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Introduction

This document is presented to the State Records Commission in accordance with Section 28
of the State Records Act 2000 (the Act). Section 28 (5) of that Act requires that no more than 5
years must elapse between approval of a government organisation’s Recordkeeping Plan and
areview of it. The Shire of Carnarvon (the Shire) last reviewed its Recordkeeping Plan in March
2020 which was endorsed by the State Records Commission on 6 August 2020.

State Records Commission (SRC) Standard 1 — Government Recordkeeping requires that
government organisations ensure that records are created, managed and maintained over time
and disposed of in accordance with principles and standards issued by the SRC. SRC Standard
2 - Recordkeeping Plans comprises six recordkeeping principles each of which contains
minimum compliance requirements.

The purpose of this Recordkeeping Plan is to set out the matters about which records are to be
created by the Shire and how it is to keep its records. The Recordkeeping Plan is to provide an
accurate reflection of the recordkeeping program within the organisation, including
information regarding the organisation’s recordkeeping system(s), disposal arrangements,
policies, practices and processes. The Recordkeeping Plan is the primary means of providing
evidence of compliance with the Act and the implementation of best practice recordkeeping
within the organisation.

The objectives of the Shire’s Recordkeeping Plan are to ensure:

e Compliance with Section 28 of the State Records Act 2000;

e  Recordkeeping within the Local Government is moving towards compliance with State
Records Commission Standards and Records Management Standard AS ISO 15489

e Processes are in place to facilitate the complete and accurate record of business
transactions and decisions

e Recorded information can be retrieved quickly, accurately and cheaply when required
e Protection and preservation of the Local Government’s records.

The Shire’s Recordkeeping Plan must set out:

e Those records that will be State Archives

e Those state Archives that will be restricted access archives and the ages at which the
will cease to be restricted access archives

e The retention period for records that are not State Archives

e The systems to ensure the security of the records and compliance with the
Recordkeeping Plan

The Shire’s Recordkeeping Plan will also set out:

4|Page
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e The mannerin which records will be created
e Forarecordto be reproduced in another form
e The destruction of a record, including duplicate copies

This Recordkeeping Plan applies to all the Shire of Carnarvon’s:
e Employees
e Contractors
e Organisations performing outsourced services on behalf of the Shire of Carnarvon
e Elected Members.

NOTE: The policy approach of the State Records Commission in monitoring the
recordkeeping obligations in respect to Local Government elected members is:

“In relation to the recordkeeping requirements of Local Government elected members,
records must be created and kept which properly and adequately record the performance of
member functions arising from their participation in the decision-making processes of
Council and Committees of Council.

This requirement should be met through the creation and retention of records of meetings of
Council and Committees of Council of local government and other communications and
transactions of elected members which constitute evidence affecting the accountability of
the council and the discharge of its business.

Local Governments must ensure that appropriate practices are established to facilitate the
ease of capture and management of elected members records up to and including the
decision-making processes of Council”

This Recordkeeping Plan supersedes RKP2020006 and applies to all records created or
received by any of the above parties, regardless of:

e Physical format
e Storage location
e Date created.

For the purposes of this RKP, a record is defined as meaning “any record of information
however recorded” and includes:

(@) anything on which there is writing or Braille;

(b) amap, plan, diagram or graph;

(c) adrawing, pictorial or graphic work, or photograph;

(d) anything on which there are figures marks, perforations, or symbols, having meaning for

persons qualified to interpret them;

(e) anything from which images, sounds, or writings can be reproduced with or without the
aid of anything else; and

(f)  Anything on which information has been stored or recorded, either mechanically,
magnetically, or electronically.

(State Records Act, 2000)

5|Page
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1.  Principle One: Proper and Adequate Records

Government organisations ensure that records are created and kept which properly and
adequately record the performance of the organisation’s functions and which are consistent
with any written law to which the organisation is subject when performing its functions.

1.1 Historical Background

The Shire of Carnarvon is in the Gascoyne Region of the State of Western Australia located 902
kms north of Perth. The Shire of Carnarvon sits 4m above sea level and is positioned on the
edges of WA’s Coral Coast, its boundaries meet the Shire of Shark Bay to the South, Shire of
Upper Gascoyne to the East and Shire of Exmouth to the North.

The Gascoyne Region was first was surveyed and explored by British rule by Lt George Grey in
1839. After many explorations and investigations, the Gascoyne area was settled in the
1870’s. Livestock trade was the main industry, however it did not take long to create a diverse
array of industries included pastoralists and graziers, horticulture, whaling and fishing. The
Gascoyne Road Board was formed in 1882 and Carnarvon was gazetted as a townsite in 1883.
The Lower Gascoyne and Minilya Road Boards were amalgamated to form the Gascoyne
Minilya Road in 1911 which changed to the Gascoyne Minilya Shire in 1961. The Town of
Carnarvon and the Gascoyne Minilya Shire amalgamated in 1965 to form the Shire of
Carnarvon.

Carnarvon’s unique location makes it a tropical oasis on the west coast and is home to a
vibrant and diverse community with a population census of approximately 4,600. Itis
recognised for its plantations, seafood and warm climate, come to Carnarvon to ‘Catch a
taste of the Great Life’

1.2  Strategic Focus and Main Business Activity

The Shire of Carnarvon's strategic direction is articulated through the Strategic Community
Plan (2022-2032) and Big Ideas framework.

Values

Excellence, Authenticity, Courage, Passion, Cohesion, Humility, Respect & Inclusion
Vision
We grow our horizons — Carnarvon will be a place where:

e QOurcommunity is safe and harmonious

e Our livelihoods are thriving

e OQur lifestyles are sustainable

e Our health and learning opportunities serve our communities

6|Page
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e Qur places nurture past, present and future
e Our community engaged, inclusive and supportive

Main Business Activities

The main business activities for the Shire of Carnarvon are governance and financial
administration, roads, facilities and maintenance, parks and gardens, footpaths, waste
management, municipal law enforcement, airport operations, youth and community services,
recreation and culture including library services, gallery space, civic theatre.

1.3 Functions

See Appendix 1 for the full list of functions

1.4 Major Stakeholders

The Shire of Carnarvon consists of many customer and stakeholder groups such as ratepayers,
residents, workers, visitors, landowners and developers, business owners, pastoralists, not-
for-profit organisations, community groups, sporting clubs, health organisations, education
providers, service providers, government departments and agencies, politicians, industry
bodies and the media.

1.5 Enabling Legislation

The Shire of Carnarvon is established under the Local Government Act 1995 — an Act to provide
for a system of local government in Western Australia.

1.6 Legislation Administered

See Appendix 2 for the full list of legislation

1.7  Other Significant Legislation

See Appendix 3 for the full list of legislation

1.8 Major Government Policy and/or Industry Standards
Standards and codes of Practice

See Appendix 4 for the full list of policies

7| Page
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2. Principle Two: Policies and Procedures

Principle: Government organisations ensure that recordkeeping programs are supported by
Policy and procedures.

2.1 Records Management and Business Information Systems
2.1.1 Records Management Systems

In accordance with the Local Government Act 1995, the Chief Executive Officer is to ensure
that records and documents of the local government are properly kept for the purposes of the
Local Government Act 1995 and any other written law. The Shire of Carnarvon utilizes an
Electronic Document Records Management System (eDRMS) - SynergySoft Central Records
module for records management, operation alongside the Keywords for Council Classification
Thesaurus as a business classification template. The records are held in a hybrid system with
documents in paper and/or electronic format. Responsibility is assigned to all employees for
the classifying, indexing and registration of documents they create in the performance of their
role. Metadata is attached to each record, which assists in retrieval in accordance with
recordkeeping principles.

2.1.2 Business Information Systems

Synergy Soft modules - Central Records (eDRMS), financial management systems; rates;
infringements and licensing systems, hard copy documents are retained and disposed in
accordance with GDALG.

Other Business information system used by the Shire are:

o Microsoft Licensed software - including Outlook Easy Records which has an interface
with SynergySoft that enables direct recording of emails into eDRMS.

e SirsiDymix Symphony - Integrated Library system (ILS); acquisitions (ordering,
receiving, invoicing materials); cataloguing (classifying/indexing materials); circulation
(lending/returning materials); online public user interface and a membership database.

o Definitiv- HR and payroll software

e Attain - Compliance & Returns Software for use by staff and elected members

e MEX - Computerised Maintenance Management System (CMMS) captures Asset
information, manages service requests, monitors day to day maintenance workloads,
schedules maintenance, inspections and reports.

o Cooee-software used for Waste Facility; controls payments and waste data collection;

o HRPartner - which maintains employee recruitment, contracts and documents;

e AVCRM - Airport Management software — helps with the daily running of the Carnarvon
Airport — relevant significant documents added to EDRMS for retention & disposal;

Shire of Carnarvon Recordkeeping Policy - Appendix 5
Corporate Records Management Procedure — Appendix 6

8|Page
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2.2 Records Management Policy and Procedures

The creation and management of records is coordinated by the Shire of Carnarvon’s
Governance & Information Management Coordinator.

Recordkeeping Activities covered in the Shire of Carnarvon
For Policies and Procedures — see Appendix 5 & 6 YES NO
Correspondence capture and control — Mail is collected from the v
Post Office daily; the documents are sorted recorded and (where
relevant) distributed to Officers using SynergySoft (eDRMS)

Incoming Mail addressed to Elected Members is unopened for
collection. Elected Members forward any correspondence relating to
Shire business to the SEO for capture into SynergySoft.

Mail distribution — Mail is opened by the Customer Service Officer. v
Ephemeral Records are distributed to the relevant Officers. Mail
requiring registration is scanned into SynergySoft and emailed to the
relevant Officer for action. The hard copy records are then filed.

File creation and closure - Files are created upon request from Staff 4
by the Governance & Information Coordinator who adds the new title
to the File Plan. Files are closed when a new volume is required, or a
matter is determined to be closed.

Accessto corporate records —Security settings within the eDRMS are v
used to ensure security of electronic Corporate records, all other Vital
Records are held in the Safe/Strong Room with access limited to
relevant Staff only.

Authorised disposal of temporary records and transfer of State v
archives to the State Records Office (SRO) — The Governance &
Information Coordinator completes a Records Destruction
Authorization Form, which is then authorized by the CEO. A regular
disposal program is in place.

Electronic records management — The Shire of Carnarvon uses v
SynergySoft Central Records (EDRMS) and Microsoft Outlook ‘Add-
ins’ for the capture and management of its electronic records.
Email management — The Shire of Carnarvon uses SynergySoft 4
interface with Microsoft Outlook ‘Add-ins’ for the capture and
management of its emails. Emails received and sent by Staff
members that have continuing value to Shire are recorded and are
the responsibility of the individual staff member.

Website management - Internal procedures are in place for the v
ongoing management and maintenance of the Shire website.
Communications Officers upload changes to the Shire’s website;
these are captured and recorded in Synergy EDRMS

Metadata management — the capture and control of metadata is v
maintained within individual records in the eDRMS system.
System/s management — SynergySoft is used by the Shire for its v

finance, accounting and administration requirements (which
includes Records Management. The controls in place to manage

9|Page
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access include but not limited to; passwords, users IDs and
restricted access status.

Migration strategy — The Shire has strategies in place for any future 4
migration of corporate records; Responsible Officer should develop
specific strategy prior to the implementation of new system.

Access to the Shire’s records by the general public will be in accordance with the Freedom of
Information Act 1992 or other written laws.

Access to the Shire’s records by the Elected Members will be via the Chief Executive Officerin
accordance with Section 5.92 of the Local Government Act 1995.

2.3 Certification of Policies and Procedures

The Shire’s revised Records Management Policy was endorsed by Council June 2025.
All staff with access to the Shire’s electronic systems receive a full induction on their
recordkeeping responsibilities and procedural training in their work area. Refer to Appendix 5

2.4 Evaluation of Policies and Procedures

The recordkeeping policies and procedures for the Shire of Carnarvon cover all categories
identified in Principle 2 of SRC Standard 2 and are assessed as operating efficiently and
effectively across the Shire of Carnarvon.

3. Principle Three: Language Control

Principle: Government organisations ensure that appropriate controls are in place to identify
and name government records.

3.1 Keyword for Councils Thesaurus Implemented

The Shire of Carnarvon has adopted and implemented the Keyword for Councils thesaurus for
the titling of its records.

Any other documents are maintained in their appropriate Business Information Systems and
hardcopy file systems.

3.4 Assessment of its effectiveness

The Keywords for Council Thesaurus operates well within the Shire of Carnarvon. It covers
both administrative and functional activities of the Shire of Carnarvon; it is available for use
by all staff and information can be filed and found without difficulty. This tool will be adjusted
to reflect changes to the functions and activities of the Shire as may occur from time to time.

10| Page
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4. Principle Three: Preservation

Principle: Government organisations ensure that records are protected and preserved

4.1 Assessment of the Risks

4.1.1 Onsite storage

The Shire has its current active records located onsite at the Shire Main Administration Office,
3 Francis Street, Carnarvon. The storage facility includes:

e Metal shelving,

e Fijre retardant safe,

e Secure premises,

e Secure serverrooms,

e Fire detection system/or fire suppression system, and
e Airconditioning for 24 hours per day

The main disaster threatening records stored onsite comes from fire and cyclones. With the
storage conditions as described the risk is assessed as low.

4.1.2 Offsite storage

The Shire of Carnarvon has located non-current, inactive records and archival records
collection in a storage facility adjacent to the Main Administration building, in De Boni Street.
This building is single story and of double brick construction, the windows are protected by
“Crim Safe’ coverings, window blinds and an air conditioner has been installed.

e Security of premises / facility — accessible only by designated staff;
e Crim safe coverings on windows
o Type of shelving - metal.

The main disaster threatening records stored at the records storage facility comes from fire
and cyclones.

With the offsite storage condition as described, the risk is assessed as medium.

4.1.3 Data Centre & Cloud Storage

The Shire has entered into an arrangement with [a] third party to store electronic data/digital
information and records in data centres/cloud storage facility as detailed in the table and
further information listed below. The arrangement includes provisions for security and
access; preservation; and return of the data.

Arisk assessment was undertaken prior to the commencement of the data storage
arrangement.

11| Page
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Information system | Name of service Geographic Geographic Risk
/ categories of provider location of location of assessed
records data centre/ | datacentre/ | Y/N
cloud cloud
storage storage
backups
ADS-01 Market Creations/ICT | Geraldton Geraldton Y
DCs Market Creations/ICT | Geraldton Geraldton Y
GIS Market Creations/ICT | Geraldton Geraldton Y
Altus Market Creations/ICT | Geraldton Geraldton Y

4.1.4 Storage of Archives

The Shire of Carnarvon has located its non-current, inactive, archival records and State
archives awaiting transfer to the State Archives Collection in an adjacent storage facility in
Rushton Street, Carnarvon. This office is on the first and only floor and of double brick
construction. The area is secure, with limited and controlled staff access. The exteriors of the
windows are protected by “Crim Safe’ coverings, new blinds and an air-conditioning unit have
recently been installed. The archived files are in archival quality boxes, supported by metal
cabinets and shelves. State Archives are identified in accordance with the Local Government
Retention and Disposal Authority (GRDALG) are maintained in accordance with the Directions
for keeping State archives awaiting transfer to the State Archives Collection.

4.1.5 Storage of Backups

Electronic backups of the Shires electronic information are held offsite at Geraldton and are
updated on a daily basis.

The Shire currently utilises a multi-tiered backup and disaster recovery strategy, combining
onsite, off (cloud backup), and cloud based VM replication to protect critical infrastructure and
services.
e Storage: All onsite backups are stored on a NAS appliance located within the Shire’s
network.
e Security: These backups are not encrypted. Protection relies solely on password access
to the NAS and Veeam server.
o Veeam Server: The existing Veeam backup server is domain joined. A new, non-domain
joined server is being provisioned to align with Veeam Best Practices and enhance
protection against domain-compromised attacks.

Onsite backup Jobs:

Job name Frequency & Retention VMs Included

Schedule Policy
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Hourly Backup | Hourly (Sun-Fri, 7am- 90 days SOC1-PAW-SYNO1, Altus, SOC1-PFW-
VMS 7pm), FS01
Fullon Sat 7pm
Daily Server Hourly (Sun-Fri, 30 days All core servers (ADS-01, DCs, GIS, PWF)
Backup 7:15pm),
Fullon Sat 7:15pm
Internal 1t of each month, 12X monthly ADS-01, DC1, GIS, PWF, SAS
Monthly 10pm restore Points
Backups

Onsite backup Jobs:

Job name

Schedule & Retention

VMs Included

Backup Copy

Continuous (post-daily
job) -7 days retention

All critical VMs (ADS-01, Altus, DCs,
GIS)

Configuration
Backup

Daily at 10am - 10 days
retention

VBR, SOC1-PMW-BCKO1

Offsite Cloud Backups (Cloud Connect)

e Storage Platform: Integrated ICT’s Cloud Connect Platform.
o Encryption: Data is encrypted in transit, but not at rest. However, encryption atrest can

be enabled at the job level if required (note: may slightly increase storage usage).

e Tamper Protection: The Cloud Connect backup has 1x Day Hidden Backup enabled —
this acts as a safeguard against malicious or accidental deletion. Only Integrated ICT
has access to these hidden restore points.

Offsite Cloud Replication

e Purpose: Provides an additional disaster recovery layer by replicating key VMs offsite.

e Schedule: Daily replication at 12:05am from the existing backup copy data.

e Retention: 4xreplicas currently retained (under review for potential change).

o Platform: Hosted on Integrated ICT’s Cloud Connect infrastructure.
e Replicated VMs Include: ADS-01, Altus, DC1, DC2, GIS, PWF, SAS, SOC1-PAW-SYNO1,
SOC1-PRW-RDO01, SOC1-PFW-FS01

4.1.6

Quantity of Records

The Shire of Carnarvon holds:

Shire of Carnarvon | Recordkeeping Plan
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e 150 linear metres of temporary records stored onsite and offsite;
e 70 linear metres of State archives stored onsite and offsite;

4.1.7 Security and Access

The following security measures are in place at the Shire of Carnarvon to ensure the security of

its records, both hard copy and electronic. Access is restricted to authorised members:

e Hard copy records are stored in a secure room accessible only to the Governance &
Information Coordinator and authorised champions.

e The loans and returns module in Synergy Soft is used to manage movement of files.

e Records inthe EDRMS have varying degrees of access depending on delegations assigned
to staff within the organization.

e Electronic records are backed up on a regular basis as described above.

e Server rooms have electronic locks and are accessible by authorised staff only

4.2 Assessment of the Impacts of Disasters

The risk of disaster occurring to the Shire’s records has been assessed overall as being low,
impact of a disaster on the organization’s records has therefore, been assessed as low. There
are strategies in place to ensure that business activities of the organization are not unduly
affected in the event of a disaster occurring.

4.3 Strategies in Place for Prevention and Response

The Shire currently utilises a multi-tiered backup and disaster recovery strategy, combining
onsite, off (cloud backup), and cloud based VM replication to protect critical infrastructure
and services.

4.3.1 Vital Records Program

Vital hard copy records hard copy are stored in a locked, fire-resistant strong room/safe, only
accessible to authorised staff. These records are identified as:

e Council Minute/Agenda Books

e Certificates of Title Deeds

e Signed Agreements

e Restrictive Covenants & Caveats

e Contracts/Tenders and Expression of Interest Register
e Burial/Grave & Cemetery Records

o Reserve Management Orders

e Lease Documents.

e Bank Guarantees

Where practical, these records have been copied and/or scanned and digital copies are placed
on the relevant files and are used for all normal business activities.
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4.3.2 Back-up Procedures for Electronic Records

The Shire currently utilizes a multi-tiered back up and disaster recovery strategy, combining
onsite, offsite (cloud backup), and cloud-based VM replication to protect critical infrastructure
and services

4.3.3 Preservation of Electronic Records

Electronic records requiring long term retention are maintained in an appropriate format for
long term preservation & any future migration.

4.3.4 Security

As previously described, security measures have been implemented by the Shire of
Carnarvon to prevent unauthorized access to corporate records:

e Hard copy records stored onsite and offsite are accessible only to authorized staff

e Electronic records have varying degrees of access depending on delegations assigned
to staff within the organization and are backed up on a regular basis

e Access to server rooms is restricted by electronic locks to authorized staff only.

4.3.5 Storage reviews

The onsite and offsite facilities utilized by the Shire are reviewed annually to ensure that
conditions are appropriate for storage of the organization’s records.

4.3.6 Recovery of Lost Information

Shire has quick response strategies to recover lost information, should a disaster occur.

e Records Disaster Management Plan —refer to Appendix 7
e Business Continuity Plan (Market Creations — IT providers)

If a breakdown of the storage facility occurs, electronic copies of the hardcopy files can be
obtained from the Shire’s EDRMS and network files.
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5. Principle Five: Retention and Disposal

Principle: Government organisations ensure that records are retained and disposed of in
accordance with an approved disposal authority.

5.1 General Retention and Disposal Authority for Local Government Records

The Shire of Carnarvon utilises the General Retention and Disposal Authority for Local
Government Records (GRDALG), produced by the State Records Office, for the retention and
disposal of its records.

5.3 Existing Ad Hoc Disposal Authorities
The Shire of Carnarvon does not have any Ad Hoc Disposal Authorities
5.4 Existing Disposal Lists

The Shire of Carnarvon does not have any Approved Disposal Lists.
5.5 Restricted Access Archives

The Shire of Carnarvon does not have any State archives to which it intends to restrict access
when they are transferred to the SRO.

5.6 Transfer of Archives

An Archives Transfer Request form has not been submitted to the SRO.

The Shire of Carnarvon will transfer State archives to the State Archives Collection for
permanent preservation when requested by the SRO.

5.7 Non-transfer of Archives

The Shire of Carnarvon has not identified any State archives that will not be transferred to SRO
for permanent preservation.

5.8 Retention and Disposal Program Implemented

The Shire of Carnarvon has implemented the General Retention and Disposal Authority for
Local Government Records (GRDALG) and now conducts a regular retention and disposal
program on a bi-annual basis. Refer to Corporate Records Management Procedure Appendix 6

5.9 Authorisation for Disposal of Records

Before any temporary records are destroyed or State archives are transferred to the SRO a list
of those records is reviewed and authorised for destruction or archiving by the Chief Executive
Officer and authorised for transfer or destruction.
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6. Principle Six: Compliance

Principle: Government organisations ensure their employees comply with the record keeping
plan.

6.1 Staff Training, Information Sessions, Publications

The Shire of Carnarvon has implemented the following activities to ensure that all staff are
aware of their recordkeeping responsibilities and ensure compliance with the Shire’s
Recordkeeping Plan:

Activities to ensure staff awareness and compliance YES NO

Presentations on various aspects of the Local Government’s v
recordkeeping program are conducted. These are delivered to all
staff on a regular basis.

In-house recordkeeping training sessions for staff are v
conducted.
From time to time an external consultant is brought in to run a v

recordkeeping training session for staff. Staff are also
encouraged to attend training courses outside the organization
whenever practicable.

Staff information sessions are conducted on an on-going basis 4
for staff as required.
The Shire of Carnarvon provides a Corporate Records v

Management Procedure & SynergySoft User Quick Guide in order
that staff have access to recordkeeping information and
responsibilities. These are periodically reviewed and any
changes or updates to recordkeeping matters are brought to staff
for attention Refer to Appendix 6 & 10

The Shire of Carnarvon Intranet is used to publish recordkeeping v
information, highlight issues, or bring recordkeeping matters to
staff attention and is available to all staff

The Shire of Carnarvon Induction Program for new employees 4
and Elected Members includes an introduction to the
organization’s recordkeeping system and program, and
information on their recordkeeping responsibilities. Refer to
Appendix 9 & 11

The training/information sessions as detailed below extend to all staff. However, Records
Management staff offer more frequent and/or specialised training where required.

Records Management Induction Program

All new employees undertake Induction training which includes information on their
recordkeeping responsibilities and introduction to the organization’s recordkeeping systems.
Records training includes:
e Induction to Record
17 |Page
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e Recordingin EDRMS training*
e Searching in EDRMS training*

*EDRMS system based one on one sessions with handouts and examples of relevant officers
work which average 1-2 hours and a follow up session to revisit training where necessary.

Employees and Elected Members are also provided with relevant Information Sheets issued by
the State Records Office — Recordkeeping Responsibilities and You — March 2017 & Local
Government Elected Members’ Records — October 2019

Ongoing Recordkeeping and Awareness Training

In-house recordkeeping training sessions for staff are conducted, in order that staff have
awareness of their record-keeping responsibilities. These are periodically reviewed for any
changes or updates, these include:

e Functional Classification Training

o Keywords Classification Training

o Names & Address Training*

o Customer Service Request Training*

6.2 Performance Indicators

The Governance & Information Coordinator undertakes comprehensive reviews of the Shire of
Carnarvon’s Recordkeeping systems to check compliance with its Recordkeeping Plan. Audits
are conducted to measure the effectiveness and efficiency of the Recordkeeping systems.

6.3 Recordkeeping Plan Compliance Reporting
On the basis of survey of staff and information retrieval response times, the record keeping
systems are assessed as being efficient and effective within the organisation.

6.4 Annual Report

An excerpt from the Shire’s latest Annual Report is attached, demonstrating the organisation’s
compliance with the State Records Act 2000, its Recordkeeping Plan and the training provided
for staff. Refer to Extract from Annual Report 2023-24 - Appendix 8
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7. SRC Standard 6: Outsourced Functions

The purpose of this standard established under Section 61(1)(b) of the State Records Act 2000
is to define principles and standards governing contracts or arrangements entered into by
LG’s; with persons to perform any aspect of recordkeeping for that organisation. Clauses to
address these recordkeeping requirements are included in all contracts which are subject to
the provision of this plan.

State organizations may enter into contracts or other arrangements whereby an individual or
an organization is to perform a function or service for the State organization, or act as the
State organization’s agent to deliver services to clients, or for the State organization’s own use.
The general term ‘outsourcing’ is used for such arrangements.

Contractual arrangements should provide that the contractor create and maintain records
that meet the State organization’s legislative, business and accountability requirements.

7.1 Outsourced Functions Identified
Refer to Appendix 1 for those functions outsourced.
7.2 Recordkeeping Issues included in Contracts

7.2.1 Planning

The Shire of Carnarvon includes the creation and management of proper and adequate records
of the performance of the outsourced functions (refer to Appendix 1) above, in the Contract
planning process for the outsourced functions. Shire of Carnarvon Code of Conduct is
provided to all Contractor(s) / Agent(s). The Supplier will comply with the Shire’s
Recordkeeping Plan, including the policies and procedures developed to manage their
corporate records.

7.2.2 Ownership

The Shire of Carnarvon will ensure that the ownership of Local Government records is
addressed and resolved during outsourcing exercises. Where possible this is included in the
signed Contract(s) / Agreement(s).

7.2.3 Control

The Shire of Carnarvon ensures that the Contractor(s) / Agent(s) create, and control records in
electronic or hard copy format, in accordance with record keeping standards, policies,
procedures and guidelines stipulated by the Shire of Carnarvon. The Supplier will comply with
the Shire’s Recordkeeping Plan, including the policies and procedures developed to manage
their corporate records.

7.2.4 Disposal
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The disposal of all Local Government records which are the product of or are involved in any
Contract(s) / Agreement(s) with the Shire of Carnarvon and Contractor(s) / Agent(s) will be
disposed of in accordance with the General Disposal Authority for Local Government Records,
produced by the State Records Office. The Records Officer is responsible for the destruction
of records.

7.2.5 Access

Conditions for the provision of access to any Local Government records produced in the
course of the Contract(s) / Agreement(s) have been agreed between the Shire of Carnarvon and
the Contractor(s) / Agent(s).

7.2.6 Custody

Custody arrangements between the Shire of Carnarvon and the Contractor(s) / Agent(s) for
Local Government records stored on and off site by the Contractor(s) / Agent(s) will be
specified in the Contract(s) / Agreement(s). The Suppliers must create and maintain
appropriate evidence of the function they are performing on behalf of the Shire.

7.2.7 Contract Completion

All arrangements regarding record custody, ownership, disposal and transfer upon the
completion of the Contract(s) / Agreement(s) are specified in the Contract(s) / Agreement(s).
On expiry or earlier termination of this Agreement, the Supplier will either return all such
Records in accordance with the Shire’s directions or destroy them in accordance with the
Shire’s Recordkeeping Plan.

7.3 ldentified Areas for Improvement

Ongoing review/update of Contractor Recordkeeping Responsibilities and Practises

APPENDIX 1
Functions of the Local Government
Performed | Performed
by the LG by an
External
Function Brief Description of LG Function Agency
Tick Tick
Yes Yes
Commercial The function of competing commercially or providing services to v
o other local governments or agencies on a fee for service basis.
Activities . I .
Includes undertaking activities on a consultancy or contract basis.
. The function of establishing rapport with the community and raising v
Community i . L. . . . .
Relati and advancing the Council’s public image and its relationships with
elations
outside bodies, including the media and the public.
20| Page

Shire of Carnarvon | Recordkeeping Plan

Item 5.1 - Schedule 1 Page 23



Audit and Risk Management Committee Meeting Schedules

17 February 2026

APPENDIX 1
Functions of the Local Government
Performed | Performed
by the LG by an
External
Function Brief Description of LG Function Agency
Tick Tick
Yes Yes
Community The function of providing, operating or contracting services to assist v
Services local residents and the community.
Corporate The function of applying broad systematic planning to define the v
Management | corporate mission and determine methods of the LG’s operation.
c il The function of acquiring, constructing, designing, developing, v
ounci
. disposing and maintaining facilities and premises owned, leased or
Properties . .
otherwise occupied by the LG.
Customer The function of planning, monitoring and evaluating services provided v
Service to customers by the Council.
The function of regulating and approving building and development v
Development . o . o .
& Buildi applications for specific properties, buildings, fences, signs,
uildin
Control g antennae, etc. covered by the Building Code of Australia and the
ontrols
Environment Protection Authority (EPA).
Economic The function of improving the local economy through encouragement v
Development | of industry, employment, tourism, regional development and trade.
The function of preventing loss and minimising threats to life, property v v
Emergency . .
i and the natural environment, from fire and other emergency
Services . .
situations.
Financial ) ) ) ) 4 v
The function of managing the LG’s financial resources.
Management
The function of managing the election of Council representatives, the v v
Governance boundaries of the LG, and the terms and conditions for Elected
Members.
The function of managing the relationship between the Council and v
Government other governments, particularly on issues which are not related to
Relations normal Council business such as Land Use and Planning or
Environment Management.
Grants & The function of managing financial payments to the LG from the State v
Subsidies and Federal Governments and other agencies for specific purposes.
. The function of managing the LG’s information resources, including v
Information . ) . .
the storage, retrieval, archives, processing and communications of all
Management | . L
information in any format.
. The function of acquiring and managing communications and v
Information i i .
information technology and databases to support the business
Technology .
operations of the LG.
Land Use & The function of establishing a medium to long term policy framework v
Planning for the management of the natural and built environments.
Laws & The function of regulating, notifying, prosecuting, and applying v v
Enforcement | penaltiesin relation to the Council's regulatory role.
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APPENDIX 1
Functions of the Local Government
Performed | Performed
by the LG by an
External
Function Brief Description of LG Function Agency
Tick Tick
Yes Yes
Legal . - - v
. The function of providing legal services to the LG.
Services
Parks & The function of acquiring, managing, designing and constructing v v
parks and reserves, either owned or controlled and managed by the
Reserves
LG.
The function of managing the conditions of employment and v v
Personnel administration of personnel at the LG, including consultants and
volunteers.
Plant The function of managing the purchase, hire or leasing of all plant and v
ant, . .
. vehicles, and other equipment. Includes the management of the LG’s
Equipment & . o . .
St stores. Does not include the acquisition of information technology
ores
and telecommunications.
The function of managing, monitoring and regulating activities to v
Public Health | protect and improve public health under the terms of the Public
Health Act, health codes, standards and regulations.
Rates & The function of managing, regulating, setting and collecting income v
Valuations through the valuation of rateable land and other charges.
Recreation & | The function of LG in arranging, promoting or encouraging programs v
Cultural and events in visual arts, craft, music, performing arts, sports and
Services recreation, cultural activities and services.
Risk The function of managing and reducing the risk of loss of LG v v
Management | properties and equipment and risks to personnel.
The provision of road construction and maintenance of rural roads v v
Roads and associated urban street services to property owners withinthe LG
area. Portion of plant hire to satisfy this function is outsourced.
The function of designing and constructing, maintaining and v v
Sewerage & . L . . .
Drai managing the liquid waste system, including drainage, sewerage
rainage
g collection and treatment, stormwater and flood mitigation works.
Traffic & The function of planning for transport infrastructure and the efficient v v
raffic
T " movement and parking of traffic. Encompasses all service/facilities
ranspor
P above the road surface and includes all forms of public transport.
The function of providing services by the LG to its constituents for the v v
Waste removal of solid waste, destruction and waste reduction. The
Management | function of refuse retrieval and refuse site maintenance is conducted
in-house. Pick up of Commercial Bulk bins is outsourced.
The function of managing the design, construction, maintenance and v v
Water Supply | management of water supplies, either by the LG or by service
providers (independent of scheme only).
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APPENDIX 2
Legislation and Regulations administered, wholly or in part, by the Shire of Carnarvon, or
affecting the Shire’s functions and operations; and Local Laws of the Shire

Aboriginal Heritage Act 1972

Aboriginal Heritage Regulations 1974

Agriculture & Related Resources Protection Act 1976

Agriculture & Related Resources Protection Regulations 2011

Building Act 2011

Building Regulations 2012

Building & Construction Industry Training Levy Act 1990

Building & Construction Industry Training Fund & Levy Collection Act 1990

Building Services (Registration) Act 2011

Building Services Levy Act 2011

Bush Fires Act 1954

Bush Fires (Infringements) Regulations 1978

Bush Fire Regulations 1954

Caravan Parks & Camping Grounds Act 1995

Caravan Parks & Camping Grounds Regulations 1997

Cat Act 2011

Cat (Uniform Local Provisions) Regulations 2013

Cat Regulations 2012

Cemeteries Act 1986

Commercial Tenancy (Retail Shops) Agreements Act 1985

Commercial Tenancy (Retail Shops) Agreement Regulations 1985

Conservation & Land Management Act 1984

Conservation & Land Management Regulations 2002

Construction Camp Regulations

Contaminated Sites Act 2003

Contaminated Sites Regulations 2006

Control of Vehicles (Off Road Areas) Act 1978

Criminal Code Act Compilation Act 1913

Dangerous Goods Safety Act 2004

Dangerous Goods Safety (General) Regulations 2007

Disability Services Act 1993

Disability Services Regulations 2004

Dividing Fences Act 1961

Dog Act 1976
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APPENDIX 2
Legislation and Regulations administered, wholly or in part, by the Shire of Carnarvon, or
affecting the Shire’s functions and operations; and Local Laws of the Shire

Dog Regulations 2013

Electronic Transactions Act 2011

Electronic Transactions Regulations 2012

Emergency Management Act 2005

Emergency Management Regulations 2006

Emergency Services Levy Act 2002

Environmental Protection Act 1986

Environmental Protection (Controlled Waste) Regulations 2004

Environmental Protection (Noise) Regulations 1997

Environmental Protection (Rural Landfill) Regulations 2002

Environmental Protection Regulations 1987

Environmental Protection (Unauthorised Discharges) Regulations 2004

Equal Opportunity Act 1984

Equal Opportunity Regulations 1986

Evidence Act 1906

Explosive and Dangerous Goods Act 1961

Food Act 2008

Food Regulations 2009

Fire & Emergency Services Act 1998

Fire & Emergency Services Regulations 1998

Freedom of Information Act 1992

Freedom of Information Regulations 1993

Hairdressing Establishment Regulations 1972

Health Act 1911

Health Act (ANZ Food Standards Code Adoption) Regulations 2001

Health Act (Carbon Monoxide) Regulations 1975

Health Act (Laundries and Bathrooms) Regulations

Health (Air-Handling and Water Systems) Regulations 1994

Health (Aquatic Facilities) Regulations 2007

Health (Asbestos) Regulations 1992

Health (Cloth Materials) Regulations 1985

Health (Garden Soil) Regulations 1998

Health (Offensive Trades Fees) Regulations 1976
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APPENDIX 2
Legislation and Regulations administered, wholly or in part, by the Shire of Carnarvon, or
affecting the Shire’s functions and operations; and Local Laws of the Shire

Health (Pesticides) Regulations 2011

Health (Pet Meat) Regulations 1990

Health (Poultry Manure) Regulations 2001

Health (Public Buildings) Regulations 1992

Health (Skin Penetration Procedure) Regulations 1998

Health (Temporary Sanitary Conveniences) Regulations 1997

Health (Treatment of Sewerage and Disposal of Effluent and Liquid Waste) Regulations 1974

Heritage of Western Australia Act 1990

Heritage of Western Australia Regulations 1991

Industrial Awards

Industrial Relations Act 1979

Interpretation Act 1984

Jetties Act 1926

Jetties Regulations 1940

Land Administration Act 1997

Land Administration Regulations 1998

Land Valuation Tribunals 1978

Library Board of Western Australia 1951

Limitation Act 2005

Litter Act 1979

Liquor Control Act 1988

Local Government Act 1995

Local Government (Miscellaneous Provisions) Act 1960

Local Government Grants Act 1978

Local Government (Audit) Regulations 1996

Local Government (Constitution) Regulations 1998

Local Government (Elections) Regulations 1997

Local Government (Financial Management) Regulations 1997

Local Government (Functions & General) Regulations 1996

Local Government (Long Service Leave) Regulations

Local Government (Parking for Disabled Persons) Regulations 1988

Local Government (Rules of Conduct) Regulations 2007

Local Government (Uniform Local Provisions) Regulations 1996
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APPENDIX 2

Legislation and Regulations administered, wholly or in part, by the Shire of Carnarvon, or
affecting the Shire’s functions and operations; and Local Laws of the Shire

Main Roads Act 1930

Native Title (State Provisions) Act 1999

Native Title (State Provisions) Regulations 2000

Occupational Safety & Health Act 1984

Occupational Safety & Health Regulations 1996

Parliamentary Commissioner Act 1971

Parks and Reserves Act 1895

Planning & Development Act 2005

Planning & Development (Consequential) Regulations 2006

Planning & Development (Development Assessment Panels) Regulations 2011

Planning & Development (Transitional) Regulations 2006

Planning & Development Regulations 2009

Public Works Act 1902

Radiation Safety Act 1974

Radiation Safety (General) Regulations 1983

Rates and Charges (Rebates and Deferments) Act 1992

Rights in Water and Irrigation Act 1914

Residential Design Codes of WA 2002

Residential Tenancies Act 1987

Residential Tenancies Regulations 1989

Right in Water & Irrigation Act 1914

Road Traffic Act 1974

Sewerage (Lighting, Ventilation & Construction) Regulations 1971

Soil & Land Conservation Act 1945

Soil & Land Conservation Regulations 1992

State Administrative Tribunal Act 2004

State Administrative Tribunal Regulations 2004

State Administrative Tribunal Rules 2004

State Records Act 2000

State Records (Consequential Provisions) Act 2000

State Records Principals & Standards 2002

Strata Titles Act 1985
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APPENDIX 2

Legislation and Regulations administered, wholly or in part, by the Shire of Carnarvon, or
affecting the Shire’s functions and operations; and Local Laws of the Shire

Strata Titles General Regulations 1996

Telecommunications Act 1997

Telecommunications (Low Impact Facilities) Determination 1997

Tobacco Products Control Act 2006

Tobacco Products Control Regulations 2006

Town Planning and Development Act 1928

Town Planning and Development (Subdivisions) Regulations 2000

Town Planning Regulations 1967

Transfer of Land Act 1893

Transport Co-ordination Act 1966

Valuation of Land Act 1978

Valuation of Land Regulations 1979

Waste Avoidance & Resource Recovery Act 2007

Waste Avoidance & Resource Recovery Regulations 2008

Waste Avoidance & Resource Recovery Levy Act 2007

Waste Avoidance & Resource Recovery Levy Regulations 2008

Waterways Conservation Act 1976

Workers’ Compensation & Injury Management Act 1981

Workers’ Compensation & Injury Management Regulations 1982

APPENDIX 2

Legislation and Regulations that are wholly or partly administered by
Local Government, And Local Laws of the Local Government

Legislation, Regulations and Local Laws

Local Laws of the Shire of Carnarvon
Bush Fire Brigades Local Law 2021

Cats Local Law 2021

Cemeteries Local Law 2021

Dogs Local Law 2021

Health Local Law 2021 & Amendment 2022

Meeting Procedures Local Law 2021

Parking Local Law 2021
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Public Places and Local Government Property Local Law 2021 & Amendment 2022

Waste Local Law 2021

APPENDIX 3

Government & Industry Standards and Codes of Practice that have been imposed upon or

adopted by the Local Government

Government & Industry Standards and Codes of Practice Tick if Yes
Australian Accounting Standards v
Australian Records Management Standard ISO/AS 15489-2002 Parts 1 & 2 v
General Disposal Authority for Local Government Records DA 2023005 v
APPENDIX 4

Government and Industry Standards and Codes of Practice that have been imposed
upon or adopted by the Local Government

Other Legislation and Regulations Tick if YES

Australian Accounting Standards v

Australian Records Management Standard ISO/AS 15489

General Disposal Authority for Local Government Records

AN NI

National Competition Policy

Appendix 5 - Records Management Policy June 2025

Appendix 6 - Corporate Records Management Procedure 2025
Appendix 7 - Records Disaster Management Plan June 2025
Appendix 8 -Extract from Annual Report 2023-24

Appendix 9 - Recordkeeping Induction guide March 2025
Appendix 10 - Staff Induction Extracts QUICK GUIDE RECORDS
Appendix 11 - Local Government Records for Elected Members
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w Alexander Library Building

ke y1 Department of Creative Industries, Perth Cultural Centre

M Tourism and Sport 25 Francis Street Perth WA 6000

i . . Telephone 61 8 9427 3600

State Records Office of Western Australia Email Sro@sro.wa.gov.au

WESTERN AUSTRALIA WWWw.Sro.wa.gov.au
OFFICIAL

Our reference: RKP/L/2003/018
9 December 2025

Ms Amanda Dexter
Chief Executive Officer
Shire of Carnarvon

Emailed to: shire@carnarvon.wa.gov.au

Dear Ms Dexter

Amended Record Keeping Plan RKP 2025020

| am pleased to advise that the Shire of Carnarvon (the Shire’s) amended Record
Keeping Plan (the Plan) was approved at the State Records Commission (the

Commission) meeting of 25 November 2025.

My team would like to acknowledge the work of Ms Caroline Ballard, Coordinator
Governance & Information, in developing this Plan.

The Commission notes that the Plan includes a commitment to address certain
record keeping matters listed in the attachment to this correspondence.

In accordance with section 28 of the Stafe Records Act 2000, the Plan is to be
reviewed within five years of its approval date. Once completed, a report of the
review must be submitted to the State Records Office by 25 November 2030.

Should you or your organisation require any further assistance or clarification, please
contact the State Records Office via the details above.

Yours sincerely

Damian Shepherd

State Archivist and Executive Director
State Records Office

This letter is sent electronically and is valid without a physical signature in
accordance with the Electronic Transactions Act 2011.
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Attachment

Matters identified by the Shire of Carnarvon for action under Record Keeping Plan
RKP 2025020

State Records Commission Standard 6: Outsourcing

¢ Ongoing review and update of contractor record keeping responsibilities and
practices.

Page 2 of 2
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Egﬁi MEETING ATTENDANCE

S The following table provides information on attendance as at
CARNARVON July 2025 to June 2026 Year for Ordinary and Special Council Meetings

tch
caten M& of the great life

COUNCILLOR

E Smith
B Maslen
M Ferreirinha

L Skender
D Maslen
M Beard
(elected Oct)
M Young
(elected Oct)
L Vandeleur
(Retired Aug)
A Cottrell Vv (E)
(Retired Oct)

Councillor Physical Online Attend Total Attend.
Attend

E Smith 11 0 11

B Maslen 12 0 12
LOA - Leave of Absence M Ferreirinha | 12 0 12

P Kelly 10 1 1"
(E) - Electronic (TEAMS) LVandeleur | 3 0

L Skender 11 0 11

A Cottrell 1 2

D Maslen 11 0 11

M Beard 6 0

M Young 6 0
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Policy Code Policy Name Policy Category Review Schedule _Traffic Light Audit-Defensible Justification Last Reviewed _Endorsed by Council
CD006 External grants — procurement and grants Financial Governance / Annual Red Pr iance and grant change; higher audit focus
Grants warrants annual review. 5/28/2024 5/12/2024
CFO01 Purchasing & Procurement Financial Management Annual Red FM Regulations 9/24/2024 9/3/2024,
CF002 Regional Price Preference Financial Management Biennial Red Procurement guidance 9/24/2024 9/3/2024
CF009 Loans & Borrowing Financial Management Annual Red Statutory borrowing 9/24/2024 9/3/2024,
CFO10 Corporate Credit Cards Financial Management Annual Red Fraud risk 9/24/2024 9/3/2024
CF014 nts Financial Annual Red Investment regulations 9/24/2024 9/3/2024
CFO13 Significant Accounting Policies Financial Reporting Annual Red Accounting standards 9/24/2024 9/3/2024
CFO17 Related Party Disclosures Financial Reporting Annual Red AASB requirements 9/24/2024 9/3/2024
EMEO10 Execution of Documents & Common Seal Governance & Compliance Annual Red Statutory execution requirements 3/26/2024 3/7/2024,
EMEO14 Freedom of Information Governance & Compliance Annual Red FOI Act amendments 3/26/2024 3/7/2024
EME030 Complaint Handling Governance & Compliance _Annual Red Ombudsman guidance 6/25/2024 6/4/2024
EMEOO1 Code of Conduct — Council Members, Committee Members and Candidates  Governance & Conduct Annual Red Subject to LG Act, Regulations and integrity reforms 3/26/2024 3/7/2024
EME002 Attendance / Tickets to Events Governance & Conduct Annual Red Conduct, gifts and benefits scrutiny 3/26/2024 3/7/2024
EME004 CEO Standards, Performance & Review Committee Governance & Conduct Annual Red CEO performance and governance risk 3/26/2024 3/7/2024
EMEO05 CEO Leave & Acting Arrangements Governance & Conduct Annual Red Delegations and continuity risk 3/26/2024 3/7/2024
EME008 Designated Senior Employees Governance & Conduct Annual Red LG Act governance requirements 3/26/2024 3/7/2024,
EME020 Disruptive Behaviour at Meetings Governance & Conduct Annual Red Meeting procedure reforms 6/25/2024 6/4/2024
|EME006 Reimbursement of Elected Members Expenses Financial Governance Annual Red Financial Management Regulations 3/26/2024 3/7/2024
EMEO15 Elected Members Access to Information Governance & Conduct Annual Red Transparency obligations 3/26/2024 3/7/2024
EMEO35 Elected Members - Electronic Attendance at Meetings Governance Annual Red Meeting regulations 6/25/2024 6/4/2024
EME007 Legal Expenses — Elected Members & Employees Governance & Conduct Annual Red High integrity and financial exposure 3/26/2024 3/7/2024
EMEO34 Communication Communications Biennial Amber Operational guidance 6/25/2024 6/4/2024
EME021 Elected Members Contact with Shire Employees Governance & Conduct Annual Red Role separation & conduct 6/25/2024 6/4/2024
EMEO36 Privacy Information Governance  Annual Red Privacy Act reforms 9/24/2024 9/3/2024,
EME037 Data Breach Information Governance  Annual Red Mandatory reporting 9/24/2024 9/3/2024
EMEO31 Shire Social Media Communications & Risk Annual Red Reputational & conduct risk 6/25/2024 6/4/2024,
€D001 CCTV Data Management Information Governance /  Annual Red Privacy/security obligations and cyber risk; requires frequent alignment to
Privacy privacy guidance and operational controls. 5/28/2024 5/12/2024;
EMEO013 Public Interest Disclosure Integrity & C Annual Red Integrity legislation 3/26/2024 3/7/2024
CF006 Financial Hardship Revenue Annual Red Rates & hardship guidance 9/24/2024 9/3/2024
CF007 Debt Collection Revenue Annual Red Rates recovery law 9/24/2024 9/3/2024
CFO11 Recovery of Rates Revenue Annual Red Rates legislation 9/24/2024 9/3/2024
CFO12 Rates Charges Revenue Annual Red LG Act 9/24/2024 9/3/2024
CFO19 Rates Exemptions for Charitable Purposes Revenue Annual Red Statutory decision making 9/24/2024 9/3/2024
CF008 Risk Management Risk & Audit Annual Red Audit expectations 9/24/2024 9/3/2024,
€D0011 Child Safe Awareness Community Safety / Annual Red High duty-of-care expectations;
Workforce 5/28/2024 5/12/2024
EME026 Employee Gratuity Payments Workforce & Finance Annual Red Financial & employment law 6/25/2024 6/4/2024
EMEO12 Equal Employment Opportunity Workforce & WHS Annual Red Anti-discrimination law 3/26/2024 3/7/2024
EMEO033 Grievance Investigation & Resolution Workforce & WHS Annual Red Procedural fairness 6/25/2024 6/4/2024
1D002 Maintenance of Shire Roads, Station Access Roads and Station Airstrips Infrastructure / Asset Annual Red High public safety and liability exposure
Services 5/28/2024 5/12/2024
CD0013 Compliance Governance / Compliance  Annual Red Core i fr frequent and guidance changes
and audit expectations. 5/28/2024 5/12/2024
EMEO024 Caretaker Policy — Shire Elections Governance & Elections Biennial Amber Election legislation 6/25/2024 6/4/2024
EME032 Election Signs Governance & Elections Biennial Amber Election law 6/25/2024 6/4/2024
CF005 Disposal of Surplus IT & Minor Assets Asset Management Biennial Amber Asset governance 9/24/2024 9/3/2024
CFO16 Asset Management Assets Biennial Amber FMR cycles 5/28/2024 5/12/2024
CFO015 Private Works Commercial Biennial Amber Commerecial risk 9/24/2024 9/3/2024
EME019 Roles & of Shire Delegates to External Bodies Governance Biennial Amber Governance clarity 6/25/2024 6/4/2024
EMEO023 Governance Support to Elected Members Governance Biennial Amber Support framework 6/25/2024 6/4/2024,
EMEO03 Elected Members Induction & Professional Development and Conference Atten Governance & Conduct Biennial Amber Election timeline Guidance driven, moderate change 3/26/2024 3/7/2024,
EMEO011 Elected Members Service Award & Gift Governance & Conduct Biennial Amber Ceremonial but conduct related 3/26/2024 3/7/2024
EME022 Civic Functions & Hospitality Governance & Conduct Biennial Amber Gifts & probity 6/25/2024 6/4/2024
EME009 Record Keeping & Data Migration Information Governance Biennial Amber Records legislation & ICT standards 6/24/2025 6/7/2025
EME029 Annual Closure — Festive Season Operations Biennial Amber Industrial arrangements 6/25/2024 6/4/2024
CFo18 Leasing & Licensing of Property Property Biennial Amber Tenure governance 9/24/2024 9/3/2024
EMEO16 Elected Members Access to Vehicles Use of Public Resources Biennial Amber Resource governance 3/26/2024 3/7/2024
D001 Crossovers Infrastructure / Roads Biennial Amber May change with engineering standards, traffic guidance, and local
law/practice updates. 5/28/2024 5/12/2024

Next Review OCM
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10003 Stock grids policy Infrastructure / Rural Biennial Amber Change driven by land management practice, safety and stakeholder
Services expectations 5/28/2024 5/12/2024
€D002 Market Traders at The Woolshed Community / Local Biennial Amber Change with local trading conditions, approvals and compliance
Business expectations. 5/28/2024 5/12/2024
CD004 Community Growth Fund Community Funding / Biennial Amber A ility and fairness requirement:
Governance 5/28/2024 5/12/2024
€D007 Carnarvon mobile trading Community / Regulatory  Biennial Amber Moderate legislative and operational change
5/28/2024 5/12/2024
€D008 Consumption of alcohol on Shire owned and managed properties Community Safety / Biennial Amber Public safety and reputational risk
Compliance 5/28/2024 5/12/2024
€D0010 Property Fences Infrastructure / Property  Biennial Amber Review for standards, safety and consistency with local practices.
5/28/2024 5/12/2024
CD0011 Incoming Corporate Partnerships Governance / Commercial  Biennial Amber Probity and reputational considerations
5/28/2024 5/12/2024
€D0014 Outgoing Sponsorship Financial Governance / Biennial Amber Public accountability and probity
Community 5/28/2024 5/12/2024
EMEO028 Flying Flags Civic Triennial Green Low change 6/25/2024 6/4/2024
EMEO17 Use of Shire Logo Communications Triennial Green Low legislative change 3/26/2024 3/7/2024
EME025 Reference Groups Community Engagement  Triennial Green Stable engagement framework 6/25/2024 6/4/2024
EME018 Honorary Freeman of the Shire Civic & Ceremonial Triennial Green Stable ceremonial policy 6/25/2024 6/4/2024
EME027 Acknowledgement of Traditional Owners Cultural Triennial Green Cultural protocol 6/25/2024 6/4/2024
1004 Naming of roads, parks, places, and buildings Governance / Statutory  Triennial Green Review triggered by naming guidance or local law amendments. 5/28/2024 5/12/2024
D005 Memorials in road reserves, parks, foreshores etc Community / Place Green Review to reflect community expectations, risk controls and land
Management Triennial management practices. 5/28/2024 5/12/2024
€D003 Community Awards Civic / Ceremonial Green Review aligned to event cycle and community expectations unless
Triennial guidance changes. 5/28/2024 5/12/2024
CD005 Letters of support Governance / Green Review to ensure clear criteria and reputational risk controls.
Communications Triennial 5/28/2024 5/12/2024
€D009 Community engagement Governance / Community Green Review ensures alignment to engagement standards and Council
Triennial expectations. 5/28/2024 5/12/2024
CD0015 Artwork Collection Culture / Asset Stewardship Green Review to ensure stewardship, valuation/insurance controls and collection
Triennial management practices remain fit-for-purpose. 5/28/2024 5/12/2024
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H=s

CAIN2 k2 gke of the great lfe
Category

Operational Task

Operational Task

Compliance calendar Internal Controls (Dec 2026 - Jan 2026)

Activity

C389 EOM ONLINE
CHECKLISTComplete Online Checklist in
People Culture and Systems Team

C361 Renew Residential Lease
Agreement for Shire PropertyLease
renewal required for 51 Yardi Quays -
Amanda Dexter - expiry 31.12.2025

Legislation

N/A

N/A

Status

Completed

Completed

Outcome

Completed

Tenancy agreement expiring on 31
December 2026 signed.
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Operational Task

C448 RAP - ACTION 10The Shire of
Carnarvon works to create and support
economic opportunity for Yinggarda,
Baiyungu and other Aboriginal and/or
Torres Strait Islander people in our
region. By working together, we aim...

N/A

Completed

| have reviewed the intent and
requirements of RAP Action 10, which
seeks to create and support economic
opportunities for Yinggarda, Baiyungu
and other Aboriginal and Torres Strait
Islander peoples through increased
supplier diversity and
collaboration.Based on this review, | am
satisfied that the action has been
appropriately positioned within the
Shire’s broader economic and
procurement framework, recognising
Aboriginal and Torres Strait Islander
businesses as key contributors to local
economic development. The approach
supports mutually beneficial outcomes
by strengthening supplier diversity,
encouraging participation of Aboriginal
and Torres Strait Islander businesses,
and recognising the value of local
knowledge, skills, and perspectives in
service delivery and economic
activity.This action is appropriately
managed as an ongoing commitment
rather than a one-off initiative, aligning
with procurement practices, economic
development objectives, and
organisational values. The intent of RAP
Action 10 has therefore been met to the
extent practicable within this reporting
period and is embedded as business-as-
usual.
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