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1. OBJECTIVE OF POLICY 
 
Section 252 (1) of the Local Government Act 1993 requires Council to adopt a 
policy concerning the payment of expenses incurred or to be incurred by, and 
the provision of facilities to, the mayor, the deputy mayor and other councillors 
(including Administrators) in relation to discharging the functions of civic 
office. 
 
The purpose of this policy is to ensure that councillors receive adequate and 
reasonable expenses and facilities to enable them to carry out their civic 
duties and that there is accountability and transparency in the payment of 
expenses incurred, or to be incurred by Councillors (including Administrators). 
The overriding principle to be addressed in the development of this policy is 
that the provisions of the policy meet the expectations of the local community. 
 
This policy does not deal with matters associated with the setting and 
payment of annual fees to the Mayor and Councillors, which are determined 
by the Local Government Remuneration Tribunal. 
 
Any reference hereon in this policy to Councillors will encompass 
Administrators.  
 
2. STATUS OF THE POLICY 
 
This policy has been prepared in accordance with the “Guidelines for the 
Payment of Expenses and the Provision of Facilities for Mayors and 
Councillors in NSW” as issued by the Office of Local Government, 
Department of Premier and Cabinet dated 7 October 2009 (Circular 09-36). 
 
3. PAYMENT OF EXPENSES 
 

3.1. CONFERENCES AND SEMINARS 
 
Requests for attending conferences shall be in writing outlining the 
benefits for Council.  A written report shall be furnished to Council from the 
Councillor or staff accompanying the Councillor on the aspects of the 
conference relevant to council business and / or the community.  No 
written report shall be required for the Local Government NSW Annual 
Conference.   
 
Council will meet the following expenses for Councillors attending 
conferences and seminars which have been authorised by Council 
resolution or by the Mayor under delegated authority.   
 

3.1.1. 



This is Page No. 173 of the Attachments of the Ordinary Council Meeting of Blayney Shire 
Council held on 16 April 2018 
 

NO: 1 - PAYMENT OF EXPENSES AND THE PROVISION 
OF FACILITIES TO THE MAYOR AND COUNCILLORS 
POLICY 

 ITEM NO: 09 

 

Registration Fees 
 
i) Payment of registration fees for attendance at conference / 

seminar sessions. 
ii) Payment of official conference / seminar lunches and 

dinners, and associated tours where they are relevant to the 
business and interests of Council, if not covered by the 
registration cost. 

 
3.1.2. Accommodation 
 
Payment of accommodation costs on the following basis: 

i) Accommodation selected by the Council or General 
Manager on the basis of cost and convenience of location 
to the conference. A Councillor may choose 
accommodation at a different location but which is the 
same cost or less. 

ii) The number of accommodation days provided under this 
policy shall be limited to: 
a. Registration day; 
b. Each day on which official sessions of the 

conference / seminar are held, as well as the night 
preceding the conference / seminar where travelling 
schedules reasonably require such accommodation; 
and 

c. Each day on which a Councillor is required to be 
accommodated en route to and from the conference 
/ seminar. 

iii) Any additional accommodation costs incurred as a result of 
the attendance of partners and/or children shall be borne 
by the Councillor. 

 
3.1.3. Car Parking Fees 
 
Council shall meet the cost of the following car parking fees. 

i) Hotel / Motel parking – additional car parking fees not 
included in accommodation costs. 

ii) Airport parking – costs incurred in the parking of a 
Councillor’s private vehicle at an airport for the duration of a 
conference / seminar, subject to the vehicle being parked in 
the most economical airport car park. 

 
Reimbursement for parking expenses shall be made upon the 
production of appropriate receipts and tax invoices, and the 
completion of the required claim form. Claim for such expenses shall 
be made within two (2) months of the date of return from the 
conference / seminar. 
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The driver is personally liable for all traffic infringements and parking 
fines incurred while travelling in private or Council vehicles.  Claims 
for reimbursement or payment of expenses shall be refused. 
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TRAINING AND PROFESSIONAL DEVELOPMENT 
 

Council shall meet the expenses for Councillors attending training and 
professional development which have been authorised by Council 
resolution or by the Mayor under delegated authority, where the training or 
educational course is directly related to Councillors civic functions and 
responsibilities. 
 
The specific expense items met by Council are the same as those 
applicable to “Conferences and Seminars”, as listed at clause 3.1. 

 
3.2. REIMBURSEMENT AND RECONCILIATION OF EXPENSES 
 
Councillors seeking reimbursement of costs and expenses, incurred in 
accordance with the requirements of this Policy, shall only be approved 
upon the production of appropriate receipts and tax invoices, and the 
completion of the required claim form. 

 
Claims for reimbursement of costs and expenses shall be made within two 
(2) months of the costs and/or expenses being incurred, unless otherwise 
specified within this policy. 

 
3.3. CLAIM FORM 
 
Provided as an attachment (Attachment A) to this Policy, is the prescribed 
Claim Form which shall be completed by any Councillor seeking 
reimbursement of their costs and expenses. 

 
It is the responsibility of the Councillor to ensure that the Claim Form is 
submitted accurately and complete, and within the prescribed timeframe 
as required by this Policy. 

 
Incomplete claim forms may result in costs and expenses not being 
reimbursed. 

 
3.4. PAYMENTS IN ADVANCE 
 
Councillors may request payment in advance in anticipation of expenses 
to be incurred in attending conferences, seminars and training away from 
home. Councillors may also request an advance payment for the cost of 
any other service or facility covered by this Policy. However, Councillors 
shall fully reconcile all expenses against the cost of the advance within 
fourteen (14) days of their return. 

 
Note: No general allowance type payment shall be made under any 
circumstances. 
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3.5. PAYMENT OF EXPENSES FOR SPOUSES, PARTNERS AND 
ACCOMPANYING PERSONS 

 
Where the business of Council includes an invitation to a Councillor’s 
spouse, partner or accompanying person, Council shall meet all 
reasonable costs associated with the spouse, partner or accompanying 
person attending that function. 
 
In circumstances where an invitation is not extended to a Councillor’s 
spouse, partner or accompanying person, that spouse, partner or 
accompanying person may accompany the Councillor on the business of 
Council, at the expense of the Councillor. 
 
Attendance at the Local Government NSW Annual Conference shall be 
regarded as business of the Council and, as permitted by the Office of 
Local Government Guidelines, registration and official conference dinner 
costs be met by Council. 
 
An accompanying person is a person who has a close personal 
relationship with the councillor and/or provides carer support to the 
councillor. 

 
3.6. INCIDENTAL EXPENSES 
 
Claims for reimbursement of reasonable out-of-pocket or incidental 
expenses incurred by a Councillor whilst attending conferences, seminars 
or training courses shall only be approved upon presentation of receipts 
and the completion of the prescribed claim form.  Payments of general 
expense allowances shall not be permitted under this policy. 
 
Incidental expenses will be paid in accordance with the annual Taxation 
Determination issued by the Australian Taxation Office titled: Income tax: 
what are the reasonable travel and overtime meal allowance expense 
amounts for the xxxx-xx income year? Amounts claimed shall not exceed 
amounts specified in the Taxation Determination. 

 
3.7. INSURANCE 

 
Council shall effect an appropriate level of insurance for Councillors in the 
following areas: 

i) Public Liability – for matters arising out of a Councillor’s 
performance of their civic duties and/or exercise of their Council 
functions. 

ii) Professional Indemnity – for matters arising out of a Councillor’s 
performance of their civic duties and/or exercise of their Council 
functions. 

iii) Personal Accident – coverage of Councillor and/or spouse while 
on Council business. 

iv) Defamation – excluding Councillor to Councillor, Councillor to 
Staff and Staff to Councillor. 
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v) Travel – for approved travel on Council business. 
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Council shall meet any excess applicable under a policy for: 
- Councillor and Officers – in relation to a Councillor performing 

their civic duties or Council functions; 
- Other Insurances – in specific instances when considered 

necessary by the General Manager (e.g. travel insurance). 
 

3.8. LEGAL EXPENSES 
 

Council may indemnify or reimburse the reasonable legal expenses of:- 
i) A Councillor defending an action arising from the performance in 

good faith of a function under the Local Government Act 1993 
(refer Section 731), provided that the outcome of the legal 
proceedings is favourable to the Councillor.    

ii) A Councillor defending an action in defamation, provided that 
the outcome of the legal proceedings is favourable to the 
Councillor. 

iii) A Councillor involved in the event of: 
- An inquiry, investigation or hearing into a Councillor’s  

conduct by any of the following: 
o Independent Commission Against Corruption 
o Office of the NSW Ombudsman 
o Office of Local Government, Department of Premier 

and Cabinet 
o NSW Police Force 
o Director of Public Prosecutions 
o Local Government Pecuniary Interest Tribunal 
o Council’s Conduct Review Committee / Reviewer  

 
This is provided that the subject of the inquiry, investigation or hearing 
arises from the performance in good faith of a councillor’s functions 
under the Local Government Act 1993 and the matter before the 
investigative or review body has proceeded past any initial assessment 
phase to a formal investigation or review. In the case of a conduct 
complaint made against a councillor, legal costs shall only be made 
available where a matter has been referred by the General Manager to 
the conduct reviewer/conduct review committee to make formal enquiries 
into that matter in accordance with the procedures in the Code of 
Conduct. In the case of a pecuniary interest or misbehaviour matter legal 
costs shall only be made available where a formal investigation has been 
commenced by the Office of Local Government.  
 
In addition, legal costs shall only be provided where the investigative or 
review body makes a finding that is not substantially unfavourable to the 
councillor. This may include circumstances in which a matter does not 
proceed to a finding. In relation to a councillor’s conduct, a finding by an 
investigative or review body that an inadvertent minor technical breach 
had occurred may not necessarily be considered a substantially 
unfavourable outcome.  
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Council shall not meet the legal costs of legal proceedings initiated by a 
Councillor under any circumstance.  
Council shall not meet the legal costs of a councillor seeking advice in 
respect of possible defamation, or in seeking a non-litigious remedy for 
possible defamation.  
 
Legal costs shall not be met for legal proceedings that do not involve a 
councillor performing their role as a councillor.  
 
Council may lawfully obtain insurance cover against the risk of having to 
meet the reasonable legal costs of a councillor, or to reimburse those 
costs, provided that the costs or reimbursements are ones that it is 
authorised to meet. 
 
Council may reimburse such Councillor, after the conclusion of the 
inquiry, investigation, hearing or proceeding, for all legal expenses 
properly and reasonable incurred, given the nature of the inquiry, 
investigation, hearing or proceeding, on a solicitor / client basis. Such 
determination shall be by resolution of Council. 

 
3.9. CARER’S PROVISIONS 

 
3.9.1. Carer’s Expenses 

 
Councillors who are the principal carer of a child or other elderly, 
disabled and/or sick immediate family member shall be entitled to 
reimbursement of carer’s expenses up to a maximum of $1,000 per 
annum for attendance at Council and Committee meetings and other 
official civic functions noted below, plus reasonable travel from their 
principal place of residence. Child care expenses may be claimed for 
children up to and including the age of 16 years. Reimbursement of 
carer’s expenses shall be made after submission of receipts and tax 
invoices and completion of the prescribed claim form. Claims for such 
expenses shall be made within one (1) month of the expense being 
incurred. Official civic functions may include: 

- Attendance at Ordinary and Extraordinary meetings of Council. 
- Attendance at Council Committee meetings of which the 

Councillor is a member. 
- Attendance at Ordinary, Committee and Sub-Committee 

meetings of an organisation where the Councillor has, by 
Council resolution, been duly elected as a Council delegate. 

- Attendance at inspections, within or outside the area as 
authorised by Council resolution or by the Mayor under 
delegated authority. 

- Attendance at official Council functions as authorised as 
Council business by a resolution of Council. 

- Attendance at conferences or seminars approved by Council 
resolution or by the Mayor under delegated authority. 
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- Attendance at training or professional development approved 
by Council resolution or by the Mayor under delegated 
authority. 

- Attendance at functions to which the Mayor has been invited, 
which are attended at the request of the Mayor. 

Councillors shall provide suitable evidence to the General Manager 
that reimbursement is applicable, such as advice from a medical 
practitioner in the event of caring for an adult person. 
 
3.9.2. Expenses and Facilities for Councillors with Disabilities 
 
In addition to the provisions of 3.10.1, for any councillor with a 
disability, Council may resolve to provide reasonable additional 
facilities and expenses, in order to allow that Councillor to perform 
their civic duties. 

 
4. CONSIDERATION OF SPECIFIC EXPENSES FOR MAYORS AND 

COUNCILLORS 
 

4.1. GENERAL TRAVEL ARRANGEMENTS 
 
All travel by Councillors shall be undertaken by utilising the most direct 
route and the most practicable and economical mode of transport subject 
to any personal medical considerations. 
 
Note: The driver is personally responsible for all traffic infringements and 
parking fines incurred while travelling in private or council vehicles on 
Council business. 
 
4.2. LOCAL TRAVEL ARRANGEMENTS AND EXPENSES 
 
For the purposes of this Policy, Local Travel will include travel conducted 
within the following Local Government Areas:- 

- Blayney 
- Cowra 
- Bathurst 
- Orange 
- Cabonne 
- Dubbo  

 
For the purposes of this Policy, where Council Delegates attend meetings 
of the Lachlan Regional Transport Committee Inc, Local Travel will include 
travel conducted within, and transiting to, the Local Government Areas of 
the members to this Committee. 
 
Travelling expenses within these Local Government Areas shall be paid to 
Councillors upon submission of the completed claim form for: 

- Attendance at Council or Committee meetings; 
- Undertaking approved business of the Council. 
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Councillors are encouraged to pool vehicles where practicable. 
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4.3. NON-LOCAL AND OTHER TRAVEL ARRANGEMENTS AND 
EXPENSES 

 
Payment of travelling expenses for all other travel outside of the “local 
area” as defined above shall be submitted to Council for consideration, 
and shall only be paid if approved. 
 
All non-local and other travel should be advised to the General Manager in 
advance for coordination of accommodation and travel arrangements (if 
required).  Such advice shall be on a travel authority and submitted in time 
for approval by Council as attached to this policy.  For risk minimisation 
Councillors are to pool vehicles where practicable.  All travel by vehicle 
shall be by the following priority: 

a. Council vehicle (if available) 
b. Councillor vehicle 
c. Hire vehicle 

 
Claims for expenses incurred shall be submitted on the approved claim 
form as attached to this Policy, and each claim shall clearly state the 
purpose of the travel. 
 
4.4. TRAVELLING EXPENSES PER KILOMETRE RATE 
 
Approved claims for payment of travelling expenses shall be fixed at the 
rate per kilometre for vehicles per the cents per kilometre method as 
determined by the Australian Taxation Office. 
 
4.5. OTHER EXPENSES 
 
Councillor claims for payment of “Other Expenses” not specifically covered 
by this Policy shall be presented in a report to Council for consideration, 
and shall only be paid if approved. 

 
5. PROVISION OF FACILITIES 
 

5.1. GENERAL PRINCIPLES 
 
The provision of facilities, equipment and services to the Mayor and 
Councillors shall be used by the Mayor and Councillors only for the 
purposes of fulfilling their civic duties and functions. However, Council 
acknowledges that infrequent private use of the facilities and equipment 
may occur. 
 
Council facilities, equipment and services shall not be used to produce and 
disseminate election material, personalised pamphlets or newsletters (and 
the like) or material for any other political purpose. 
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5.2. TECHNOLOGY EQUIPMENT 
 

5.2.1. Mobile Devices 
 

At the expense of Council, each Councillor shall be provided with 
Technology equipment, the provision of a mobile device (i.e tablet or 
phone). Such equipment will be provided with required applications 
for Councillors to undertake their duties. Any additional applications 
at Council expense must be made in writing with substantiation of 
need. Where a phone is provided Council shall not be responsible for 
phone charges. 
 
Councillors shall be provided a $100 itunes card on commencement 
of each Council term for purchase, update or replacement of 
applications.  
 
Council will not be responsible for purchase, update or replacement 
of applications not purchased through Council in the event of 
equipment failure. 

 
5.2.2. Data Allowance 
 
Tablet devices shall include a data plan allowance of 1 gigabyte per 
month. Councillors shall be eligible to claim a data allowance of up to 
50% reimbursement of data charges associated with home internet 
and telephone up to a maximum value determined by Council 
annually. 

 
5.3. APPAREL 
 
At the expense of Council, each Councillor shall be provided with the 
following apparel each term:  

- Two (2) ties or scarves; 
- Two corporate polo shirts or dress shirts or a combination thereof; 

and 
- Protective clothing as deemed required by the General Manager. 

 
Any apparel purchased under this section shall carry the Council logo.  
 
 
5.4. OTHER FACILITIES 
 
Councillors are to receive the benefit of:  

- Provision and use of business cards and name badges;    
- Postage of official correspondence - all mail is to be directed 

through the Council's own mailing systems;  
- Meals/refreshments at Council, Committee, Sub-Committee 

Meetings and Working Parties, or at any other time deemed 
appropriate by the Mayor or General Manager whilst on 
Council business;  
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5.5. RETURN OF FACILITIES 
 
Councillors shall return any equipment or other facilities to Council after 
the completion of their term of office, extended leave of absence or at the 
cessation of their civic duties. 
 
Where a separate sim card / telephone had been established, this line 
shall be disconnected at Council’s expense. However, should the 
Councillor wish to retain the use of this line, then at Council’s expense, the 
line shall be transferred into the name of the Councillor. 

 
Councillors will also have the option of purchasing the equipment 
previously allocated at an agreed fair market price or written down price 
value. 

 
6. PROVISION OF ADDITIONAL EQUIPMENT AND FACILITIES FOR 

MAYORS 
 

6.1. SECRETARIAL SUPPORT   
 
Secretarial support facilities are available to the mayor during normal office 
hours, through the General Manager. 
 
6.2. CREDIT CARD 

 
i) The Mayor will be provided with a Corporate Credit Card to facilitate 

payment of incidental expenses such as attendance at functions, 
accommodation, parking and entertainment in conjunction with 
discharging the functions of the Mayoral Office. 

ii) The credit card will have a limit of $2,000 personally issued to the 
Mayor. The application form is to be signed by the Mayor. 

iii) The credit card is to be used for Council-related business expenditure 
only. 

iv) The credit card must not be used for obtaining cash advances. 
v) Upon completion of the Mayoral term, the credit card is to be returned 

to the General Manager on or prior to the date the term ceases. 
vi) Ongoing use of the credit card by the Mayor will be in accordance with and 

subject to any other policy relating to the use of such credit facilities 
adopted by Council from time to time. 
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ATTACHMENT A – CLAIM FORM 

BLAYNEY SHIRE COUNCIL 
COUNCILLOR’S EXPENSES CLAIM FORM  

Council has adopted a Policy for payment of expenses and provision of facilities to the 
Mayor, Deputy Mayor and Councillors in relation to discharging the functions of civic office. 
 

Name of Councillor:___________________________________________ 
TRAVEL 

Date Council Meeting/Committee/Other Kilometres 
   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

ACCOMMODATION/ SUSTENANCE/ OUT OF POCKET EXPENSES 
Please provide details and attach receipts                                                                       $ 

___________    __________________________________    _________________ 

___________    __________________________________    _________________ 
 
SIGNATURE: _______________________________  DATE: ________________ 
Office Use Only                 PAYMENT                                                                  
TRAVEL (Kilometres) ___________ @  $___________  
 
OTHER ___________________ 
 

TOTAL 

 _______________ 
 

 _______________ 
                                      
                                 $ 
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    ============= 
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ATTACHMENT B – TRAVEL AUTHORITY 
 

BLAYNEY SHIRE COUNCIL 
COUNCILLOR TRAVEL AUTHORITY 

FOR NON-LOCAL AND OTHER TRAVEL 
  

Pursuant to the Payment of Expenses and the Provision of Facilities to the 
Mayor and Councillors Policy the following application is submitted: 
 
Name of Councillor:___________________________________________ 
 
Purpose of Travel:____________________________________________ 
  
Date(s):_________________  Time from / to:_______________________ 
 
Location:____________________________________________________ 
 
Venue:______________________________________________________ 
 
 
Mode of Transport: (please circle) 
     Air              Council Vehicle             Councillor Vehicle           Hire Vehicle       
 
Accommodation (if required): 
Single Room: ______  Double Room: ______  Other: ______ 
 
Motel preference:________________________________________________ 
 
Please provide other relevant details (e.g. special requirements): 
 
 

 
SIGNATURE: ___________________________  DATE: ________________ 
 
(Authority should be lodged with sufficient time for Council report for approval to be submitted.) 
 

Office Use Only 
 
Council meeting date: ___________    Minute No.: _________   
 
Transport: _____________________  Order No.: _____________ 
 
Motel: ________________________________  Order No.: _____________ 
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ATTACHMENT C – CLAIM FORM 

BLAYNEY SHIRE COUNCIL 
COUNCILLOR DATA ALLOWANCE CLAIM FORM  

Council has adopted a Policy for payment of expenses and provision of facilities to the 
Mayor, Deputy Mayor and Councillors in relation to reimbursement of data charges 
associated with home internet and telephone. 
 
Data allowance claim required to be lodged annually or where data plan is changed. 
 
 
 

Name of Councillor:___________________________________________ 
 

Date 
 

Data provider 
 

Plan value 
$ 

Claim 
$ 

    

    

    

 
Please attach copy of invoice to substantiate plan value. 
 
Please note: A new claim must be submitted where the plan value changes.  
 
 
SIGNATURE: _______________________________  DATE: ________________ 
Office Use Only                 PAYMENT                                                                  
 
 
TOTAL CLAIM                                                                                      
 

TOTAL 
 

 
 

 _______________ 
                                      
                                 $ 

   ============= 
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 Date Minute No. 
First Adopted: 20/9/1999 592 
Last Reviewed: 13/08/2001 388 
 12/02/2007 7 
 14/05/2007 07/094 
 12/05/2008 08/105 
 29/09/2008 08/231 
 08/02/2010 1002/010 
 09/05/2011 1105/007 
 12/09/2011 1109/022 
 10/12/2012 1212/005 
 09/09/2013 1309/009 
 16/09/2014 1409/010 
 14/09/2015 1509/006 
 19/09/2016 1609/009 
 19/02/2018  
Next Review: 15/03/2021  
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1. Purpose 
 

The Media Spokesperson Policy details the respective roles that the 
Mayor, Deputy Mayor, Councillors, General Manager and delegated staff 
have in relation to providing media comment for the Blayney Shire Council. 

 
2. General Principles 
 

While being representatives of the community and being responsive to 
community views, Councillors will need to communicate the decisions or 
policy for the Council. There will be occasions where a Councillor as an 
individual, disagrees with a majority decision of the Council and wishes for 
the community to be made aware of this.  
 
Councillors need to acknowledge that: 

• as a member of the Council there is respect for the decision-making 
processes of the Council which are based on a decision of the 
majority; 

• they provide an overriding balance in matters that are 
communicated and striving to achieve an outcome that presents the 
Council as well-informed and effective; 

• effective media communication of a Council decision or policy is 
best achieved by adherence to the spokesperson role detailed 
below; 
o information of a confidential nature must not be communicated 

until such time it is no longer required to be treated as 
confidential; 

o where the official spokesperson disagrees with a particular 
decision, they may nominate an appropriate alternative 
spokesperson to accurately communicate the decision without 
unnecessary personal bias; and 

o information concerning adopted policies, procedures and 
decisions of the Council is conveyed accurately. 

 
Councillors are entitled to speak to the media on any topic but are not 
acting as an authorised official spokesperson for Blayney Shire Council 
except in circumstances as outlined in the media spokesperson policy. 
Councillors will not express personal views when acting as an authorised 
spokesperson for the Council 
 
As a courtesy and to ensure ‘no surprises’ for Council staff, Councillors 
should inform the General Manager of their media comments in advance 
of publication/ broadcast to provide adequate advance warning of when 
comments will be publicised. This will enable Blayney Shire Council to 
prepare key messages, responses and positions to manage potential 
reputation risk.  
 
Overall, Councillors and the Blayney Shire Council will ensure a 
coordinated, consistent and aligned organisational approach to media 
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relations and external communications to proactively build media and 
stakeholder relationships. 
 

 
3. Role of Mayor 

 
The Mayor: 

• is the primary spokesperson for Blayney Shire Council and may 
speak on behalf of Blayney Shire Council on any issue, other than 
administrative and management issues; 

• may ask another Councillor to act as a spokesperson; and 
• will be the primary spokesperson on major issues, such as major 

Government announcements, significant Council projects, events 
and highly controversial and high profile issues. 

 
4. Role of Deputy Mayor 
 

In line with the Mayoral role the Acting Mayor, the Deputy Mayor may be 
the spokesperson on any issues in the absence or at the request of the 
Mayor. 

 
5. Role of Councillors as Committee Chairs 
 

A Committee Chair will, having regard to the above guidelines, be the 
authorised spokesperson on issues concerning the operations, 
deliberations and decisions of that Committee based on the agreed areas 
of portfolio responsibility. This will generally involve announcements or the 
issuing of statements following a Committee meeting about decisions or 
recommendations of that Committee. The Committee Chair will be asked 
to act as the spokesperson in relation to media enquiries on a committee 
matter. 

 
6. Role of General Manager 
 

The General Manager may act as the authorised spokesperson in 
appropriate circumstances and for all administrative and management 
issues. The General Manager may authorise a nominated member of 
management to speak on matters on a case-by-case basis. 
 
Where there is a dispute as to the appropriate spokesperson, the matter 
shall be referred to the General Manager or Mayor for a decision. 

 
End of Policy 
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 Date Minute 
Adopted: 12/08/1996 655 
   
Last Reviewed: 16/11/2009   0911/007 
 12/11/2012   1211/014 
 16/04/2018  
   
Next Review: 16/11/2020  
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Purpose of the Gifts and Benefits Policy 
 

• To provide clear guidelines for Councillors, staff members and other 
representatives of Council to enable them to deal with any offer of a gift 
or benefit; 

• To protect Councillors, staff members and other representatives of 
Council from being compromised or to avoid the public perception of 
bias; 

• To provide a safe working environment by reducing situations which 
can cause undue stress and anxiety; and 

• To demonstrate to suppliers, citizens and other agencies that Council 
will deal with all matters in an impartial, transparent and accountable 
manner. 

 
 
Background 
 
In carrying out their role as Councillor, staff member and other representative 
of Council of a local government body, individuals and/or groups may from 
time to time, be offered gifts to establish an amicable initial business 
relationship, to display appreciation or demonstrate good faith in an ongoing 
business relationship. 
 
The acceptance of gifts and other benefits has the potential to compromise a 
Councillor’s and Council employee’s position by creating a sense of obligation 
in the receiver and so undermining their impartiality. The acceptance of a gift 
can also affect the public’s perception of the integrity and independence of the 
Council and its employees. 
 
To ensure proprietary in all such dealings, it is essential that Council adopt a 
policy and procedure for the acceptance of gifts and benefits, so that all gifts 
and benefits are declared and recorded in a Gifts and Benefits Register. 
 
This policy has been produced to guide to assist in guiding Councillors, staff 
members and other representatives of Council during the course of their 
official duties upon being offered a gift or benefit. The acceptance of gifts and 
benefits is a potential problem for many public officials. Deciding where to 
draw the line between the proper and improper acceptance of gifts or benefits 
can be difficult. 
 
For the purposes of this policy, reference to a gift or benefit does not include a 
political donation or contribution to an election fund that is subject to the 
provisions of the relevant election funding legislation. 
 
Blayney Shire Council has a zero tolerance rule with respect to compliance 
with this policy. 
 
 
 
Policy Statement 
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Council officials will act with integrity at all times. Acceptance of gifts and 
benefits has real and perceived opportunities for undermining integrity. 
 
This Policy sets out the basis on which Blayney Shire Council will manage 
offers of gifts or benefits in accordance with the obligations set out in 
Council’s Code of Conduct. 
 
You must not: 
 

• seek or accept a bribe or other improper inducement 
• by virtue of your position acquire a personal profit or advantage, real or 

perceived, which has a monetary value. 
 
You must not seek or accept any payment, gift or benefit intended or likely to 
influence, or that could be reasonably perceived by an impartial observer as 
intended or likely to influence you to: 
 

• act in a particular way (including making a particular decision); 
• fail to act in a particular circumstance; 
• otherwise deviate from the proper exercise of your official duties. 

 
You must avoid situations giving rise to the appearance that a person or body, 
through the provision of gifts, benefits or hospitality of any kind, is attempting 
to secure favourable treatment from you or from the council.  
 
You must take all reasonable steps to ensure that your immediate family 
members do not receive gifts or benefits that give rise to the appearance of 
being an attempt to secure favourable treatment. Immediate family members 
include parents, spouses or de facto partners, children and siblings. 
 
Responsibilities 
 
Councillors, Staff Members and Other representatives of Council 
 
The obligation to disclose instances relating to this policy rests with 
Councillors, members of staff and other representatives of Council and should 
be in accordance with the gifts and benefits procedures. 
 
Councillors, staff members and other representatives of Blayney Shire 
Council must comply at all times with this policy and Council’s Code of 
Conduct. 
 
Council staff members and other representatives of Council must complete, 
the electronic declaration form or the hardcopy declaration form (for those 
staff members who do not have computer access), for all offers of a gift or 
benefit  and submit the declaration form to their Supervisor, or General 
Manager (in the case of a Councillor or Director), within two (2) weeks of 
receiving the offer. 
 
Councillors, members of staff and other representatives of Council, who have 
prior notice of the receipt of a benefit or hospitality, such as attendance at a 
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sporting event, should receive prior written approval to attend. The recipient is 
to ensure their declaration is submitted and authorised by the Supervisor or 
General Manager. 
 
Management 
 
The General Manager, or their delegate, will establish and maintain a Gifts 
and Benefits Register. 
 
The Supervisor, or General Manager (in case of a Councillor and Directors), 
must authorise electronically, or sign/date paper copy declaration forms, scan 
and register the completed document in to Data works, and task to the 
Director of Corporate Services (as the General Manager’s delegate), who will 
process the information into the Gifts and Benefits Register.  
 
 
Procurement, Contracts and Tendering 
 
All procurement activities are to be conducted in an ethical manner and in 
accordance with:- 

Policy 1B Code of Conduct  
Policy 3G Purchases of Goods and Services 
Policy 13A Tender Procedures 
 

Council representatives involved in corporate purchasing or procurement 
must not accept any form of gift, benefit or from suppliers or potential 
suppliers. 
 
Council representatives involved in evaluating contracts, expressions of 
interest, tenders or other proposals must not accept any form of gift, benefit or 
hospitality from contractors, potential contractors, tenderers or associated 
parties. Any offer of gifts must be declared in writing as part of the evaluation 
process. 
 
The recipient of any gift, benefit or hospitality offered and/or received  must 
complete the electronic gift register form and submit it to the Director (or 
General Manager) for authorisation.  
 
Circumstances where gifts or benefits may be acceptable 
 
Gifts or other benefits not essentially token or inconsequential in kind 
(including moderate acts of hospitality) should only be accepted: 

• where they are not obtained by virtue of a public official’s office or 
position 

• where a gift is given to a public official in a public forum in appreciation 
for the work, assistance or involvement of the public official or an 
agency, and refusal to accept the gift would cause embarrassment or 
affront 

• if there is no possibility that the recipient might be, or might appear to 
be, compromised in the process, or 
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• in circumstances generally approved by the principal officer of the 
agency, or on any other occasion with the formal written approval of 
the General Manager, preferably obtained beforehand. 

 
Approval of the General Manager should only be given where the acceptance 
of the gift is unlikely to be seen by a reasonable ‘impartial observer’ to create 
a conflict of interest, or influence the performance of duties or functions. 
 
Gifts Benefits and Bribes 
 
Gifts 
 
For the purpose of this policy, “gifts” made to individuals in the course of a 
business relationship are usually given for commercial purposes, such as to 
create a feeling of obligation in the receiver.  
 
Such examples of gifts may include (but are not limited to):- 
 

- Money - Products 
- Alcohol - Tickets 
- Clothes  

 
A councillor or employee should not accept an offer of cash or a cash-like gift, 
regardless of the amount. “Cash-like gifts” include but are not limited to, gift 
vouchers, credit cards, debit cards with credit on them, prepayments such as 
phone or internal credit, memberships or entitlements to discounts. 
 
Benefits 
 
For the purpose of this policy, the term “benefit” is used to refer to something 
which is believed to be of value to the receiver, such as a service. Some 
examples may include:- 
 

a. Tickets to major sporting events or other entertainment. 
b. Corporate hospitality at a corporate facility or sporting venue. 
c. A new job or promotion. 
d. Preferential treatment, such as queue jumping. 
e. Access to confidential or sensitive information. 
f. Discounted products for personal use. 
g. Frequent use of facilities such as a gymnasium or holiday home. 
h. Free or discounted travel, Frequent Flyer points and free training 

sessions. 
i. Free or subsidised lavish meals or hospitality etc. 

 
Bribes 
 
“Bribery” is defined as an inducement by offering any undue reward by, or to 
any person in public office in order to influence his or her behaviour in that 
office, and incline that person to act contrary to the known rules of honesty 
and integrity. 
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Councillors, members of staff and other representatives of Council must not 
offer or seek a bribe. Receiving or offering a bribe is an offence under both 
Common law and NSW legislation. 
 
A person offered a bribe should refuse it and report the incident as soon as 
possible to their supervisor, or the General Manager. Council will take steps to 
report the matter to ICAC and the police immediately. 
 
Token Gifts 
 
Token gifts and benefits of a nominal value usually do not create a sense of 
obligation on the receiver and are unlikely to influence, or appear to influence, 
in the exercise of his or her official duties. 
 
Compliance and Exemptions 
 
This policy applies to all staff and Councillors of Blayney Shire Council. 
Failure to comply with this policy could be considered a breach of the 
Code of Conduct and may lead to disciplinary action and/or other sanctions, 
including dismissal. 
 
Blayney Shire Council has a zero tolerance rule with respect to compliance 
with this policy. Any applications for exemptions from the requirements of this 
policy are to be in writing to the General Manager. Exemptions are entirely at 
the General Manager’s discretion and will be determined in writing with 
reasons given for any specific exemptions. In determining an exemption, the 
General Manager will also determine whether the gift in question is able to be 
kept by a particular staff member or whether it should be shared at the 
workplace. 
 
The following are considered exempt: 
 

1. Invitations to appropriate out of hours social functions organised by 
groups, such as, Council committees and community organisations 

2. Free meals, of a modest nature, and/or beverages provided to Council 
officials who formally represent their Council at work related events 
such as training, education sessions, workshops 

3. Free or subsidised meals, of a modest nature, and/or beverages 
provided infrequently (and/or reciprocally) that have been arranged 
primarily for, or in connection with, the discussion of official business 

4. Ceremonial gifts – from visiting delegations 
5. Ceremonial gifts – from sister cities 
6. Industry networking functions hosted by Industry Group at a major 

event e.g. NSW Tourism group function at Bathurst race event. 
 
Examples of the circumstances where exemptions MAY be approved by the 
General Manager, include: 
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• Learn to swim staff of the CentrePoint Sport & Leisure Centre – for gifts 
of token value children who attend learn to swim classes as a 
Christmas gift or gift of thanks associated with their role. 

• Ceremonial gifts – presented to staff members as thanks for presenting 
at conferences/seminars  

• Ties, scarves, coasters, tie pins, diaries, chocolates, flowers and small 
amounts of beverages 

 
Any gifts approved through the General Manager exemption process will still 
be subject to the following requirements: Token value in relation to this clause 
is considered to be $20.00. Any gifts with an estimated value of more than 
$20.00 are not considered ‘token’ and should be rejected or returned. 
 
The following gifts and benefits would normally fall below the token value of 
$20.00: 

• inexpensive pens or stationery 
• chocolates 
• flowers 
• modest bottle of wine 
• cup of coffee. 

 
By contrast, the following gifts and benefits would be likely to be more than 
the token value: 

• tickets to sporting events 
• jewellery 
• works of art 
• discounted products for personal use 
• use of facilities such as gyms. 

 
Ceremonial gifts – an official gift from one agency to another agency. Such 
gifts are often provided to a host agency when conducting official business 
with delegates from another organisation or country. Although these gifts may 
sometimes be offered to express gratitude, the gratitude usually extends to 
the work of several people in the organisation, and therefore the gift is 
considered to be for the organisation, not a particular individual. 
 
Where you have accepted a token gift or benefit from a person, you must not 
accept a further gift or benefit from the same person or another person 
associated with that person within a single 12-month period where the value 
of the gift, added to the value of earlier gifts received from the same person or 
a person associated with that person, during the same 12-month period would 
exceed $50 in value. 
 
Gifts and Benefits Register 
 
All gifts, benefits and hospitality must be declared and recorded in Council’s 
publicly available Gifts and Benefits Register against the name of the 
recipient. The name of the person who offered the gift and their agency or 
organisation must also be included. 
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There must also be a record of the decision that was taken in relation to the 
gift or benefit, and by the authorising Supervisor, or General Manager (in the 
case of a Councillor or Director), so that it can be shown that the Council was 
open and transparent in dealing with the gift or benefit. 
 
Councillors and Designated Persons lodging pecuniary interest returns under 
Section 449 of the local Government Act, 1993 (NSW)  are not required under 
Schedule 3 of the Act to disclose gifts and benefits under the value of $500, 
unless they are among gifts totalling more than $500 made by the same 
person over a twelve (12) month period. In the interests of openness and 
transparency, Designated Persons are also required to declare and record the 
offer and/or receipt of all gifts or benefits of more than token/nominal value in 
the Gifts and Benefits Register. 
 
 
Procedures 

 
1 Should you receive a gift or benefit, you must notes immediately after 

the incident has occurred, detailing the date, time, location, discussion 
and any other comments that could assist you with your later 
recollections of the incident. 

2 Obtain a copy of the Declaration Form, which is available through the 
Councillor Portal or Council Intranet.   

3 With regards to the paper copy, 
- They are to be scanned into Council’s Corporate Records 

System. 
- The authorising Supervisor (If they have access) is to record the 

entry into Council’s electronic register. 
- In the event that the Supervisor does not have access, then the 

authorising director is required to electronically record. 
4 All gifts and benefits that become the property of Council should be 

delivered to the General Manager’s Office (or his delegate) for 
appropriate storage or disposal. 

5 If you have been offered a bribe, you must inform your Director or the 
General Manager immediately and the General Manager must inform 
ICAC and the Police. 

 
Related Legislation, Policies and Guidelines 
 
Crimes Act 1900 (NSW) Section 249 of the Crimes Act 1900 (NSW) creates 
an offence if a Councillor or employee corruptly receives or solicits (or 
corruptly agrees to receive or solicit) from another person any benefit as an 
inducement to do, or not do, something in relation to their official duties. This 
also pertains to receiving benefits for showing favour or disfavour to any 
person in relation to their official duties. 
 
Local Government Act 1993 – Section 440 of the Act requires that Councils 
adopt a Code of Conduct. The section states that serious corrupt, of which 
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bribery is an example, may lead to the dismissal or temporary suspension 
from office of a Councillor or of a staff member. 
 
Local Government (General) Regulation 2005, clauses 184 & 185 – relating to 
gifts and contributions to travel pecuniary interests to be disclosed in Section 
449 returns. 
 
Blayney Shire Council’s Code of Conduct  
 
Gifts and Benefits – Public Agencies Fact Sheet (NSW 
Ombudsman’s Office), March 2012. 
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GIFTS AND BENEFITS DECLARATION FORM 

 
DEPARTMENT 
(Please tick) 
 Corporate Services  Infrastructure Services 
 Environmental Services  Executive Services 
 
YOUR DETAILS 
 
Name: 

 

 
Title:  
 
Office 
Location: 

 

 
Phone No (w):  
 
DETAILS OF GIFT OR BENEFIT 
Person who offered gift or 
benefit: 

 

 
Company/Organisation:  
 
Date gift or benefit offered: /       / 
 
Description of gift or 
benefit: 

 

  
 
Estimated value of the gift or benefit: $ 
 
What did you do with the Gift or Benefit? 
 
 
 
 

 
Signed:   Date: /       / 
 
Signed:   Date: /       / 

(General Manager / Director) 
PLEASE FORWARD COMPLETED FORM TO YOUR SUPERVISOR FOR RECORDING INTO 

COUNCIL’S ELECTRONIC GIFTS REGISTER. 
This form is to be only used when the staff member does not have 

access to the electronic gift register. 
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Adopted: 12/03/2008                08/048 
Lasted Reviewed: 12/03/2008                08/048 
 11/04/2011            1104/005 
 12/11/2012            1211/014 
 16/04/2018  
   
Next Review: 19/11/2020  
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Objectives 
 
The purpose of the Corporate Credit Card Policy is to identify employees who 
are entitled to a corporate card, outline the responsibilities of Corporate Card 
users and identify the permitted users of the cards.  
 
Overview 
 
Council has introduced Corporate Credit Cards with the aim to minimise 
administration expenses and time inefficiencies with purchases and to ensure 
effective control and accountability of certain Council purchases and 
payments.  
 
The purpose of the Corporate Credit Card Policy is to identify employees who 
are entitled to a corporate card, outline the responsibilities of Corporate Card 
users and identify the permitted users of the cards.  
 

Policy 
 
The use of a Council Corporate Credit Card must be in accordance with the 
Corporate Credit Card Policy. 
 
Scope 
 
These Corporate Credit Card Policy apply to all users of Council’s Corporate 
Credit Cards. 
 
Responsibilities & Procedures 
 
Corporate Credit Cardholders are responsible for: 
 

• Signing the Corporate Card Acknowledgement and Conditions of Use 
form on receiving the Corporate Card. 

 
• Ensuring the safe keeping of the Corporate Card and immediately 

reporting to the Bank and Chief Financial Officer if the Corporate 
Credit Card is lost, stolen, damaged or has suspected fraudulent 
transactions. 

 
• Taking the appropriate measures to ensure the Corporate Card is not 

used by another person other than the approved cardholder. 
 

• Exercising professional judgement with regards to Internet purchases 
in regards to the security of the site.  

 
• Not using the Corporate Credit Card without having read and 

understood the Corporate Card Policy. 
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• Ensuring that the Corporate Credit Card is used in accordance with 
Council’s Procurement of Goods and Services policy and other 
policies, as appropriate. 

 
• Ensuring that expenditure is contained within available budget limits.  

 
• Reimbursing Council for the cost of purchases deemed not to be for 

the use of Council, or Council related business within a reasonable 
period of time.  

 
• Ensuring that a tax invoice, receipt, docket or similar source document 

is obtained for each transaction and given to the Chief Financial Officer 
with the completed Cardholder Statement form. 

 
• Completing and submitting the Corporate Credit Card Transaction 

Declaration form when the original source document for a transaction is 
lost, stolen, mislaid, damaged or not received. 

 
• Completing the Corporate Card Termination of Use Advice form when 

forfeiting the Corporate Credit Card due to transferring to another 
position that does not require a Corporate Credit Card, terminating 
employment with Council, or any other reason that may warrant the 
forfeiture of the Corporate Credit Card. A full acquittal of expenditure 
from previous statement date to termination date shall accompany 
advice. 

  
Restrictions on Use 
 
The Credit Corporate Card cannot be used to obtain cash. 
 
Purchases must only be for the use of Council, or Council related business, 
and not for private or personal use. 
 
The Corporate Credit Card is not to be used for obtaining items which are 
available from Council’s stores inventory or where an account exists with the 
supplier e.g. Blayney Supermarket. A lack of planning or organisation by the 
cardholder is not considered a reasonable explanation for not obtaining goods 
from stores inventory. 
 
Card Application and Use 
 
Entitlement to a Corporate Credit Card shall be determined by the General 
Manager. 
 
Controls on purchases 
 
The use of the Corporate Credit Cards is subject to Council and Bank 
controls, policies and procedures.  
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The Chief Financial Officer will perform random audits on individual Corporate 
Cardholder’s Statements to ensure that the Corporate Credit Card Policy is 
being adhered to. 
 
Failure to comply with the conditions as detailed within this Policy may result 
in the cardholder’s entitlement to a Corporate Credit Card being revoked and 
disciplinary action being taken. 
 
Termination of Use 
 
In the event that a cardholder’s entitlement to a Corporate Credit Card has 
been terminated for reasons such as: 

(i) termination of employment; 
(ii) re-assignment to another position within Council; 
(iii) failure to comply with the conditions of this Policy; or 
(iv) any other reasons as determined by the General Manager, 

the Corporate Credit Card, together with all supporting documentation and 
other relevant documentation, with a completed Termination of Use Advice 
form, must be forwarded to Chief Financial Officer. 
 
Review 
 
The Corporate Credit Card Policy will be reviewed on an annual basis and 
referred to Council for amendment as required. 
 
 
 
 
 
 
 
 
 
Adopted: Date:  14/05/2007 Minute:    07/091 
Lasted Reviewed: 14/05/2007 Minute:    07/091 
 14/03/2011 Minute: 1103/011 
 10/12/2012 Minute: 1212/004 
 07/01/2016 Position title updated 
 16/04/2018  
Next Reviewed: 16/11/2020  
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1. Purpose of the Related Parties Disclosures Policy 
From 1 July 2016, Council is required to disclose Related Party Relationships 
and Key Management Personnel (KMP) compensation in its Annual Financial 
Statements. 
 
The purpose of this policy is to define the parameters for Related Party 
Relationships and the level of disclosure and reporting required Council to 
achieve compliance with the Australian Accounting Standard AASB 124 - 
Related Party Disclosures. 
 
2. Definitions 
AASB 124 - means the Australian Accounting Standards Board, Related 
Party Disclosures Standard. 
 
Act - means the Local Government Act 1993. 
 
Close members of the family of a person - are those family members who 
may be expected to influence, or be influenced by, that person in their 
dealings with the Council and include: 

• that person’s children and spouse or domestic partner;  
• children of that person’s spouse or domestic partner; and 
• dependants of that person or that person’s spouse or domestic partner. 

 
Entity can include companies, trusts, joint ventures, partnerships, 
incorporated association or unincorporated group or body and non-profit 
associations such as sporting clubs. 
 
Key Management Personnel (KMP) - as defined under section 5 of this 
policy.  
 
KMP Compensation - means all forms of consideration paid, payable, or 
provided in exchange for services provided, and may include: 

• Short-term employee benefits, such as wages, salaries and social 
security contributions, paid annual leave and paid sick leave, 

• profit sharing and bonuses (if payable within twelve months of the end 
of the period) and non-monetary benefits (such as medical care, 
housing, cars and free and subsidised goods or services) for current 
employees;  

• Post-employment benefits such as pensions, other retirement benefits, 
post employment life insurance and post-employment medical care; 

• Other long-term employee benefits, including long-service leave or 
sabbatical leave, jubilee or other long-service benefits, 

• long-term disability benefits and, if they are not payable wholly within 
twelve months after the end of the period, profit sharing, bonuses and 
deferred compensation; and 

• Termination benefits. 
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Material (materiality) - means the assessment of whether the transaction, 
either individually or in aggregate with other transactions, by omitting it or 
misstating it could influence decisions that users make on the basis an entity's 
financial statements. Materiality does not refer to a dollar sum solely and the 
nature of the transaction may result in disclosure even if a small dollar value. 
For the purpose of this policy, it is not considered appropriate to set either a 
dollar value or a percentage value to determine materiality.  
 
Ordinary Citizen Transaction - means a transaction that an ordinary citizen 
of the community would undertake in the ordinary course of business with 
Council. 
 
Possible (Possibly) Close members of the family of a person - are those 
family members who could be expected to influence, or be influenced by, that 
person in their dealings with the Council and include: 

a. that person’s brothers' and sisters';  
b. aunts', uncles', and cousins' of that person’s spouse or domestic 

partner; 
c. dependants of those persons' or that person’s spouse or domestic 

partner as stated in (b); and 
d. that person's or that person's spouse or domestic partners', parents' 

and grandparents'. 
 
Related Parties - as defined under section 6 of this policy.  
 
Related Party Transaction - is a transfer of resources, services or 
obligations between a Council and a related party, regardless of whether a 
price is charged. 
 
Regulation - means the Local Government (General) Regulation 2005. 
 
Significant (significance) - means likely to influence the decisions that users 
of the Council’s financial statements make having regard to both the extent 
(value and frequency) of the transactions, and that the transactions have 
occurred between the Council and related party outside a public service 
provider/ taxpayer relationship.  
 
Remuneration means remuneration package and includes any money, 
consideration, benefit received or receivable by the person but excludes 
reimbursement of out-of-pocket expenses, including any amount received or 
receivable from a related party transaction. 
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3. Background 
The Australian Accounting Standards Board (AASB) determined in AASB 124 
that from 1 July 2016 related party disclosures will apply to government 
entities, including local governments (Councils). 
 
AASB 124 provides that Council must disclose the following financial 
information in its financial statements for each financial year period:  

• disclosure of any related party relationship; 
o must disclose in its Annual Financial Statements its relationship 

with any related parties or subsidiaries (where applicable), whether 
or not there have been transactions within the relevant reporting 
period; 

• Key Management Personnel (KMP) Compensation Disclosures; 
o must disclose in its Annual Financial Statements details for each of 

the categories of KMP compensation, as stated in the definitions of 
this Policy, in total. 

 
4. Policy Statement 
Council is committed to responsible corporate governance, including 
compliance with laws and regulations governing related party transactions. 
 
Related Party relationships are a normal feature of commerce and business. 
For example, entities frequently carry on parts of their activities through 
subsidiaries, joint ventures and associates. In those circumstances, there is 
the possibility of the entity having the ability to affect the financial and 
operating policies of Council through the presence of control, joint control or 
significant influence. 
 
A Related Party relationship could influence the normal business operations 
of Council even if Related Party Transactions do not occur. The mere 
existence of the relationship may be sufficient to affect the transactions of the 
Council with other parties. Alternatively, one party may refrain from trading 
with Council because of the significant influence of another—for example, a 
local supplier may be instructed by its parent not to engage in supplying 
goods to Council. 
 
For these reasons, knowledge of Council’s transactions and outstanding 
balances (including commitments and relationships with Related Parties) may 
affect assessments of Council's operations. 
 
AASB 124 provides that Council must disclose all material and significant 
Related Party Transactions and outstanding balances; including 
commitments, in its Annual Financial Statements. Generally, disclosure shall 
only be made where a transaction has occurred between council and a 
related party of council. In addition, the transaction must be material in nature 
or size, when considered individually or collectively.  
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When assessing whether such transactions are significant the following 
factors shall be taken into consideration: 

• significance in terms of size;  
• was it carried out on non-market terms; 
• is it outside normal day-to-day council operations; 
• was it subject to council approval; 
• did it provide a financial benefit not available to the general public; 
• was the transaction likely to influence decisions of users of the Annual 

Financial Statements. 
 
Regard must also be given for transactions that are collectively, but not 
individually significant. 
 
To enable Council to comply with AASB 124 Council’s KMP, as defined within 
this Policy, are required to declare full details of any Related Parties and 
Related Party Transactions. Such information shall be retained and reported, 
where necessary, in Council’s Annual Financial Statements. 
 
5. Key Management Personnel 
AASB 124 defines KMP's as “those persons having authority and 
responsibility, either directly or indirectly, for planning, directing and controlling 
the activities of the entity.”  
 
For Council purposes KMP include: 

• the Mayor, 
• Councillors, 
• Administrators, 
• the General Manager, and 
• Directors. 

 
6. Related Parties 
For the purposes of this policy, related parties of Council are: 

• entities related to Council; 
• KMP of Council; 
• close family members of KMP; 
• possible close family members of KMP's; and entities or persons that 

are controlled or jointly controlled by KMP, or their close family 
members, or their possible close family members. 

 
In addition, a person or entity is a related party of Council if any of the 
following apply: 

• they are members of the same group (which means that each parent, 
subsidiary and fellow subsidiary is related to the others); 

• they are an associate or belong to a joint venture of which Council is 
part of; 

• they and Council are joint ventures of the same third party; 
• they are part of a joint venture of a third party and council is an 

associate of the third party; 
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• they are part of a post-employment benefit plan for the benefit of 
employees of either Council or an entity related to Council; 

• they are controlled or jointly controlled by close members of the family 
of a person; 

• they are identified as a close or possibly close member of the family of 
a person with significant influence over Council or a close or 

• possibly close member of the family of a person who is a KMP of 
Council; or 

• they or any member of a group of which they are a part, provide KMP 
services to Council. 

 
The following shall be considered as close family members of KMP:  

a) Children and dependents of the Mayor, Councillors, General Manager 
and Directors;  

b) Spouse/domestic partner of the Mayor, Councillors, General Manager 
and Directors; 

c) Children and dependents of a spouse/domestic partner of the Mayor, 
Councillors, General Manager and Directors; 

d) Other Family Members of a KMP that may be expected to influence, or 
be influenced by, that person in their dealings with Council.  

 
Close family members shall be identified in the Related Party Declaration 
made by a KMP. 
 
7. Related Party Transactions 
Related Party Transactions are required to be disclosed regardless of whether 
a price is charged. Such transactions may include: 

• compensation paid to KMP; 
• purchase or sale of goods (finished or unfinished); 
• purchase or sale of property and other assets; 
• rendering or receiving services; 
• leases; 
• transfers of research and development; 
• transfers under licence agreements; 
• transfers under finance arrangements (including loans and equity 

contributions in cash or in kind); 
• provision of guarantees or collateral; 
• commitments to do something if a particular event occurs or does not 

occur in the future, including executory contracts (recognised and 
unrecognised); 

• quotations and/or tenders; 
• commitments; and 
• settlements of liabilities on behalf of Council or by Council on behalf of 

the related party. 
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8. Disclosure 
AASB 124 provides that Council must disclose all material and significant 
Related Party Transactions in its Annual financial statements by aggregate or 
general description and include the following detail: 

• the nature of the related party relationship; and 
• relevant information about the transactions including: 

o the amount of the transaction; 
o the amount of outstanding balances, including commitments, and 
o their terms and conditions, including whether they are secured, and 

the nature of the consideration to be provided in the settlement; and 
o details of any guarantee given or received; 
o provision for doubtful debts related to the amount of outstanding 

balances; and 
o the expense recognised during the period in respect of bad or 

doubtful debts due from related parties. 
 
All transactions involving Related Parties shall be captured and reviewed to 
determine materiality or otherwise of such transactions, if the transactions are 
Ordinary Citizen Transactions, and to determine the significance of each of 
the transactions. 
 
Generally, transactions with amounts receivable from and payable to KMP or 
their related parties that occur within normal employee, customer or supplier 
relationships and at arm’s length that are immaterial or insignificant shall be 
excluded from detailed disclosures. Such activity shall be disclosed in the 
financial statements by general description.  
 
Disclosures that Related Party Transactions were made on terms equivalent 
to an arm’s length transaction can only be made if such terms can be 
substantiated. 
 
AASB requirements in this regard are available at Attachment A 
 
9. Procedures 
The method for identifying the close family members and associated entities 
of KMP shall be by KMP self-assessment. KMP have an ongoing 
responsibility to advise Council immediately of any Related Party 
Transactions. 
 
It is not the responsibility of the KMP is to make an assessment as to whether 
they have any related party transactions or not.  It is their responsibility to 
identify all their related parties. The determination of and assessment of 
transactions will be undertaken by relevant Council staff.  
 
The preferred method of reporting is for KMP to provide details of Related 
Parties and Related Party Transactions, utilising the Reporting Templates 
(Attachment B), to the General Manager. 
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Information provided will be held on a centralised register. Access to the 
register shall be available to only those who may lawfully be granted access 
after consideration of matters of privacy and other legislative requirements. 
 
The register shall be used as a basis for information for inclusion into 
Council’s Annual Financial Statements to satisfy Related Party reporting 
requirements. 
 
10. Related Parties Disclosure timetable  
Disclosures of Related Parties and Transactions shall be required of Key 
Management Personnel at least annually.  
 
The due dates for Disclosures will be 30 June annually.  
 
Key Management Personnel should provide updates on Related Parties and 
Transactions as issues arise or material changes occur by submitting an 
updated Related Parties Disclosure Form at times other than the collection 
date listed above if their situation changes.  
 
11. Privacy 
Information provided by KMP and other related parties shall be held for the 
purpose of compliance with Council’s legal obligation and shall be disclosed 
where required for compliance or legal reasons only. 
 
12. Review 
This policy shall be reviewed at specified review intervals and may be 
reviewed if any of the following events occur: 

• corporate restructure that impacts of the KMP’s; 
• the related legislation/documents or OLG Local Government Code of 

Accounting Practice that impact on application of the policy are 
amended or replaced; and 

• other circumstances that may arise as determined by resolution of 
Council. 

 
13. Related Legislation, Policies and Guidelines 
Local Government Act 1993 
Australian Accounting Board Standard – AASB124 Related Parties 
Disclosures  
Local Government Act 1993 
Local Government (General) Regulation 2005 
Local Government Code of Accounting Practice 
Blayney Shire Council Code of Conduct 
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Attachment A – AASB References 
 

Reference Reporting Requirements 
AASB124.17 
 

The entity discloses key management personnel compensation 
in total and for each of the following categories: 

a. short-term employee benefits; 
b. post-employment benefits; 
c. other long-term benefits; and 
d. termination benefits; 

 
Key management personnel (KMP) are not named – disclosure 
on an aggregate basis only. 
 
Short-term employee benefits include non-monetary benefits. 

AASB124.18 If there have been transactions between related parties, the 
entity discloses the nature of the relationship with the related 
party, as well as sufficient information about the transactions and 
outstanding balances, including commitments, necessary for 
users to understand the potential effect of the relationship on the 
financial statements. 
 
Types of Transactions: 

a. purchases or sales of goods (finished or unfinished); 
b. purchases or sales of property and other assets; 
c. rendering or receiving of services; 
d. leases; 
e. transfers of research and development; 
f. transfers under licence agreements; 
g. transfers under finance arrangements (including loans and 

equity contributions in cash or in kind); 
h. provision of guarantees or collateral; 
i. commitments to do something if a particular event occurs 

or does not occur in the future, including executory 
contracts (recognised and unrecognised); and 

j. settlement of liabilities on behalf of the related party. 
 

The following information, at a minimum, is disclosed: 
i. the amount of the transactions; 
ii. the amount of outstanding balances, including 

commitments, and terms and 
iii. conditions (i.e. secured or unsecured) and the nature of 

consideration to be provided in settlement; and details of 
guarantees given or received; 

iv. provisions for doubtful debts related to the amount of 
outstanding balances; and 

v. the expense recognised during the period relating to bad 
or doubtful debts due from related parties. 
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Reference Reporting Requirements 

AASB124.19 The entity separately discloses all the information required by 
Paragraph 18 at the following levels: 

a. subsidiaries; 
b. associates; 
c. joint ventures in which the entity is a joint venturer; 
d. key management personnel of the entity or its parent; and 
e. other related parties. 

AASB124.24 The entity discloses items of a similar nature in aggregate, 
except when separate disclosure is necessary for an 
understanding of the effects of related party transactions on the 
financial statements of the entity. 
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Attachment B – Related Party Disclosure Form 
 
Related Parties - Disclosure Form 
 

Name of Key Management Personnel (KMP): 

 
Related person and / 

or entity 
Relationship of KMP with the person or entity 

  

  

  

  

  

  

  

 
Notification  
I __________________________________________________________________,  

(Full name)      
__________________________________________________________ notify that,  

(Position) 
to the best of my knowledge, information and belief that as at the date of this 
notification, the above list includes all existing and potential related parties that may 
transact with Council involving myself, close members of my family, or entities 
controlled or jointly controlled by me or close members of my family, relevant to the 
above period.  
 
I permit authorised Council Officers and other permitted recipients specified in 
Council’s Related Parties Disclosure Policy to access the register of interests of me 
and persons related to me and to use the information for the purposes specified in 
that policy.  

Signature of named KMP: ____________________________________  

Dated: ______________________ 
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Adopted: 18/04/2017 1704/010 
Lasted Reviewed: 16/04/2018  
   
Next Review: 16/11/2020  
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Public Liability Insurance 
Community Celebrations  

 
 

 
 

Procedure 6B 
Officer Responsible Director Corporate Services 
Last Review Date 16/04/2018 
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That organisations intending to conduct community celebrations, be required 
to provide public liability insurance cover, before Council approval will be 
granted. 
 
Minimum coverage of $20,000,000. 
 
 
End  
 
 Date Minute No. 
Created: 10/12/2001 553 (2) 
Lasted Reviewed: 09/07/2007 07/145 
 16/04/2018  
   
Next Reviewed: 16/11/2020  
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Objective 

Provide parameters for the use of corporate Mobile Devices used for access to 
Blayney Shire Council’s corporate systems such as email/calendars, internet 
browsing and mobile applications used for Council related business. 
 
Purpose 
To provide Councillors and staff, referred hereon as “Users”, with guidelines 
regarding the appropriate use of their Council supplied mobile device. 
 
To provide users with mobile devices for use and to assist them in the performance 
of their duties. 
 
To ensure that users are accessible, facilitate timeliness of responses to Council’s 
customers and to enhance communications. 

 
To facilitate the effective management and administration of costs of business 
calls relating to the Council’s mobile device resources. 

 
To encourage the standard for acceptable use of mobile device resources in the 
conduct of its business to safeguard users, protect Council assets and ensure 
compliance with appropriate legislation. 
 
Definition 
A “Mobile Device” for the purposes of this policy will be any device that is reliant on 
a carrier Mobile Network for the purpose of transmission of voice and/or data traffic.  
Mobile Devices include but shall not be limited to: Mobile Phones, Smart Phones, 
Laptops and Tablet devices. 
 
Eligibility 
A user will be eligible to have a mobile device if it is deemed necessary to their 
position, for example, if the employee’s duties require them to spend time out of the 
office and/or to be contactable outside the normal hours of work. All mobile devices 
are provided at the discretion of the department director or General Manager or in 
the case of Councillors, the Payment of Expenses and Provision of Facilities policy. 
Any current employee who requires a replacement mobile device will need to fill in 
the Mobile Device Application Form on Council’s Intranet and then forwarded to 
their manager and director for approval.  

 
Use 
While mobile devices are approved on the basis of business benefits and usage, 
reasonable personal use of devices is acceptable but users must adhere to the 
following usage terms: 

• The conditions of the Email and Internet Policy must be adhered to. 
• The conditions of the Blayney Shire Council’s Code of Conduct policy 

must be adhered to. 
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• The private usage of devices during business hours must not interfere with 
the employee’s work performance or detract from the employee doing their 
normal duties. 

• Monthly usage details will be accessible to the Information Technology (IT) 
and Finance sections for cost management: IT are entitled to query 
excessive usage costs for mobile devices. 

• Loss or theft of the mobile device must be immediately reported to IT. A 
loan device (if available) will be issued until a permanent replacement is 
organized. 

• Information stored on the mobile device is not backed up by Council 
systems, it is the responsibility of the user to backup personal data and to 
ensure that Council information is stored on council approved systems for 
security and backup.  Council takes no responsibility for the loss of 
personal data. 

• All mobile devices come with a Telstra 1GB data plan which has been 
deemed more than sufficient for Council use. If the usage is being 
exceeded for legitimate business use than an increase in data allowance 
will be considered. 

 
Private Use 
From time to time personal use of a device may be made, while on Council 
business, however private usage should be kept to a minimum. If it is found that a 
user is using his/her mobile device for personal use resulting in charges to Council, 
they must reimburse council for any charges for personal use made. 
 
The approved user is required to make the necessary payments to Council for 
private or personal use e.g. phone charges or downloads, within 14 days of 
receiving a copy of the account for their mobile device, or when the accumulated 
value of their private or personal mobile device charges exceed $20.00 (whichever 
occurs later). 
 
Council receives fully itemised records for all mobile devices. Council recognises 
the users’ general rights of privacy, but Council reserves the right to monitor use of 
mobile devices where it is reasonably justified and/or there are legitimate reasons 
for doing so. Where Council has concerns, this matter will be referred to the 
relevant Director or General Manager. 
 
Mobile Devices fitted with location tracking software and remote wipe/remote lock 
capability will be enabled. The disabling of such features by users may result in 
disciplinary action. 
 
Hands Free Operation 
The use of mobile devices, ‘without hands free’, whilst driving is unlawful and the 
incursion of any penalties and fines will be solely at the user’s cost. 
 
Responsibility of Users 
Users accept full responsibility for using their Council mobile device in an honest, 
ethical, safe and legal manner and with regard to the rights and sensitivities of 
other people. Use must be in accordance with Council policies and all relevant 
federal and state legislation. 
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Staff are required to:            

• Take good care of the mobile device 
• Take all reasonable precautions to ensure that the device is not 

damaged, lost or stolen. Keep mobile devices clean, and in a serviceable 
condition to the best of their ability, and 

• Report all irregularities in the operation of the mobile device immediately 
to the department director or general manager. 

 
There are some standard procedures that the user should implement as part of 
their day-to-day operational use of the mobile device: 

• Activate the keypad lock to avoid accidental use of the device 
• Mobile devices must not be left in open view in unlocked or unattended 

vehicles. 
• Damaged devices should be returned to the IT Department who will 

arrange for any repairs to be carried out. 
 

Lost or Stolen Devices 
• Must be reported to the General Manager or appropriate Director 

immediately and an outgoing service bar requested. 
• Must be reported to the IT Department immediately after discovering the 

loss of the mobile device (business hours) or first thing the next business 
day if discovered after hours 

• Will be remotely locked and wiped clean of all data if the device can be 
tracked. 

 
Subject to the circumstances in which the mobile device was lost or damaged, 
Council will be responsible for replacing the device unless carelessness on the part 
of the user can be shown as the cause of the loss or damage. In circumstances 
where it has been shown that the user’s carelessness contributed to the loss or 
damage of the device then the user may be required to contribute to the 
replacement cost. 

 
Installation of Applications on Mobile Devices 
Council currently has accounts for mobile applications devices. IT currently holds 
the passwords for these accounts. If the user of mobile device requires an 
application to be installed on the device it must be undertaken by IT and be for 
business purposes. Justification must also be provided in an email to the IT 
Manager why the application is required. If the application will incur a cost, then 
this will be discussed with the user’s director. 
  
Council staff are permitted to login to the Mobile devices with personal app 
accounts but Council will not be responsible for any charges incurred or if the 
device becomes faulty and needs to be reset or replaced. 
 
Councillors have personal iTunes accounts linked to their IPad and are responsible 
for the upkeep of those accounts. Council does not keep a record personal ITunes 
login details. Councillors will be provided with 1GB Data plan for their IPad devices 
and $100 ITunes credit for the duration of the council term. 
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Termination of Employment / Conclusion of Term 
On termination of employment or conclusion of term of Council (resignation or 
where not re-elected), the user must return the mobile device to IT including 
associated any battery chargers or other accessories supplied by the Council for 
use with the mobile device. 
 
The mobile device is to be issued to an employee where it is deemed necessary to 
their job position. When an employee subsequently changes job position within 
Council, authorisation by the relevant director must occur for the mobile device to 
remain with the employee. Approval will only be given in this circumstance where 
the use of the mobile device is deemed a necessary requirement of the employees 
new job position. If approval is not given the mobile device is to be returned to IT. 
 
Related Polices 
Policy 1B: Council Code of Conduct  
Policy 1D: Communication between Councillors and Staff 
Policy 11B: Records Management  
 
Legislative Context  
Local Government Act 1993  
Local Government (General) Regulations 2005  
Workplace Surveillance Act 2005 No 47  
Workplace Surveillance Regulation 2012  
 
 
 

Adopted: Date:  08/12/2014 Minute: 1412/006 
Lasted Reviewed: 08/12/2014 Minute: 1412/006 
 16/04/2018  
   
Next Reviewed: 16/11/2020  

 





This is Page No. 233 of the Attachments of the Ordinary Council Meeting of Blayney Shire 
Council held on 16 April 2018 
 

NO: 7 - 08B SOCIAL MEDIA  ITEM NO: 10 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Social Media Policy

Policy 8B 

Officer Responsible Director Corporate Services 

Last Review Date 16/04/2018 

Strategic Policy 



This is Page No. 234 of the Attachments of the Ordinary Council Meeting of Blayney Shire 
Council held on 16 April 2018 
 

NO: 7 - 08B SOCIAL MEDIA  ITEM NO: 10 
 

Objective 
 
To provide guidance to employees, Councillors and other representatives of 
the Blayney Shire Council when using social media platforms. This policy will 
outline responsibilities and outline associated risks to Council in the use of 
social media in a professional environment and the potential impact of 
adverse personal use of social media on Council. 
 

Definitions 
 
In this policy the following definitions apply: 
 

Social media internet-based tools for sharing or discussing 
information.  It relates to user-generated information, 
opinion or other content shared over open digital networks. 
 
Social media may include (although is not limited to): 
• social networking sites (eg: Facebook, Twitter) 
• video and photo sharing websites (eg: Flickr, Youtube) 
• blogs, including corporate blogs and personal blogs 
• Wikipedia and other online collaborations (e.g. wiki’s) 
• forums, discussion boards and groups (eg: Google and 

Yahoo groups) 
• podcasting 
 

Public Domain the state of belonging or being available to the public as a 
whole, especially through not being subject to council 
confidentiality, copyright or other legal restrictions. 

 
Authorised 
Representative 

 
a person who is otherwise empowered under law or 
delegation to exercise any functions as an agent of or in 
the best interests of Council. 

 
PROFESSIONAL USE OF SOCIAL MEDIA 
 
Becoming authorised to comment 

• To be authorised to comment or be an authorised spokesperson, 
employees must have the explicit approval of the General Manager. 

• To be authorised to comment or be an authorised spokesperson 
Councillors will be guided by Council’s Media Spokesperson Policy. 

 
RULES OF ENGAGEMENT 
 
Authorised representatives must: 

• Disclose that they are a councillor / employee / contractor of the 
council, and use only their own identity, unless authorised to use an 
approved official account 

• Disclose and comment only on information classified as public domain 
information 
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• Ensure that all content published is accurate and not misleading and 
complies with all relevant council policies and other relevant 
requirements 

• Ensure comments are respectful of the community in which they are 
interacting online 

• Adhere to the terms of use for using the social media platform or 
website, and adhere to legislation including copyright, privacy, 
defamation, contempt of court, discrimination, harassment and any 
other applicable laws. 

 
Authorised representatives must not: 

• Post or respond to material that is offensive, obscene, defamatory, 
threatening, harassing, bullying, discriminatory, hateful, racist, sexist, 
infringes copyright, constitutes a contempt of court, breaches a court 
suppression order, or is otherwise unlawful   

• Use or disclose any confidential or secure information 
• Comment or post any material that might otherwise cause damage to 

council’s reputation or bring it into disrepute. 
 
PERSONAL USE OF SOCIAL MEDIA 
This policy does not discourage nor unduly limit councillors or employees 
using social media for personal expression or other on-line activities in their 
personal life.  
 
Users should be aware of and understand the potential risks and damage to 
council that can occur, either directly or indirectly from their personal use of 
social media and should comply with this policy to ensure that the risk is 
minimised. 
 
Users are personally responsible for content published in their personal 
capacity on any form of social media platform.  When in doubt, councillors or 
employees can seek guidance from council on how to comply with the 
following obligations. 
 
To avoid breaching this policy councillors and employees must: 

• Only disclose and discuss publicly available information 
• Ensure that all content published is accurate and not misleading and 

complies with all relevant council policies  
• Expressly state that stated views are personal and are not 

representative of council 
• Behave politely and respectfully 
• Adhere to the terms of use for using the social media platform or 

website, and adhere to legislation including copyright, privacy, 
defamation, contempt of court, discrimination, harassment and any 
other applicable laws. 

 
Councillors and employees must not:  

•    Post material that is offensive, obscene, defamatory, threatening, 
harassing, bullying, discriminatory, hateful, racist, sexist, infringes 
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copyright, constitutes a contempt of court, breaches a Court 
suppression order, or is otherwise unlawful   

•    Imply that they are authorised to speak as a representative of 
council, nor give the impression that the views expressed are those 
of council 

•    Use their council email address or logos or insignia that may give the 
impression of official support or endorsement of their personal 
comment 

•    Use or disclose any confidential information or personal information 
obtained in their capacity as an employee or contractor of council 

•    Post material that is, or might be construed as, threatening, 
harassing, bullying or discriminatory towards another employee or 
contractor of council  

•    Comment or post any material that might otherwise cause damage to 
council’s reputation or bring it into disrepute. 

 
Reasonable and unreasonable personal use 

• When accessing social media via the council’s Internet, employees 
must do so in accordance with the council’s Email and Internet Policy, 
which requires employees to use these resources ‘reasonably’, in a 
manner that does not interfere with work, and is not inappropriate or 
excessively accessed. 

• Usage is acceptable during break times 
• Council resources should not be used to access or post any material 

that is fraudulent, harassing, threatening, bullying, embarrassing, 
sexually explicit, profane, obscene, racist, sexist, intimidating, 
defamatory or otherwise inappropriate or unlawful.  

• Employees should not use council’s Internet and computer resources 
to provide comments to journalists, politicians and lobby groups other 
than as authorised in the course of their official duties. 

• It is not acceptable to spend time using social media that is not related 
to your work unless it occurs in your own time (for example during meal 
breaks) or at times acceptable to your manager. 

 
POLICY BREACHES 
 
Breaches of this policy by employees, Councillors and other representatives 
will be dealt with under the Council’s Code of Conduct. 
 
 
Related Polices 

Policy 1B: Council Code of Conduct  
Policy 1D: Communication between Councillors and Staff 
Policy 2B: Media Spokesperson Policy 
Policy 11B: Records Management  
 

Legislative Context  
Local Government Act 1993  
Local Government (General) Regulations 2005  
State Records Act 1998 No 17  
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State Records Regulations 2010  
Privacy and Personal Information Protection Act 1998 (NSW)  
Privacy and Personal Information Protection Regulation 2005  

 
 

Adopted: Date:  08/12/2014      Minute: 1412/004 
Last Reviewed: 16/04/2018  
   
Next Review: 16/11/2020  
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