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TERMS OF REFERENCE 
 

AUDIT & RISK COMMITTEE 
 
Established under Section 7.1 of the Local Government Act 1995 (Act) - every local government must have an 

Audit and Risk Committee (ARC). 

Terms of Reference 

ARC is responsible for assisting and independently advising Council in recommending appropriate actions and 

controls with regards to audit, risk oversight, governance, finances and systems of internal control. 

Its role is to provide oversight related to significant risk exposures and control issues, including fraud risks, 

governance issues and other matters as necessary or requested by the CEO or Council.  This is to ensure the 

Shire’s activities are fully compliant with legislation, regulations, accounting and reporting Standards and that 

the Shire is executing its responsibility to the community in efficiently utilising their assets. 

The ARC is not responsible for the executive management of these functions. The ARC will engage with 

management in a constructive and professional manner in discharging its advisory responsibilities and 

formulating its advice to Council. 

Duties and Responsibilities: 

Members of the ARC are expected to observe the legal and regulatory obligations of the Local Government.  

Committee members must not use or disclose information obtained through the ARC except in meeting the 

ARC’s responsibilities, or unless expressly agreed by the President of the Shire. 

Committee Members must adhere to the Code of Conduct for Council Members, Committee Members and 

Candidates and demonstrate behaviour which reflects the Shire's desired culture. 

ARC Members are expected to:  

1. act in the best interests of the Shire as a whole; 

2. apply good analytical skills, objectivity and good judgement;  

3. express opinions constructively and openly, raise issues that relate to the ARC’s responsibilities and 

pursue lines of enquiry in relation to the "Risk Controls" the Shire has in place; 

4. contribute the time required to meet their responsibilities; and 

5. exercise due care, diligence and skill when performing their duties. 

Member Duties/Responsibilities:  

 Oversee the Shire's risk management, through:  

a) Biennial review of the Shire’s Risk Management Policy; 

b) Recommending and reviewing the Shire's Risk Appetite Statement in order to recommend the 

organisation’s Risk Tolerance to the Council; 

c) Reviewing reports on the movement of the Shire’s current strategic risks, and the emergence of new 

strategic risks; 

d) Overseeing strategic risks which sit outside of the Shire’s Risk Appetite ; and  

e) Monitor and receive reports concerning the development, implementation and on-going 

management of the Shire's Risk Management Plan and the effectiveness of its Risk Management 

Framework; 

 Overseeing the Shire’s processes for managing fraud and corruption, by:  

a) Performing oversight responsibilities and advising Council; 



 

Page 3 

Shire of Kojonup – Audit & Risk Committee Meeting – Agenda – 6 February 2024 

 

b) Enquiring with the CEO and the Office of the Auditor General (OAG) about whether they are aware 

of any actual, suspected, or alleged fraud or corruption affecting the Shire; and 

c) Reviewing summary reports from the CEO on communication from external parties including 

regulators that indicate problems in the internal control system or inappropriate management 

actions. 

  Overseeing the Shire’s financial management and legislative compliance, by:  

a) Reviewing the Shire’s annual Compliance Audit Return and reporting the results of that review to 

Council, in accordance with the Local Government (Audit) Regulations 1996; 

b) Receiving and reviewing reports from the CEO regarding the appropriateness and effectiveness of 

the Shire’s legislative compliance and ensuring any non-compliances are rectified on a timely basis;  

c) Considering and recommending adoption of the annual financial report to Council;  

d) Receive and review the biannual reports from the Chief Executive Officer (CEO) regarding the 

appropriateness and effectiveness of the Shire's risk management, internal controls and legislative 

compliance and make recommendations to Council; and 

e) Consider and recommend adoption of the Annual Financial Report to the Council;  

 Overseeing the internal audit function, by; 

a) Assessing and making a recommendation to Council on an Internal Audit Plan to ensure that it 

comprehensively covers material business risks that may threaten the achievement of strategic 

objectives and which identifies key risks and control mechanisms; 

b) Reviewing the quality and timeliness of internal audit reports; 

c) Monitoring the implementation of internal audit recommendations; and  

d) Considering the implications of internal audit findings on the organisation, its risks, and controls.  

 Fulfilling responsibilities pertaining to external audit, by:  

a) Reviewing reports from the OAG, including auditor’s reports, closing reports and management 

letters;  

b) Reviewing management’s response to OAG findings and recommendations; 

c) Monitoring the implementation of recommendations from external audits;  

d) Reviewing results of relevant OAG audit reports and better practice publications for guidance on 

good practices, including any assessment by the CEO; and  

e) Examine the reports of the auditor after receiving a report from the CEO on the matters and: 

a. determine if any matters raised require action to be taken by the Shire; and 

b. ensure that appropriate action is taken in respect of those matters.   

Seek information or obtain expert advice through the CEO on matters of concern within the scope of the 

Committee’s terms of reference following authorisation from the Council. 

Membership 

Four (4) Councillors; and 
Two (2) Community Members 
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Supporting Team Members 

Manager Financial & Corporate Services  
Manager Governance & Administration 
Chief Executive Officer or delegated nominee 
 
Meetings 

Quarterly for ordinary meetings and as required related to audit functions. 

Open to Public: No 

Voting: Voting is in accordance with Section 5.21 of the Act. 

Confidentiality: All Committee members will be required to adhere to the Shire’s confidentiality requirements 

as per the Code of Conduct for Council Members, Committee Members and Candidates.  

Conduct of Meetings: ARC Meetings will be held in accordance with the Act, subsidiary legislation, and the 

Shire’s Standing Orders.  

Committee Sitting Fees and Reimbursements 

The Shire is prohibited under Section 5.98-5.99 of the Act, and Regulation 30 of the Local Government 

(Administration) Regulations 1996, to pay a council member a fee for attending the ARC. 

Currently, the Shire is prohibited from remunerating independent committee members; however, 

reimbursement of approved expenses for independent members may be paid to each independent external 

member in accordance with Section 5.100 of the Act.  

The rules regarding remuneration for independent committee members are currently under review as part 
of the Local Government Reforms (2023). These guidelines are subject to any legislation changes. 
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AGENDA FOR AN AUDIT AND RISK COMMITTEE MEETING 
TO BE HELD ON 6 FEBRUARY 2024 
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12.4 SPRINGHAVEN UPDATE - CEO 22 
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14 CLOSURE 22 
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AGENDA 
 

1 DECLARATION OF OPENING 
The Chairman will declare the meeting open at ______ am and alert the meeting of the 
procedures for emergencies including evacuation, designated exits and muster points. 

 
 

2 ATTENDANCE, APOLOGIES & LEAVE OF ABSENCE 
 
MEMBERS 
Cr Roger Bilney  Member (Chairperson) 
Cr Paul Webb  Member 
Cr Mick Mathwin   Member  
Cr Kerryn Mickle  Member 
Cathrine Ivey   Community Member 
 
 
STAFF (OBSERVERS) 
Grant Thompson Chief Executive Officer 
Jill Johnson Manager Financial and Corporate Services 
Judy Stewart Manager Governance and Administration 
 
APOLOGIES 
 
 

3 SUMMARY OF RESPONSE TO PREVIOUS QUESTIONS TAKEN ON NOTICE 
Nil 

 
 

4 CONFIRMATION OF MINUTES 
Audit & Risk Committee Meeting held 5 September 2023 (Attachment 5.1) 
 
OFFICER RECOMMENDATION 
 
That the minutes of the Audit & Risk Committee Meeting held on 5 September 2023 be 
confirmed as a true and accurate record. 

 
 
 

5 BUSINESS ARISING 
 
 

6 DECLARATIONS OF INTEREST 
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7 SENIOR MANAGEMENT TEAM DISCUSSION 

In accordance with the Financial Management Review adopted in February 2019, one 
senior manager will attend the Audit & Risk Committee on a rotational basis to discuss 
the following: 

 Update on Manager’s areas of responsibility and current projects/issues; 

 Questions on Notice from the Audit and Risk Committee; 

 Management’s own recommendations for improvement in key areas. 

 

8 COMMITTEE TIMETABLE 

As a guide and subject to availability, each Audit & Risk Committee agenda will contain 
the following (list to be expanded at the suggestion of members): 
 
1st Quarter (January – March) 

  Committee Status Report 
  Compliance Audit Return 
  Summary of Risk Management 
  Volunteer Management 
  Leave Provision Adequacy 

  
2nd Quarter (April – June) 

  Committee Status Report 
  Summary of Risk Management 
 Business Continuity Plan Review 
 Shire President’s Vehicle Log Book 

 

3rd Quarter (July – September) 
     Committee Status Report 
  Interim Audit Report 
  Summary of Risk Management 
  Insurance Overview 

  

4th Quarter (October – December) 
  Committee Status Report 
  Audit Report & Management Letter 
  Annual Financial Report 
  Annual Report 
  Financial Management Review (each 3 years – 2021, 2024…) 
  Risk, Legal Compliance & Internal Controls review (each 3 years – 2021, 

2024…) 
  Summary of Risk Management 

 
The above list will remain at the commencement of each Committee agenda to act as a 
timetable and enable members to add to the items to be considered. 



 

Page 8 

Shire of Kojonup – Audit & Risk Committee Meeting – Agenda – 6 February 2024 

 

9 COMMITTEE STATUS REPORT 
 

Date Item Number & 
Title 

Issue Response Status 

2 November 
2022 

10.1 – Risk 
Management 
Update 

Risk Management Framework, Risk Register and 
Key Organisational Risks Review. 

To progress by 
September 2023 

To be 
commenced 

2 November 
2022 
 
 

11.2 – Financial 
Management 
Review 

 The recommendations and observations raised   

 within the Report be reported back to the Audit  

 and Risk Committee for monitoring. 

FMR adopted by Council, 
issues currently being 
addressed by Manager 
Financial & Corporate Services 

Ongoing 

28 February 
2023 

Comment Council to adopt and publish policies dealing with 
Communications and Attendance of Council 
members and the Chief Executive Officer at events. 

To progress by July 2023    Completed 
– Policies 
3.27 and 
3.28 – 
CM141/23 

5 September 
2023 

Information 
Request  

Roger House - Netball Courts costing (1/2 grant 
funded) figures – CEO/MFCS 

  

5 September 
2023 

Information 
Request 

Cr P Webb - List of vehicles containing trackers – 
CEO 

  

5 September 
2023 

  Information     
  Request 

Cr Gale - Expenditure - machinery maintenance 
and repairs – analyse to see if worthwhile 
upgrading or not – CEO/MFCS 

  

5 September 
2023 

10.1 - 
Documentation 

Risk Assessment and Acceptance Criteria including 
Likelihood x Consequence Matrix (Risk 
Management Framework) 

To be forwarded to Committee 
members  

Attachment – 
10.1.3 
Completed 

5 September 
2023 

13.1 - Information 
Request 

CEO and MFCS to look into feasibility of reduction 
in insurance premiums if the Shire was to increase 
insurance excesses   
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Date Item Number & 
Title 

Issue Response Status 

5 September 
2023 

 Documentation  New Organisational Workforce Structure – CEO To be forwarded to Committee 
members after announcement 
of same 
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10 SUMMARY OF RISK MANAGEMENT 
 
10.1 RISK MANAGEMENT UPDATE 
 

Please refer to the following attachments: 

 10.1.1  Risk Dashboard Report – February 2024 

 10.1.2  Risk Actions Report – February 2024 
 
10.2 WORK HEALTH AND SAFETY 
 The CEO will provide an update on Work Health and Safety matters. 
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11 OFFICER REPORTS 

 
11.1  ANNUAL FINANCIAL REPORT 2022/2023 AND GENERAL MEETING OF ELECTORS  

 

AUTHOR Grant Thompson  – Chief Executive Officer 

DATE Tuesday, 23 January 2024 

FILE NO FM.AUD.2 & FM.FNR.1 

ATTACHMENT(S) 11.1.1 - Annual Financial Report - Shire of Kojonup - 30 June 
2023 
11.1.2 - Final Management Letter - Shire of Kojonup - 30 June 
2023 
11.1.3 - Transmittal Letter to CEO - Shire of Kojonup - 30 June 
2023 
11.1.4 - Opinion - Shire of Kojonup - 30 June 2023 

 

‘PLACEMAKING’ STRATEGIC COMMUNITY PLAN JULY 2023 TO JUNE 2033 
 To be “The Cultural Experience Centre of the Great Southern” 

STRATEGIC/CORPORATE IMPLICATIONS 

Key Strategic Pillar/s Community Goal/s Corporate Objective/s 

Performance   12. A High Performing Council 12.1 SoK finances and 
funding 
12.2 SoK monitoring 
and reporting 

 

DECLARATION OF INTEREST 
Nil 
 
SUMMARY 
The purpose of this report is to consider the 2022/2023 Annual Financial Report, 
incorporating the Audit Report, and make a recommendation to Council. 
 
BACKGROUND 
Each local government is to prepare an annual report for each financial year. The report is a 
record of the Shire of Kojonup’s (Shire) activities for the financial year and is an integral part 
of the accountability principles established for local governments in Western Australia. 
 
COMMENT 
The Audit Report and Annual Financial Report will be considered by the Council at its 20 
February 2024 Ordinary Meeting.  The Auditor’s Management Letter is provided as 
additional information to the Committee and Council for transparency and full disclosure. It 
is suggested that the Annual Report, incorporating the aforementioned documents, be 
considered by Council at a Special Council Meeting to be called for 3.00pm, Tuesday, 5 March 
2024. 
 
The Annual Electors Meeting must be held within 56 days of the Council accepting the Annual 
Financial Report, with appropriate time being allowed after adoption to give notice of the 
meeting, say 14 days.  This effectively means that the Annual Electors Meeting needs to be 
held by 30 April 2024.  In previous years, the Annual Electors Meeting has been held in the 
evening following the Council Ordinary Meeting. It is recommended that the Annual Electors 
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Meeting be held after the 16 April 2024 Ordinary Meeting at the Kojonup Sporting Complex. 
 
The Annual Electors Meeting will be publicised in the Great Southern Herald, on the Shire 
website and Shire Facebook page as soon as possible after the date is set, and in the next 
available Kojonup News and Shire mediums. 
 
Significant Matters Raised in the Audit: 
 
Contained within the 2022/2023 Audit Report were matters identified as significant by the 
Auditor.  The matters raised as significant by the Auditor were as follows: 
 

1. Cost reallocation journal procedures 
Finding 
During the final audit several general journals posted to roads infrastructure job 
ledgers (for reallocation and allocation of capital costs) that were not adequately 
supported by documented evidence outlining the reasons and purpose of these 
journals. 
 
Implication 
Journals posted without appropriate evidence supporting adjustments to the 
financial report significantly increases the risk of material misstatement whether 
due to fraud or error, particularly in respect of capital costs recognised during the 
period. The implications could also extend to the Shire’s responsibilities for 
performing acquittals of grants funding received, these acquittal reports rely on 
the accurate recognition and treatment of capital costs within the Shire’s annual 
financial report. 
 
Recommendation 
The Shire should ensure procedures for reviewing and recognising cost allocation 
journals are adequately designed and implemented at all times. Reasons for 
allocations and adjustments should be documented and evidence for every journal 
posted, including appropriate rationale for capitalising costs associated with roads 
and other infrastructure projects with direct reference to the actual costs incurred. 
 
Management comment 
A process has been put in place to ensure that journals are justified with supporting 
documents before they are processed, along with two approval signatures. This 
two-step verification will include the Finance Officer raising the journal and the 
Manager Financial & Corporate Services approving as a second check. Re-
journaling should decline materially over the next twelve months as we procure 
better oversight of the financial controls across the organisation. 
 
2. General Journal Review Processes 
 
Finding 
While testing general journals four out of the ten tested general journals were not 
recorded as being reviewed by an authorised reviewer. 
 
We also noted that journals being prepared by your external consultant are not 
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being reviewed and approved by an authorised reviewer at the Shire. 
 
In 2022 5 out of the 30 general journals that tested were not marked as being 
reviewed by an independent authorised officer.  This has been upgraded from 
moderate to significant. 
 
Implication 
In the absence of adequate review of all general journals posted, there is an 
increased risk of unauthorised journals being posted whether due to fraud or error 
which may result in errors posted to the annual financial report. 
 
Recommendation 
We recommend that all general journals are reviewed by an appropriate person 
who is independent of the person performing the tasks. All general journals and 
supporting documentation should be reviewed by an appropriate officer and 
signed as evidence of review. 
 
Management comment 
Journals (along with backing paperwork) received from the External Consultant 
will be reviewed and signed by the Manager Financial & Corporate Services. 
 
The Shire acknowledges that a number of previous journals did not follow due 
process. 
 
With a restructure and appointment of new financial people in March 2023, the 
Shire believes these audit findings are the lag time between the business process 
changes. 
 
3. Employee related provisions 
 
Finding 
During the auditors review of employee long-service leave provisions at 30 June 
2023 it was noted provisions balances still exist for 51 employees that are no 
longer employed by the Shire. The estimated overstatement of the Shire’s long-
service leave provision is $92,840 at 30 June 2023. 
 
This finding was present in previous periods, however in 2023 the balance has 
continued to grow with no improvement in the Shire’s processes for recording and 
reviewing provisions balances. 
 
Implication 
Where inaccurate employee data is used to estimate the Shire’s employee related 
provisions, there is an increased risk of material errors occurring in the annual 
financial report. 
 
Recommendation 
The Shire should review the employee data used to develop and recognise 
employee related provisions and ensure this is current and up to date each year. 
Adjustments should be recognised to reduce the liability balances for any 
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entitlements paid or where the entitlement is no longer required to be recognised. 
 
Management comment 
The Shire is committed to fixing this problem of our payroll records and processes 
removing ex-employees from the system as the benefits are paid out. 
 
The LSL entitlements are currently being reviewed by the Finance Payroll Officer. 
These will be amended as required and any payments outstanding forwarded to 
the Australian Taxation Office for distribution to terminated employees. 
 
An LSL reconciliation process will become part of the EOFY process (along with 
other leave entitlements) to ensure all leave balances are correctly calculated and 
recorded. 

 
All other findings can be read in the management letter attached. 
 
CONSULTATION 
Auditors – Lincolns Accountants Albany 
The Office of the Auditor General 
Manager Financial and Corporate Services 
 
STATUTORY REQUIREMENTS 
Section 5.26 to 5.33; 5.53 & 5.54 of the Local Government Act 1995 
Section 7.12A (Duties of local government with respect to audits) of the Local Government 
Act 1995 
Regulation 50(1) (c) of the Local Government (Financial Management) Regulations 1996 
 
POLICY IMPLICATIONS 
There are no policy implications for this report. 
 
FINANCIAL IMPLICATIONS 
This item reports on the financial position of the Shire as at 30 June 2023.  The 
recommendation does not in itself have a financial implication. 
 
RISK MANAGEMENT IMPLICATIONS 
There are no risk management implications for this report. 
 
ASSET MANAGEMENT IMPLICATIONS 
There are no asset management implications for this report. 
 
SOUTHERN LINK VROC (VOLUNTARY REGIONAL ORGANISATION OF COUNCILS) IMPLICATIONS 
Nil 
 
VOTING REQUIREMENTS 
Absolute Majority 
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OFFICER RECOMMENDATION 
 
That it be recommended to the Council that: 
 
1. The 2022/2023 Audited Annual Financial Report be adopted;  
2. The Chief Executive Officer be requested to forward a copy of this Audit Committee 
recommendation, and the Council agenda item, to the Minister for Local Government and place 
them on the Shire of Kojonup website in accordance with Section 7.12A (Duties of local 
government with respect to audits) of the Local Government Act 1995;  
3. The matters raised in the Auditor’s Management Letter be noted, a report produced internally 
on how the significant items will be addressed, and those actions be included in the Committee 
Status Report of future Audit and Risk Committee agendas; and 
4. The Council direct the Chief Executive Officer to complete the Annual Report compilation and 
schedule: 

 a Special Council Meeting to be held at 3.00pm, Tuesday, 5 March 2024 to adopt the 
Annual Report; and 

 an Annual Electors Meeting to be held at 6.00pm, Tuesday, 16 April 2024 at the Kojonup 
Sporting Complex. 
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11.2  COMPLIANCE AUDIT RETURN 2023  
 

AUTHOR Judy Stewart – Manager Governance and Administration 

DATE Friday, 2 February 2024 

FILE NO CM.REP.1 

ATTACHMENT(S) 11.2.1 - Compliance Audit Return 2023 

 

‘PLACEMAKING’ STRATEGIC COMMUNITY PLAN JULY 2023 TO JUNE 2033 
 To be “The Cultural Experience Centre of the Great Southern” 

STRATEGIC/CORPORATE IMPLICATIONS 

Key Strategic Pillar/s Community Goal/s Corporate Objective/s 

Performance   12. A High Performing Council 12.2 SoK monitoring 
and reporting 

 
DECLARATION OF INTEREST  
Nil 
 
SUMMARY 
The purpose of this report is for the Audit and Risk Committee’s consideration and 
recommendation to Council for adoption of the Compliance Audit Return for 2023. 
 
BACKGROUND 
Completion of the Compliance Audit Return (CAR) is mandatory for each local government. 
Regulations 14 and 15 of the Local Government (Audit) Regulations 1996 require a local 
government to carry out a compliance audit for each calendar year. A local government’s 
Audit and Risk Committee must review the CAR and report same to Council to adopt after 
which a certified copy, together with a copy of the section of Council minutes adopting the 
CAR plus any other relevant information, must be submitted to the Department of Local 
Government, Sport and Cultural Industries (Department) by 31 March each year.  
 
Items of note in the 2022 CAR included the following: 

 all relevant persons to have lodged an annual return by 31 August annually; 

 delayed receipt of the Shire’s Audit Report; 

 the need to complete a report on the training completed by Council members in the 
2021/2022 year, by 31 July 2022; and 

 the need for Council to adopt and publish a policy dealing with attendance of Council 
members and the Chief Executive Officer (CEO) at events. 

 
All of the above requirements have been dealt with accordingly. A policy dealing with 
Councillor and CEO attendance at events was adopted by Council at its 12 December 2023 
Ordinary Meeting (CM 141/23). 
 
COMMENT 
The 2023 CAR has been completed following a review of processes and documentation for 
each activity/area in which compliance is being assessed against the Local Government Act 
1995 and its associated regulations.   
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Items of note in the 2023 CAR include the following: 
 

Finance – Question 5 – Due to the date of receipt of the Auditor’s Report (19 
December 2023), Council can still comply with the requirement to provide a copy 
of the Auditor’s Report to the Minister within the required three month timeframe; 
however, cannot state that it has done so already.  
 
Integrated Planning and Reporting – Question 2 – Council has not yet adopted its 
Corporate Business Plan; it is anticipated that this will occur at its 20 February 2024 
Ordinary Meeting.  

 
This item is for the Audit and Risk Committee’s consideration and recommendation to the 
Council for adoption and subsequent submission to the Department by 31 March 2024.  
 
CONSULTATION 
Chief Executive Officer 
Project Manager/Community Services 

  
STATUTORY REQUIREMENTS 
14. Compliance audits by local governments 

 (1) A local government is to carry out a compliance audit for the period 1 January to 
31 December in each year. 

 (2) After carrying out a compliance audit the local government is to prepare a 
compliance audit return in a form approved by the Minister. 

 (3A) The local government’s audit committee is to review the compliance audit return 
and is to report to the council the results of that review. 

 (3) After the audit committee has reported to the council under subregulation (3A), the 
compliance audit return is to be — 

 (a) presented to the council at a meeting of the council; and 

 (b) adopted by the council; and 

 (c) recorded in the minutes of the meeting at which it is adopted. 

 [Regulation 14 inserted: Gazette 23 Apr 1999 p. 1724-5; amended: Gazette 30 Dec 2011 
p. 5580-1.] 

15. Certified copy of compliance audit return and other documents to be given to 
Departmental CEO 

 (1) After the compliance audit return has been presented to the council in accordance 
with regulation 14(3) a certified copy of the return together with — 

 (a) a copy of the relevant section of the minutes referred to in 
regulation 14(3)(c); and 

 (b) any additional information explaining or qualifying the compliance audit, 

 is to be submitted to the Departmental CEO by 31 March next following the period to 
which the return relates. 

 (2) In this regulation — 



 

Page 18 

Shire of Kojonup – Audit & Risk Committee Meeting – Agenda – 6 February 2024 
 
 
 

 

 certified in relation to a compliance audit return means signed by — 

 (a) the mayor or president; and 

 (b) the CEO. 

 [Regulation 15 inserted: Gazette 23 Apr 1999 p. 1725; amended: Gazette 26 Jun 2018 
p. 2386.] 

 
POLICY IMPLICATIONS 
Nil 
 
FINANCIAL IMPLICATIONS 
Nil 
 
RISK MANAGEMENT IMPLICATIONS 

RISK MANAGEMENT FRAMEWORK  

Risk Profile Risk 
Description/Cause 

Key Control Current Action  

3. Failure to Fulfil 
Compliance 
Requirements 
(Statutory/Regulatory) 

Inadequate 
compliance 
framework 

Compliance Audit 
Report 

Nil (key control 
being undertaken) 

Risk rating - Adequate 

IMPLICATIONS 

Maximising compliance with legislation mitigates risk of damage to image and reputation 
as well as penalties associated with non-compliance; compliance demonstrates that best 
practice methodology is in place.  

 
ASSET MANAGEMENT IMPLICATIONS 
Nil 
 
SOUTHERN LINK VROC (VOLUNTARY REGIONAL ORGANISATION OF COUNCILS) IMPLICATIONS 
Nil 
 
VOTING REQUIREMENTS 
Simple Majority  
 
OFFICER RECOMMENDATION 
 
That it be recommended to the Council that the Compliance Audit Return for 2023, as 
attached, be adopted. 
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11.3  REVIEW OF VOLUNTEER HANDBOOK 
 

AUTHOR Judy Stewart – Manager Governance and Administration  

DATE Friday, 2 February 2024 

FILE NO CM.POL.1 

ATTACHMENT(S) 11.3.1 - Volunteer Handbook – existing (2022) copy showing 
proposed change 

 

‘PLACEMAKING’ STRATEGIC COMMUNITY PLAN JULY 2023 TO JUNE 2033 
 To be “The Cultural Experience Centre of the Great Southern” 

STRATEGIC/CORPORATE IMPLICATIONS 

Key Strategic Pillar/s Community Goal/s Corporate Objective/s 

Performance   12. A High Performing Council 12.2 SoK monitoring 
and reporting 

 
DECLARATION OF INTEREST 
Nil 
 
SUMMARY 
The purpose of this report is to review the Shire of Kojonup’s (Shire) Volunteer Handbook. 
 
BACKGROUND 
The Shire’s Volunteer Management Handbook (Handbook) was originally produced in 2016 
in line with Council’s adoption of its Volunteer Management Policy (Policy 2.3.8). Significant 
changes were made in November 2018 to form a less cumbersome and more user friendly 
Handbook and further reviews have been undertaken on an annual basis.  
 
With the exception of volunteer firefighters who are recognised and supported via the Bush 
Fire Advisory Committee and relevant legislation, the Handbook represents a detailed point 
of reference for other Shire volunteers, provides guidance to managers overseeing volunteer 
programmes and recognises volunteers as an integral part of our organisation. The provision 
of a Handbook for volunteers is also in keeping with Work Health and Safety best practice 
principles, working to protect the employer and the volunteer. 
 
The Shire has many different activities that volunteers engage in (mainly at the Kodja Place 
precinct, Springhaven Frail Aged Lodge, the Kojonup Library and as Friends of Myrtle Benn) 
working alongside staff to deliver and enhance services and initiatives offered by the Shire. 
Without the support and contribution provided by volunteers, some of these services and 
initiatives would be difficult to sustain into the future.  
 
COMMENT 
There are nil suggested updates as of this review – the only change has been to the 
document’s date of review (attachment 11.3.1).    
 
CONSULTATION 
Chief Executive Officer 
Managers 
Senior Horticulturist 
Senior Library Officer 
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STATUTORY REQUIREMENTS 
Section 5.40 (e) of the Local Government Act 1995  

5.40. Principles affecting employment by local governments 

 The following principles apply to a local government in respect of its 
employees —  
(e) employees are to be provided with safe and healthy working conditions in 

accordance with the Work Health and Safety Act 2020; 
 

Division 4, Subdivision 1 - 4. - Work Health and Safety Act 2020 (replacing OSH Act 
1984) - Definitions – 
 

volunteer means a person who is acting on a voluntary basis (irrespective of 
whether the person receives out-of-pocket expenses); 
 
Section 7. Meaning of worker 
(1) A person is a worker if the person carries out work in any capacity for 
a person conducting a business or undertaking, including work as —  
   (h) a volunteer; 

  

POLICY IMPLICATIONS 
Policy 2.3.8 – Volunteer Management  
 
FINANCIAL IMPLICATIONS 
In addition to the social and community benefits associated with volunteering, the value 
adding that occurs without incurring wage expenses contributes to the ongoing provision of 
services and initiatives that otherwise may not happen. 
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RISK MANAGEMENT IMPLICATIONS 

RISK MANAGEMENT FRAMEWORK 

Risk Profile Risk Description/Cause Key Control Current 
Action  

5 - Employment 
Practices 
 
 
 
 
 
 
 
 
14 - Safety and 
Security 

Failure to effectively 
manage and lead human 
resources (full-time, 
part-time, casuals, 
temporary and 
volunteers).   
 
Inadequate induction 
practices. 
 
Inadequate policy, 
frameworks, systems 
and structure to prevent 
the injury of visitors, 
staff, volunteers, 
contractors and/or 
tenants. 

Induction process  
 
 
 
 
 
 
 
 
 
Contractor/Staff/Volunteer 
site inductions 

Nil 
 
 
 
 
 
 
 
 
 
 
Nil 

Risk rating – Adequate/Adequate 

IMPLICATIONS 

A Volunteer Handbook ensures that the Shire’s volunteers, and their managers, are provided 
with the necessary information to ensure duties are undertaken in a safe manner and 
volunteers are informed of their rights and obligations.   

 
ASSET MANAGEMENT IMPLICATIONS 
Nil 
 
SOUTHERN LINK VROC (VOLUNTARY REGIONAL ORGANISATION OF COUNCILS) IMPLICATIONS 
Nil 
 
VOTING REQUIREMENTS 
Simple Majority 
 
OFFICER RECOMMENDATION 
 
That the revised Volunteer Handbook 2024, as attached, be adopted. 
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12 CEO UPDATES  
 
12.1 BUDGET UPDATE 
12.2 RISK REVIEW  
12.3 WORK HEALTH AND SAFETY UPDATE   
12.4 SPRINGHAVEN UPDATE - CEO  
 
 
13 OTHER ITEMS FOR DISCUSSION OR FURTHER RESEARCH AS RAISED BY MEMBERS 

 
 

13 NEXT MEETING 

The next meeting of the Audit and Risk Committee is scheduled to be held Tuesday, 7 May 
2024 at 9:00am.  

 

 
14 CLOSURE 

There being no further business to discuss, the Chairperson thanked members for their 
attendance and declared the meeting closed at _________am.  
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 ATTACHMENTS (SEPARATE) 
 

5.1 - Audit & Risk Committee Minutes 5 September 2023 
 
10.1.1 - Risk Dashboard Report – January 2024 
10.1.2 - Risk Actions Report – January 2024 
 
11.1.1 - Annual Financial Report - Shire of Kojonup - 30 June 2023 
11.1.2 - Final Management Letter - Shire of Kojonup - 30 June 2023 
11.1.3 - Transmittal Letter to CEO - Shire of Kojonup - 30 June 2023 
11.1.4 - Opinion - Shire of Kojonup - 30 June 2023 
 
11.2.1 – Compliance Audit Return 2023 
 
11.3.1 – Volunteer Handbook – existing copy (2022) showing proposed change 
 
 



 

 

SHIRE OF KOJONUP 
 
 
 
 
 

 

 

 
 

Audit & Risk Committee  
 

Minutes  
 

5 September 2023 
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TERMS OF REFERENCE 
 

AUDIT & RISK COMMITTEE 
 
Function: 
This Committee is responsible for assisting Council in recommending appropriate actions to Council 
with regards to audit, risk and governance management to ensure accountability to the community 
in its responsibilities. 
 
Duties and Responsibilities: 

 Receive and review the biannual reports from the Chief Executive Officer (CEO) regarding the 
appropriateness and effectiveness of the Shires risk management, internal controls and 
legislative compliance and make recommendations to Council; 

 Recommend and review the Shire’s Risk Appetite Statement in order to set the Risk Tolerance 
of the Council; 

 Monitor and receive reports concerning the development, implementation and on-going 
management of the Shire’s Risk Management Plan and the effectiveness of its Risk Management 
Framework; 

 Provide advice and assistance to Council as to the carrying out of its functions in relation to 
audits and recommend; 
a) a list of those matters to be audited; and 
b) the scope of the audit to be undertaken; 

 Meet with the auditor yearly and provide a report to Council on the matters discussed and the 
outcome of the discussions; 

 Liaise with the (CEO) to ensure that the Shire does everything in its power to: 
a) assist the auditor to conduct the audit and carry out his or her other duties under the Local 

Government Act 1995; and 
b) ensure that audits are conducted successfully and expeditiously; 

 Examine the reports of the auditor after receiving a report from the CEO on the matters and:  
a) determine if any matters raised require action to be taken by the Shire; and 
b) ensure that appropriate action is taken in respect of those matters;   
c) Review the report prepared by the CEO in respect of any matters raised in the report of the 

auditor and present the report to Council for adoption prior to the end of the next financial 
year or six months after the last report prepared by the auditor is received, whichever is the 
latest; 

 Review the scope of the Audit Plan and its effectiveness; 

 Consider and recommend adoption of the Annual Financial Report to the Council; 

 Address issues brought to the attention of the Committee, including responding to requests 
from Council for advice that are within the parameters of the Committee's terms of reference; 

 Seek information or obtain expert advice through the CEO on matters of concern within the 
scope of the Committee’s terms of reference following authorisation from the Council; and 

 Review the annual Statutory Compliance Return and make a recommendation on its adoption 
to Council. 

 
Membership 
Four (4) Councillors; and 
Two (2) Community Members. 
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MINUTES OF AN AUDIT AND RISK COMMITTEE MEETING 
HELD ON 5 SEPTEMBER 2023 

 

TABLE OF CONTENTS 
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15 CLOSURE 12 
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MINUTES 
 

1 DECLARATION OF OPENING 
The Chairman declared the meeting open at 9.14am and alerted the meeting of the 
procedures for emergencies including evacuation, designated exits and muster points. 

 
 

2 ATTENDANCE, APOLOGIES & LEAVE OF ABSENCE 
MEMBERS 
Cr Gale   Member (Chair) 
Cr P Webb   Member 
Cr Egerton-Warburton Member 
Cr Bilney    Member  
Roger House   Community Member 
 
STAFF (OBSERVERS) 
Grant Thompson Chief Executive Officer (CEO) 
Jill Johnson Manager Financial and Corporate Services (MFCS) 
Judy Stewart Manager Governance and Administration (MGA) (Minutes) 
 
APOLOGIES 
James Hope   Community Member 
 
VISITORS 
Cr Radford    President (10.25am) 
Cr F Webb   Councillor (10.35am) 
 
 

3 PUBLIC QUESTION TIME 
Nil 
 
 

4 SUMMARY OF RESPONSE TO PREVIOUS QUESTIONS TAKEN ON NOTICE 
Nil 

 
 

5 CONFIRMATION OF MINUTES 
Audit & Risk Committee Meeting held 2 May 2023 (Attachment 5.1) 
 
OFFICER RECOMMENDATION/COMMITTEE DECISION 
 
AR8/24 Moved Cr Egerton-Warburton Seconded Cr Bilney 
That the minutes of the Audit & Risk Committee Meeting held on 2 May 2023 be confirmed 
as a true and accurate record. 

CARRIED 5/0 
 
For: Cr Gale, Cr P Webb, Cr Egerton-Warburton, Cr Bilney, Roger House 
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6 BUSINESS ARISING  
 

6.1 CASHFLOWS 

 Cashflow reports will be generated for Springhaven, Kodja Place, and the Shire 
Administration cost centres.  

 A cashflow for 2024/2025 (cash in/cash out) will be commenced noting that some of 
the revenue streams included in 2023/2024 will not be available in 2024/2025. 

 
6.2 2023-2024 BUDGET 

 This year’s budget has not included plant and machinery expenditure; in lieu $360,000 
has been allocated to an Information Communication Technology (ICT) upgrade. 

 Labour costs – reduced numbers but wage increase across the board (5.8%) has 
resulted in a $350,000 increase in total wage bill.  

 Enterprise Bargaining Agreement negotiations – affected by move from Federal system 
to WA Industrial Relations Commission.  

 Currently collecting Plant and Equipment hours to analyse/consider pushing out 
replacement timeframes. 

 Pool – operations satisfactory, the chlorinator has recently been replaced.  

 Long Term plans related to integrated planning are due this year. 

 

 

 

 

 

 

 

 

 
 
The Manager Financial and Corporate Services left the meeting at 9.35am and returned at 9.38am.  

 

7 DECLARATIONS OF INTEREST 
 Nil  
  

COMMITTEE RECOMMENDATION  
 
AR9/25 Moved Cr Bilney   Seconded Roger House 
That it be recommended to Council that 2024/2025 cashflows be developed separately 
for the entire Shire organisation, Springhaven, and Black Cockatoo Café over the course 
of the next twelve months.  
         CARRIED 5/0 
 
For: Cr Gale, Cr P Webb, Cr Egerton-Warburton, Cr Bilney, Roger House 
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8 COMMITTEE TIMETABLE 

As a guide and subject to availability, each Audit & Risk Committee agenda will contain 
the following (list to be expanded at the suggestion of members): 
 
1st Quarter (January – March) 

  Committee Status Report 
  Compliance Audit Return 
  Summary of Risk Management 
  Volunteer Management 
  Leave Provision Adequacy 

  
2nd Quarter (April – June) 

  Committee Status Report 
  Summary of Risk Management 

 Business Continuity Plan Review 
 Shire President’s Vehicle Log Book 

 

3rd Quarter (July – September) 
     Committee Status Report 
  Interim Audit Report 
  Summary of Risk Management 
  Insurance Overview 

  

4th Quarter (October – December) 
  Committee Status Report 
  Audit Report & Management Letter 
  Annual Financial Report 
  Annual Report 
  Financial Management Review (each 3 years – 2018, 2021…) 
  Risk, Legal Compliance & Internal Controls review (each 3 years – 2021, 

2024…) 
  Summary of Risk Management 

 
The above list will remain at the commencement of each Committee agenda to act as a 
timetable and enable members to add to the items to be considered. 
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9 COMMITTEE STATUS REPORT 
 

Date Item Number & 
Title 

Issue Response Status 

2 November 
2022 

10.1 – Risk 
Management 
Update 

Risk Management Framework, Risk Register and 
Key Organisational Risks Review. 

To progress by 
September 2023 

To be 
commenced 

2 November 
2022 
 
 

11.2 – Financial 
Management 
Review 

 The recommendations and observations raised   

 within the Report be reported back to the Audit  

 and Risk Committee for monitoring. 

FMR adopted by Council, 
issues currently being 
addressed by Manager 
Financial & Corporate Services 

Ongoing 

28 February 
2023 

Comment Council to adopt and publish policies dealing with 
Communications and Attendance of Council 
members and the Chief Executive Officer at events. 

To progress by July 2023   In progress 

5 September 
2023 

Information 
Request  

Roger House - Netball Courts costing (1/2 grant 
funded) figures – CEO/MFCS 

  

5 September 
2023 

Information 
Request 

Cr P Webb - List of vehicles containing trackers – 
CEO 

  

5 September 
2023 

  Information     
  Request 

Cr Gale - Expenditure - machinery maintenance 
and repairs – analyse to see if worthwhile 
upgrading or not – CEO/MFCS 

  

5 September 
2023 

10.1 - 
Documentation 

Risk Assessment and Acceptance Criteria including 
Likelihood x Consequence Matrix (Risk 
Management Framework) 

To be forwarded to Committee 
members  

Attachment – 
10.1.3 

5 September 
2023 

13.1 - Information 
Request 

CEO and MFCS to look into feasibility of reduction 
in insurance premiums if the Shire was to increase 
insurance excesses   

  

5 September 
2023 

 Documentation  New Organisational Workforce Structure – CEO To be forwarded to Committee 
members after announcement 
of same 
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10 SUMMARY OF RISK MANAGEMENT 
 

10.1 RISK MANAGEMENT UPDATE 

Please refer to the following attachments: 

 10.1.1  Risk Dashboard Report – September 2023 

 10.1.2  Risk Actions Report – September 2023 

 10.1.3  Risk Assessment and Acceptance Criteria 
 
10.2 WORK HEALTH AND SAFETY 

 The CEO provided an update on Work Health and Safety (WHS) matters –  

 Currently seeking WHS representatives in order to meet the quota of management 
representatives/WHS representatives at WHS meetings and fulfil quorum 
requirements 

 Currently have two active Workers Compensation claims 
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11 OFFICER REPORTS 

 
11.1 INSURANCE POLICIES 

 

AUTHOR Jill Johnson – Manager Financial & Corporate Services 

DATE Tuesday, 29 August 2023 

FILE NO RM.REG.1 

ATTACHMENT(S) 11.1.1 - Vehicle and Plant Register 
11.1.2 - Property Register 

 

STRATEGIC/CORPORATE IMPLICATIONS 

“Smart Possibilities – Kojonup 2027+” “Smart Implementation – Kojonup 
2018-2022” 

Key Pillar Community Outcomes Corporate Actions 

KP 3 – Performance  3.4 Be organised and 
transparent with our 
financial management 

3.4.2 Act with sound long-term and 
transparent financial management and 
deliver residents considered value for 
money.  

 
DECLARATION OF INTEREST  
Nil 
 
SUMMARY 
The purpose of this report is to inform the Audit and Risk Committee of the insurance levels 
and associated costs held by the Shire of Kojonup (Shire) for the 2023/2024 financial year. 
 
BACKGROUND 
Insurance is one of the Shire’s largest annual expenses and most important risk management 
tasks and, therefore, it is appropriate that the Council, in addition to staff, be comfortable 
with the levels of insurance taken out.  
 
COMMENT 
The Shire of Kojonup obtains insurance cover through LGIS (Local Government Insurance 
Services). LGIS is partly owned by WALGA and offers insurance through its Scheme 
Membership and also through policies taken out with insurers. It is able to obtain policies 
from main stream insurance at a reduced rate as it brokers on behalf of all scheme members. 
 
Below is a list of insurances held by the Shire for the 2023/2024 financial year including the 
insurance provider, limit of liability and the cost of premium.  
 
There has been an overall increase of 13.81% on last year; this is, however, lower than the 
predicted 15% forecast.  

 LGIS Property has a scheme portfolio rate increase of 3%.  

 LGIS Motor Vehicle Fleet has a minor rate increase due to 5yr claims loss ratio at 66% 
and a small uplift in total fleet value.  

 Workcare has a minor increase from 2.75% to 3% due to 5yr claims loss ratio at 127% 
and minor lift in salaries. 
 

file://///PDCSERVER.SOK.local/Company/Governance/COUNCIL%2004/Meetings%20&%20Committees%20of%20Council%2004.05.01/Council/2019/08%20-%20August%202019/Attachments/Attachment%2012.5.1.pdf
file://///PDCSERVER.SOK.local/Company/Governance/COUNCIL%2004/Meetings%20&%20Committees%20of%20Council%2004.05.01/Council/2019/08%20-%20August%202019/Attachments/Attachment%2012.5.2.pdf
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Policy 2022/2023 
Premium 

2023/2024 
Premium 

Insurer Liability Interest Protected 

LGIS Bushfire 
 

   $36,775  $52,605 Scheme $500k Volunteer Bushfire members, 
medical expenses, loss of 
salary/wages and death benefits 

LGIS Liability $40,920 $40,920 Scheme $500m Public liability - Death or 
Personal Injury, Loss or Damage 
to Property 

Casual Hirers 
Liability 

$ 0 $0 Covered by 
Scheme 

$10m Legal liability to third parties for 
death, illness or personal injury 
and loss of damage to property 
at hired facility 

Commercial 
Crime and Cyber 
Liability 

$4,428 $4,198 Scheme $400k Direct financial loss sustained by 
member 

LGIS Property $122,431 $114,555 Scheme $600m Physical loss, destruction or 
damage to property including 
machinery breakdown and 
electronic equipment 

LGIS Workcare $140,663 $149,250 Scheme $500k Workers Compensation and 
Injury Management including 
Journey Accident Cover 

Corporate 
Travel 

$878 $854 Scheme $10m External Journey beyond 50km 

Management 
Liability 

$40,025 $38,136  Scheme $4.25m Councillors and Officers Liability 
and Employment practices 
Liability 

Marine Cargo $693 $725 QBE $400k All goods &/or interests 
belonging &/or appertaining 
whilst in transit by land, air, 
water and parcel post 

Motor Vehicle $70,966 $72,441 Scheme $3.2m All motor vehicles and trailers 
owned leased or mortgaged 
under hire purchase or hired in 
or let out. Includes volunteer 
bushfire brigade members’ 
vehicles.  

Personal 
Accident -
Volunteers , 
Councillors 

$517 $508 Scheme $300k Elected members and 
volunteers if injured or die 
whilst engaged in work for the 
Shire if said work is authorised 
by the Shire 

Medical 
Malpractice 
Liability 

$7,519 $6,835 
 

Vero 
Insurance 

$20m Cover of Medical Practice 
lawsuits for Springhaven   

TOTAL $465,815 $481,027    

 
CONSULTATION 
David Woods – Account Manager, LGIS 
Grant Thompson – Chief Executive Officer 
Jill Johnson – Manager Financial & Corporate Services 
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STATUTORY REQUIREMENTS 
Local Government Act 1995 Section 5.42(1) 
 
Delegation Register – Admin 007 – Entering into Contracts of Insurance 

The Chief Executive Officer (CEO) is Delegated Authority to enter into appropriate 
contracts of insurance. In exercising the delegation, the CEO is to have regard to the 
provisions of the Annual Budget.  

 
Section 5.49(2) (Workers’ compensation arrangement) of the Local Government Act 1995 
states: 

(2) WALGA is to establish and manage, for the benefit of itself and any eligible body that 
chooses to participate, a group self-insurance arrangement against liability to pay 
compensation under the WCIM Act. 

 
POLICY IMPLICATIONS 
2.1.8 – Financial Governance – Management of financial risk prudently, having regard to 
economic circumstances. 
 
FINANCIAL IMPLICATIONS 
Insurance is the most important risk management task undertaken each year. Insurance is 
the Shire’s single largest ongoing external cost and without adequate cover the Shire is 
extremely exposed to financial and property loss and open to liability. 
 
RISK MANAGEMENT IMPLICATIONS 
Without sufficient insurance cover the Shire runs the risk of being unable to maintain its 
current level of service in the event of a major/catastrophic loss and possibly exposes itself 
to litigation costs if not adequately insured. 
 
ASSET MANAGEMENT IMPLICATIONS 
Nil 
 
SOUTHERN LINK VROC (VOLUNTARY REGIONAL ORGANISATION OF COUNCILS) IMPLICATIONS 
Nil 
 
VOTING REQUIREMENTS 
Simple Majority  
 

 
 
 
 
 
 
  

OFFICER RECOMMENDATION/COMMITTEE RECOMMENDATION 
 
AR10/26 Moved Cr P Webb   Seconded Cr Egerton-Warburton 
 
That it be recommended to Council that the information regarding the levels of the Shire of 
Kojonup’s insurance for the 2023/2024 financial year be noted. 

          CARRIED 5/0 
 

For: Cr Gale, Cr P Webb, Cr Egerton-Warburton, Cr Bilney, Roger House 
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12 CEO UPDATES  
 
Cr Radford entered the meeting at 10.25am. 
Cr F Webb entered the meeting at 10.35am.  
 

12.1  DRAFT RESPONSE TO INTERIM AUDIT LETTER 

(see attached correspondence 12.1.1 – CEO to present on matters raised in 
correspondence) 
The CEO discussed the findings contained in the Interim Audit Letter and the actions being 
taken to address identified issues.  

  
12.2 BUDGET AND ANNUAL OPERATING PLAN UPDATE – PRESENTATION BY CEO 

The CEO gave a summarised presentation of the 2023/2024 Annual Budget and an operating 
plan update. 

 
12.3  JOURNAL ENTRY ISSUES RELATED TO PRIOR GRANT FUNDING - CEO 

The CEO explained journal entry issues relating to prior grant funding and actions being taken 
to address those issues.  

 
12.4 SPRINGHAVEN UPDATE - CEO 

The CEO advised that the Shire will review possible aged care facility grant funding which 
may be available to grow Aged Care in Kojonup. The Shire has access to land that it may be 
able to leverage to attract capital.   

 
Cr F Webb left the meeting at 10.50am and re-entered at 10.54am.  
  
 
13 OTHER ITEMS FOR DISCUSSION OR FURTHER RESEARCH AS RAISED BY MEMBERS 
 

13.1  INSURANCE PREMIUMS 

Cr Gale – request for research into higher insurance excesses to potentially result in reduced 
insurance premiums. 

 
 
14 NEXT MEETING  

The next meeting of the Audit and Risk Committee is scheduled to be held Tuesday, 7 
November 2023 at 9:00am.  

 

 
15 CLOSURE 

There being no further business to discuss, the Chairman thanked members for their 

attendance and declared the meeting closed at 10.56am. 
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 ATTACHMENTS (SEPARATE) 
 

5.1 - Audit & Risk Committee Minutes 2 May 2023 
10.1.1 - Risk Dashboard Report – September 2023 
10.1.2 - Risk Actions Report – September 2023 
10.1.3 – Risk Assessment and Acceptance Criteria  
11.1.1 - Vehicle and Plant Register 
11.1.2 - Property Register 
12.1.1 – Draft Response to Interim Audit Letter 
 

file://///PDCSERVER.SOK.local/Company/Governance/COUNCIL%2004/Meetings%20&%20Committees%20of%20Council%2004.05.01/Council/2019/08%20-%20August%202019/Attachments/Attachment%2012.5.1.pdf
file://///PDCSERVER.SOK.local/Company/Governance/COUNCIL%2004/Meetings%20&%20Committees%20of%20Council%2004.05.01/Council/2019/08%20-%20August%202019/Attachments/Attachment%2012.5.2.pdf




Actions Risk Profile Due Date Responsibility Action Status Actions Risk Profile Due Date Responsibility Action Status

Commence annual building inspections 2 Mar-22 MRS

14/7/21 Spreadsheet being developed. 

BMC to start doing tenanted building 

inspections end of March - 2 weeks' 

notice (3 per week) BMC started 

inspections (2022) but not recorded on 

spreadsheet.  Due to BMC resigning 

the Shire is behind on annual building 

inspections.  Restructuring the 

Property Management area will 

support getting this back on schedule.

Formation of Position Descriptions for 

Volunteers - progressing.
4 Apr-22 CEO

Managers to form position 

descriptions.  SH has volunteers' 

handbook which acts as a PD. Library 

PD completed. In draft form.

14/7/21 - Volunteer PD's completed for 

Parks/Reserves, KP and Library and 

are now in use.  Volunteer Manual also 

updated to reflect minor amendments. 

80% completed Volunteer handbook 

being updated for KP.

Handbook completed with November 

2022 updates. Completed.

Formalise exit interview procedure - 

template for review
5 Apr-22 CEO  Finalise EBA 5 Dec-23 CEO

CEO will take the lead and is currently 

reviewing the process to undertake 

EBA negotiations 2nd Quarter 2022. 

After strategic planning process. 1 

quarter behind on Strategic Planning 

and there interdependency on this item 

means the EBA discussion pushed out 

until 1 Quarter 2023.  New EBA must 

align to the WA Industrial relations 

framework as local government is now 

covered by the WAIRC not Fairworks 

Australia.

Underway - delays with 

implementation of WAIRC, EBA 

negotiations forecast late 202.  CEO 

discussed timeline with ASU (Union), 

back end of year.  ASU distracted by 

other areas of local government, CEO 

expecting to be approached with 

timeframe soon. Expected to 

commence first half of 2024. CEO to 

update on industrial issues occurring in 

the sector.

Implement user-friendly stock control and 

reconciliation (fuel) procedure
12 Jul-22

CEO/MWS/ 

MFCS

Work group addressing the issue led 

by FO. Finance Officer to work with 

Depot. Monthly reconciliations are now 

greatly improved, albeit still a manual 

process.  Once procedure has been 

decided. 

New MFCS to review inventory and 

stock management process in 2024

Restrict access to non-

compliant/damaged/dangerous buildings 

until the future of these buildings is 

determined.

1 May-22 MRS

Inspection of public buildings required 

to establish any non-compliance, 

damage or danger. MRS/BS to 

coordinate annual inspection of 

buildings.  List to be compiled of 

relevant buildings; produce checklist 

and assess as part of budgetary 

process. 

Annual inspections now scheduled pre-

budget (March) each year - No 

buildings 



Risk assessment of Showgrounds 1 Dec-23 CEO

LGIS assessment completed. Budget 

for consultant - existing or move - 

community/stakeholder views. 

Need to review Showground report.

Develop Lease agreements register for all 

Shire facilities - progressing community 

hall agreements, sporting group 

agreements.

Governance issue

10 Jul-23 CEO

Community Halls management - draft 

MOU with CEO/MCCS.

Kojonup Historical Society (Elverd 

Cottage, Barracks and Post Office) 

lease agreement - draft forwarded to 

CEO & MCCS 27/05/21 for comment.

Kojonup Bowling Club - draft in 

progress.  So many buildings still 

without leases.  Not completed, a 

priority for this financial year (2022/23) 

to finalise relationships with 

Community groups and assets.

List being compiled

CEO auditing currently

Documents to be completed July 2023.  

Ongoing.  Governance identifying 

areas of review

MOU for Community Halls - together with 

previous
1 Jul-23 CEO

Community Halls management - draft 

MOU with CEO/MCCS

Governance issue. Ongoing.

Negotiate Service level agreement with 

Vendors.
11 Jun-22 CEO

Ramped Technology.  New licencing 

agreement due in April 2023, CEO 

investigating preferred vendors to 

replace hardware, architecture and 

software requirements for the Shire.

Request for Proposal being developed; 

to be advertised shortly.  RFP 

documentation drafted and finalised, 

will be advertised first two weeks of 

May.  CEO has discussed risks with 

Ramped, Request for Proposal drafted 

for managed services and cyber 

security and expected to be advertised 

in September.  ICT Managed Service 

tender 02 2023 under analysis and 

review

Review and test LEMA Plan 2 Apr-22 MRS 
 Plan to be tested asap   Done, 

approved and endorsed.

Draft Improved Events planning process 

guidelines (including Planning Approvals, 

risk assessments, event management 

plans, food safety at stalls etc).

10 Jun-22 MRS

Event plan application has been 

established. Itinerant traders - Done 

new events application with all

Develop post event procedures and event 

evaluation debrief - together with previous - 

end to end process for event management

10 Mar-22 MRS Progressing - In process
Community education re public events on 

private property - together
10 Mar-22 MRS Progressing  - In process



Annual tenancy inspections for staff and 

public housing - scheduled & notice in 

writing - same date as for no. 1

10 Mar-22 MRS

Starting early 2022 - Completed  

Inspections done but not captured on 

spreadsheet

Annual inspections occurring, Delayed 

due BMC resinging and no 

replacement

Implement formal project management 

guidelines
13 May-22 CEO

Implementation 2nd Quarter 2022 - 

framework back to SMT.  Related to 

new system changes regarding ICT, 

Project Management Framework 

(PMF) being rolled out 2023.

Biannual inspections take plac.  

Project Management body of 

knowledge being rolled out in new 

Corporate Business Plan and aligned 

to structural changes July 1st 2023.  

Project Manager contracted, new 

structure rolling out as of 19 May 2023. 

CEO can provide verbal presentation 

at meeting.  Currently rolling out with 

the appointment of Project 

Manager/Community Services 

(PMCS), forms being developed and 

team being educated on PM 

Framework within the Shire.

Conduct annual evacuation drill at all 

facilities
14 Apr-23 CEO

Progressing, training of fire wardens to 

occur.  Drill to be scheduled 1st 

Quarter 2022 Ongoing - to be placed 

on Governance Calendar

Ongoing. Needs scheduling 

Implement a formal peer review process 8 Dec-23 CEO

Link to PM framework - SMT to 

discuss.  CEO to investigate what this 

is, not started

Ongoing This is a benchmarking 

exercise Shire Vs Shire.  CEO to 

progress early 2024 after 6 months of 

SCP. Benchmarking exercise to 

commence 2024

Fobs security improvements for 

administration building

9 Dec-23 CEO

Fob quotes requested.  Whole of 

Security review to commence 1st half 

of 2022. Monitor through security 

review. 

Security review deferred to late 2023 in 

line with holistic technology review.  

CCTV Grants being applied for now, 

initial high level concept only. Tender 

for CCTV to be advertised 1st quarter 

2024

Review and assess Community 

Engagement Strategy and Plan

6 Apr-23 CEO

Organisation wide, Community 

engagement is tied to the new strategic 

plan rollout and actions from the 

operating plan.

SCP to be rolled out in April. 

Stakeholder Engagement Plan being 

formulated (CEO) in readiness for July 

roll out of new Community Business 

Plan. Completed and rolled out with 

new budget 1st September.  

Stakeholder Plan under development 

and being aligned to the Corporate 

Business Plan (CBP) rollout in 1st 

Quarter 2024.



Update fixed assets record (RAMM) to 

include Parks, Reserves, street furniture 

and signage and drainage infrastructure

9 Apr-22 CEO/MWS

Ongoing including buildings - Pocket 

RAMM? Training - BCM Ref: ICT Plan 

as per previous discussion. Technical 

Officer to take on RAMM training and 

ongoing updates. Status. New TO and 

WAO to receive training via 

WALGA/Roadwise TBC to enable road 

data to be updated. Enterprise 

Resource Planning (ERP) Tender 

including Asset Management under 

review and analysis.  Expected rollout 

second half of 2024.

Draft Bush Fire Risk Management Plan 2 Dec-23 MRS

Bushfire Planning and Risk 

Coordinator BPRC employed to 

commence undertaking assessments 

and mitigation planning.

Done by BFRP Coordinator and sent to 

DFES.   Kojonup Plan drafted and 

under review by DFES. Awaiting DFES 

feedback.  Kojonup Plan completed 

awaiting final wrap up from DFES, 

program finishes in March.

Add additional generator input points 

(Admin building)

11 Jul-23 MRS

To be arranged. Generator on a 

trailer? Link to LEMA

Looking for funding Still in progress - 

no money in budget.  CESM 

Reviewing, Grant dependent.
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ATTACHMENT 
 

SHIRE OF KOJONUP 

PERIOD OF AUDIT: YEAR ENDED 30 JUNE 2023 

FINDINGS IDENTIFIED DURING THE FINAL AUDIT 
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Index of findings Potential 
impact on 

audit 
opinion 

Rating Prior 
year 

finding 

 Significant  Moderate Minor  

1. Cost reallocation journal 
procedures 

No ✓   

2. General journal review 
processes 

No ✓   ✓

3. Employee related 
provisions 

No ✓    

4. Monthly reconciliation - 
Debtors 

No  ✓  

5. Monthly reconciliation - 
Creditors 

No  ✓  

6. Builders’ retention funds No  ✓  

7. Job card procedures No  ✓  

8. Purchasing policy 
deviation 

No  ✓   

9. Superannuation guarantee 
calculation 

No  ✓   

 
Key to ratings 
The Ratings in this management letter are based on the audit team’s assessment of risks and 
concerns with respect to the probability and/or consequence of adverse outcomes if action is 
not taken. We give consideration to these potential adverse outcomes in the context of both 
quantitative impact (for example financial loss) and qualitative impact (for example inefficiency, 
non-compliance, poor service to the public or loss of public confidence). 
 
Significant -  Those findings where there is potentially a significant risk to the entity should the 

finding not be addressed by the entity promptly. A significant rating could 
indicate the need for a modified audit opinion in the current year, or in a 
subsequent reporting period if not addressed. However even if the issue is not 
likely to impact the audit opinion, it should be addressed promptly.  

 
Moderate -  Those findings which are of sufficient concern to warrant action being taken by 

the entity as soon as practicable. 
 
Minor -  Those findings that are not of primary concern but still warrant action being 

taken. 
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1. Cost reallocation journal procedures 
 
 
Finding 
During the final audit we identified several general journals posted to roads infrastructure job 
ledgers (for reallocation and allocation of capital costs) that were not adequately supported by 
documented evidence outlining the reasons and purpose of these journals.  
 
Upon completing additional audit procedures and subsequent review and investigation with the 
Shire, we have been able to substantiate that the rationale and accounting treatment of these 
journals was reasonable and appropriate.  
 
Rating: Significant 
 
Implication 
Journals posted without appropriate evidence supporting adjustments to the financial report 
significantly increases the risk of material misstatement whether due to fraud or error, 
particularly in respect of capital costs recognised during the period. The implications could also 
extend to the Shire’s responsibilities for performing acquittals of grants funding received, these 
acquittal reports rely on the accurate recognition and treatment of capital costs within the 
Shire’s annual financial report. 
 
Recommendation 
The Shire should ensure procedures for reviewing and recognising cost allocation journals are 
adequately designed and implemented at all times. Reasons for allocations and adjustments 
should be documented and evidence for every journal posted, including appropriate rationale 
for capitalising costs associated with roads and other infrastructure projects with direct 
reference to the actual costs incurred. 
 
Management comment 
Acknowledged that better checks and traceable documentation is required.  
A process has been put in place to ensure that journals are justified with supporting documents 
before they are processed, along with two approval signatures. This two-step verification will 
include the Finance Officer raising the journal and the Manager Financial & Corporate Services 
approving as a second check. Re-journaling should decline materially over the next twelve 
months as we procure better oversight of the financial controls across the organisation.  
 
Responsible person:  Manager Financial & Corporate Services 
Completion date:    Imminent December 2023 (changes already commenced) 
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2. General journal review processes 
 
 
Finding 2023 
While testing general journals we noted four out of the ten tested general journals that were not 
recorded as being reviewed by an authorised reviewer. 
 
We also noted that journals being prepared by your external consultant are not being reviewed 
and approved by an authorised reviewer at the Shire. 
 
Finding 2022 
We noted that 5 out of the 30 general journals that we tested were not marked as being 
reviewed by an independent authorised officer. 
 
Rating: Significant (2022: Moderate) 
 
Implication 
In the absence of adequate review of all general journals posted, there is an increased risk of 
unauthorised journals being posted whether due to fraud or error which may result in errors 
posted to the annual financial report. 
 
Recommendation 
We recommend that all general journals are reviewed by an appropriate person who is 
independent of the person performing the tasks. All general journals and supporting 
documentation should be reviewed by an appropriate officer and signed as evidence of review. 
 
Management comment 
Journals (along with backing paperwork) received from the External Consultant will be 
reviewed and signed by the Manager Financial & Corporate Services. 
 
The Shire acknowledges that a number of previous journals did not follow due process.  
With a restructure and appointment of new financial people in March 2023, the Shire believes 
these audit findings are the lag time between the business process changes. 
 
Responsible person:  Manager Financial & Corporate Services 
Completion date:   Imminent December 2023 (changes already commenced) 
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3. Employee related provisions 
 
 
Finding 
During our review of employee long-service leave provisions at 30 June 2023 we noted 
provisions balances still exist for 51 employees that are no longer employed by the Shire. The 
estimated overstatement of the Shire’s long-service leave provision is $92,840 at 30 June 
2023. 
 
This finding was present in previous periods, however in 2023 the balance has continued to 
grow with no improvement in the Shire’s processes for recording and reviewing provisions 
balances. 
 
Rating: Significant 
 
Implication 
Where inaccurate employee data is used to estimate the Shire’s employee related provisions, 
there is an increased risk of material errors occurring in the annual financial report.  
 
Recommendation 
The Shire should review the employee data used to develop and recognise employee related 
provisions and ensure this is current and up to date each year. Adjustments should be 
recognised to reduce the liability balances for any entitlements paid or where the entitlement is 
no longer required to be recognised. 
 
Management comment 
The Shire is committed to fixing this problem of our payroll records and processes removing 
ex-employees from the system as the benefits are paid out. 
 
The LSL entitlements are currently being reviewed by the Finance Payroll Officer. These will be 
amended as required and payments outstanding forwarded to the Australian Taxation Office 
for distribution to terminated employees. 
 
An LSL reconciliation process will become part of the EOFY process (along with other leave 
entitlements) to ensure all leave balances are correctly calculated and recorded. 
 
Responsible person:  Finance & Payroll Officer 
Completion date:   30 March 2024 
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4. Monthly reconciliations - Debtors 
 
 
Finding 
During our review of debtor reconciliations, we noted the following: 

• One instance of the reconciliation (April 2023) being completed resulting in a negative 
balance with no explanation for amount or reasoning for a negative balance in a normally 
positive account. 

• One instance of the reconciliation (May 2023) having been completed but no record was 
retained of the reconciliation or its review by an authorised person. 

 
The Shire has elected not to correct the negative balance identified of $14,513, we have 
reported this error as an uncorrected misstatement. 
 
Rating: Moderate 
 
Implication 
Monthly reconciliations and reviews create stronger internal controls and reduce the instances 
of errors occurring and not being picked up in a timely manner. Variances or unusual 
differences identified should be investigated and actioned to reduce the likelihood of 
misstatements occurring in the annual financial report. 
 
Recommendation 
Management should ensure that all month-end reconciliations are completed and adequately 
reviewed as soon as practicable following the completion of month-end procedures. Evidence 
of review should be retained and any variances should be adequately actioned in a timely 
manner. 
 
Management comment 
The Shire acknowledges this and will work to improve its detailed reporting alongside the two-
step authorisation. The Debtor monthly reconciliation process will produce a more detailed 
report than currently in place. This is to ensure transparency over transactions along with the 
two-step authorisation process. 
 
Responsible person:  Manager Financial & Corporate Services 
Completion date:   Process commenced, finalisation 30 January 2024 
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5. Monthly reconciliations - Creditors 
 
 
Finding 
During our review of creditor reconciliations at 30 June 2023 we noted the trade creditors 
balance differed from the filed reconciliation by $14,513 significantly and there was no 
evidence noted to explain the reason for the variance. 
 
The Shire has elected not to correct the error identified of $14,513, we have reported this error 
as an uncorrected misstatement. 
 
Rating: Moderate 
 
Implication 
Monthly reconciliations and reviews create stronger internal controls and reduce the instances 
of errors occurring and not being picked up in a timely manner. Variances or unusual 
differences identified should be investigated and actioned to reduce the likelihood of 
misstatements occurring in the annual financial report. 
 
Recommendation 
Management should ensure that all month-end reconciliations are completed and adequately 
reviewed as soon as practicable following the completion of month-end procedures. Evidence 
of review should be retained and any variances should be adequately actioned in a timely 
manner. 
 
Management comment 
The Shire acknowledges this and will work to improve its detailed reporting alongside the two-
step authorisation. The Creditor monthly reconciliation process will produce a more detailed 
report than currently in place. This is to ensure transparency over transactions along with the 
two-step authorisation process. 
 
Responsible person:  Manager Financial & Corporate Services 
Completion date:   Process commenced, finalisation 30 January 2024 
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6. Builders’ retention funds 
 
 
Finding 
During our review of Builders’ retention funds at 30 June 2023 we noted that the amounts held 
as a liability have not been reconciled in the last 2 years and records of individual amounts 
held were unable to be located during the audit.  
 
Rating: Moderate 
 
Implication 
In the absence of appropriate records of Builders’ retention funds retained and updated on a 
regular basis, there is an increased risk that Shire may not meet its obligations or commitments 
to pay or reimburse retention funds when legally required to do so.  
 
Recommendation 
The Shire should appropriately reconcile all retention funds, bonds and deposits held by the 
Shire by each individual party. A process to reconcile and review these balances and 
movements during the year should be performed on a regular basis and this should be 
reviewed by second officer to ensure its complete and accurate. 
 
Management comment 
Current administration wasn’t aware of this so acknowledge this area requires fixing.   
The newly appointed Project Manager role will monitor and work closely with finance to 
manage building retention fund accounts. 
 
Responsible person:  Project Manager 
Completion date:   30 March 2024 
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7. Job card procedures 
 
 
Finding 
We noted 1 instance where a new infrastructure job cost ledger was set up that was incorrectly 
allocating costs posted from this code to another earlier job ledger.  
 
Rating: Moderate 
 
Implication 
Although there is no overall effect on the Shire’s total value of infrastructure assets, the 
incorrect allocation of costs between jobs may result in misstatements of amounts reported for 
the purpose of budgeting vs actuals and reporting to funding bodies for the acquittal of grant 
funding received for these projects. 
 
Recommendation 
The Shire should establish an implement a process to review all newly created job ledgers and 
close older/completed job ledgers on a regular basis to reduce the risk of misstatements being 
made by allocating expenses to the incorrect job code. 
 
Management comment 
All road project accounts and job ledgers will be set up by the Manager Financial and 
Corporate Services and reviewed as an ongoing process. Changes to timesheets (including 
employee and plant allocations) will need to be documented and signed by the Works 
Supervisor and then approved by the Manager Financial & Corporate Services. As a standard 
policy the Shire will not journal any costing between jobs unless substantiated with working 
papers to explain any alterations.  
 
This will also align to project management framework the Shire is implementing to monitor 
execution and costs on a regular basis. 
 
Responsible person:  Manager Financial & Corporate Services 
Completion date:   Imminent December 2023  
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8. Purchasing Policy Deviation 
 
 
Finding 
During our audit we identified one instance out of 31 samples tested where the Shire’s 
purchasing policy was not followed. This related to a purchase of $27,000 which as per the 
Shire’s Purchasing Policy requires two written quotes where possible. In this instance, no 
quotes were obtained. 
 
Rating: Moderate 
 
Implication 
Non-compliance with the Shire’s purchasing policy. This policy requires that before the local 
government enters into a contract for supply of goods and services the Shire has obtained the 
appropriate number of quotations in order to deliver a best practice approach to purchasing 
activities. 
 
Recommendation 
Prior to payments being made for goods and services a review should be made to ensure the 
purchasing policy has been followed in respect to number of quotes required and any 
deviations followed up with the appropriate person. 
 
Management comment 
Purchase order and procurement process to be reviewed. The Shire implemented a two-step 
authorisation on PO’s in 2021 and reinforced the purchasing policies re quotes, tenders at that 
stage. The Shire has made material improvement in the purchasing process.  This is a one off 
and the manager and team members involved will be retrained on the process of the 
purchasing policy. After discussing with the Manager involved the difficulty of seeking other 
contractors to quote was a variable in this purchase however it is acknowledged that this must 
be verified through the process. 
 
Responsible person: Chief Executive Officer 
Completion date:  30 September 2023 
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9 Superannuation guarantee calculation 
 
Testing of superannuation calculations in payroll noted that for the pay period ended  
17 January 2023, one employee in the sample selected for testing that had taken annual leave 
did not have superannuation paid on the leave loading component of their pay. 
 
Rating: Moderate 
 
Implication 
Non-compliance with the Shire’s obligations as regards superannuation payments to 
employees which may result in a significant material loss to the Shire. It is important to ensure 
that superannuation guarantee is paid on all eligible components of an employees pay to 
comply with these legislative provisions. 
 
Recommendation 
That further investigation be undertaken to identify if there were other employees who may not 
have had leave loading included in their super guarantee calculations and assess the extent of 
any potential underpayment.  
 
We further recommend a review of set up of employees in the payroll system be conducted. 
This will ensure all components of pay that should be included in the calculation of super 
guarantee are included. 
 
Management comment 
This was a systemic issue which is also historical. The disconcerting factor is this had not been 
identified since the inception of the current system. The payroll system has been updated to 
include correct superannuation calculation.  The payments error will be corrected. 
 
A review of all payroll functions and setup of employees will be undertaken. 
 
Responsible person: Manager Financial & Corporate Services 
Completion date: November 2023 



Our Ref: 8326

Mr Grant Thompson
Chief Executive Officer
Shire of Kojonup
PO Box 163
KOJONUP  WA  6395

Email: council@kojonup.wa.gov.au

Dear Mr Thompson

ANNUAL FINANCIAL REPORT FOR THE YEAR ENDED 30 JUNE 2023

The Office has completed the audit of the annual financial report for your Shire. In accordance 
with section 7.12AD (2) of the Local Government Act 1995, we enclose the Auditor General’s 
auditor’s report, together with the audited annual financial report. 

We have also forwarded the reports to the President and the Minister for Local Government, as 
required by the Act. You are required to publish the annual report, including the auditor’s report 
and the audited financial report, on your Shire’s official website within 14 days after the annual 
report has been accepted by your Council. 

Management control issues
I would like to draw your attention to the attached listing of deficiencies in internal control and 
other matters that were identified during the audit. These matters have been discussed with 
management and their comments have been included in the attachment.

Please note that the purpose of our audit was to express an opinion on the financial report. The 
audit included consideration of internal control relevant to the preparation of the financial report 
in order to design audit procedures that were appropriate in the circumstances, but not for the 
purpose of expressing an opinion on the effectiveness of internal control. 

An audit is not designed to identify all internal control deficiencies that may require 
management attention. The matters being reported are limited to those deficiencies that have 
been identified during the audit that are of sufficient importance to warrant being reported. It is 
possible that other irregularities and deficiencies may have occurred and not been identified as 
a result of our audit.

Unresolved matters from prior audits
We also draw your attention to the Matters Outstanding from Prior Audits issues set out in the 
attachment. We would appreciate your attention to these matters before next year’s audit.  

7th Floor, Albert Facey House
469 Wellington Street, Perth

Mail to: Perth BC
PO Box 8489

PERTH  WA  6849

Tel: 08 6557 7500
Email: info@audit.wa.gov.au



The date that entities provided their annual financial report to the Office has been recorded for 
purposes of reporting to Parliament. The date recorded for the receipt of your financial 
statements was 31 October 2023.

This letter has been provided for the purposes of the Shire and the Minister for Local 
Government and may not be suitable for other purposes.

I would like to take this opportunity to thank you, the management and the staff of the Shire for 
their cooperation with the audit team during our audit.

Feel free to contact me on 6557 7534 if you would like to discuss these matters further.

Yours sincerely

Mikey Fiorucci
Director
Financial Audit
17 January 2024

Attach



      Auditor General
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7th Floor Albert Facey House 469 Wellington Street Perth    MAIL TO: Perth BC PO Box 8489 Perth WA 6849    TEL: 08 6557 7500

INDEPENDENT AUDITOR’S REPORT
2023

Shire of Kojonup

To the Council of the Shire of Kojonup

Opinion
I have audited the financial report of the Shire of Kojonup (Shire) which comprises:

• the Statement of Financial Position as at 30 June 2023, and the Statement of 
Comprehensive Income, Statement of Changes in Equity, Statement of Cash Flows and 
Statement of Financial Activity for the year then ended

• Notes comprising a summary of significant accounting policies and other explanatory 
information.

In my opinion, the financial report is:

• based on proper accounts and records

• presents fairly, in all material respects, the results of the operations of the Shire for the year 
ended 30 June 2023 and its financial position at the end of that period

• in accordance with the Local Government Act 1995 (the Act) and, to the extent that they 
are not inconsistent with the Act, the Australian Accounting Standards.

Basis for opinion
I conducted my audit in accordance with Australian Auditing Standards. My responsibilities under 
those standards are further described in the Auditor’s responsibilities for the audit of the financial 
report section below. 

I believe that the audit evidence I have obtained is sufficient and appropriate to provide a basis 
for my opinion.

Other information
The Chief Executive Officer (CEO) is responsible for the preparation and the Council for 
overseeing the other information. The other information is the information in the entity’s annual 
report for the year ended 30 June 2023, but not the financial report and my auditor’s report. 

My opinion on the financial report does not cover the other information and accordingly, I do not 
express any form of assurance conclusion thereon. 

In connection with my audit of the financial report, my responsibility is to read the other 
information and, in doing so, consider whether the other information is materially inconsistent 
with the financial report, or my knowledge obtained in the audit or otherwise appears to be 
materially misstated.
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If, based on the work I have performed, I conclude that there is a material misstatement of this 
other information, I am required to report that fact. I did not receive the other information prior to 
the date of this auditor’s report. When I do receive it, I will read it and if I conclude that there is a 
material misstatement in this information, I am required to communicate the matter to the CEO 
and Council and request them to correct the misstated information. If the misstated information is 
not corrected, I may need to retract this auditor’s report and re-issue an amended report. 

Responsibilities of the Chief Executive Officer and Council for the financial report
The Chief Executive Officer (CEO) of the Shire is responsible for:

• keeping proper accounts and records

• preparation and fair presentation of the financial report in accordance with the requirements 
of the Act and, to the extent that they are not inconsistent with the Act, the Australian 
Accounting Standards

• managing internal control as required by the CEO to ensure the financial report is free from 
material misstatement, whether due to fraud or error. 

In preparing the financial report, the CEO is responsible for:

• assessing the Shire’s ability to continue as a going concern

• disclosing, as applicable, matters related to going concern

• using the going concern basis of accounting unless the State Government has made 
decisions affecting the continued existence of the Shire.

The Council is responsible for overseeing the Shire’s financial reporting process.

Auditor’s responsibilities for the audit of the financial report
As required by the Auditor General Act 2006, my responsibility is to express an opinion on the 
financial report. The objectives of my audit are to obtain reasonable assurance about whether the 
financial report as a whole is free from material misstatement, whether due to fraud or error, and 
to issue an auditor’s report that includes my opinion. Reasonable assurance is a high level of 
assurance but is not a guarantee that an audit conducted in accordance with Australian Auditing 
Standards will always detect a material misstatement when it exists. 

Misstatements can arise from fraud or error and are considered material if, individually or in the 
aggregate, they could reasonably be expected to influence the economic decisions of users 
taken on the basis of the financial report. The risk of not detecting a material misstatement 
resulting from fraud is higher than for one resulting from error, as fraud may involve collusion, 
forgery, intentional omissions, misrepresentations or the override of internal control.

A further description of my responsibilities for the audit of the financial report is located on the 
Auditing and Assurance Standards Board website. This description forms part of my auditor’s 
report and can be found at https://www.auasb.gov.au/auditors_responsibilities/ar4.pdf. 

My independence and quality management relating to the report on the financial 
report
I have complied with the independence requirements of the Auditor General Act 2006 and the 
relevant ethical requirements relating to assurance engagements. In accordance with ASQM 1 
Quality Management for Firms that Perform Audits or Reviews of Financial Reports and Other 
Financial Information, or Other Assurance or Related Services Engagements, the Office of the 
Auditor General maintains a comprehensive system of quality management including 
documented policies and procedures regarding compliance with ethical requirements, 
professional standards and applicable legal and regulatory requirements.
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Matters relating to the electronic publication of the audited financial report
This auditor’s report relates to the financial report of the Shire of Kojonup for the year ended 30 
June 2023 included in the annual report on the Shire’s website. The Shire’s management is 
responsible for the integrity of the Shire’s website. This audit does not provide assurance on the 
integrity of the Shire’s website. The auditor’s report refers only to the financial report. It does not 
provide an opinion on any other information which may have been hyperlinked to/from the annual 
report. If users of the financial report are concerned with the inherent risks arising from 
publication on a website, they are advised to contact the Shire to confirm the information 
contained in the website version. 

Tim Sanya
Senior Director Financial Audit
Delegate of the Auditor General for Western Australia
Perth, Western Australia
17 January 2024
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Kojonup – Compliance Audit Return 

 

Commercial Enterprises by Local Governments 

No Reference Question Response Comments 

1 s3.59(2)(a) F&G 
Regs 7,9,10 

Has the local government prepared a business plan for each major trading 
undertaking that was not exempt in 2023? 

N/A  

2 s3.59(2)(b) F&G 
Regs 7,8A, 8, 10 

Has the local government prepared a business plan for each major land 
transaction that was not exempt in 2023? 

N/A  

3 s3.59(2)(c) F&G 
Regs 7,8A, 8,10 

Has the local government prepared a business plan before entering into each 
land transaction that was preparatory to entry into a major land transaction in 
2023? 

N/A  

4 s3.59(4) Has the local government complied with public notice and publishing 
requirements for each proposal to commence a major trading undertaking or 
enter into a major land transaction or a land transaction that is preparatory to 
a major land transaction for 2023? 

N/A  

5 s3.59(5) During 2022, did the council resolve to proceed with each major land 
transaction or trading undertaking by absolute majority? 

N/A  

 

Delegation of Power/Duty 

No Reference Question Response Comments 

1 s5.16 (1) Were all delegations to committees resolved by absolute majority? N/A  

2 s5.16 (2) Were all delegations to committees in writing? N/A  

3 s5.17 Were all delegations to committees within the limits specified in section 5.17 
of the Local Government Act 1995? 

N/A  

4 s5.18 Were all delegations to committees recorded in a register of delegations? N/A  

5 s5.18 Has council reviewed delegations to its committees in the 2022/2023 financial 
year? 

Yes  

6 s5.42(1) & s5.43 
Admin Reg 18G 

Did the powers and duties delegated to the CEO exclude those listed in 
section 5.43 of the Local Government Act 1995? 

Yes  
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7 s5.42(1) Were all delegations to the CEO resolved by an absolute majority? Yes  

8 s5.42(2) Were all delegations to the CEO in writing? Yes  

9 s5.44(2) Were all delegations by the CEO to any employee in writing? Yes  

10 s5.16(3)(b) & 
s5.45(1)(b) 

Were all decisions by the Council to amend or revoke a delegation made by 
absolute majority? 

N/A  

11 s5.46(1) Has the CEO kept a register of all delegations made under Division 4 of the Act 
to the CEO and to employees? 

Yes  

12 s5.46(2) Were all delegations made under Division 4 of the Act reviewed by the 
delegator at least once during the 2022/2023 financial year? 

Yes  

13 s5.46(3) Admin 
Reg 19 

Did all persons exercising a delegated power or duty under the Act keep, on 
all occasions, a written record in accordance with Local Government 
(Administration) Regulations 1996, regulation 19? 

Yes  

 

Disclosure of Interest 

No Reference Question Response Comments 

1 s5.67 Where a council member disclosed an interest in a matter and did not have 
participation approval under sections 5.68 or 5.69 of the Local Government 
Act 1995, did the council member ensure that they did not remain present to 
participate in discussion or decision making relating to the matter? 

Yes  

2 s5.68(2) & 
s5.69(5) Admin 
Reg 21A 

Were all decisions regarding participation approval, including the extent of 
participation allowed and, where relevant, the information required by the 
Local Government (Administration) Regulations 1996 regulation 21A, 
recorded in the minutes of the relevant council or committee meeting? 

Yes  

3 s5.73 Were disclosures under sections 5.65, 5.70 or 5.71A(3) of the Local 
Government Act 1995 recorded in the minutes of the meeting at which the 
disclosures were made? 

Yes  

4 s5.75 Admin Reg 
22, Form 2 

Was a primary return in the prescribed form lodged by all relevant persons 
within three months of their start day? 

Yes  

5 s5.76 Admin Reg 
23, Form 3 

Was an annual return in the prescribed form lodged by all relevant persons by 
31 August 2022? 

Yes  
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6 s5.77 On receipt of a primary or annual return, did the CEO, or the 
Mayor/President, give written acknowledgment of having received the 
return? 

Yes  

7 s5.88(1) & (2)(a) Did the CEO keep a register of financial interests which contained the returns 
lodged under sections 5.75 and 5.76 of the Local Government Act 1995? 

Yes  

8 s5.88(1) & (2)(b) 
Admin Reg 28 

Did the CEO keep a register of financial interests which contained a record of 
disclosures made under sections 5.65, 5.70, 5.71 and 5.71A of the Local 
Government Act 1995, in the form prescribed in the Local Government 
(Administration) Regulations 1996, regulation 28? 

Yes  

9 s5.88(3) When a person ceased to be a person required to lodge a return under 
sections 5.75 and 5.76 of the Local Government Act 1995, did the CEO remove 
from the register all returns relating to that person? 

Yes  

10 s5.88(4) Have all returns removed from the register in accordance with section 5.88(3) 
of the Local Government Act 1995 been kept for a period of at least five years 
after the person who lodged the return(s) ceased to be a person required to 
lodge a return? 

Yes  

11 s5.89A(1), (2) & 
(3) Admin Reg 
28A 

Did the CEO keep a register of gifts which contained a record of disclosures 
made under sections 5.87A and 5.87B of the Local Government Act 1995, in 
the form prescribed in the Local Government (Administration) Regulations 
1996, regulation 28A? 

Yes  

12 s5.89A(5) & 
(5A) 

Did the CEO publish an up-to-date version of the gift register on the local 
government’s website? 

Yes  

13 s5.89A(6) When people cease to be a person who is required to make a disclosure under 
section 5.87A or 5.87B of the Local Government Act 1995, did the CEO remove 
from the register all records relating to those people? 

Yes  

14 s5.89A(7) Have copies of all records removed from the register under section 5.89A(6) 
of the Local Government Act 1995 been kept for a period of at least five years 
after the person ceases to be a person required to make a disclosure? 

Yes  

15 s5.70(2) & (3) Where an employee had an interest in any matter in respect of which the  
employee provided advice or a report directly to council or a committee, did 
that person disclose the nature and extent of that interest when giving the 
advice or report? 

Yes  
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16 s5.71A & 
s5.71B(5) 

Where council applied to the Minister to allow the CEO to provide advice or a 
report to which a disclosure under section 5.71A(1) of the Local Government 
Act 1995 relates, did the application include details of the nature of the 
interest disclosed and any other information required by the Minister for the 
purposes of the application? 

N/A  

17 s5.71B(6) & 
s5.71B(7) 

Was any decision made by the Minister under section 5.71B(6) of the Local 
Government Act 1995, recorded in the minutes of the council meeting at 
which the decision was considered? 

N/A  

18 s5.104(1) Did the local government prepare and adopt, by absolute majority, a code of 
conduct to be observed by council members, committee members candidates 
that incorporates the model code of conduct? 

Yes  

19 s5.104(3) & (4) Did the local government adopt additional requirements in addition to the 
model code of conduct? If yes, does it comply with section 5.104(3) and (4) of 
the Local Government Act 1995? 

N/A  

20 s5.104(7) Has the CEO published an up-to-date version of the code of conduct for 
council members, committee members and candidates on the local 
government’s website? 

Yes  

21 s5.51A(1) & (3) Has the CEO prepared and implemented a code of conduct to be observed by 
employees of the local government? If yes, has the CEO published an up-to-
date version of the code of conduct for employees on the local government’s 
website? 

Yes  
 
 

 

Disposal of Property 

No Reference Question Response Comments 

1 s3.58(3) Where the local government disposed of property other than by public 

auction or tender, did it dispose of the property in accordance with section 

3.58(3) of the Local Government Act 1995 (unless section 3.58(5) applies)? 

Yes  

2 s3.58(4) Where the local government disposed of property under section 3.58(3) of 

the Local Government Act 1995, did it provide details, as prescribed by section 

3.58(4), in the required local public notice for each disposal of property? 

Yes  
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Elections 

No Reference Question Response Comments 

1 Elect Regs 
30G(1) & (2) 

Did the CEO establish and maintain an electoral gift register and ensure that 

all disclosure of gifts forms completed by candidates and donors and received 

by the CEO were placed on the electoral gift register at the time of receipt by 

the CEO and in a manner that clearly identifies and distinguishes the forms 

relating to each candidate in accordance with regulations 30G(1) and 30G(2) 

of the Local Government (Elections) Regulations 1997? 
 

N/A  

2 Elect Regs 
30G(3) & (4) 

Did the CEO remove any disclosure of gifts forms relating to an unsuccessful 

candidate, or a successful candidate that completed their term of office, from 

the electoral gift register, and retain those forms separately for a period of at 

least two years in accordance with regulation 30G(4) of the Local Government 

(Elections) Regulations 1997? 

N/A  

3 Elect Regs 
30G(5) & (6) 

Did the CEO publish an up-to-date version of the electoral gift register on the 

local government’s official website in accordance with regulation 30G(5) of 

the Local Government (Elections) Regulations 1997? 

N/A  

 

Finance 

No Reference Question Response Comments 

1 s7.1A Has the local government established an audit committee and appointed 

members by absolute majority in accordance with section 7.1A of the Local 

Government Act 1995? 

Yes Current Audit and Risk Committee established 
in 2021/2022. 

2 s7.1B Where the council delegated to its audit committee any powers or duties 

under Part 7 of the Local Government Act 1995, did it do so by absolute 

majority? 

N/A  
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3 s7.9(1) Was the auditor’s report for the financial year ended 30 June 2023 received 

by the local government by 31 December 2023? 

Yes  

4 s7.12A(3) Where the local government determined that matters raised in the auditor’s 

report prepared under section 7.9(1) of the Local Government Act 1995 

required action to be taken, did the local government ensure that appropriate 

action was undertaken in respect of those matters? 

Yes  

5 s7.12A(4)(a) & 
(4)(b) 

Where matters identified as significant were reported in the auditor’s report, 

did the local government prepare a report that stated what action the local 

government had taken or intended to take with respect to each of those 

matters? Was a copy of the report given to the Minister within three months 

of the audit report being received by the local government?   

No Preparing report - within 3 month timeframe 

6 s7.12A(5) Within 14 days after the local government gave a report to the Minister under 

section 7.12A(4)(b) of the Local Government Act 1995, did the CEO publish a 

copy of the report on the local government’s official website? 

N/A As per Question 5 

7 Audit Reg 10(1) Was the auditor’s report for the financial year ending 30 June 2023 received 

by the local government within 30 days of completion of the audit? 

Yes  

 

Local Government Employees 

No Reference Question Response Comments 

1 s5.36(4) & 
s5.37(3)  Admin 
Reg 18A 

Were all CEO and/or senior employee vacancies advertised in accordance with 

Local Government (Administration) Regulations 1996, regulation 18A? 

N/A  

2 Admin Reg 18E Was all information provided in applications for the position of CEO true and 

accurate? 

N/A  

3 Admin Reg 18F Was the remuneration and other benefits paid to a CEO on appointment the 

same remuneration and benefits advertised for the position under section 

5.36(4) of the Local Government Act 1995? 

N/A  

4 s5.37(2) Did the CEO inform council of each proposal to employ or dismiss senior 

employee? 

N/A  

5 s5.37(2) Where council rejected a CEO’s recommendation to employ or dismiss a 

senior employee, did it inform the CEO of the reasons for doing so? 

N/A  
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Official Conduct 

No Reference Question Response Comments 

1 s5.120 Has the local government designated an employee to be its complaints 

officer? 

Yes  

2 s5.121(1) & (2) Has the complaints officer for the local government maintained a register of 

complaints which records all complaints that resulted in a finding under 

section 5.110(2)(a) of the Local Government Act 1995? 

Yes Nil complaints 

3 S5.121(2) Does the complaints register include all information required by section 

5.121(2) of the Local Government Act 1995? 

Yes Nil complaints; however, has all necessary 
sections for completion should an entry occur. 

4 s5.121(3) Has the CEO published an up-to-date version of the register of the complaints 

on the local government’s official website? 

Yes  

 

Tenders for Providing Goods and Services 

No Reference Question Response Comments 

1 F&G Reg 11A(1) 
& (3) 

Did the local government comply with its current purchasing policy, adopted 

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

regulations 11A(1) and (3) in relation to the supply of goods or services where 

the consideration under the contract was, or was expected to be, $250,000 or 

less or worth $250,000 or less? 

Yes  

2 s3.57  F&G Reg 
11 

Subject to Local Government (Functions and General) Regulations 1996, 

regulation 11(2), did the local government invite tenders for all contracts for 

the supply of goods or services where the consideration under the contract 

was, or was expected to be, worth more than the consideration stated in 

regulation 11(1) of the Regulations? 

Yes  

3 F&G Regs 11(1), 
12(2), 13, & 
14(1), (3), and 
(4) 

 

When regulations 11(1), 12(2) or 13 of the Local Government Functions and 

General) Regulations 1996, required tenders to be publicly invited, did the 

local government invite tenders via Statewide public notice in accordance 

with Regulation 14(3) and (4)? 

Yes  
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4 F&G Reg 12 Did the local government comply with Local Government (Functions and 

General) Regulations 1996, Regulation 12 when deciding to enter into 

multiple contracts rather than a single contract? 

Yes  

5 F&G Reg 14(5) If the local government sought to vary the information supplied to tenderers, 

was every reasonable step taken to give each person who sought copies of 

the tender documents, or each acceptable tenderer notice of the variation? 

Yes  

6 F&G Regs 15 & 
16 

Did the local government's procedure for receiving and opening tenders 

comply with the requirements of Local Government (Functions and General) 

Regulations 1996, Regulation 15 and 16? 

Yes  

7 F&G Reg 17 Did the information recorded in the local government's tender register 

comply with the requirements of the Local Government (Functions and 

General) Regulations 1996, Regulation 17 and did the CEO make the tenders 

register available for public inspection and publish it on the local 

government’s official website? 

Yes  

8 F&G Reg 18(1) Did the local government reject any tenders that were not submitted at the 

place, and within the time, specified in the invitation to tender? 

Yes  

9 F&G Reg 18(4) Were all tenders that were not rejected assessed by the local government via 

a written evaluation of the extent to which each tender satisfies the criteria 

for deciding which tender to accept? 

Yes  

10 F&G Reg 19 Did the CEO give each tenderer written notice containing particulars of the 

successful tender or advising that no tender was accepted? 

Yes  

11 F&G Regs 21 & 
22 

Did the local government’s advertising and expression of interest processes 

comply with the requirements of the Local Government (Functions and 

General) Regulations 1996, Regulations 21 and 22? 

Yes  

12 F&G Reg 23(1) 
& (2) 

Did the local government reject any expressions of interest that were not 

submitted at the place, and within the time, specified in the notice or that 

failed to comply with any other requirement specified in the notice? 

N/A  

13 F&G Reg 23(3) 
& (4) 

Were all expressions of interest that were not rejected under the Local 

Government (Functions and General) Regulations 1996, Regulation 23(1) & (2) 

assessed by the local government? Did the CEO list each person as an 

acceptable tenderer? 

Yes  
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14 F&G Reg 24 Did the CEO give each person who submitted an expression of interest a 

notice in writing of the outcome in accordance with Local Government 

(Functions and General) Regulations 1996, Regulation 24? 

Yes  

15 F&G Regs 
24AD(2) & (4) 
and 24AE 

Did the local government invite applicants for a panel of pre-qualified 
suppliers via Statewide public notice in accordance with Local Government 
(Functions & General) Regulations 1996 regulations 24AD(4) and 24AE? 

N/A  

16 F&G Reg 
24AD(6) 

If the local government sought to vary the information supplied to the panel, 

was every reasonable step taken to give each person who sought detailed 

information about the proposed panel or each person who submitted an 

application notice of the variation? 

N/A  

17 F&G Reg 24AF Did the local government's procedure for receiving and opening applications 

to join a panel of pre-qualified suppliers comply with the requirements of 

Local Government (Functions and General) Regulations 1996, Regulation 16, 

as if the reference in that regulation to a tender were a reference to a pre-

qualified supplier panel application? 

N/A  

18 F&G Reg 24AG Did the information recorded in the local government's tender register about 

panels of pre-qualified suppliers comply with the requirements of Local 

Government (Functions and General) Regulations 1996, Regulation 24AG? 

N/A  

19 F&G Reg 
24AH(1) 

Did the local government reject any applications to join a panel of pre-

qualified suppliers that were not submitted at the place, and within the time, 

specified in the invitation for applications? 

N/A  

20 F&G Reg 
24AH(3) 

Were all applications that were not rejected assessed by the local government 

via a written evaluation of the extent to which each application satisfies the 

criteria for deciding which application to accept? 

N/A  

21 F&G Reg 24AI Did the CEO send each applicant written notice advising them of the outcome 

of their application? 

N/A  

22 F&G Regs 24E & 
24F 

Where the local government gave regional price preference, did the local 

government comply with the requirements of Local Government (Functions 

and General) Regulations 1996, Regulation 24E and 24F? 

N/A  
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Integrated Planning and Reporting 

No Reference Question Response Comments 

1 Admin Reg 19C Has the local government adopted by absolute majority a strategic 

community plan? 

If Yes, please provide the adoption date or the date of the most recent review 

in the Comments section? 

Yes 21/03/2023   
 
 

2 Admin Reg 
19DA(1) & (4) 

Has the local government adopted by absolute majority a corporate business 

plan? 

If Yes, please provide the adoption date or the date of the most recent review 

in the Comments section? 

No    
 
Anticipated for adoption 20 February 2024 
Ordinary Council Meeting 

3 Admin Reg 
19DA(2) & (3) 

Does the corporate business plan comply with the requirements of Local 

Government (Administration) Regulations 1996 19DA(2) & (3)? 

N/A Will comply 

 

Optional Questions 

No Reference Question Response Comments 

1 Financial 
Management 
Reg 5(2)(c) 

Did the CEO review the appropriateness and effectiveness of the local 

government’s financial management systems and procedures in accordance 

with the Local Government (Financial Management) Regulations 1996 

regulations 5(2)(c) within the three financial years prior to 31 December 

2023?   

If yes, please provide the date of council’s resolution to accept the report. 

Yes 21/03/2023 
 

2 Audit Reg 17 Did the CEO review the appropriateness and effectiveness of the local 

government’s systems and procedures in relation to risk management, 

internal control and legislative compliance in accordance with Local 

Government (Audit) Regulations 1996 regulation 17 within the three financial 

years prior to 31 December 2023? 

If yes, please provide date of council’s resolution to accept the report. 

Yes 16/11/2021 
 

3 s5.87C Where a disclosure was made under sections 5.87A or 5.87B of the Local 

Government Act 1995, were the disclosures made within 10 days after receipt 

N/A  
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of the gift? Did the disclosure include the information required by section 

5.87C of the Act? 

4 s5.90A(2) & (5) Did the local government prepare, adopt by absolute majority and publish an 

up-to-date version on the local government’s website, a policy dealing with 

the attendance of council members and the CEO at events? 

Yes  

5 s5.96A(1), (2), 
(3) & (4) 

Did the CEO publish information on the local government’s website in 

accordance with sections 5.96A(1), (2), (3), and (4) of the Local Government 

Act 1995? 

Yes  

6 s5.128(1) Did the local government prepare and adopt (by absolute majority) a policy in 

relation to the continuing professional development of council members? 

Yes  

7 s5.127 Did the local government prepare a report on the training completed by 

council members in the 2022/2023 financial year and publish it on the local 

government’s official website by 31 July 2023? 

Yes  

8 s6.4(3) By 30 September 2023, did the local government submit to its auditor the 

balanced accounts and annual financial report for the year ending 30 June 

2023? 

Yes  

9 s.6.2(3) When adopting the annual budget, did the local government take into 

account all its expenditure, revenue and income? 

Yes  

 

 

 

______________________________________ ______________________ 

Chief Executive Officer Date 

 

 

______________________________________ ______________________ 

Mayor/President Date 
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Introduction 
 
Thank you for giving, or considering giving, your time to the Shire of Kojonup (Shire). 
 
A volunteer is an individual who undertakes work of their own free will, without financial 
payment and for the mutual benefit of the Shire of Kojonup, the volunteer and the 
community.  Volunteers extend, enhance and support the work of paid staff but do not 
displace paid staff.  Individuals participate directly in programs organised by the Shire of 
Kojonup in a designated volunteer role, both short and long term.  Volunteering supports skill 
development, socialisation, fun and can also address human, environmental and social needs.  
 
As a volunteer, you are a very important part of our organisation and an integral part of what 
makes living in country towns so amazing.  
 
Benefits of Volunteering 
 
You will be invited to our ‘Thank a Volunteer’ Day and our annual Christmas Party, and be 
informally and formally recognised for your contribution, as described later in this Handbook. 
Where Council requires a Working with Children Check, 1st Aid Certificate, National Police 
Clearance, Medical report, etc., Council will pay or reimburse a volunteer the expense 
incurred.  The Shire recognises the value and importance of volunteering and sees increased 
levels of volunteering as one of the key components of a cohesive and harmonious 
community.  
 
The Shire engages many volunteers through a number of different programs, mainly: 

 The Kodja Place Cultural Centre 

 Springhaven Frail Aged Lodge; and 

 Kojonup Library. 
 

As with employees, our volunteers will: 

 Undergo a selection process; 

 Be provided with a written position outline clearly showing the duties to be 

performed; 

 Undergo a formal induction process; 

 Have access to training and development; and  

 Be able to participate in an annual feedback process.  
 

Each volunteer, or prospective volunteer, is given a copy of this Volunteer Handbook 
(Handbook) – if you choose to volunteer with the Shire of Kojonup, please use this resource 
to help ensure a safe working environment for all volunteers and staff. 
 
A number of Shire of Kojonup policies and procedures apply to volunteers as well as staff, 
contractors and other workers.  A copy of the Shire’s Policy Manual and Risk Management 
and Business Continuity and Disaster Recovery Plan are available on the Shire of Kojonup 
website; a hardcopy of these documents is also available on request. 
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Opportunities for Volunteering and Activities 

 
The Kodja Place Cultural Precinct 

The Kodja Place Cultural Precinct was created by the local community and was funded 
by the Shire, Kojonup Aboriginal Corporation and the community.  This award winning 
centre is unique within Australia and incorporates the Visitor Information Centre, 
Aboriginal Cultural Heritage Centre, Historical Interpretive Museum and the Australian 
Rose Maze.   

The most powerful aspect of the Centre is the “One Story Many Voices” approach which 
tells the stories jointly of the local Kaneang Noongar community alongside Settler stories. 
The Rose Maze offers the cultural interpretations of three women and their stories 
(Kaneang, English and Italian) of survival and life experiences in the twentieth century.  
Complementing these stories are the Kodja Gallery and Storyplace displays in which 
many local Noongar and non-indigenous people’s experiences and perspectives are also 
combined in imaginative and richly layered interpretations.   

Kojonup celebrates the wildflower season by holding events which coincide with the 
Bloom Festival each spring. Visitors flock to Kojonup for the Festival and the wonderful 
bushwalks in the many reserves displaying a rich diversity of orchid species. Bird lovers 
can keep their eyes peeled for some of the 80 species of native birds found in the 
district. 

 

  Volunteer Roles 

 Working in the Cultural Centre retail shop 

 Working in conjunction with the manager and staff at events 

 Visitor meet and greet and providing Visitor Centre Information 

 Marketing 

 Leading and teaching new activities 

 Festivals and Events 

 Tours 

 Assistance with pruning of roses in Rose Maze and maintaining the courtyard 

 Assistance with updating museum items and multimedia upgrades 

 Maintenance of MoSAIC database 

 
Springhaven Lodge 
Springhaven Lodge was established in 1982, is managed by the Shire of Kojonup and 
provides aged care accommodation to 22 residents in a friendly and supportive 
environment. 
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  Volunteer Roles 

 Fundraising 

 Gardening 

 Minor maintenance 

 Transport and outings 

 Music 

 Arts and crafts 

 Hobbies 

 In-house activities 

 Reading and writing 

 Chatting to residents 

 
Kojonup Library 

 
The Library provides many services including free internet access for school work and 
research, project and assignment information, computer access, photocopying, 
laminating, research assistance, links to online services of the WA State Library, 
language learning centre, books, talking books, e-streaming, DVDs, jigsaw puzzles, and 
e-magazines for borrowing. Library staff are also heavily involved in early childhood 
programs e.g.; A Smart Start (early childhood literacy), Play Café (3yo kindergarten) 
and Better Beginnings.  

  Volunteer Roles 

 Meet and greet 

 Assist with reading stories to young children 

 Assist with filing of books etc. 

 Play in the Park 

 Craft Activities  
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Shire of Kojonup – other areas 

 
Volunteer Roles          
As they present, for example:  
 

 Community Sport and Recreation Programs 

 Youth Programs 

 Natural Resource Management/Landcare Projects 

 Townscape Projects 

 Sport Coaching 
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Volunteer Charter  
 

Shire of Kojonup Volunteer Charter 

 

Volunteers can expect the Shire of Kojonup to: 

 

 involve volunteers in meaningful and worthwhile tasks 

 recognise the different roles of volunteers and paid staff  

 provide and maintain a safe and healthy work environment 

 assess volunteer skills to match tasks with expectations, interests and time 
commitments 

 respect and acknowledge the contribution of volunteers 

 provide an agreed level of supervision, support, resources, instruction and training 

 maintain effective dialogue and build trusting relationships with volunteers 

 provide adequate formal and informal channels of communication for positive and 
constructive feedback, consultation and the exchange of relevant information 

 provide personal accident and public liability insurance 

 

The Shire of Kojonup requires volunteers to: 

 

 abide by the Shire’s Code of Conduct which strictly applies to all employees, 
contractors, members and volunteers 

 work as part of the Shire of Kojonup team and demonstrate professional behaviour 
towards Shire staff, other volunteers and the community 

 respect and maintain confidentiality and privacy 

 comply with the Shire’s Work Health and Safety requirements and to wear any 
personal protective equipment (PPE) provided 

 have a clear understanding of the duties of the role and follow specific instructions, 
requirements, policies and guidelines and take reasonable care of themselves and 
others 

 undertake appropriate orientation and training relevant and necessary to the 
volunteer role 

 recognise and not exceed individual physical and skill limits 

 provide feedback and constructive comment aimed at improving the Shire of 
Kojonup’s volunteer activities 
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Applications and Recruitment  
 
Volunteer recruitment is planned and follows standardised procedures to ensure a fair, 
inclusive and transparent approach in line with relevant legislation. All volunteers complete 
Registration and Agreement forms before commencement.  The Shire of Kojonup complies 
with non-discriminatory principles and promotes diversity in its recruitment process.  
 
In some circumstances, for specific volunteer roles, volunteers may be required to undergo a 
medical check (at the Shire’s cost) with their own General Practitioner (GP) to ensure they 
have the capability to perform the volunteer role and associated tasks outlined in the 
Volunteer Position Outline. If a volunteer’s health condition significantly changes, they may 
be requested to undergo a medical check (at the Shire’s cost) to ensure ongoing suitability for 
the role.  
 
Volunteers may be requested to undergo ‘buddy’ sessions for a specific volunteer program 
before officially commencing a role; volunteers may also prefer to participate in a trial before 
a commitment is made. Before undergoing a trial period or commencement of volunteering, 
volunteers must be inducted in accordance with the Shire of Kojonup’s induction process.  
 
The Shire of Kojonup will select volunteers based on merit and suitability for the role. The 
following may be required (at the Shire’s cost): 
 

 Volunteers may be required to submit a satisfactory National Police Clearance (where 
relevant to a volunteer program). A satisfactory police check for volunteering with the 
Shire of Kojonup will not include any convictions which may place staff, volunteers, 
clients or the Shire of Kojonup at any risk (unsatisfactory police checks may include, 
but are not restricted to, violence, fraud, sexual abuse and theft); 

 Applicants may organise to obtain their own National Police Clearance or the Shire can 
assist with the provision of an application form (and will reimburse volunteers for the 
cost of the National Police Clearance if obtained for Shire of Kojonup volunteering 
purposes); 

 The Shire of Kojonup will not undertake any screening process that could be deemed 
unnecessary for the role or potentially discriminating.  

Volunteer Supervision 

A Manager or designated staff member is assigned to each volunteer, taking into consideration 
the skills required for the task, health and safety matters and the volunteer program. On 
occasion, it may be appropriate for a volunteer to act as a leader to supervise other 
volunteer/s.  Any such additional responsibility will be reflected in position outlines. The 
relevant Manager, or designated staff member, will ensure a volunteer supervisor is 
adequately briefed and supported to undertake supervision responsibilities.   

In some programs, volunteers may work alone; however, for safety reasons, individual 
volunteers are encouraged to work with at least one other person, where possible. If 
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supervision and management is required but not available, volunteers will be informed of the 
situation and asked to suspend work until the situation can be resolved. 

Induction and Orientation 

All new volunteers with the Shire of Kojonup will be provided with an induction and 
orientation to the organisation and program area as soon as possible upon commencement. 
Volunteers currently in other volunteering roles within the Shire of Kojonup may participate 
in an adapted induction and orientation process at the discretion of the relevant Manager, if 
changing roles. 

Reimbursements 

 
The Shire of Kojonup will offer to reimburse reasonable out-of-pocket expenses incurred by 
volunteers (receipt required); any such expenses, wherever possible, must be pre-approved by 
the relevant Manager.   

Communication 

 
The Shire of Kojonup is committed to a work environment where volunteers are included, 
informed, consulted, and have the opportunity to provide feedback. Where issues arise, 
volunteers will be informed and consulted as appropriate regarding potential solutions. 

All volunteers are expected to sign a confidentiality agreement and it is an expectation of 
management that volunteers do not discuss confidential issues related to Shire facilities, staff 
or residents (Springhaven and tenanted housing) or customers outside the organisation. This 
includes posting or commenting on all social media outlets.  

 The Shire of Kojonup will ensure an environment that provides for regular, clear and open 
communication which is professional, respectful and mutually beneficial.  

Hazardous Materials and Personal Protective Equipment 

Along with appropriate information, instruction, training and supervision needed to ensure 
health and safety while participating in volunteer activities, volunteers will be provided with 
appropriate equipment to undertake their role safely.  

As our facilities are smoke free, smoking by staff/volunteers is only permitted in designated 
smoking areas.  

Insurance 

The Shire is committed to providing an attractive and beneficial volunteering experience for all 
of its volunteers.  In meeting this commitment the Shire considers it important to ensure that 
should volunteers injure themselves or cause a loss or damage to a third party, they are 
provided with the protection of insurance in order to minimise any personal financial impact.   

The Shire commits to having in place a Personal Accident Policy and Public Liability Policy which 
will provide cover for volunteers of the Shire.  This policy will be subject to conditions and 
limitations which may vary from time to time. Volunteers are not covered by WorkCover WA 

 



 

 
Shire of Kojonup   Volunteer Handbook 

Page 10 

and are, therefore, not entitled to workers compensation in respect of any injury suffered whilst 
working as a volunteer. 

Feedback/Training and Development 

Feedback opportunities provide  volunteers and supervising staff with an opportunity to discuss 
the following: 

 Updating of personal records e.g.; medical, contact details and emergency contacts 

 Volunteer satisfaction with the role, service delivery and workplace  

 Review of the volunteer position outline for currency and relevance 

 Addressing of issues or raising of concerns 

 Identification of professional development requirements/training goals and 
achievements 

 Suggested improvements or new initiatives 

Feedback will be sought on an annual basis at a mutually convenient time but can be provided 
at any time. Volunteers will be given an Annual Feedback form and a copy of their position 
outline prior to the meeting to assist in considering/identifying any position changes/updates, 
any training or support required, and any other matters that either party may wish to raise.   

Resignation/Stop Volunteering 
If you cease volunteering, your Manager or supervising staff member may undertake an exit 
meeting or interview with you to gain feedback regarding your experiences and satisfaction 
while volunteering with the Shire of Kojonup. An exit interview document is used to capture 
feedback and may be beneficial for continuous improvement purposes. 
 
Recognition 

The Shire of Kojonup will both informally and formally recognise, acknowledge and affirm the 
value of volunteers who are involved in the delivery of Shire of Kojonup programs.  This 
recognition may take the form of, but is not limited to, the following: 

 Acknowledgement in reports and/or program newsletters and other 
communication materials 

 Special volunteer recognition events, including the Shire’s Community Volunteer 
Awards program 

 Recognition of personal milestones such as birthdays and anniversaries 

 Media releases 

 Personal thank you’s 

 Participation opportunities in events, conferences, seminars etc. 

 Leadership and training opportunities 

 Provision of references upon request 



 

 
Shire of Kojonup   Volunteer Handbook 

Page 11 

 Acknowledgement during National Volunteer Week and International Volunteer 
Day 

 

Volunteer Documentation and Records 

Access to, generation and storage of accurate records and documents is vital to the efficient 
operation of the Shire of Kojonup.  

All volunteers will be adequately briefed in documentation and record-keeping requirements 
and processes, relevant to their role.  

Examples of records and documents may include: 

 Volunteer  records 

 Project or work-related documents and materials 

 Minutes from meetings  

 Reference materials, resources and presentations 

 Reporting back on participation in training, conferences and events 

 Volunteer attendance records 

 Monthly statistics and reports 

 Statement of attendance 

At any time volunteers may seek clarification or advice regarding documentation and recording 
processes. Volunteers may request access to their own record from the relevant Manager. All 
information is to be kept confidential; information should only be provided to relevant staff for 
the purpose for which it is intended. 

 
Gratuities 
 

As with staff, volunteers are not permitted to accept gifts from the residents of Springhaven 
Lodge – residents can be referred to the Manager if they wish to express their appreciation.  
 
For other volunteering work areas, please refer to Council’s Code of Conduct for guidance as to 
the acceptance of gifts (in accordance with s. 5.74 of the Local Government Act 1995).  
 
Continuous Improvement 

The Shire of Kojonup is building a corporate culture of quality and customer care that is 
responsive to business and community expectations, encourages a supportive and participative 
work environment for its volunteers and employees, and promotes improvement of its work 
practices.  

Volunteers will be encouraged to provide feedback about their role and input into relevant 
operational and strategic processes via supervising staff. Volunteers may elect to maintain 
anonymity with regard to feedback and suggestions for improvement. For Continuous 
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Improvement purposes, feedback and information is sought from the Shire of Kojonup’s 
relevant stakeholders including ratepayers, volunteers, employees, and supervising staff. 

Changes made to relevant aspects of the Volunteer Handbook will be communicated to all 
volunteers and other stakeholders. 
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Volunteer Registration Form 
 

 
Personal Details 
 

Title (Circle one) Mr/Mrs
/Ms  

First 
Name 

 Surname  

Home address  

  
Postal address   Post Code  

  
Phone  Mobile  

  
Email  Preferred contact method  

    
Date of Birth  Date of application  

    
Do you speak 
other 
languages?  

 Are you a permanent 
resident of Australia? 

YES        NO 
(Circle one)  

 
Emergency Contact Details Primary Contact 
 

Name  

Relationship  

Address  

Phone 
number 

 

 
Emergency Contact Details Second Contact 
 

Name  

Relationship  

Address  

Phone 
number 
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Medical Information  
 

Do you have an existing medical disability/condition/injury? (including allergic reactions) Please  
detail: 

 

 

Do you take any medication that may affect your volunteer work? Please provide details: 

 

 
Volunteer Position 
 

Please provide details of the program or specific volunteer role(s) that you are interested in (in 
order of preference, if more than one): 

Program Area Location Volunteer Role 

   

   

   

   

 
Skills and Qualifications 
 

Knowledge and 
experience 
 

 
 
 
 
 

Current Driver’s Licence YES         NO If yes, please list number  

 
Availability to Volunteer  
 

No. 
hours/week 

 
 

Start 
Date 

 

Preferred 
Days 
(Please 
circle) 

Monday Tuesday Wednesday Thursday   Friday Saturday  Sunday 

Preferred 
Time/s 
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Employment and/or Volunteering History 
 

 
Have you worked/volunteered for the 
Shire of Kojonup before (Circle one)? 

 
YES                    NO 

 
If yes, in what capacity and when? 

 

 
Have you, or do you currently, volunteer for other organisations (Circle One)?        YES                    NO 
If yes, please specify:  

 
Referees  
 

Please provide the contact details of two people who are not family members and who are willing 
to act as referees for your chosen voluntary role. One referee is mandatory and a second is 
optional. 

Referee 1  
Name 
 
 

Relationship How long have you known this 
referee? 

Phone Mobile Email 

Referee 2  
Name 
 
 

Relationship How long have you known this 
referee? 

Phone Mobile Email 

 
How did you become aware of the Volunteering opportunities at the Shire? 
 
 

Friend Newspaper Other 
 
 

 
 

Thank you for registering to become a volunteer with the Shire of Kojonup. 
You will be advised if a suitable volunteer placement is available. 

Please forward your completed registration form to:  
Shire of Kojonup, PO Box 163, Kojonup, WA, 6395 or via email at: 

council@kojonup.wa.gov.au 

 

 

 

mailto:council@kojonup.wa.gov.au
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Volunteer Agreement 

I, 
 Agree I have been shown and will abide by the Volunteer Charter, which includes my rights 

and responsibilities as a volunteer with the Shire of Kojonup. 

 Agree to abide by the Shire of Kojonup Code of Conduct and to represent the organisation 
in a positive way. 

 Agree to not discuss or disclose confidential information that I may come across in my 
volunteering role.  

 Will not take illegal drugs or consume alcohol, or be under the influence of same, whilst 
engaged in volunteer activities. 

 Give permission for the Shire of Kojonup to maintain on file, my personal information 
relevant to my voluntary duties, which may be accessed by relevant staff members of the 
organisation in the case of an emergency. I understand this information will not be given to 
any other person or agency unless I give my specific permission. 

 Understand photographs may be taken by and of people participating in activities with the 
Shire of Kojonup. I understand it is my responsibility to remove myself if I do not wish to 
appear in photographs. 

 Agree to follow grievance procedures as set out by the Shire of Kojonup. 

 Agree to support a non-discriminatory and harassment-free work environment. 

 Agree to treat clients, staff and volunteers with respect, courtesy and consideration. 

 Agree to participate in essential orientation and ongoing training arranged by the Shire of 
Kojonup as required. 

 Verify I have received all documents in the Volunteer Induction and Orientation Kit. 

 Agree to work as part of a team. 

 Agree to sign the Attendance Register at each volunteering session. 

 Agree to inform the Volunteer Supervisor/Relevant Manager if I am unable to attend a 
rostered session. 

 Agree to inform the Relevant Manager if I am unable to continue as a volunteer. 

 Agree to a 3 month review of the volunteer role, where required, leading to a mutual 
evaluation of the suitability of the role for me. 

 Agree to maintain a current driver’s licence and third party or comprehensive insurance if I 
am required to use my own vehicle for volunteering purposes. 

 Hereby authorise/do not authorise (strike whichever does not apply) the Shire of Kojonup 
and its licensees and associates permission to use my image/s and/or the reproduction of 
any or all images in any form or composite representation by the Shire of Kojonup and its 
licensees and associates without compensation to me.  I agree that all images shall remain 
the property of the Shire of Kojonup in all forms. 

________________________________________________           ________________________ 

Name and Signature of Volunteer                                                        Date 

________________________________________________            _______________________ 

Name and Signature of Staff Member                                                 Date                                                                                     
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