

Regulation 17 Review

Town of Claremont

Audited Area: Internal Control
Audited Activity: Accounts Payable

Finding Implication Recommendation Management Comments
7.0 Need for Accounts Payable
Policies to be revamped and [Risk: Medium] We recommend that the Town Policy Manual be | Responsibility:
improved. updated to reference the following: Director Corporate & Compliance
Provides for
The Town Policy Manual does not inconsistency  in 1. work procedures for new supplier creation
clearly reference key accounts dealing with and changes to supplier legal name and
payable work procedures relating to: supplier creation bank account details
and changes to 2. New suppliers can only be created upon | Management Comments:
a Creation of a new supplier supplier data receipt of a "New Suppler Creation
process base information Approval Fomm" which details the | Agreed for points 1-4a including a new
suppler's legal name and trading name, | form to comply with segregation of duties
b. Changing a supplier's legal ABN, bank account detalls and signed by | prior to the Finance Team
name and bank account details the suppler, adding/amending.
process 3. User access in Council First for creating a
new supplier, should be restrcted to only
c¢. Managing inactive suppliers finance staff excluding bonds refund | A suppler modification report is currently
recipients) and to be approved by the | provided on a weekly basis on the EFT
d.  Independent checking of Manager Finance  and/or Director | payment, reviewed by MF.
modifications made to the Corporate & Comphance., Where the
supplier database Manager Finance has created the new
supplier then, for proper segregation of
duties, the new suppher creation should
be approved by the Director Corporate &
Compliance,
4. All requests for change of a suppliers
legal name and/or bank account must be
provided in wrniting and signed, either from
the supplier's email (clearly showing their
company/business logo and/or name) or
by post on the supplier's business
letterhead and supported with evidence of
new legal name and/or new bank account
details
5. as an additional control measure that the
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Regulation 17 Review

Town of Claremont

Finding

Implication

Recommendation

Management Comments

Town establish from Council First system,
a monthly “Supplier Modification Report”
which lists all modifications/changes that
have occumed to a supplier, in a given
month, which should be independently
checked on a sample basis and signed off
by the Director Corporate & Compliance

Avant Edge Consulting — April 2020
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5 February 2021

Regulation 17 Review

Town of Claremont

Audited Area: Internal Control
Audited Activity: Procurement/Accounts Payable

The Town is required to initiate an
approved purchase order at the
time a supplier is contracted to
provide goods and services.

Qur review found that in most
cases the purchase order is being
initiated and approved at the stage
the Town receives a supplier
invoice for payment processing,

Purchase orders provide the
necessary authorisation to commit
the Town to a future payment and
therefore its use 1s more effective at
the time of awarding a supplier
contract.

Issuing of an approved
purchase order at the
time of receiving the

supplier's invoice
undermines the
management  control
effect of using
purchase orders and
the proper
authorisation of

purchase orders at the
time a supplier is
contracted.

Increases the
possibility of fraudulent
action,

« the Town clarfy its policy and
guidelines In regards to the
proper use and approval of
purchase orders to ensure that
all purchase orders are initiated
and approved at the date a
supplier quote i1 accepted
and/or a supplier contract for the
supply of goods and services 1S
enacted.

« A copy of the approved
purchase order should be
1ssued to the supplier at date of
accepting ther quote clearly
stating that the supplier Is
required to state the purchase
order number on their invoices.,

Compliance

Management Comments:

Finding Implication Recommendation Management Comments
8.0 Need to Ensure Proper Use of
Purchase Orders. [Risk: Medium] We recommend that: Responsibility: Director Corporate &

Agree. LG509 Procurement Policy is currently
under review due to recent legislative changes.

Finance procedures to be
updated,

reviewed and

Avant Edge Consulting — April 2020
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5 February 2021

Regulation 17 Review

Town of Claremont

Audited Area: Internal Control

Audited Activity: Procurement/Accounts Payable

Finding Implication Recommendation Management Comments

9.0 Purchase Orders not Required for

Administrative Type Payments. [Risk: Low] We recommend that: Responsibility: Director Corporate &
Compliance

The Town Policy Manual should make it
clear as to when a purchase order
should or should not be raised.

Purchase Orders are an effective control
mechanism for the approval of
purchases relatng to goods and
services. However, we do not consider
that purchase orders are required for
administrative type payments such as
Synergy bills, Water Corporation bills,
staff reimbursements etc or for regular

ongoing payments such as loan
payments. In most cases these are
ongoing operational day to day
payments.

We understand that purchase orders are
at times also being requested by
Finance for these administrative type
payments.

+ Raising of purchase
orders for day to day
administrative  type
payments do not

provide any
additional control
benefit,

« the Town Policy Manual also
include, as part of the policy In
regards to proper use of
purchase orders, clarification
as to types of administrative
payments where purchase
orders are not required for the
payment of such invoices.

Management Comments:

Agree, To be into  Finance

Procedures.

implemented
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5 February 2021

Regulation 17 Review

Town of Claremont

Audited Area: Internal Control
Audited Activity: Procurement/Accounts Payable

e provides a more

The Town's Policy Manual does not efficient process
clearly provide for the process to follow based on risk
for the matching of an approved management
purchase order and a supplier invoice principles,

nor where there Is a purchase
order/supplier invoice matching
variance.

Although, we understand, at present any

« In order to make the process
more efficient, the Town should
give consideration to establishing
a suitable $ and % vanance that if
met as part of the matching
process, would not require further
approval pnor to payment,

e The Town Policy Manual should
also clearly ncorporate this
vanance policy and ensure the

Management Comments:

Agree and to be explored with new system.

Finding Implication Recommendation Management Comments

10.0 Need to Establish Purchase

Orderfinvoice Matching Variance [Risk: Low] We recommend that: Responsibility: Director Corporate &
Tolerance Levels. Compliance.

Preference for this to be incorporated into a
Finance Work Procedures as opposed to a

policy.

Process of purchase order and invoice to be

variations that i1s determined between following processes are also | updated in existing Finance Procedures.

the approved $ value of a purchase clearly defined:

order and the matching supplier invoice * Matching process between

$ wvalue requires further authorisation purchase order and supplier

prior to payment, there 1S no vanance nvoice

tolerability. « Approval of supplier invoice
variations

That 1s, should there be a vanance of

say 5% or up to $100 between the

purchase order approved value and the

supplier invoice value, the invoice can

be paid without further authorisation.

Avant Edge Consulting — April 2020 Page 22 of 29

Attachment 1

Page 33



Audit and Risk Management Committee Meeting Minutes

5 February 2021

Regulation 17 Review

Town of Claremont

Audited Area: Internal Control
Audited Activity: Accounts Payable

Finding Implication Recommendation Management Comments
110 Need to Address Overuse of
Authorisation Controls when Creating tRisk: Low We recommend that the town give | Responsibility: Director Corporate &
Purchase Invoices. consideration to adopting the following Compliance
« Inefficient and | authorisation process when dealing with
When the Finance area s required to unnecessary creation of purchase invoices:
create a purchase invoice (loan repayments over use of
and other similar administrative type authonsation + Requesting Officer - creates direct
payments) which requires payment via a control. deposit request form Management Comments:

direct deposit, we understand that the
Finance Officer creates a Direct Deposit
Request Form which is signed by the
Manager Finance and also by the Director
Corporate & Comphance, If the direct
deposit amount is over $150,000 (as per
the authority limits) the Form s also
required to be authorised by the CEO.

The purchase invoice 1s then created
electronically and 1s again also required to
be authorised by the Manager Finance and
the Director Corporate & Compliance
(based on their Delegated $ limits) or the
CEO if over $150,000.

After subsequent approvals have been
given the purchase invoice is included in
the payment run, which again requires
approval by the Manager Finance or the
Director Corporate & Compliance (based on
their Delegated $ Ilimits as cheque
signatories) or the CEOQ if over $150,000.
We assessed this process as part of our
review and have formed a conclusion that
the process Is inefficient and incorporates
too many unnecessary approval levels.

« Supervisor/Manager of Requesting
Officer - authorises the direct
deposit request form which gives
authority for the Finance Officer to
create a  purchase  invoice,
regardless of the $ amount.

« Finance Officer creates the
purchase invoice In Council First

system
+ Relevant position provides
electronic  authorisation of the

purchase invoice In Council First
system based on financial authonty
levels.

Agree need to simplify this process and the
Town will implement this new suggested
process into its internal work procedures as
well as disseminate to all staff.
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Regulation 17 Review Town of Claremont

Audited Area: Internal Control
Audited Activity: Cash Handling

Finding Implication Recommendation Management Comments
12.0. Need Safer Process for Cash in
Transit [Risk: Medium] We recommend that Responsibility: Director Corporate
& Compliance
The Town cumently has cash receipting « staff camying cash directly « the Town reassess the potential
facilities at the Administration building, to the bank s highly risky risk associated with staff carrying
Library and the Aquatic Centre, and puts the Town staff cash to the bank versus the | Management Comments:
under unnecessary associated cost of using armed
We understand that all banking of cash potential risk during cash security services, Agree. Risks to be considered by the
and cheques 1s undertaken by staff at in transit. Town as against cost implications.

these centres and the Town does not
use armed guard security services to
collect and deliver cash and cheques to
the Town's bank.
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Regulation 17 Review Town of Claremont

Audited Area: Internal Control
Audited Activity: Cash Handling

Finding Implication Recommendation Management Comments
13.0 Use of CCTV and Duress Alarms
[Risk: Low] We recommend that Responsibility: Director Corporate
Security over point of sale systems for & Compliance
the receipting of cash i1s essential not e Inactive or non-existent +« the Town ensure that wherever
only for the safeguarding of cash but for CCTV and duress alarms cash 1s being receipted that there
the overall safety of staff who operate could put Town staff at exists a working CCTV camera and | Management Comments:
those systems. risk. duress alarms in place.

Agree. Risks to be considered by the

As such all point of sale systems where Town as against cost implications.
cash is receipted should be protected by
CCTV cameras and duress alarms,

Dunng our review we were unable to
physically wvisit the Library and the
Aquatic Centre in order to sight the
existence of these security features due
to the closure of these sites as part of
the COVID 19 social distancing
restricions nor were we able to
determine whether these devices, If
fitted, were operational.
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Regulation 17 Review Town of Claremont

Audited Area: Internal Control
Audited Activity: General

Finding Implication Recommendation | Management Comments
14.0. Need to Update the Town Policy '
Manual Risk: Low| We recommend that Responsibility: Director
Governance &
The policy manual does not provide « Inappropriate  guidelines e the Town, via the Govemance People
appropriate policy guidance in regards to for staff to follow. unit review the Town’s Policy
the following key processes: Manual to include the following
processes and any other policies | Management Comments:
o Complaints that have been identified as part
Management of this review report that need to | Agree. Review of Policy Manual is in
o Risk Management be included in the Town's Policy | progress
o Cash Receipting and Manual.
Banking
o Legislative Compliance o Complaints Management
o Risk Management
The Town does have in place a o Cash Receipting and
Customer Experience Charter Banking
o Legislative Compliance
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5 February 2021

Regulation 17 Review

Town of Claremont

Audited Area:  Legislative Compliance

Audited Activity: Compliance

Finding Implication Recommendation Management Comments
15.0. Need to Develop a Legislative
Compliance Checklist Risk: Medium| We recommend that: Responsibility:

The Town's current legislative
compliance program could be improved
The Town currently relies on the annual
Compliance Audit Retum (CAR) and the
Comprehensive Compliance Register to
identify and monitor compliance

Although the (CAR) and the
Comprehensive Compliance Register
are appropriate to assess legislative
compliance, it does not cater for all the
legislative areas that require comphance
under the Local government Act 1995,
the Local Government (Functions &
General) Regulations 1996 and the
Local Govemment (Audit) Regulations
1996.

The Town may not be
complying with legislative
compliance without formal
detection.

e the Governance unit give
consideration to develop various
legislative compliance program
checklists which can be distributed
to the applicable operational areas
for them to undertake a self-
compliance assessment, say on an
annual basis of thewr compliance
level,

* Once completed the legislative
compliance program compliance
checklists should be signed-off by
the relevant operational Managers
and their Director as evidence that
they have undertaken the
compliance checks and that any
non-compliance matters have been
actoned and retumed to the
governance area.

Director Govemance & People

Management Comments:

To be considered further
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Regulation 17 Review

Town of Claremont

Audited Area:
Audited Activity: Audit Function

Legislative Compliance

Finding

Implication

Recommendation

Management Comments

16.0. Need to Establish an Internal
Audit Activity for the Town

The Town does not have in place a
dedicated Internal Audit Activity which is

able to undertake routine risk
management, internal control and
legislative compliance audits.

Such an activity, should 1t be

established, would be responsible for
reporting their findings and
recommendations directly to the Audit
and Risk Management Committee
assisting the  Audit and Risk
Management Committee in meeting their
governance responsibilities,

Although The town's annual financial
statements auditors do undertake
control assessments, these relate mainly
to finance related processes and are
limited only in relation to such processes
impacting on the accuracy of the
reported financial statement figures.

The Internal Audit Activity can be
established etther as an inhouse
function or outsourced to a reputable
accounting/audit firms who specialise In
providing Internal Audit services.

Medium|

In the absence of an

effective Internal  Audit
Activity, the Town Is
unable to obtain
assurance that
management controls
continue to operate

satisfactonily, the Towns
polices continue to be
effective and complied
with and that the Town's
risks are being properly
identified and managed.

We recommend that:

« The Town CEO, through the
Governance unit and the Audit and
Risk Management Committee give
consideration to the establishment
of an Internal Audit Activity for the
Town.

« Consieration be given to
establishing a 3 year internal audit
program, endorsed by the Audit
and Risk Management Committee,
made up of potential audits to be
camed out based on the Town's
identified strategic and operational
risks.

Responsibility:

CEO, Director Governance & People
and Audt and Risk Management
Committee

Management Comments:

To be considered further
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Town of Claremont

Appendix A — Risk Criteria Matrix

The following risk criteria were used to assess level of risk on findings included in the Review

Report.
Risk Assessment Matrix
Likelihood of Risk:

Rating Description Frequency
1 Rare — May occur, only in exceptional circumstances < oncein 15 years
2 Unlikely — Could occur at some time Al least once in 10 years
3 Possible — Should occur at some time Al least once in 3 years
4 Likely — Wil probably occur in most circumstances Al leas! once per year
5 Almost Certain - Expected 1o occur in most circumstances > once per year
Consequence of Risk:
Description Heaith Financial | Operation Compliance Reputation Project
Loss
1.Insignificant No injuries | <$50,000 Littie Impact | Minor breach of policy, | Unsubstantiated, Small vanation to
or lliness or process requinng | low impacl low | cost, timeliness,
approval or variance profile of no news | scope or quality of
item objectives and
required outcomes
2. Minor First  Aid | $50,000 to | Inconvenient | Breach of policy. | Substantiated, low | 5-10% increase in
treatment $250.000 Delays process or legisiation | impact, low news | time or cost or
requiring attention of | profile vanation 1o scope
minimal damage objective  requiring
control approval
3. Moderate Medical $250.000 Significant Breach requinng | Substantiated, 10-20% Increase in
treatment | to $1 | delays  to | intemal investigation, | public time or cost or
required million major treatment or moderate | embarrassment, vanation 1o scope
deliverables | damage control moderate mpad, | objective requinng
moderate  news | Senior Management
profile approval
4, Significant Death or | $1 million | Mon Breach resulting in | Substantiated, 20-50% Increase in
extensive | to $3 | achievement | extemal investigation | public time or cost or
injuries million of major | or third party actions | embarrassment, significant  variation
deliverables | resulting in tangible | moderale mpad, | to scope objective
loss and damage to | high news profile | requinng restructure
reputation and 3% pary | of projed and Senior
actions Management or
Council approval
5. Severe Multiple >$3 million | Non Breach resulting in | Substantiated, >50% increase in
deaths or achievement | extemal investigation | public time or cost or
sever of major | or third party actions | embarrassment, inability to  meet
permanent deliverables | resulting in signficant | very high multiple | project  objedtives
disabilities tangible loss  and | impacts, high | requinng the project
damage to reputation widespread to be abandoned or
multiple news | redeveloped
profile, 3° party
actions
Risk Exposure:
Risk = Likelihood x Consequence
Score Level of Risk | Score Level of Risk Score Level of Risk
1-8 Low 9-19 Medium 20-25 High
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LG540
COMPLAINTS MANAGEMENT

Key Focus Area Responsible Directorate
Leadership and Governance Office of the Chief Executive

Relevant Council Delegation

Nil
Purpose
The purpose of this policy is:
1. Demonstrate the Town of Claremont’s (Town) commitment to receiving, acknowledging and

resolving complaints in order to improve service provision.

2. To develop a structured and systematic approach to dealing with complaints.

3. To provide guidance and set out expectations in relation to the Town’s complaints management
approach.

Definition

Complaint means an expression of dissatisfaction with the Town, a level of service, a lack of promised
service or response, or the conduct of an person employed by or representing the Town, which is not
anonymous, made to the Town through its Elected Members, Chief Executive Officer or any of its
employees in writing or verbal, where a response or resolution is explicitly or implicitly expected.

Policy

The Town Code of Conduct and Customer Experience Charter detail expectations in relation to
employee behavior and levels of service.

The Town will support and promote a culture where complaints are seen as opportunities to learn and
improve service delivery.

The Town’s approach to managing complaints will be as follows:

. Complaints will remain confidential wherever possible and respectful of a person’s privacy.

. Complaints are to be processed within the time frames specified in the Customer Experience
Charter.

. Focused on the complainant with visible and accessible contact points provided for complaints.

. Accountable and transparent.
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Responsive and empathetic.

. Objective, fair and neutral.

. Outcome focused and ensure the complainant is involved in the process.

. Free of reprisals against any person involved in the complaint management process.

. The complainant will be kept aware of the progress of a complaint throughout the complaints
process; where acomplaint has come via an Elected Member, the Town will ensure that the Elected
Member is made aware of the progress or outcome of the complaint.

. All correspondence relating to a complaint will be recorded within the Town's records management

system.

The Town may refuse to investigate a complaint or may respond to the complainant outside of the
Customer Experience Charter timeframes:

. If in the opinion of the Chief Executive Officer a complaint is trivial, frivolous and/or vexatious.
. The complainant is abusive, aggressive, rude, angry, harassing and/or hostile.

The substance of a complaint will dictate the resources allocated by the Town to the complaint.
The Town may determine to take one of the following courses of action:

. Take no further action and advise the complainant of the reason/s.
. Resolve the complaint by use of appropriate strategies such as, but not limited to, mediation,
informal discussion or negotiation.

. Discontinue the assessment in circumstances where it becomes evident that the matter should be
referred to another body or person and advise the complainant accordingly.

If a complainant is not satisfied with the way that the Town has handled their initial complaint then they
may apply for an internal review of the complaint. The reviewing officer will be senior to the initial
officer and will reconsider the decision reached, taking all relevant matters into account.

Legislation

Nil

Relevant Procedures, Policies and Other Documents

Code of Conduct
Customer Experience Charter
Online Complaint Form

Policy Adoption and Amendment History

Adopted/Reviewed/ Modified | Date of Meeting Council Meeting
Resolution Number

Adopted (New)
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LG534
RISK MANAGEMENT

Key Focus Area Responsible Directorate
Leadership and Governance Governance and People

Relevant Council Delegation
Nil

Purpose

The purpose of this policy is to articulate the Town of Claremont’s (the Town) commitment to:

1. Identifying and responding to potential risks so that impacts can be minimised and opportunities
realised.
2. Ensuring that the Town achieves its strategic and corporate objectives efficiently, effectively whilst

following and upholding good corporate governance principles.
Definitions
Risk is defined as the “effect of uncertainty on objectives”.

Risk Management is defined as “co-ordinated activities to direct and control an organisation with regard
to risk”.

Integrated Risk Management Framework is defined as “set of components that provide the foundations
and organisational arrangements for designing, implementing, reviewing and continually improving risk
management throughout the organisation”.

Policy

The Town will implement a coordinated approach to managing risks by:

Implementing an integrated risk management framework based on the AS/NZ ISO 31000.
Ensuring risk management functions are resourced appropriately to meet the size and scale of the
Town’s operations.

. Ensuring the Town's strategic and operational planning activities are aligned with the Integrated
risk management framework.

. Embedding risk management activities across the Town’s operations.

. Requiring all identified risks to be assessed according to the Town’s integrated risk management

framework to ensure consistency and informed decision making. Where operational requirements
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require alternative risk assessment criteria these cannot exceed the Town's risk aptitude and are to

be noted within the individual risk assessment.

. Encouraging and supporting a culture of risk based decision making directed towards the effective
management of potential opportunities and reduction of potential impacts of risk.
® Implementing regular risk review and periodic reporting to the CEO and Audit and Risk

Management Committee.

Legislation

Local Government (Audit) Regulations 1996

Relevant Procedures, Policies and Other Documents

AS/NZS 1SO 31000:2018 Risk Management — Guidelines

Integrated Risk Management Framework (Internal)

Integrated Risk Register (Internal)

Policy Adoption and Amendment History

Adopted/Reviewed/ Modified

Date of Meeting

Council Meeting
Resolution Number

"K&opted (New)
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LG539
LEGISLATIVE COMPLIANCE

Key Focus Area Responsible Directorate
Leadership and Governance Governance and People

Council Delegation
Nil

Purpose

The purpose of this policy is to outline the Town of Claremont’s (the Town):

1. Commitment to complying with all legislative requirements contained within the Local Government
Act 1995, corresponding Local Government Regulations and other legislation applicable to all areas
of its operations.

2. Support for the development of systems and processes to assist with legislative compliance and the
creation of a compliance culture.

Policy

The Town will strive for legislative compliance by:

Providing sufficient resources relative to the size and scale of the Town’s operations.

Ensuring at least an annual review of the compliance management calendar to ensure the key
legislative provisions are current,

Periodic refining of the compliance management calendar to ensure it accurately records the
employee or business unit who is responsible for compliance and the measures undertaken to
achieve compliance.

Integration of compliance requirements into day-to-day operations.

Encouraging and support a culture of compliance and continuous improvement.

Provide induction and ongoing education and training to ensure employees understand their
compliance obligations.

Providing employees with the resources, training and development programs to identify and
remain up to date with new legislation.

Periodic internal auditing of compliance activities.

Regular reporting on key compliance obligations and compliance activities to management team,
executive team, committees and Council.

Establish a mechanism for reporting non-compliance.

Creating and improving processes to detect non-compliance.

Identifying and where possible remedying instances of non-compliance.

Review instances of non-compliance to assess how the systems of compliance can be improved.
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Legislation

Local Government Act 1995 and all associated Regulations

Various legislation

Relevant Procedures, Policies and Other Documents

Compliance Management Calendar

Code of Conduct

Australian Standard AS 19600-2015: Compliance Management Systems- Guidelines

Risk Management Policy

Integrated Risk Management Framework

Policy Adoption and Amendment History

Adopted/Reviewed/ Modified

Date of Meeting

Council Meeting
Resolution Number

Adopted (New)
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LG536
PUBLIC INTEREST DISCLOSURE

Key Focus Area Responsible Directorate
Leadership and Governance Governance and People

Council Delegation
Nil

Purpose

The purpose of this policy is to demonstrate the Town of Claremont’s (the Town) commitment to
developing, implementing and maintaining a governance program for public interest disclosures (PIDs).

Policy

The Town is committed to the aims and objectives of the Public Interest Disclosure Act 2003 and will:

. Ensure it has at least one designated PID Officer who is qualified to or will be provided training to
undertake that role,

. Assist those making disclosures to understand their rights and responsibilities and the available
protection under the Public Interest Disclosure Act 2003.

. Cultivate a culture that does not tolerate corruption or other improper conduct.

. Encouraging Elected Members and employees to disclose information about suspected wrongdoing

through awareness and training initiatives.
Legislation

Public Sector Management Act 1994
Public Interest Disclosure Act 2003
Corruption and Crime Commission Amendment (Misconduct) Act 2014

Relevant Procedures, Policies and Other Documents

Code of Conduct

Public Interest Disclosure Lodgement Form
Integrated Risk Management Framework (Internal)
Governance Framework

LG534 Strategic and Operational Risk Register
LG538 Fraud Prevention Policy
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Policy Adoption and Amendment History

Adopted/Reviewed/ Modified

' Date of Meeting

Council Meeting
Resolution Number

Adopted (New)
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LG538

FRAUD PREVENTION
Key Focus Area Responsible Directorate
Leadership and Governance Governance and People

Council Delegation
Nil

Purpose
The purpose of this policy is to articulate the Town of Claremont’s (the Town):

1. Commitment to integrity and zero tolerance of fraud, corruption and bribery in all forms.

2. Support for the development of systems and processes to obstruct fraudulent activities, ensure
adequate oversight, separation of duties, detection, identification and reporting of breaches.

3. Requirement that all Elected Members, committee members and employees are accountable and
behave with integrity, ethically and honestly when performing their duties and during their
interactions with stakeholders.

Policy
To support this vision the Town will implement a coordinated approach to manage risks of fraud by:

Assessing fraud risks across its business.

Support the development of systems and processes to obstruct fraudulent activities, ensure
adequate oversight, separation of duties, detection, identification and reporting of breaches.
Developing a Fraud and Corruption Control Plan and reviewing it at least every 2 years.
Developing and implementing a periodic fraud awareness and prevent training program for
employees and Elected Members.

Ensuring that all conflicts of interest and financial interests are disclosed, recorded and assessed.
Creating a strong ethical culture that sets the standard of behaviour, including the identification of
fraud risks and reporting mechanisms and obligations to act accordingly.

° Ensuring clear internal processes and systems to report any potential fraud, including anonymous
reporting.

. Investigating all identified or suspected fraudulent or corrupt conduct.

. Ensuring appropriate reporting, disciplinary action, prosecution and recovery actions are initiated
by the Town.

. Collecting and analysing information received about potential fraud to identify any trends or
emerging issues.

. Maintaining policies and procedures to verify the identity and integrity of employees, contractors

and suppliers.
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This policy, in conjunction with the Code of Conduct, the Integrated Risk Management Framework and
the Public Interest Disclosure policy aligns with the Town's corporate culture and values to prevent, detect
and respond to potential or actual fraud and misconduct and minimise risks to the Town, its people and

its assets.
Legislation

Local Government Act 1995

Local Government (Rules of Conduct) Regulations 2007

Local Government (Financial Management) Regulations 1996
Local Government (Audit) Regulations 2007

Local Government (Administration) Regulations 2007

Local Government (Functions and General) Regulations 1996

Relevant Procedures, Policies and Other Documents

Code of Conduct

Integrated Risk Management Framework
LGS536 Public Interest Disclosure Policy
Gifts and Entertainment Policy

LGS509 Purchasing Policy
LGS512 Corporate Purchasing Cards

Human Resources recruitment and selection guidelines

Policy Adoption and Amendment History

Adopted/Reviewed/ Modified | Date of Meeting Council Meeting
Resolution Number

Adopted (New)
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LG512
Corporate Purchasing Cards

Key Focus Area Responsible Directorate
Leadership and Governance Office of the Chief Executive

Relevant Council Delegation
Nil

Purpose

Policy

In respect to the itssue and ubse of Corporate Purchasing Cards;

Council has authorised the responsibility of the issue of Corporate Purchasing Cards to the
Chief Executive Officer (CEO).

The CEO can authorise the issue of cards to Directors and other officers as required.
Purchasing limits in respect to these Corporate Purchasing Cards will be determined by the
CEO. A monthly spend-pescard limit and an individual transaction limit will be determined
for each card holder.

Corporate Purchasing Cards are to be used only for business related expenditure.

The use of Corporate Purchasing Cardsthe-cards does not negate the requirement to
comply with the Town’s purchasing policy.

Custodians of Corporate Purchasing cards are entirely responsible for the use of that e-card,
including authorised delegates, No other officer may use the card.

Cardholders cannot incur and certify their own expenditure when arranging payment of
the monthly invoice to the card supplier.

The CEO and Duwectois are authoised 1o use thew respective s card for the
Cardholders must not obtain personal benefit from the use of the cards, including receipt
of frequent flyer points or other reward schemes.

The CEO is to establish procedures for the use of Corporate Purchasing Cardseards to
ensure adequate control is exercised over their use and that expenditure incurred on such
cards is included in the monthly schedule of accounts for payment to be reviewed by
Council.

Legislation

Local Government Act 1995, s. 6.5(a) and s 2.7(2)(a)

The purpose of the policy is tTo provide guidance on the issue and control of the use of the Corporate
Purchasing Cards to fe+ employees of the Town of Claremont {{the Town).
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Local Governance (Financial Management) Regulations 1996 s.11(1)(a)

Relevant Procedures, Policies and Other Documents

Corporate Purchasing Cards Procedure.

Policy Adoption and Amendment History

Adopted/Reviewed/ Modified | Date of Meeting touncil Meeting
esolution Number

Adopted 19/02/2013 28/13

Reviewed 10/12/2013 360/13

Reviewed 09/12/2014 203/14

Reviewed 15/12/2015 226/15

Reviewed 13/12/2016 206/16

Reviewed 18/12/2018 228/18

Reviewed
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LG509
PURCHASING

Key Focus Area Responsible Directorate
Leadership and Governance Office of the Chief Executive

Relevant Council Delegation
Nil

Purpose

The purpose of this policy is to demonstrate the Town of Claremont’s (the Town) commitment to ensuring
that all purchasing activities:

1. Achieve best value for money.
2. Are compliant with all relevant legislation and regulatory obligations.
3. Mitigate probity risk, by establishing consistent and demonstrated processes that promote

transparency and fairness,
Definitions
Act means the Local Government Act 1995,

Purchase Value Threshold means the actual or expected value of a contract over the full contract
period, including any options.

Pre-qualified panel of suppliers includes a supplier approved through the WALGA preferred supply
program or State Government CUA,

Regulations means the Local Government (Functions and General) Regulations 1996,

RFT means Request for Tender.

RFQ means Request for Quotation.

WALGA means Western Australian Local Government Association.

Policy

The Town is committed to delivering best practice in purchasing activities that aligns with the principles
of transparency, probity and good governance. The following principles must be observed through all

stages of purchasing:

. All purchasing practices shall comply with all relevant legislation.
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. All Town’s Policies and the Code of Conduct must be followed.

. Purchasing is to be carried out to deliver the most advantageous outcome for the Town.

. Purchasing is to be carried out in accordance with approved budget provisions.

. All processes, evaluations and decisions shall be transparent, free from bias, merit based and fully

documented in accordance with applicable policies, practices and procedures, and audit
requirements.

. All employees of the Town must act in an honest and professional manner at all times which
supports the standing of the Town. Full accountability shall be taken by employees for all
purchasing decisions.

. Any actual or perceived conflicts of interest are to be identified, disclosed and appropriately
managed.
. With respect to RFQ and RFTs all employees are expected to demonstrate due diligence in seeking

quotations. The number of quotations obtained, the contract conditions and level of evaluation
required should be determined by having regard to the type and nature of the purchase and the
associated risk, and not purely the purchase value as set out in the purchasing threshold table.

. Employees must only undertake purchasing activities within their authorised limit.

Purchasing Thresholds and Practices

The table below prescribes the minimum purchasing process that must be followed:

Purchase Value Threshold Purchasing Requirements
(excluding GST)

$1,000 to $5,000 Obtain at least two (2) oral or written quotation,

Over $5,000 and up to $15,000 Obtain at least two (2) oral or written quotations from suppliers
following issue of a brief outlining the specified requirement.

Over $15,000 and up to $50,000 Obtain at least three (3) written quotations from suppliers following
issue of a brief outlining the specified requirement.

Over $50,000 and up to $250,000 A formal RFQ process must be followed in accordance with the Act
and the Regulations.

At least three (3) written quotations must be obtained.

RFQ from a pre-qualified suppliers are not required to be invited using a
RFQ , however at least three (3) written quotes are still required to be
obtained.

Over $250,000 A formal RFT process must be followed in accordance with the Act

and the Regulations subject to the exceptions in Regulation 11(2) and
as set out within this policy.
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Purchasing exemptions under $250,000

The following exemptions where the Town is not required to undertake a competitive purchasing
process and where the total value of the purchase does not exceed $250,000 include:

Emergency Purchases.

Purchases where there is a sole source of supply.

Services of WALGA and LGIS.

Services of government entities including, but not limited to Federal, State, Local government entities,
and Government Trading Enterprises (GTE’s).

Newspaper advertising (or online equivalent).

Advance / Prior Payment of Services (for example: accommodation, travel services, entertainment,
conferences, seminars, Memberships, Subscriptions, training courses).

Annual Services / Software maintenance / Support Fees.

Fuels and Oils.

Provision of utility services.

Reimbursements.

Purchases for maintenance of equipment from Original Equipment Manufacturer (OEMs) and where
warranty provisions may be void.

e Purchases of urgent or unique nature or where exceptional circumstances arise and it is considered
in the best interest of the Town, an exemption may be granted by the CEO. When exercised Council
is to be advised.

Emergency Purchases

An emergency purchase is defined as an unanticipated and unbudgeted purchase which is required in
response to an emergency situation as provided for in the Act. An emergency purchase does not relate
to purchases not planned due to time constraints.

Sole Source of Supply

Where the purchasing requirement is over the value of $5,000 and of such a unique nature that it can
only be supplied from one supplier, the purchase is permitted without the requirement to obtain quotes,
undertake a tender or quotation process. This is only permitted in circumstances where the Town is
satisfied and can provide evidence that there is only one source of supply for those goods, services or works.
The Town must use its best endeavours to determine if the sole source of supply is genuine by exploring
if there are any alternative sources of supply. Once determined, the justification for the Sole Source of
Supply must be endorsed by the relevant Director, prior to a contract being entered into.

Panels of Pre-qualified Suppliers

The Town may consider creating a Panel of Pre-qualified Suppliers (“Panel”) when a range of similar goods
and services are required to be purchased on a continuing and regular basis and it is advantageous to use
multiple suppliers. Should the Town determine that a Panel is beneficial to be created, it must do so in
accordance with Part 4, Division 3 of the Regulations.
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Expressions of Interest

Expressions of Interest (EOI) may be considered in situations where the project is of a significant value
or contains significant complexity of project delivery that may solicit responses from a considerable
range of industry providers. In these cases, the Town may conduct an EOI process, preliminary to any
request for Tender process, where the procurement requirement is:

e Unable to be sufficiently scoped or specified;

e Open to multiple options for how the purchasing requirement may be obtained, specified, created or
delivered;

e Subject to a creative element; or

e To establish a procurement methodology that allows for an assessment of a significant number of
tenderers leading to a shortlisting process based on non-price assessment criteria.

EOIl processes are to be conducted in line with Part 4, Division 2 of the Regulations.

Purchasing Principles

Value for Money

‘Value for Money is determined when the consideration of price, risk, timeliness, environmental, social
and qualitative factors are assessed to determine the most advantageous outcome to be achieved for the

Town.

The Town will apply value for money principles when assessing purchasing decisions and acknowledges
the lowest price may not always be the most advantageous. Other factors including qualitative and risk
criteria will also be given consideration into the decision.

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

. All relevant Total Costs of Ownership (‘TCO’) and benefits including transactional costs associated
with acquisition, delivery, distribution, as well as other costs such as but not limited to holding costs,
consumables, deployment, maintenance and disposal.

. The technical merits of the goods or services being offered.

. Financial viability and capacity to supply without risk of default.

. A strong element of competition in the allocation of orders or the awarding of contracts.

. The safety requirements associated with both the product design and specification offered by

suppliers and the evaluation of risk when considering purchasing goods and services from suppliers.
Sustainable Procurement and Corporate Social Responsibility

Where appropriate, the Town shall endeavour to provide an advantage to suppliers demonstrating that
they minimise environmental and negative social impacts and embrace sustainable business practices and
Corporate Social Responsibility. These considerations must be balanced against value for money
outcomes.

Anti-Avoidance

The Town or its employees shall not, at any stage, seek to enter into two or more contracts or create
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multiple purchase order transactions of a similar nature for the purpose of "splitting" the value of the

purchase or contract in order to reduce the value of the consideration of the purchase below a particular
purchasing threshold.

Local Economic Benefit

Under the State Government’s Buy Local Policy, Government Agencies and Local Governments, including
the Town, are encouraged to maximise participation of local and small businesses in the supply of goods,
services and works. As much as practicable, the Town will:

¢ Where appropriate, consider buying practices, procedures and specifications that do not unfairly
disadvantage local businesses.

e Consider indirect benefits that have flow on benefits for local suppliers (i.e. servicing and support).

e Ensure that procurement plans address local business capability and local content.

e Explore the capability of local businesses to meet requirements and ensure that Requests for
Quotation and Tenders are designed to accommodate the capabilities of local businesses.

e Avoid bias in the design and specifications for Requests for Quotation and Tenders — all Requests must
be structured to encourage local businesses to bid.

¢ Provide adequate and consistent information to potential suppliers.

Legislation

Local Government Act 1995

Local Government (Functions and General) Regulations 1996
State Records Act 2000 (WA)

Relevant Procedures, Policies and Other Documents

Purchasing Practice Guide

Policy Adoption and Amendment History
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Adopted/Reviewed/ Modified |Date of Meeting Council Meeting
Resolution Number

Adopted 862/99 26/10/1999
Reviewed 536/03 16/12/2003
Reviewed 202/07 17/07/2007
Modified 210/10 05/10/2010
Modified 23/12 06/03/2012
Reviewed 360/13 10/12/2013
Reviewed 203/14 09/12/2014
Reviewed 226/15 15/12/2015
Modified 121/16 02/08/2016
Reviewed 206/16 13/12/2016
Modified 228/18 18/12/2018
Reviewed
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LGS509
PURCHASING

Key Focus Area Responsible Directorate
Leadership and Governance Office of the Chief Executive

Relevant Council Delegation
Nil

Purpose

The objectives-purpose_of this policy ase-is to demonstrate the Town of Claremont’s (the Town}
commitment 1o ensuringe that all purchasing activities:

1. Achieve demensiratethatbest value for moneys-atitained fortheFTown,

2. Aarecompliant with all relevant legiclatiolegislation and regulatory obligationsa s including the Ac
and Regulations

3 e decorded s compharee sl e Siate Records Al SO0 g aciamiod socenas
Management praciices and procedues of the Town,

4.3.  Mmmitigate probity risk, by establishing consistent and de rated administrat
processes that pr pesnesy-transparency and; fairness, and-equiy-do-ai-potentiol
suppliess;

Definitions

Act means the Local Government Act 1995

period, including any options.

Pre-qualified panel of suppliers includes a supplier approved through the WALGA preferred supply

program or State Government CUA.

Regulations means the Local Government (Functions ond General] Regulations 1996

RFT means Request for Tender.

RFQ means Request for Quotation.

WALGA means Western Australian Local Government Association.

Policy
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The Town is committed to delivering best practice in the purchasing of goods, services and worksactivities
that aligns with the principles of transparency, probity and good governance, and-complance with-the
The following principles; standards-and-behaviowrs-must be observed and-enfarced-through all stages of
the purchasingprocess 1o enswe the fairand equiable trestment of 3l parties.

. All purchasing practices shall comply with all relevant legislation. regulations,—and

requFenents
. consistentwith All Town's Ppolicies and the Code of Conduct must be followed.
- 2 Y bAnlAhA dertak on-a i basis wh Allr .,l."'r e

Hreated wapartkly, Ronestly and conssienily.

. Purchasing is to be carried out to deliver the most advantageous outcome for the Town

. Purchasing is to be carried out in accordance with approved budget provisions.

. All processes, evaluations and decisions shall be transparent, free from bias, merit based and fully
documented in accordance with applicable policies, practices and procedures, and audit
requirements,

. All Blecied bers-and-employees of the Town must act in an honest and professional
manner at all times which supports the standing of the Town. Full accountability shall be
taken by Eected-Members-and-employees for all purchasing decisions, and-the-efficient;
effective and proper expendiuie of PUBHC MoRWs Dawxd On achueving value 105 money;

. Any actual or perceived conflicts of interest are to be identified, disclosed and appropriately
managed.

L With respect to RFQ and RFTs all employees are expected 1o demonstrate due diligence in seeking
quotations. The number of quotations obtained, the contract conditions and level of evaluation
required should be determined by having regard to the type and nature of the purchase and the
associated risk, and not purely the purchase value as set out in the purchasing threshold table,

. Employees must only undertake purchasing activities within their authorised limit.

Ay HHOATOTHOR DFOVIdeG 10 S Towin s by o Sappmes Shan e Tieaied a8 Commes G Cond Gende o

SO ROTDE e a5 G aress anThomsed by e spphor of selovant le gishation.

Proc PEOCESSES And f8 actices 10 be Comphed with aie delined within ihis 2oloy andPolicy and the

TOWIV S DIEsCHbed OCui ement [ ocedu o,

i ; 2

Code of Conduct

Al officers and employees 0f the Town undertaking puichasiig activities must Rave regaid (07 the Town

Code of Conduet ard 1o Foquaremonts aad il olsorve Hhe bugie st slandacas oF Gt aid wiepriy.

The table below prescribes the minimum purchasing process that the Towa must be followe d:

EM Value Threshold |Purchasing Requirements

{85,000

P 10 $1 000 Oblari ot kst 0Re {1} oiar OF wittien Guitalion. . o o swiabe
erel : £ ' GA-Pred i
Bupply Zrogiam o Slate & L Use Ass. " .
FOUAL OF the open markel.
Over-$1,0003nd- $1,000 up-to [Obians At Least IWo Ofab 0F witien Guolation om s sulable supplies,

either fron & pre-Gualified suppher on the WALGA Preferred Supply
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Program-oF-State Government Cud o the openmarket:
Mﬁmﬂ&m(g&) oral or written guotation. eitherfcoma

Over $5,000 and up to $15,000

‘Obtain at least theeatwo (2) oral or written quotations from
suppliers following 1ssue of a brief outlining the specified
requUIremMent, <ikws fianms o g e aumiibiod Sunphes on The Wi d
Prefered Supply Brogram o State Government CUA, 0f the open
s ked,

Over $15,000 and up to $50,000

‘Obtain at least three (3) written quotations from suppliers following
lissue of a brief outlining the specified requirement,; either froma
e pembsbied caspapes e Bl WNATGA Sretirea Satsy St o
Slate Government CUA; 0 the Gpen markel .

Over $50,000 and up to
$2150,000

formal RFQ process must be followed in accordance with the Act
land the Regulations,

Obtain-Aat least three (3) written quotations must be obtained.

}komwueu» by loxmal viation under a Reguest for Ouowm
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Over$350,000 ' . ¢ . Formatted: Font:

Over $2150,000 A formal RFT process must be followed in accordance with the Act
and the Regulations subject to the exceptions in Regulation 11{2] and
as set out within this policy.

ourchasing £eg n o
Gernent a5 Hsied uider section 5.7 0f this Bolcy, OF any Oiher

AT A AR AT A LA 10 CORGUET I PUDHEC-HEQUESTIO

ander proce , & ~

A no

accordance with Part 4 of the Local Govesnment
{Functions and Generaly Requiotions 1996, this Bolicy and the Town's

P

AL RA RO P OCEO EH - T He- PFOCUI QRN BEEHA OOl 54
[ins Request-for Tendar 1510 Be BAsed O Pre-de e camnad Cvimation

o b TR A4sesses all value {05 MOnRey CONSHISrAtIoNs i 4ccordance

PRurchasing exemptions under $250,000

The following exemptions where the Town is not required to undertake a competitive purchating

process and where the total value of the purchase does not exceed $250,000 inciude:

* __Emergency Purchases,;

*__Purchases where thereis a sole source of supply;

*«  Services of WALGA and LGIS;

o Services of government entities including, but not limited to Federal, State, Local government entities
and Government Trading Enterprises {(GTE's|;

*__Newspaper advertising {or online equivalent).;

¢ __Advance [ Prior Payment of Services {for example: accommodation, travel services, entertainment,
conferences, seminars, Memberships, Subscriptions, training courses).

* __Annual Services / Software maintenance / Support Fees.:

s __Fuels and Oils

* _ Provision of utility services;

-

s__Reimbursements,
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e purchases for maintenance of equipment from Original Equipment Manufacturer (OEMs] and where
warranty provision void.3

* __Purchases of urgent or unique nature or where exceptional circumstances arise and it is considered
in t inter f Town, an exemption m. an h . _When exerci ncil
is to be advised.

Emergency Purchases

An emergency purchase is defined as an unanticipated and unbudgeted purchase which is required in
response to an emefgency sematoon as provided for in the Act. h‘ﬁmwn

ot fequired 1o be oblarned pror 1o the purchase Beng underioke

An emeggenq purchase doe: g t relate to pur(hases not plamed due to time constraints. vag

Sole Source of Supply

ind provide evide h isonly © ource of i or those g

The 'ro wn must use its best ende:svours to determmed the mie sour:e of supply 1§ genume by explonng

i!!m_s,,91&5@&@!&:&3&9&&9&&&M&LMSAM@&&&M&&Q!
Supply must be endorsed by the relevant Director, prior 1o 3 contract being enteredinto.

Panels of Pre-qualified Suppliers

The Ttown may consider creating a Panel of Pre-qualified Suppliers (“Panel”] when a range of similar

goods and services are required to be purchased on a continuing and regular basis and 1t is advantageous

to use multiple suppliers. Should the Town determine that a Panel is beneficial to be created, it must do
s0 in accordance with Part 4, Division 3 of the Regulations.

X i In

Expressions of interest (01} may be considered in situations where the project is of a significant value or
contains significant complexity of project delivery that may solicit responses from a considerable range of
industry providers. In these cases, the Town may conduct an EOI process, preliminary to any request for

Tender process, where the procurement reguirement is:

. [a} t ien i
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* __Open to multiple options for how the purchasing requirement may be obtained, specified, created or
delivered;

* _ Subject to a creative element; or

*__To establish a procurement methodology that allows for an assessment of a significant number of
tenderers leading to a shortlisting process based on non-price assessment criteria.

EOI processes are to be conducted in line with Part 4, Division 2 of the Regulations.

Purchasing Principles
Value for Money
dad——Policy
‘Value for Money” is determined when the consideration of price, risk, timeliness, environmental, social

and qualitative factorsthatare assessedto determine the most advantageous outcome to be achieved for
the Town.

The Town will apply value for money principles when assessing purchasing decisions and acknowledges
the lowest price may not always be the most advantageous. Other factors including qualitative and risk
criteria will also be given consideration into the decision. As-such-purchasing decisions must-be-made
wilh greater conskleration than shnply Gllanung The lowest grie, Bul must 4lso 10 o poralealso
HICOTPOTate quaktative and sk factan into Hhe decson.

2
13— Application

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

. All relevant Total Costs of Ownership (‘'TCO’) and benefits including transactional costs associated
with acquisition, delivery, distribution, as well as other costs such as but not limited to holding costs,
consumables, deployment, maintenance and disposal.

e The technical merits of the goods or services being offered. intermi o complionce with
specHications, contiactual terms and condrions-and-any selevantmethods of assuring Guality,
Wichuding Dt a0t binded 10 an assessinent Of levels and cuienoy Of Comphaikes, vabue adds
OHEPE Wi FaRi e s, SUafaRtee s Fepaie aied fephacerient polies egs Gf s iion, e of aiter
sales service, eate of communications el

. Financial viability and capacity to supply without risk of default.icompetency of the prospective
suppliessinterms of managerialsnd technical capabilities snd compliance histon)

* A strong element of competition in the allocation of orders or the awarding of contracts. Thisis

erebrrepesd g kit g aettiead snsendae sl caanpied et cieeda i prdntieipeis faten dharbens
. The safety requirements associated with both the product design and specification offered by
suppliers and the evaluation of nslt when oonsndenngpurmaslnggoodsand services from suppliers.
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The Town s "m,." i ‘,z, 4 A&os«wbeuxwaemomcmmmwem
practices-and-h ate-$ p b arate 'CSR - Where appropriate, the
Town shall endeavour to provide an adramage to sq)phers demonstrating that they minimise
environmental and negative social impacts and embrace sustainable business practices and Corporate
Social Responsibi u_xyicsai mmmesarhevg considerations must be balanced against value for
money outcc e with the Town's bty Gbecdnes,

P ing-requirements-undes-the-relevant-thrashold-a¢-defined-under-section-35.6-of-this Burchasing

Prarchasrg 1ot exceeds-$2150,000-m-total vale fome buding 55T omsd be gl 0 gabbic Forders sher i
dewmaedMateguaxwy Tender mp‘m“mm 35.7 of thes Bolcy 1 0ot deemed 10 be

Determning purchasing vakee 15 10 be based on the (ollowing conderations.
ExChsive 0f Hoods ikl Services Tax ibST

Thy ek dvak T over-the dulh 5 Seschh 3b x e
BET v > BaHOp! r

&mmttowlwhﬂ hid b by exgx ‘tmlherownmﬂ 10 purchase a pariicak
CHepory of gods, Sevices o wummwm«,« mwmmwam
PRECHASeE A Deot Praciiee supBesTion o5 Tt o frarcsing T sk o foas e wal b Hhree yoaes S g
Prticilar CRegory Of oo, Senices OF works, hen 1he puichasing feauirement wikies he selavant
threshold {inchuding the tender thieshold) st apply.

ST OO ary varmiion 16 The seope of The pordhuse g be hasied 10 3 10% ohrance of T

original putchasing value
g Lg * v

oidance

8

The Town or its employees shall not, at any stage, seek 1o enter into TWo OF MOore CONracts or
create multiple purchase order transactions of a similar nature for the purpose of "splitting”™ the value of
the purchase or contract in order 1o reduce the value of the consideration of the purchase below a
particular purchasing threshold.

2.1 Otficer Authonsed 1o Purchase Goods) Services
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Onlv-thei i ofa h OFdes b othaesrthan t b w
ey T L Y

Card-is i i that the h has boeon-awuthor AM

Local Economic Benefit

Under the State Government's Buy Local Policy, Government Agencies and Local Governments, including
the Town, are encouraged to maximise participation of local and small businesses in the supply of goods,

rvices and works. much as practicable, the Town will:

* _Where appropriate, consider buying practices, procedures and specifications that do not unfairly

disadvantage local businesses.
*__Consider indirect benefits that have flow on benefits for local suppliers (i.e. servicing and support).
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+__Ensure that procurement plans address local business capability and local content,

e Explore the capability of local businesses to meet reguirements and ensure that Requests for
Quotation and Tenders are designed to accommodate the capabilities of local businesses.

* __Avoidbiasin the design and specifications for Requests for Quotation and Tenders ~ all Reguests must
be structured to encourage local businesses to bid.

e Provide adequate and consistent information to potential suppliers.

Lances where e Towsn s sotisfiod and cin provide evdence that there s anldy one
souce of supply Lo those goods, seivices o8 woiks. The Town aust use & best sndesvouss
AR . " 5 losineit "

e
4,
&3 Nh ik " iateandb dicial-the-Townmav-consider-publiclvadverticing
P ¥ L Y K
L . ool destaks 2R . dor-Ouatationdos k. wndoerthe-t "
K3 - | g
'eq_‘ to-and-alko-whatlh the-urchacine. H san-bo-mot-th h-the
ot e B 2o (2 -
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To this extent, a quaktative weighting may be afforded i the evoluation of Guotes and tenders

ls. Purchacing DisabilityEnterpei

PursuanttoPart 4 of the Locol Governmeni{Fnctions Gnd Genergl ) Regil ations 1 996 the Townis
ot required 1o publicly ivide Lenders i the Goods oF Serveces Gre (o be supiwd from an Avustralion

Disability-Eaterprise—as ist. -on—This-i : &t Lvaluafor

tyE M st # HAgent £ LigEs Hviaef ¥

Where possible, Austealian DIsabiity EaTepnises e 1o be it od 10 Guote for Sup iy g Goods and
SOEACES tHder The Londes TResholid A Gualiatie wouth g fury be af fordod 6 the ewilaalon of
quiates and tendeis 1o o vide adwantages 1o Austialian isabibily Enlei piises

5 Purchasing-Eronv-Aboiginal-Bus o8
- o o 4

Pursuant 1o Poit 4.-0f the Local Governmeni {Functions and Geneigl) Requlations 1896, the Town is
ol eipaied 1o publichy e fendes o Hhe Goods oF seees e 10 be suppbied from o peson
OO O T Ab N Brsiiss (eNToly trabiisied by e SR Bustiross Dot
Corporation on-where the expecied Consideralion wnder confiacd s worlh

S250000-0Fess—HHs-i5- COAMIRGONT-ON-THO-GOMOASTHHION Of vl ot for aoney.

Where possible, ADOHGIGHBS NG 85 GH0 10 D il ed 10 Guote o suiphe ik Goods Gl seinces wikder the
tender theoshold, A ipaaitiive wqhtmq Ay b a]fwded w Lhe evilwation of Guotes and lenders 10
POV PRGOS 10 Abotig W B rissis, o s s sis ERGE dermonstiate o hegh lovel of

o , -
b ipiened cenplowpenont iLeg

Local Government Act 1995

Local Government (Functions and General) Regulations 1996
State Record's Act 2000 (WA)

Relevant Procedures, Policies and Other Documents

Purchasing Practice Guide

Policy Adoption and Amendment History
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Adopted/Reviewed/ Modified | Date of Meeting Council Meeting
Resolution Number

Adopted 862/99 26/10/1999

| Reviewed |'536/03 1 16/12/2003

[ Reviewed 1 202/07 17/07/2007

[ Modified 210/10 1 05/10/2010

| Modified 1 23/12 | 06/03/2012

| Reviewed | 360/13 110/12/2013

| Reviewed 1 203/14 1 09/12/2014

| Reviewed 1 226/15 15/12/2015

| Modified 121716 | 02/08/2016

| Reviewed 1206/16 1 13/12/2016

| Modified 22818 1 18/12/2018

| Reviewed ]
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LG530
Bank Accounts and-Payments

Key Focus Area Responsible Directorate
Leadership and Governance Office of the Chief Executive

Relevant Council Delegation
DAY Payment of Accounts

Purpose

The purpose of this policy is to:

1.
+-—Ensure the Town of Claremont (the Town) is compliant with t¥he Local Government Act 1995 by
maintaining which-reguires-the-operation-of-separate bank accounts for moniesey held in the

Municipal Fund, Trust Fund and in the Reserve Fund. Resenve-Accounts,

2. Provide guidance on the opening and management of all bank accounts.

Policy

With respect to the Municipal Fund (Municipal Account and Reserve Account) and Trust Fund (Trust
Account) which are required to be maintained:

1. Two signatories are required for all payments, (cheques or electronic funds transfer)from-the above
Bank-Accounts. The signatories forthe-abeove-accounts-shall be:

a. Chief Executive Officer (CEO),

a:b. Any member of the Executive team, including Director Governance and People (DGP),
Director Infrastructure (D1) and Director Planning and Development (DPD)

et CorporateanigLavenian o G

Director Peopie and RPlaces

b.c. _Manager Finance (MF); and/or

ed.  Other officers authorised in writing by the Chief Executive Officer.

2. The following limits are established in respect of chegue-signatories:

Amount for a single vendor or | Primary Signatory Secondary Signatory
a single invoice (whichever is

higher)
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$75.,000-Up to $150,000 DCG DPR, DI-DRD,MF
MF, CEO DGP, DI, DPD
Greater than $150,000 CEO DCG-DRR,-DI-DRD-MF
DGP, DI, DPD, MF

” . v . ; _

, dability.-of " isation limit,-an-off )

3. Any officers nominated in writing by the Chief Executive Officer to act in the position of an

authorised signatory are eligible to sign for payments in accordance with that position. This
includes a Director acting as Chief Executive Officer.

3.4, Electronic Funds Transfer (EFT) Payments may be used as follows:

a. Municipal Account. For the payment of supplier invoices for goods and services

received, payroll, transfer to Rreserve accounts, refund of bonds, and investment of funds
inaccordance with Council’s-Town's Investment Policy LGS11.

b. Trust Account. For refund of bonds or deposits held in trust, and investment of funds
in accordance with Ceuneit's-Town's Investment Policy.

C. Reserve Account. For investment of funds in accordance with Ceuned's—Town's
Investment Policy and transfer to the Municipal account.
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4.5, Alist of all payments made will be preparedmade-will-be-prepared and submitted to Council

meeting-each month at an Ordinary Council Meeting showing for each account paid in that month,

details such as the payee’s name, amount of the payment, date of the payment, sufficient
information to identify the transaction, and the account from which the payment is made.

Legislation

Local Government Act 1995, Section 5.42 and sections 6.6 - 6.11

Relevant Procedures, Policies and Other Documents

Accounts payable procedure

Payment listing and report procedure

Policy Adoption and Amendment History

Adopted/Reviewed/ Modified | Date of Meeting Council Meeting
Resolution Number

Adopted 164/16 18/10/16

Reviewed 206/16 13/12/2016

Reviewed 228/18 18/12/2018

Reviewed
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7 OTHER BUSINESS

8 NEW BUSINESS OF AN URGENT NATURE APPROVED BY THE PRESIDING
PERSON OR BY DECISION OF MEETING

9 FUTURE MEETINGS OF COMMITTEE

To be advised
10 DECLARATION OF CLOSURE OF MEETING

There being no further business, the presiding member declared the meeting closed at 8.32am.

CHAIRPERSON
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