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WELCOME TO THE SHIRE OF EXMOUTH 
 
 
 
 
As the Chief Executive Officer of the Shire of Exmouth it is with much pleasure 
that I welcome you on behalf of the President and Councillors to the staff of our 
Shire. 
 
The Shire of Exmouth is a remote town providing residents of Exmouth with 
essential services and facilities necessary for a high quality lifestyle. 
 
Exmouth is an area that is steeped in history due to early explorers such as 
Phillip Parker King who named the Bay of Rest after anchoring in this bay for 
safe anchorage during a cyclone. Then the extensive use by our allies during 

World War II for a submarine base in the Exmouth Gulf “Potshot Base” and the 

use of the Learmonth airport as a RAAF Base. Bombs were dropped by the 

Japanese Imperial Forces on Exmouth Gulf during World War 11. 

 
In 1968 the town of Exmouth was constructed as a support town for the US 
Naval Communications Station the Harold E Holt Base. In 1992 the bulk of the 
American servicemen departed Exmouth and management of the Base changed                  
over to be jointly managed by the Australian Navy and Australian Defence 
Industries (ADI) followed by the current contractor, Boeing Australia Ltd. 
 
Since the downgrading of the Communication Station, Exmouth has become 
reliant on tourism for its main source of industry, with the natural beauty that 
abounds in both terrestrial and aquatic areas. This industry is further enhanced 
by the Ningaloo Marine Park and the Cape Range National Park which is 
managed by the Department of Environment and Conservation. World Heritage 
Listing of the Ningaloo Marine Park and coastal regions has also been proposed 
by the State and Federal Governments. 
 
Current Offshore Oil and Gas exploration and production activities are also 
generating significant growth and development for the region, which combined 
with tourism, fishing and other industries, is providing a secure and buoyant 
future for the Exmouth region. 
 
This Shire is committed to servicing our community and all employees of the 
Shire have a major part in servicing that commitment. 
  
In conclusion I take this opportunity to welcome you to the Shire of Exmouth.  I 
trust that your period of employment with us will be enjoyable, productive and 
fulfilling and I urge you to seek any assistance you may need from your 
respective Supervisor. 
 
 
Phil Anastasakis 
CHIEF EXECUTIVE OFFICER 
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1     Brief History of the Shire of Exmouth  
Exmouth is situated on the North West Cape some 1,270 km north of Perth. The Shire 
consists of an area of 6,261 square kilometres with 140 kilometres of sealed roads and 250 
kilometres of unsealed roads. The population of the Shire is 2,400 with most of these people 
living in the town of Exmouth. The town has undergone a significant transition in recent years 
moving from having a large contingency of American Servicemen and their families living in 
the town to a town reliant completely on its own efforts. 
 
The American Government sold the majority of their houses that had been constructed in 
Exmouth and donated $10 million dollars from the proceeds of these sales to the Exmouth 
Development Trust Fund. These funds were managed jointly by the State Governments 
Department of Commerce and Trade and the Shire of Exmouth. 
 
The residents of Exmouth benefited greatly from these funds and the following projects were 
directly contributed to the money from the Trust Fund: 
 

o The forming and sealing of the Burkett Road from North West Coastal Highway 
through to the Exmouth/Minilya Road; 

o The construction of the new Learmonth Airport Terminal Building; 
o The construction of the Exmouth Small Boat Harbour; 
o The Community Development Fund – A fund where small interest free loans are 

available for not for profit Exmouth Clubs and Organisations; 
 
Whilst the loss of US servicemen has seen a downturn in the population, Exmouth is now 
poised to rebuild and capitalise on growth from new industries and ventures such as 
aquaculture, tourism and oil and gas activities.  
 
Some of the tourist attractions and points of interest in the shire include Vlamingh Head 
Lighthouse, Learmonth Jetty Fishing Platform, Jurabi Turtle Centre, Charles Knife Road, 
Shothole Canyon, Cape Range National Park, Ningaloo Marine Park, Diving, Snorkelling and 
Fishing.  

Recent Achievements 
 

The Council has recorded a number of significant achievements in recent years, both in the 
provision of facilities for the community and attracting development to the district.  These 
include: 
 Exmouth Marina Village development 
 office extensions to the existing administration centre 
 construction of Bundegi Boat Ramp 
 townscape upgrades 
 murat road entry enhancements 
 establishment of the Waste Water re-Use Scheme 
 construction of the Jurabi Turtle Centre 
 construction of the Learmonth Jetty Fishing Platform 
 continued development of the Airport Terminal Building at Learmonth Airport 
 development of the Exmouth Light Aircraft Strip 
 new Shire works depot 
 new residential and Wilderness Estate subdivision 
 walk/cycle track around the perimeter of town 



Shire of Exmouth – Employment Pack Page 
 

 

6 

2     The Role of the Local Government 

2.1     COUNCIL ROLE 

 The role of the Local Government is defined in the Local Government Act 1995 as follows - 
 

Section 3.1 the general function of a Local Government is to provide for the good 
government of persons in its district. 

2.2     THE ROLE OF THE PRESIDENT AND COUNCILLORS 

 President (Section 2.8) 
 
 The President - 

 presides at meetings in accordance with the Act; 

 provides leadership and guidance to the community in the district; 

 carries out civic and ceremonial duties on behalf of the local government; 

 speaks on behalf of the local government; 

 performs such other functions as are given to the President by this Act or any other written 
law; and 

 Liaises with the Chief Executive Officer on the local government's affairs and the 
performance of its functions. 

 
 Councillor‟s (Section 2.10) 
 

A Councillor - 

 represents the interests of the electors, ratepayers and residents of the district; 

 provides leadership and guidance to the community in the district; 

 facilitates communication between the community and Council 

 participates in the local government's decision making processes at Council and 
committee meetings; and 

 Performs other such functions as are given to a Councillor by this Act or any other written 
law. 

2.3     FUNCTION OF THE CHIEF EXECUTIVE OFFICER  

 Chief Executive Officer (Section 5.41) 
 
 The Chief Executive Officer's functions are - 

 advise the Council in relation to the functions of a local government under this Act and 
other written laws; 

 ensure that advice and information is available to the Council so that informed decisions 
can be made; 

 cause Council decisions to be implemented; 

 manage the day to day operations of the local government; 

 liaise with the President on the local government's affairs and the performance of the local 
government’s functions; 

 speak on behalf of the local government if the President agrees; 

 be responsible for the employment, management, supervision, direction and dismissal of 
other employees (subject to section 5.37(2) in relation to senior employees); 

 ensure that records and documents of the local government are properly kept for the 
purpose of this Act and any other written law; and 

 Perform any other function specified or delegated by the local government or as imposed 
under this Act or any other written law as a function to be performed by the Chief 
Executive Officer. 
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3     Organisational Structure 
 (See Attachment 1) 
 
 This information is provided to give you some idea as to the organisational structure of the 

Shire of Exmouth. 
 
 At the top of the structure as outlined the President and Councillors who make decisions on 

policy as a corporate body flowing down to relevant employees.   
 
 The Shire President is elected by the Councillors for a two year period.  This election is held 

in October of the relevant year. 
 
 The Chief Executive Officer is responsible to the Council for the implementation of the policies 

through the staff.  Councillor‟s should not deal direct on staff matters with individual staff 
members, but should direct any matters through the Chief Executive Officer. 

 
 The Chief Executive Officer is Mr Phil Anastasakis who administers and oversees all the 

various functions with the assistance of the staff. 
 
 The functions or Departments of the Shire and the responsible Executive Managers are as 

follows:- 
 

 Administration & Finance  
-Executive Manager Corporate Services 

 
 Building & Health 

- Executive Manager Health & Building Services 
 

 Community Engagement 
- Executive Manager Community Engagement   

 
 Engineering Department 

- Executive Manager Engineering Services 
 
 Town Planning 

- Executive Manager Town Planning 
 
 Positions within the structure are shown on the organisational chart as attached.  Total staff 

employed either as permanent, part-time or casual staff number 68, equating to 53 Full Time 
Equivalent‟s. 

3.1     DEPARTMENTAL FUNCTIONS 

 Administration & Finance  

 General Administration 

 Finance – Budget, Monthly, Quarterly & Annual Reports, Principal Activities Plan, etc 

 Elections 

 Computers and Information Technology 

 Airport 

 Customer Relations 

 Insurance & Risk Management 

 Asset Management 

 Cemetery 

 Leases and Contracts  

 Human Resource  

 Aged Care facilities 

 Emergency Management, Compliance & Ranger Services 

 Community Safety & Crime Prevention 
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Health & Building Services 

 

 Building Services & Regulations 

 Health Services (Health Act) 

 Swimming Pool 

 Environmental Matters 

 Refuse Site & Waste Disposal (Health aspects) 

 Caravan Parks & Camping Grounds 

 Occupational, Health & Safety 
 
Town Planning 

 Town Planning  

 Sub-divisions 

 Townscape Planning 

 Reserves Management 

 Land Care Issues 

 Heritage Issues 
 

Community Services 
 

 Community & Cultural Development 

 Infant, Youth and Seniors services 

 Disability Services 

 Heritage Issues 

 Tourism & Promotions  

 Library and Telecentre 

 Festivals and Events 

 Grants 
 
 Engineering Services 
 

 Parks & Recreation Grounds 

 Sporting Grounds 

 Community Amenities 

 Transport, Infrastructure & Community Amenities – Roads, Footpaths, Toilets, etc 

 Townscape – Gardens, Trees, etc 

 Asset & Building Maintenance 

 Refuse Site & Waste Disposal (Engineering aspects) 

 Heavy and Motor Vehicle Fleet Management 

 Other Property and Services 

 ROMAN Roads Management 
 

Executive Functions 
A number of functions are dealt with directly by the Chief Executive Officer 

 

 Strategic Planning 

 Policy Review & Development 

 Local Laws 

 Delegations 

 Organisational & Council Structural Review and Development 

 Industrial Relations 

 Economic Development 

 Records Management 
 



Shire of Exmouth – Employment Pack Page 
 

 

9 

4     Conditions of Service 
 Your conditions of service are currently governed by the terms of the appropriate Award 

which applies to your position.  As a normal condition administrative staff are covered by the 
Local Government Officers (Western Australia) Award 1999 whereas most outside workers 
are covered by the Municipal Employees (Western Australia) Award 1999. 

 Any queries you may have in respect to aspects of the Award which may affect you, payroll 
matters or employment conditions should be directed to your immediate Supervisors. 

 Certain forms will need to be completed in respect to taxation and other starting requirements 
and these should be completed immediately. 

    4.1  POLICY MANUAL 

 Council has a detailed Policy Manual which has effect on the conditions of your service.  Your 
Supervisor will be aware of this Manual and will provide you with relevant details.  Senior and 
Supervisory staff will be provided with a copy of the Policy Manual. 

    4.2  UNION MEMBERSHIP 

 The choice of whether or not you wish to join a Union is yours.  Membership of Unions is not 
compulsory.  If you choose to do so arrangements can be made for subscriptions to be 
deducted from your wages. 

    4.3  OTHER PAYROLL DEDUCTIONS 

 Arrangements are available for other payroll deduction such as salary sacrifice arrangements, 
medical fund deductions, insurance arrangements, etc.  These matters can be discussed with 
your immediate Supervisor. Salaries are paid on a fortnightly basis and are paid via direct 
debit to the nominated bank account(s) 

    4.4  MEDICAL EXAMINATION 

 All employees are required as a condition of appointment to have completed a medical 
examination by a Medical Practitioner prior to appointment certifying that they a fit and 
capable of performing the role. A copy will be retained in the employee's personal file and 
made available for the employee. 

    4.5  TELEPHONE 

 Certain Employees are entitled to a reimbursement of the cost of installation and equipment 
rental for a telephone and a monthly allowance for telephone calls. Where this is applicable, it 
will form part of the employee‟s employment package. 

The following positions will be provided a mobile phone for business purposes. This phone 
should be used primarily for business calls only:- 
 

 Chief Executive Officer 

 Executive Manager Corporate Services 

 Executive Manager Engineering Services 

 Executive Manager Community Engagement 

 Executive Manager Health & Building  

 Executive Manager Town Planning 

 Principal Health & Environmental Officer 

 Engineering Works Supervisor 

 Engineering Services Supervisor 

 Building Surveyor 

 Building Maintenance Officer 

 Compliance & Aviation Manager 

 Community Ranger 
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 4.6  SUPERANNUATION BENEFITS 

 The Local Government shall contribute, on a monthly basis, to a superannuation fund, or 
funds meeting all legal and statutory requirements, based on Council Policy an amount up to 
a maximum of 17% of the total gross cash salary of the Officer. This Local Government 
contribution is separate and in addition to any funds that the employee contributes. 

 
This contribution by the Local Government is inclusive of any superannuation guarantee 
charge (as defined in the Superannuation Guarantee (Administration) Act 1992 and the 
Superannuation Guarantee Charge Act 1992) payable by the Local Government in respect of 
the Officer. 

4.7  DRIVERS LICENCE 

 Certain employees are required as a condition of appointment and part of their duties to have 
a particular class or multiple classes of drivers licence. As part of their employment package, 
certain employees will be reimbursed the cost of their drivers licence. Where a shire vehicle is 
operated by an employee, a copy of the drivers licence will be retained in the employee's 
personal file.  
 
It is a condition of service that your supervisor be informed immediately if any change occurs 
to your drivers licence status (ie. disqualification). Employees must not operate any shire 
vehicle without an appropriate and current licence.   

4.8  POLICE CLEARANCE & WORKING WITH CHILDREN CHECK 

 Certain positions dealing with financial, youth, confidential or sensitive matters require a 
Police Clearance certificate as a condition of employment. Specific employees may also be 
required to undertake a Criminal Records Check and obtain a Working with Children 
Clearance.  
 
It is a condition of service that your supervisor be informed immediately if any change occurs 
to your clearance status (ie. charged with an offence). Employees must not perform any shire 
function or duties without an appropriate and current clearance.  

 

5      Important Policies 

    5.1  EQUAL OPPORTUNITY 

 The Shire of Exmouth recognises its legal obligations under the Equal Opportunity Act 1984, 
and actively promotes equal employment opportunity based solely on merit to ensure that 
discrimination does not occur on the grounds of gender, marital status, pregnancy, race, 
disability and religious or political convictions. 

    5.2  SEXUAL HARASSMENT 

The Shire of Exmouth supports the concept that every employee, Councillor and member of 
the public employed or engaged in business with the Council, has a right to do so in an 
environment which is free from sexual harassment and the Council is committed to providing 
such an environment. 

    5.3  COMPLAINTS/GRIEVANCE PROCEDURE 

Council has developed a Shire of Exmouth Customer Complaints Manual which is designed 
to record and process in a fair and equitable manner any complaints received. A complaint is 
where a member of the public expresses dissatisfaction with a Council service, inappropriate 
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behaviour by staff or a decision made by a member of staff (for example: a staff member is 
rude or abrupt, non return of phone messages, unhappy with a staff members decision). It is 
expected that the successful applicant will become conversant with and use the Customer 
Complaints Manual where applicable and when it is finalised. 

5.4  CODE OF CONDUCT 

Attached (See Attachment 2) to the Induction Manual is a copy of the Shire of Exmouth Code 
of Conduct for Elected Councillors and Staff. This document acts as a guide for Councillors 
and staff and it is expected that the successful applicant will become conversant with and 
uphold the Code.  

5.5  CORPORATE OBLIGATIONS 

(a) Dress and Hygiene Standards 
 All staff, whether administration or works staff, are expected to maintain a neat and 
tidy standard of appearance at all times and maintain a high level of personal hygiene 
in their employed capacity. Allowances are provided to administration staff for 
clothing and a uniform has been adopted by staff.  Outside staff are also provided 
with suitable clothing and safety outfits. 

 
(b) Communication, Public Relations & Confidentiality 

(i) All aspects of communication by staff (including verbal, written or personal), 
involving Local Government‟s activities should reflect the status and objectives 
of that Local Government.  Communications should be accurate, timely, polite 
and professional.  

(ii) Where matters are raised or discussed relating to the Local Government‟s 
activities that are of a sensitive, private or confidential nature, they should not 
be raised or discussed outside of the environment in which they were raised. 
Breach of this confidentiality is considered a serious matter and may result in 
dismissal. 

 (ii) Employees should acknowledge that - 

 as an employee of the Council there is respect for the decision making 
processes of the Council which are based on a decision of the majority of 
the Council, 

 information of a confidential nature ought not be communicated until it is 
no longer treated as confidential,  

 information relating to decisions of the Council on approvals, permits and 
so on ought only be communicated in an official capacity by a designated 
officer of the Council, 

 Information concerning adopted policies, procedures and decisions of the 
Council is conveyed accurately. 

(c) Communication with Community 
 Members and staff should ensure that their Council effectively communicates with, 

and promotes participation by, all sections of their community, in order to achieve 
proper accountability and responsibility. 

 
(d) Smoke Free Workplace 
 The Shire of Exmouth workplace shall be a non smoking area.  All buildings are 

declared smoke free and all Council employees shall refrain from smoking therein.  
Notices shall be displayed in all public areas of Council buildings informing the public 
they have entered a smoke free zone. 

 
 All Shire owned passenger type vehicles (ie station sedans, sedans, utilities, trucks, 

etc) are declared as smoke free and no personnel shall smoke or permit smoking in 
those vehicles whether alone or travelling with passengers. 
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 5.6  RELATIONSHIPS BETWEEN MEMBERS AND STAFF 

 An effective Councillor or employee needs to work as part of the Council team with the Chief 
Executive Officer and other members of staff.  That teamwork will only occur if Members and 
staff have a mutual respect and cooperate with each other to achieve the Council‟s corporate 
goals and implement the Council‟s strategies.  To achieve that position Councillor‟s need to - 

 

 accept that their role is a leadership, not a management or administrative one, 

 acknowledge that they have no capacity to individually direct members of staff to carry 
out particular functions, 

 Refrain from publicly criticising staff in a way that casts aspersions on their professional 
competence and credibility. 

Staff will ensure that members are given access to all information necessary for them to 
properly perform their functions and comply with their responsibilities as members. Members 
will ensure that information provided will be used properly and to assist in the process of 
making reasonable and informed decisions on matters before the Council. 

This interaction between Councillors and Employees is to be through the appropriate 
management channels, either the CEO or relevant Senior Manager if appropriate. It is not 
appropriate for employees to be discussing employment or council related matters directly 
with Councillors, and a breach of this protocol may result in disciplinary action or dismissal 
occurring.  

 

6     General Principles 

6.1  COMMITMENT TO AND EXPECTATION OF EMPLOYEES 

 Based on the acceptance that employees are the Council's most valuable resource, incurring 
the greatest outlay, the following factors relate directly to staff as individuals. 

 
 1 Focused professional development and training will be paramount and linked to a 

personal development program. 
 
 2 Career path planning will be encouraged. 
 
 3 Multi skilling will be encouraged for personal development. 
 
 4 Principles of equal employment opportunities involved a totally non-discriminatory, 

smoke free workplace will apply. 
 

5 Use of each person's given or preferred name in a friendly, respectful context will be 
encouraged.  

 
 6 Behaviour that encompasses mutual trust, respect for others, honesty, simplicity and 

humour will be encouraged. 
 
 7 Measures to achieve a high standard of personal health and fitness with the lowest 

possible incidence of workplace injuries will be encouraged. 
 
 8 Full and open communications are to apply at all times.  The objective is not to have 

a need for official Freedom of Information applications as basically the information will 
be freely and readily available.  The "open door" policy is to be a reality. 

 
 9 Constructive criticism, comments and feedback will be welcome from staff on any 

system or procedure in place. 
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 10 High quality customer service and response to enquiries is to be provided.  A 
practical example is for the telephone to be answered immediately with a maximum of 
three rings.  Response to correspondence is to be prompt. The principle "the 
customer is always right" is to apply and requests will be on the basis of "the answer 
is YES, what is the question?” It is a requirement that the all administrative 
employees will wear a name badge at all times identifying him/herself as part of the 
customer service ethos. 

 
 11 A commitment is needed to work as part of a team in a multi skilled and flexible 

environment. 
 
 12 Though there will be "departments", "sections" or "divisions", these are only words 

used for descriptive convenience.  Overriding such divisions is to be a totally 
corporate and committed team approach with all employees working for and being 
part of the Shire activities. 

 
 13 Occupational Health, Safety and Welfare requirements are in place and require a 

commitment by employers and employees.  Your support and care in the workplace 
will assist. 

 
 14 Hours 
  The Shire Administration Centre at Exmouth is open from 9.00am to 4.00pm and 

the staff working hours are 8.00am to 4.30pm Monday to Friday. Council‟s full time 
administration staff are entitled to a monthly Rostered Day Off. 

 
  The Exmouth Public Library is open as detailed hereunder; 
  Monday, Tuesday, Thursday & Friday 9am – 12 Noon & 1:00pm - 4.00pm  
  Wednesday    9am  - 12 Noon & 3:00pm – 6:00pm 
  Saturday    9am – 12 Noon 
  Sunday     Closed 
  Closed on Public Holidays 
 
  Council's outside staff work from 7.00 am to 3.00 pm from June – September and 

6:30 am to 2:30 pm from October to May with Council's depot generally open during 
those hours, and are entitled to a monthly Rostered Day Off. 

 
15 Council Meetings 

Items that members of the public would like to include in the Council agenda must be 
received by the Chief Executive Officer by 4:00pm on the first Thursday of each 
month. 
 
The Council holds a Councillors Briefing Session on the third Tuesday of each month 
commencing at 1.00pm. This Briefing Session is held in accordance with the 
Council‟s Policy in this matter. 

 
The full Council meetings are held on the third Thursday of each month commencing 
at 3.00pm. The Shire has a number of committees and Councillors are co-opted to 
the committee most suited to their qualifications. 

 
 Meetings of these sub-committees are held only when required. 

 
 16 Administration Staff Meetings 
  Administrative, Library and Senior Engineering staff have a 30 minute staff meeting 

every fortnight on a Friday (pay week) commencing at 4.15pm. All staff are expected 
to attend this meeting. The purpose of this meeting is to provide a regular 
communication channel between staff members and managers, and develop the 
team ethos. 
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7 General Office Procedures 

7.1     TELEPHONE CALLS 
 Our office telephone number is (08) 9949 1399 and the works depot (08) 9949 1699. The 

various mobile phone numbers are as follows:- 

 Chief Executive Officer    0419 957 240 

 Executive Manager Corporate Services  0428 491 380  

 Executive Manager Engineering Services  0417 945 615 

 Executive Manager Health & Building  0417 929 165 

 Executive Manager Community Engagement 0428 935 466 

 Principal Environmental Health Officer  0429 881 918 

 Works Supervisor     0437 883 237 

 Compliance & Aviation Manager   0427 389 276 

 Ranger       0427 491 399 

 Building Surveyor     0409 437 244 

 Shire President (where requested)   0429 206 506 

7.2     FACSIMILE 
 The Shire office facsimile number is (08) 9949 1277 and the depot is (08) 9949 1979. Copies 

of all faxes received and sent should be recorded in the mail register & retained on file. 
 

7.3     PHOTOCOPIER 
A Council photocopier is available at the Shire office in Exmouth for business purposes. Staff 
may use the photocopier for occasional or infrequent personal use provided that where a 
large volume of photocopying is required; Council is reimbursed the cost, and this cost being 
determined by the Chief Executive Officer. The cost of photocopying for members of the 
public is listed in the Schedule of Fees and Charges. 

7.4 SHREDDER 
 A Shredder is available for disposing of confidential documents.  
 

7.5     CORRESPONDENCE & MAIL 
Inward correspondence should be addressed to the Chief Executive Officer, with specific 
correspondence marked to the attention of a particular Officer.  
 
All inwards mail is collected daily from the post office and is opened by the Customer Service 
Officer.  All letters, faxes and emails are stamped and dated, recorded in the Mail Register, 
and together with other mail and any invoices forwarded to the Executive Secretary. After the 
Executive Secretary has checked the mail, it is placed in a Daily Mail file in the Chief 
Executive Officer‟s office.  
 
Upon review by the Chief Executive Officer and the highlighting of the appropriate staff 
member, the Daily Mail file is forwarded back to the Executive Secretary. The Executive 
Secretary allocates a file number to each letter in the Mail Register and allocates the inwards 
correspondence to the appropriate staff member. 

 
 Outward correspondence may be in the name of and signed by the relevant officer provided 

the officer has specific authority in the matter. Double copies must be made of all outward 
correspondence, one original (letterhead) and one yellow (for filing in date order in the 
correspondence file for easy access); the yellow copy should be placed in the filing tray.  All 
correspondence should be proofread and mistakes corrected. 

 

7.6 ACCESS TO SAFE 
The safe room should be kept closed at all times, and locked at the end of each day.  The 
Executive Secretary and the Chief Executive Officer are the only two employees to have a 
key to the room and safe, unless it is handed over to another staff member during periods of 
leave. 
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7.7     FILING 
 The Executive Secretary is the responsible officer for all day to day filing and management of 

records, and is currently developing a long term records management plan.  Copies of filing 
indexes are available however you should consult that officer to ascertain the requirements. 
 
Any additional files that need to be added should be created in consultation with the Manager 
of Corporate Services and the Executive Secretary. 

7.8     STATIONERY 
 Most general stationery requirements are on hand.  If you require an article then select it from 

the stationery supplies or if it is not in stock, please consult the Administration Officer.   

7.9     COPIES OF CORRESPONDENCE, COMPLETE TYPING, ORDERS AND PERSONAL MAIL 
 Administration staff are available to assist in this function, with the majority of typing being 

conducted by the department‟s relevant secretaries. 
 

Purchase Orders must be obtained for the purchase of all items prior to any purchase being 
made. These orders can be obtained through relevant supervisors and the following are the 
persons authorised by the Council to issue purchase order numbers in accordance with 
Council‟s Procedure: 
 
Chief Executive Officer 
Executive Manager Corporate Services 
Executive Manager Engineering Services 
Executive Manager Community Engagement 
Executive Manager Health & Building  
Executive Manager Town Planning  
Administration Manager 
Works Supervisor 
Stores Purchasing Officer 
Swimming Pool Manager 
Airport Manager 
Senior Finance Officer (when no other senior officer is available) 

7.10     REPORTING INJURIES 
 Every injury, however slight, must be reported to your immediate Supervisor and you must 

ensure that you receive appropriate first aid immediately. 

7.11      UNSAFE CONDITIONS, WORK PRACTICES 
 Report unsafe conditions or work practices to your Supervisor immediately. 

7.12      CLOTHING, FOOTWEAR AND EQUIPMENT 
 Your are required to dress appropriately for your job and for this reason Council provides 

clothing, footwear and protective equipment arrangements which vary from area to area. 
When issues or allowances are made, you may be required to sign an acknowledgment slip 
and be responsible for any loss or damage other than fair wear and tear caused through 
ordinary use.  You will also be responsible for the security of the relevant issues. 

 
 Replacements will be made in accordance with Policy. 
 
 If it is a requirement that you wear safety boots or shoes, they will be issued to you by 

Council.  Failure to wear the correct clothing or footwear as required or utilise correct 
equipment can render you subject to disciplinary action or dismissal. 

7.13      PERSONAL PROTECTIVE EQUIPMENT 
 Where personal protective equipment is provided by Council, it must be worn when engaged 

in tasks for which the equipment is provided. 
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 For example, sunscreen lotion and hats must be worn by employees exposed to the sun and 
requirements for long sleeved shirts and trousers to minimise exposure may apply. 

 
 Red safety vests or alternatives are to be worn by all employees performing work tasks in 

designated area. 
 
 Ear muffs must be worn when operating certain equipment or working in noisy areas. 

 
Failure to wear or utilise the required personal protective equipment can render you subject to 
disciplinary action or dismissal. 

7.14      VEHICLES AND PLANT 
 Plant and vehicles may only be used for Council work purposes, unless approval has been 

obtained from their respective Supervisor, and shall only be operated by those employees 
authorised by their respective Supervisors.  Employees will need to hold appropriate licences 
and applicable certificates to operate particular vehicles or items of plant. 

 
 Persons other than employees of Council shall not be transported in any item of plant or 

vehicle during working hours or on a work activity unless private usage of the vehicle is 
provided or the transportation is work related. 

 
 Employees should not carry animals in any item of plant, machinery, equipment or vehicle 

during working hours (Rangers excepted) without specific written approval of the immediate 
Supervisor. 

7.15   INTOXICATING LIQUOR OR PROHIBITED DRUGS 
 Bringing intoxicating liquor or prohibited drugs onto the job or attending work under the 

influence of either is strictly prohibited.  Breaches of this rule render you liable for instant 
dismissal. 

7.16    FIRST AID KITS 
 Are located throughout the workplace please ensure you are aware of where the first 

available kit is in relation to your workplace. 

7.17    TRAINING COURSES 
 Your Supervisor will consult with you regarding available training courses. 

7.18    TOUR OF OTHER WORKPLACES 
 We have staff working throughout the Shire in various locations.  If time permits new staff will 

be taken to relevant workplaces so they are able to familiarise themselves with the role of 
these staff. If you need to be familiarised with other areas, arrangements will be made to 
accommodate that requirement. 

 
 The Shire of Exmouth is a single unit and regardless of location all employees are part of that 

unit. 

7.19   GENERAL WELFARE 
 On induction, you will be advised of the location of various facilities available.  Your 

Supervisor will brief you on Council security and confidentiality, and will provide you with the 
relevant keys and/or pin numbers where required. 

 
 It should be remembered that your employment may place you in a position to be aware of 

confidential information regarding customers or enable you access to secure areas.  Misuse 
of such information or access rights will be treated seriously and may result in your 
termination. 
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7.20      PRACTICAL JOKES 
 "Practical jokes" or "horseplay" on the job can be dangerous and are not encouraged.  Where 

practical jokes cause damage to equipment or persons, the employee will be subject to 
disciplinary action which may include dismissal. 

 

7.21 VIOLENCE, AGGRESSION & BULLYING IN THE WORKPLACE 
Workplace violence and aggression are actions or incidents that may physically or 
psychologically harm another person. Bullying at work can be defined as repeated 
unreasonable or inappropriate behaviour directed towards a worker that creates a risk to 
health and safety or any behaviour that has the potential to harm or offend. 
 
These behaviours will not be tolerated and the Human Resources Officer can provide you 
with further details on distinguishing these hazards should you have any concerns.  Due to 
the effect on the safety and health of employees and others at the workplace, violence, 
aggression and bullying are unlawful under the Occupational Safety and Health Act 1984.   
 
The Shire of Exmouth encourages employees to immediately report incidences to their 
supervisor for assessment and ensures the strictest of confidence will be maintained.    

 

7.22      WORKING AREAS – SAFETY INDUCTION MANUAL 
 It is your duty to promote and maintain a safe working area.  A workplace or job site or work 

activity which is not kept clear of obstructions and in a clean tidy and safe working condition 
cannot be tolerated. All outside staff are required to complete the Shire of Exmouth Safety 
Induction manual with their Supervisor 

 

7.23 CYCLONE PROCEDURES MANUAL 
Senior Managers to ensure all staff are familiar with the Manual and are allocated a current 
copy of the Shire of Exmouth internal Cyclone Procedures.   

7.24      ELECTRICAL EQUIPMENT 
 Only authorised electricians are permitted to inspect or repair electrical faults.  If electrically 

operated plant or equipment appears defective or fails, report it to your Supervisor 
immediately. 

7.25   EVACUATION PROCESS 
 Your immediate Supervisors will brief you on the evacuation process of the building where 

you will be working on induction. 

7.26   CREDITORS & PURCHASING PROCEDURE 
 Council have developed a Creditors & Purchasing Procedure.  All applicable employees must 

adhere to these procedures. 

7.27   MONTHLY FINANCIAL REPORTING PROCEDURE    
 Council have developed a Monthly Financial Reporting Procedure. All applicable employees 

must adhere to these procedures. 

7.28    INSURANCE CLAIM & PROCESSING PROCEDURE 
 Council have developed an Insurance Claim & Processing Procedure. All applicable 

employees must adhere to these procedures. 

7.29   CUSTOMER SERVICE 
 Council have developed a Customer Service Charter. All employees must adhere to this 

Charter. 

7.30    HUMAN RESOURCES PROCEDURE 
 Council have developed a Human Resources Procedure. To obtain a copy please refer to the 

Council Policy Manual.  All applicable employees must adhere to these procedures. 
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7.31    FINANCIAL MANAGEMENT & CONTROL PROCEDURE 
 Council have developed a Financial Management & Control Procedure. All applicable 

employees must adhere to these procedures. 

7.32 DRUG & ALCOHOL MANAGEMENT PLAN (DAMP) 
 This DAMP applies to all Shire of Exmouth personnel that perform, or are available to 
perform, Safety Sensitive Aviation Activities (SSAA) at Learmonth Airport. The Shire of 
Exmouth takes a multi-strategy approach that incorporates education, support, testing and 
performance management.   
 
Employees are subject to random drug and alcohol testing.  These personnel are:  

• Persons employed directly by the Shire of Exmouth at Learmonth Airport 
• Contractors engaged by the Shire of Exmouth 
• Subcontractors engaged by contractors of the Shire of Exmouth and 
Å Persons employed by those contractors and subcontractors.  
Å  

The Shire of Exmouth personnel to whom this program applies will generally be engaged in 
Aerodrome Management, Reporting and Safety Officers, Security and Screening staff.  
 
The policy is an important document that all Airport staff should read carefully and familiarize 
themselves with.  

7.33   SIGNED ACKNOWLEDGEMENT BY EMPLOYEE 
 It is a requirement that new employees read and sign this Induction Manual, acknowledging 

their receipt, understanding and acceptance of the information contained their. 

7.34 STRUCTURAL REFORM DISCLOSURE 

The Minister for Local Government and Regional Development has asked all Local 
Governments in WA to look into the opportunities for Structural Reform.  
 
At this stage it is unclear what the outcome of this process is going to be and the 
possible effect on Exmouth and the Shire of Exmouth organisation. The Minister will 
make a decision in the near future. Some information is available on our Shire 
Website under „public Comment for Proposals‟. 
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Council 
Shire President - Councillors 

Chief Executive Officer 
Phil Anastasakis 

 

Senior Finance Officer 
 Christie Wareham-

Norfolk 

Administration 
Manager 

 
Vanessa Volkoff 

 

Airport Manager 
 

Geoff Wilkes 
Finance Officer 

Denise Bailey 

Centrelink Officer 

Maureen Graham  

 Kathy Menner 

 
 

Cleaner 
Glenda (Mav) Williams 

 

Community Development 
Officer 

Amanda Tie 

 Exmouth Visitor Centre 
Manager 

 

Chris Pain 

EVC Assistant Manager 
 

Suzie Lorraway 

 Community Ranger 
 

Vacant 

Senior Airport 

Reporting Officer 
 

Paul Duane 

 
Airport Reporting 

Officer 
 

Neil James 

 

Pool Manager 

 
Joshua Koontz 

 
Library Telecentre 

Coordinator 
 

Sharon Regterschot 

 

 
 

Library Telecentre 
Assistant 

 
Jennifer Koegler 

 

Public Toilets / Waste 
Jay Dickings 

 

Customer Service 
Trainee 

 
Ruby Richardson 

Executive Secretary 
Debbie Hastings 

 

Executive Manager 
Engineering Services 

 
Keith Woodward 

Executive Manager 
Town Planning 

 
VACANT 

Executive Manager 
Health & Building 

 
Rob Manning 

Executive Manager 
Community 
Engagement 

 
Roge Kempe 

 

Executive Manager 
Corporate Services 

 
Sue O’Toole 

 Compliance & Aviation 

Manager 
 

Kevin Hughes 

 

 

Engineering Works 
Supervisor 

 

John O‟Donnell 

 

Mechanic 
 

Allan Winters 

 
Eng Services Supervisor 

 
John Gardner 

Stores 
 

Alan O'Connor 

 

Grader Driver (Road 

Crew) 
 

Rodney Ziere 

 

Rubbish Truck/Waste 

 
James Coles 

 
Waste Site Attendant 

 
Graeme Woods 

 

Excavator/Eng Works 
 

Andrew Graham 

 

Town Engineering 
David Head 

 

Plant (Road Crew) 

 

Plant  (Road Crew) 
 

Ken Burlow 

 

Town / Plant operator 
Troy Wright 

 

Parks & Irrigation 
 

Lisa Sanders 

Parks & Gardens 
 

Mitchell Pedlar 

 

Parks & Gardens 
Sara Dunny-Fox 

 

 

Parks 
Kenny Cameron 

 

Parks & Gardens 

 

John Morley 

 

APH Caretaker 
 

Arie Byl 

Building Mtce Officer 
 

Vacant 

 

Casual Lifeguards 
Rachel Clune 
Talitha North 

 

 

Assistant Pool Manager 
Vacant 

 

 Building Surveyor 

 
Steve Foster 

 

 

Airport Security Officers  
Brian Edney 
Renata Miller 

Lorraine Dickings 

Arie Byl 
Darrel Spicer 
Alan Williams 

Sandra Dodd 
Andrew Froome 

 

 

 

Administration Officer 

 
 Michelle Head 
Sandra Sapahla 

Administration 

Officer 
 

Sharlene Williams 

 

Planning Officer 
 

Rhassel Mhasho 

 
Planning Assistant 

 
Julie Throne 

(0.2 FTE) 

Principal EHO 

 

Jennifer Mitchell 

 

 

Airport Security 
Supervisor 

Linda Mearns 

 

 Organisational Chart 
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Attachment 2 
 
POLICY NUMBER - 1.1 

POLICY SUBJECT - 

1.1 - CODE OF CONDUCT 

ADOPTED - 27 November 2008 (revised 17 Sept 2009) 

 
PREAMBLE 

The Model Code of Conduct provides Council Members, Committee Members and staff in Local Government with 

consistent guidelines for an acceptable standard of professional conduct. The Code addresses in a concise manner 

the broader issue of ethical responsibility and encourages greater transparency and accountability in individual 

Local Governments. 

 

The Model Code is complementary to the principles adopted in the Local Government Act and regulations which 

incorporates four fundamental aims to result in :- 

 

(a) better decision-making by local governments; 

(b) greater community participation in the decisions and affairs of local governments; 

(c) greater accountability of local governments to their communities; and 

(d) more efficient and effective local government. 

 

The Code provides a guide and a basis of expectations for Council Members, Committee Members and staff.  It 

encourages a commitment to ethical and professional behaviour and outlines principles in which individual and 

collective Local Government responsibilities may be based. 

 

STATUTORY ENVIRONMENT  

The Model Code of Conduct observes statutory requirements of the Local Government Act 1995 (S 5.103 – Codes 

of Conduct) and Local Government (Administration) Regulations 1996 (Regs 34B and 34C). 

 

RULES OF CONDUCT  

Council Members acknowledge their activities, behaviour and statutory compliance obligations may be scrutinised in 

accordance with prescribed rules of conduct as described in the Local Government Act 1995 and Local Government 

(Rules of Conduct) Regulations 2007.  

 

Where a Council Member is found to have committed a recurrent breach or serious breach as prescribed in the 

Local Government Act 1995 and Local Government (Rules of Conduct) Regulations 2007, then details of those 

breaches shall be presented to the next Council meeting and recorded in the Council minutes. 

 

1. ROLES  

1.1 Role of Council Member  

The primary role of a Council Member is to represent the community, and the effective translation of the 

community‟s needs and aspirations into a direction and future for the Local Government will be the focus of the 

Council Member‟s public life. 

 

The Role of Council Members as set out in S 2.10 of the Local Government Act 1995 follows :  
“A Councillor —  
(a) Represents the interests of electors, ratepayers and residents of the district;  
(b) provides leadership and guidance to the community in the district;  
(c) facilitates communication between the community and the council;  
(d) participates in the local government’s decision-making processes at council and committee meetings; 
and  
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(e) performs such other functions as are given to a Councillor by this Act or any other written law.”  

 

A Council Member is part of the team in which the community has placed its trust to make decisions on its behalf 

and the community is therefore entitled to expect high standards of conduct from its elected representatives. In 

fulfilling the various roles, Council Members activities will focus on: 

 achieving a balance in the diversity of community views to develop an overall strategy for the future of the 
community; 

 achieving sound financial management and accountability in relation to the Local Government‟s finances; 

 ensuring that appropriate mechanisms are in place to deal with the prompt handling of residents‟ concerns; 

 working with other governments and organisations to achieve benefits for the community at both a local and 
regional level; 

 having an awareness of the statutory obligations imposed on Council Members and on Local Governments. 
 

In carrying out its functions a local government is to use its best endeavours to meet the needs of current and future 

generations through an integration of environmental protection, social advancement and economic prosperity. 

 

1.2 Role of Staff   

The role of staff is determined by the functions of the CEO as set out in S 5.41 of the Local Government Act 1995 : -  
“The CEO’s functions are to —  
(a) advise the council in relation to the functions of a local government under this Act and other written 
laws;  
(b) ensure that advice and information is available to the council so that informed decisions can be made;  
(c) cause council decisions to be implemented;  
(d) manage the day to day operations of the local government;  
(e) liaise with the mayor or president on the local government’s affairs and the performance of the local 
government’s functions;  
(f) speak on behalf of the local government if the mayor or president agrees;  
(g) be responsible for the employment, management supervision, direction and dismissal of other 
employees (subject to S 5.37(2) in relation to senior employees);  
(h) ensure that records and documents of the local government are properly kept for the purposes of this 
Act and any other written law; and  
(i) perform any other function specified or delegated by the local government or imposed under this Act or 
any other written law as a function to be performed by the CEO.”  

 
1.3 Role of Council  

The Role of the Council is in accordance with S 2.7 of the Local Government Act 1995 :  
“(1) The council —  
(a) directs and controls the local government’s affairs; and  
(b) is responsible for the performance of the local government’s functions.  
(2) Without limiting subsection (1), the council is to —  
(a) oversee the allocation of the local government’s finances and resources; and  
(b) determine the local government’s policies.”  
 

1.4 Relationships between Council Members and Staff 

An effective Councillor will work as part of the Council team with the Chief Executive Officer and other members of 

staff.  That teamwork will only occur if Council Members and staff have a mutual respect and co-operate with each 

other to achieve the Council‟s corporate goals and implement the Council‟s strategies. To achieve that position, 

Council Members need to observe their statutory obligations which include, but are not limited to, the following : 

 accept that their role is a leadership, not a management or administrative one; 

 acknowledge that they have no capacity to individually direct members of staff to carry out particular functions; 

 refrain from publicly criticising staff in a way that casts aspersions on their professional competence and 

credibility 

 

2. CONFLICT AND DISCLOSURE OF INTEREST 

 

2.1 Conflict of Interest 

(a) Council Members, Committee Members and staff will ensure that there is no actual (or perceived) conflict of 

interest between their personal interests and the impartial fulfilment of their professional duties. 
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(b) Staff will not engage in private work with or for any person or body with an interest in a proposed or current 

contract with the Local Government, without first making disclosure to the Chief Executive Officer.  In this 

respect, it does not matter whether advantage is in fact obtained, as any appearance that private dealings 

could conflict with performance of duties must be scrupulously avoided. 

(c) Council Members, Committee Members and staff will lodge written notice with the Chief Executive Officer 

describing an intention to undertake a dealing in land within the local government area or which may otherwise 

be in conflict with the Council's functions (other than purchasing the principal place of residence). 

(d) Council Members, Committee Members and staff who exercise a recruitment or other discretionary function 

will make disclosure before dealing with relatives or close friends and will disqualify themselves from dealing 

with those persons. 

(e) Staff will refrain from partisan political activities which could cast doubt on their neutrality and impartiality in 

acting in their professional capacity. An individual‟s rights to maintain their own political convictions are not 

impinged upon by this clause. It is recognised that such convictions cannot be a basis for discrimination and 

this is supported by anti- discriminatory legislation. 

 

2.2 Financial Interest 

Council Members, Committee Members and staff will adopt the principles of disclosure of financial interest as 

contained within the Local Government Act. 

 

2.3 Disclosure of Interest 

 

Definition : 

In this clause, and in accordance with Regulation 34C of the Local Government (Administration) Regulations 1996 - 

ñinterestò  means an interest that could, or could reasonably be perceived to, adversely affect the impartiality of the person 

having the interest and includes an interest arising from kinship, friendship or membership of an association.  

 

(a) A person who is an employee and who has an interest in any matter to be discussed at a council or committee 
meeting attended by the person is required to disclose the nature of the interest -  

(i) in a written notice given to the CEO before the meeting; or  
(ii) at the meeting immediately before the matter is discussed.  

(b) A person who is an employee and who has given, or will give, advice in respect of any matter to be discussed at 
a council or committee meeting not attended by the person is required to disclose the nature of any interest the 
person has in the matter - 

(i) in a written notice given to the CEO before the meeting; or  
(ii) at the time the advice is given.  

(c) A requirement described under items (a) and (b) exclude an interest referred to in S 5.60 of the Local 
Government Act 1995.  

(d) A person is excused from a requirement made under items (a) or (b) to disclose the nature of an interest if  -  
(i) the person's failure to disclose occurs because the person did not know he or she 
 had an interest in the matter; or  
(ii) the person's failure to disclose occurs because the person did not know the matter in 
 which he or she had an interest would be discussed at the meeting and the person 
 discloses the nature of the interest as soon as possible after becoming aware of the 
 discussion of a matter of that kind.  

(e) If a person who is an employee makes a disclosure in a written notice given to the CEO before a meeting to 
comply with requirements of items (a) or (b), then - 

(i) before the meeting the CEO is to cause the notice to be given to the person who is to  preside at the 
meeting; and  

(ii) immediately before a matter to which the disclosure relates is discussed at the meeting the person 
presiding is to bring the notice and its contents to the attention of the persons present.  

(f) If  - 
(i) to comply with a requirement made under item (a), the nature of a person's interest in a matter is 

disclosed at a meeting; or  
(ii) a disclosure is made as described in item (d)(ii) at a meeting; or  
(iii) to comply with a requirement made under item (e)(ii), a notice disclosing the nature of a person's 

interest in a matter is brought to the attention of the persons present at a meeting, the nature of the 
interest is to be recorded in the minutes of the meeting.  
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3. PERSONAL BENEFIT 

 

3.1 Use of Confidential Information 

Council Members, Committee Members and staff will not use confidential information to gain improper advantage for 

themselves or for any other person or body, in ways which are inconsistent with their obligation to act impartially and 

in good faith, or to improperly cause harm or detriment to any person or organisation. 

 

3.2 Intellectual Property 

The title to Intellectual Property in all duties relating to contracts of employment will be assigned to the Local 

Government upon its creation unless otherwise agreed by separate contract. 

 

3.3 Improper or Undue Influence 

Council Members and staff will not take advantage of their position to improperly influence other Council Members 

or staff in the performance of their duties or functions, in order to gain undue or improper (direct or indirect) 

advantage or gain for themselves or for any other person or body. 

 

3.4 Gifts 

 

Definitions : 
In this clause, and in accordance with Regulation 34B of the Local Government (Administration) Regulations 1996  - 
“activity involving a local government discretion”  means an activity -  

(a) that cannot be undertaken without an authorisation  from the local government; or  
(b) by way of a commercial dealing with the local government;  

“gift”  has the meaning given to that term in S 5.82(4) except that it does not include -  
(a) a gift from a relative as defined in S 5.74(1); or  
(b) a gift that must be disclosed under Regulation 30B of the Local Government  
(Elections) Regulations 1997; or  
(c) a gift from a statutory authority, government instrumentality or non-profit  
association for professional training;  

“notifiable  gift”, in relation to a person who is an employee, means -  
(a) a gift worth between $50 and $300; or  
(b) a gift that is one of 2 or more gifts given to the employee by the same person within 
 a period of 6 months that are in total worth between $50 and $300;  

“prohibited gift”, in relation to a person who is an employee, means -  
(a) a gift worth $300 or more; or  
(b) a gift that is one of 2 or more gifts given to the employee by the same person within 
a period of 6 months that are in total worth $300 or more.  

 

(a) A  person who is an employee is to refrain from accepting a prohibited gift from a person who -   
(i) is undertaking or seeking to undertake an activity involving a local government discretion; or  
(ii) it is reasonable to believe is intending to undertake an activity involving a local government discretion.  

(b) A person who is an employee and who accepts a notifiable gift from a person who -  
(i) is undertaking or seeking to undertake an activity involving a local government discretion; or  
(ii) it is reasonable to believe is intending to undertake an activity involving a local government discretion,  

notify the CEO, in accordance with item (c) and within 10 days of accepting the gift, of the acceptance.  

(c) The notification of the acceptance of a notifiable gift must be in writing and include -  
(i) the name of the person who gave the gift; and  
(ii) the date on which the gift was accepted; and  
(iii) a description, and the estimated value, of the gift; and  
(iv) the nature of the relationship between the person who is an employee and the person who gave the 

gift; and  
(v) if the gift is a notifiable gift under paragraph (b) of the definition of “notifiable gift” (whether or not it is 

also a notifiable gift under paragraph (a) of that definition) – 
(1) a description; and 
(2) the estimated value; and  
(3) the date of acceptance,  
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of each other gift accepted within the 6 month period.  

(d) The CEO is to maintain a register of notifiable gifts and record in it details of notifications given to comply with a 
requirement made under item (c).  

(e) This clause does not apply to gifts received from a relative (as defined in S 5.74(1) of the Local Government 

Act) or an electoral gift (to which other disclosure provisions apply). 

(f) This clause does not prevent the acceptance of a gift on behalf of the local government in the course of 

performing professional or ceremonial duties in circumstances where the gift is presented in whole to the CEO, 

entered into the Register of Notifiable Gifts and used or retained exclusively for the benefit of the local government. 

  

 

4. CONDUCT OF COUNCIL MEMBERS, COMMITTEE MEMBERS AND STAFF 

 

4.1 Personal Behaviour 

(a) Council Members, Committee Members and staff will: 

(i) act, and be seen to act, properly and in accordance with the requirements of the law and the terms of this 

Code; 

(ii) perform their duties impartially and in the best interests of the Local Government uninfluenced by fear or 

favour; 

(iii) act in good faith (i.e. honestly, for the proper purpose, and without exceeding their powers) in the 

interests of the Local Government and the community; 

(iv) make no allegations which are improper or derogatory (unless true and in the public interest) and refrain 

from any form of conduct, in the performance of their official or professional duties, which may cause any 

reasonable person unwarranted offence or embarrassment; and 

(v) always act in accordance with their obligation of fidelity to the Local Government. 

(b) Council Members will represent and promote the interests of the Local Government, while recognising their 

special duty to their own constituents. 

 

4.2 Honesty and Integrity 

Council Members, Committee Members and staff will: 

(a) observe the highest standards of honesty and integrity, and avoid conduct which might suggest any departure 

from these standards; 

(b) bring to the notice of the Mayor/President any dishonesty or possible dishonesty on the part of any other 

member, and in the case of an employee to the Chief Executive Officer. 

(c) be frank and honest in their official dealing with each other. 

 

4.3 Performance of Duties 

(a) While on duty, staff will give their whole time and attention to the Local Government's business and ensure that 

their work is carried out efficiently, economically and effectively, and that their standard of work reflects 

favourably both on them and on the Local Government. 

(b) Council Members and Committee Members will at all times exercise reasonable care and diligence in the 

performance of their duties, being consistent in their decision making but treating all matters on individual 

merits. Council Members and Committee Members will be as informed as possible about the functions of the 

Council, and treat all members of the community honestly and fairly. 
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4.4 Compliance with Lawful Orders 

(a) Council Members, Committee Members and staff will comply with any lawful order given by any person having 

authority to make or give such an order, with any doubts as to the propriety of any such order being taken up 

with the superior of the person who gave the order and, if resolution can not be achieved, with the Chief 

Executive Officer. 

(b) Council Members, Committee Members and staff will give effect to the lawful policies of the Local Government, 

whether or not they agree with or approve of them. 

 

4.5 Administrative and Management Practices 

Council Members, Committee Members and staff will ensure compliance with proper and reasonable administrative 

practices and conduct, and professional and responsible management practices. 

 

4.6 Corporate Obligations 

(a) Standard of Dress 

Council Members, Committee Members and staff are expected to comply with neat and responsible dress standards 

at all times. Accordingly : 

(i) Council Members and Committee Members will dress in a manner appropriate to their position, in 

particular when attending meetings or representing the Local Government in an official capacity.  

(ii) Management reserves the right to adopt policies relating to corporate dress and to raise the issue of 

dress with individual staff. 

(b) Communication and Public Relations 

(i) All aspects of communication by staff (including verbal, written or personal), involving Local 

Government's activities should reflect the status and objectives of that Local Government. 

Communications should be accurate, polite and professional. 

(ii) As a representative of the community, Council Members need to be not only responsive to community 

views, but to adequately communicate the attitudes and decisions of the Council.  In doing so Council 

Members should acknowledge that: 

- as a member of the Council there is respect for the decision making processes of the Council which 

are based on a decision of the majority of the Council; 

- information of a confidential nature ought not be communicated until it is no longer treated as 

confidential; 

- information relating to decisions of the Council on approvals, permits and so on ought only be 

communicated in an official capacity by a designated officer of the Council; 

- information concerning adopted policies, procedures and decisions of the Council is conveyed 

accurately. 

(iii) Committee Members accept and acknowledge it is their responsibility to observe any direction the Local 

Government may adopt in terms of advancing and promoting the objectives of the Committee to which they have 

been appointed.  

 

4.7 Appointments to Committees 

As part of their representative role Council Members are often asked to represent the Council on external 

organisations.  It is important that Council Members : 

 clearly understand the basis of their appointment; and 

 provide regular reports on the activities of the organisation. 
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5. DEALING WITH COUNCIL PROPERTY 

 

5.1 Use of Local Government Resources 

Council Members and staff will: 

(a) be scrupulously honest in their use of the Local Government's resources and shall not misuse them or permit 

their misuse (or the appearance of misuse) by any other person or body; 

(b) use the Local Government resources entrusted to them effectively and economically in the course of their 

duties; and 

(c) not use the Local Government's resources (including the services of Council staff) for private purposes (other 

than when supplied as part of a contract of employment), unless properly authorised to do so, and appropriate 

payments are made (as determined by the Chief Executive Officer). 

 

5.2 Travelling and Sustenance Expenses 

Council Members, Committee Members and staff will only claim or accept travelling and sustenance expenses 

arising out of travel-related matters which have a direct bearing on the services, policies or business of the Local 

Government in accordance with Local Government policy and the provisions of the Local Government Act. 

 

5.3 Access to Information 

(a) Staff will ensure that Council Members are given access to all information necessary for them to properly 

perform their functions and comply with their responsibilities. 

(b) Council Members will ensure that information provided will be used properly and to assist in the process of 

making reasonable and informed decisions on matters before the Council. 

 
 

 

 


