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9.1.1 Land List Referral (ID 7794) – Aerial Map 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





Referral ID Referee Request Date Land List

7794 Local Government Authority 2022-06-08T03:11:00.2683133Z 20220411_DPLH_Ballardong_Kondinin_IT_Freehold

PIN Lot Number Survey Number Street Address Locality Suburb Townsite LGA Region CLT Reserve Number Area (Ha) Part Pin Part Pin Comment Reserve Purpose Referee Comment Selected Tenure

977041 293 DP185003 1 WEST CT, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3018/302 0.1 FALSE Freehold

977065 143 DP151078 77 JONES ST, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3023/77 0.1 FALSE Freehold

976988 KONDININ KONDININ KONDININ(S) Wheatbelt 0.86 FALSE Freehold

977029 285 DP185003 11 WEST CT, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3018/300 0.11 FALSE Freehold

977039 294 DP185003 3 WEST CT, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3018/303 0.1 FALSE Freehold

977271 326 DP184159 29 REPACHOLI PDE, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3114/862 R 45568 0.09 FALSE DRAINAGE Freehold

976993 232 DP210625 97 GRAHAM ST, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3021/338 R 29302 1.47 FALSE PARK & PARKING Freehold

977049 147 DP151078 78 RANKIN ST, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3018/296 R 19324 0.1 FALSE EXCEPTED FROM SALE Freehold

977269 275 DP184159 25 REPACHOLI PDE, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3046/956 R 45568 0.09 FALSE DRAINAGE Freehold

977270 327 DP184159 27 REPACHOLI PDE, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3114/863 R 45568 0.09 FALSE DRAINAGE Freehold

977031 297 DP185003 9 WEST CT, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3018/307 0.1 FALSE Freehold

977037 295 DP185003 5 WEST CT, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3018/304 0.1 FALSE Freehold

977033 296 DP185003 7 WEST CT, KONDININ KONDININ KONDININ KONDININ(S) Wheatbelt LR3018/306 0.1 FALSE Freehold
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9.2.2  Monthly Financial Report for the period ended 31   
October 2025 
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Terms of Reference 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Infrastructure and Assets Committee  
Terms of Reference 

 

1. Purpose 
 
The Infrastructure and Assets Committee (“the Committee”) is established by Council 
to provide strategic oversight and guidance on the planning, management, and 
maintenance of the Shire’s infrastructure and assets. The Committee ensures that 
assets are managed sustainably, efficiently, and in line with community expectations 
and legislative requirements. 
 

2. Legislative Basis 
 
The Committee is established under the provisions of the Local Government Act 
1995, including relevant regulations and Council policies. 
 
It supports the Council in fulfilling its responsibility for: 
 

• Strategic asset management 
• Infrastructure planning and delivery 
• Compliance with relevant legislation and standards 

 

3. Objectives 
 
The key objectives of the Committee are to: 
 

1. Provide oversight of the Shire’s asset management planning, including long-
term asset sustainability. 

2. Ensure infrastructure investment aligns with strategic priorities and community 
needs. 

3. Monitor the performance, condition, and lifecycle management of council-
owned assets. 

4. Promote cost-effective and efficient service delivery through prudent asset 
management. 

5. Review risk management related to infrastructure and assets. 
6. Advise the Council on major infrastructure projects, renewals, and disposals. 

 

4. Membership 
 
The Committee will be comprised of: 
 

o Three Councillors (including one as the Chairperson and one as the 
Deputy Chairperson). 

o The Chief Executive Officer and relevant senior officers may attend 
meetings to provide advice and information but are non-voting 
members. 
 

Membership terms are for two years, with tenure being exhausted immediately after 
the next local government elections. 



 

 

 

5. Roles and Responsibilities 
 
The Committee is responsible for advising the Council on matters including, but not 
limited to: 
 
5.1 Strategic Planning and Asset Management 
 

• Review and provide guidance on the Asset Management Plans and related 
strategies. 

• Monitor the implementation of the Long-Term Financial Plan with respect to 
infrastructure funding. 

• Review and advise on capital works programs, including prioritisation and 
funding strategies. 
 

5.2 Infrastructure and Project Oversight 
 

• Assess major infrastructure projects to ensure alignment with strategic 
objectives. 

• Monitor project delivery, including timelines, budgets, and risk mitigation. 
• Provide recommendations for approvals or adjustments to major projects. 

 
5.3 Risk Management 
 

• Review risks related to the Shire’s infrastructure and assets. 
• Ensure mitigation strategies are implemented for critical asset risks. 
• Provide oversight of compliance with relevant health, safety, and 

environmental regulations. 
 

5.4 Maintenance and Performance Monitoring 
 

• Monitor the condition and performance of major assets (roads, buildings, 
parks, utilities). 

• Review asset maintenance programs to ensure efficiency and cost-
effectiveness. 

• Promote continuous improvement and innovation in asset management 
practices. 
 

5.5 Reporting 
 

• Prepare reports and recommendations for Council consideration on key 
matters. 

• Provide guidance on infrastructure funding strategies, grant opportunities, and 
partnerships. 

 
 
 
 
 
 



 

 

 

6. Authority 
 
The Committee is authorised by the Council to: 
 

• Access relevant information and documents required for decision-making. 
• Consult with external experts and advisors as needed (at Council expense). 
• Make recommendations to the Council. 

 
The Committee does not have a delegated authority to make final decisions. 
 

7. Meetings 
 

• The Committee will meet at least quarterly, or more frequently if required. 
• A quorum consists of a majority of members. 
• Minutes will be recorded and presented to Council at the next ordinary 

meeting of Council after the committee meeting. 
 

8. Reporting 
 

• The Committee will submit a written report to the Council after each meeting 
summarising key discussions, decisions, and recommendations. 

• Annually, the Committee shall provide a summary report outlining the state of 
assets, infrastructure performance, and key initiatives. 

 

9. Review 
 

• These Terms of Reference will be reviewed annually by the Committee and 
Council to ensure they remain relevant and aligned with legislation, 
community needs, and best practice. 

 

10. References 
 

• Local Government Act 1995 (WA) 
• Local Government (Financial Management) Regulations 1996 
• Asset Management Framework Guidelines, Department of Local Government, 

WA 
• Council’s Strategic Community Plan and Long-Term Financial Plan 
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Medical & Community Services Committee 
Terms of Reference 

 

1. Purpose 
 
The Medical and Community Services Committee (“the Committee”) is established to 
provide strategic oversight, advice, and guidance to the Council on the planning, 
delivery, and sustainability of local medical, aged care, and community services. 
 
The Committee’s role is to support Council in ensuring that the Shire’s residents 
have equitable access to essential health and wellbeing (community) services, and 
that these services are managed in a sustainable, coordinated, and community-
focused manner. 
 
The Committee will assist Council in the planning, coordination, and delivery of 
initiatives that strengthen community connections, enhance quality of life, and 
promote the social, cultural, and recreational wellbeing of residents. 
 

2. Legislative Basis 
 
The Committee is established under the provisions of Section 5.8 of the Local 
Government Act 1995, including relevant regulations and council policies. 
 

3. Objectives 
 
The key objectives of the Committee are to: 
 

1. Provide oversight and advice on the delivery and sustainability of medical and 
health services within the Shire. 

2. Support the planning, coordination, and improvement of aged care facilities 
and services. 

3. Advise Council on strategies and initiatives that promote community 
wellbeing, social inclusion, and resilience. 

4. Monitor partnerships, funding, and service delivery arrangements with 
external health and community service providers. 

5. Identify opportunities to improve local access to medical practitioners, allied 
health professionals, and aged care programs. 

6. Ensure that community and aged care services align with the Shire’s Strategic 
Community Plan and Corporate Business Plan (as amended and to 
incorporate the Council Plan). 

7. Advise Council on strategies, plans, and programs that promote community 
engagement, health, and wellbeing. 

8. Support initiatives that encourage volunteering, youth development, seniors’ 
participation, disability access, and inclusion. 

9. Monitor and provide input into the implementation of the Community Strategic 
Plan, or similar strategies. 

10. Identify and advocate for funding opportunities, partnerships, and 
collaborations with government, non-profit, and community organisations. 



 

 

11. Provide input on the use, development, and management of community 
facilities, services, and events. 

12. Support Council in responding to emerging community issues and priorities. 
13. Make recommendations to Council to ensure programs and services are 

inclusive, accessible, and sustainable. 
 

4. Membership 
 
The Committee will comprise: 
 

o Three Councillors (including one as Chairperson and one as a Deputy 
Chairperson). 

o The Chief Executive Officer and relevant senior officers may attend 
meetings to provide advice and information but are non-voting 
members. 

o Up to three (3) community representatives appointed by Council. 
o Representatives from community organisations, agencies or service 

providers (as required). 
 

Membership terms are for two years, with tenure being exhausted immediately after 
the next local government elections. 
 

5. Roles and Responsibilities 
 
The Committee is responsible for advising the Council on matters including, but not 
limited to: 
 
5.1 Medical Services 
 

• Monitor the availability, sustainability, and performance of contracted local 
medical and allied health services. 

• Provide input into strategies for doctors and health professionals retained by 
the Shire. 

• Support Council’s role in facilitating or managing medical service agreements 
and facility leases. 

• Identify gaps in medical or emergency service provision and recommend 
strategies to address them. 

 
5.2 Aged Care Services 
 

• Review the adequacy of aged care facilities and services, including residential 
care, in-home support, and social programs. 

• Advise Council on aged care infrastructure needs, partnerships, and funding 
opportunities. 

• Promote initiatives that support ageing in place and improve the wellbeing of 
older residents. 

 
 
 
 



 

 

5.3 Community Services 
 

• Oversee planning and coordination of community support programs, volunteer 
services, and wellbeing initiatives. 

• Review and recommend actions to enhance access, inclusion, and 
participation in community life. 

• Advise on community service priorities and alignment with broader regional 
health and wellbeing strategies. 

 
5.4 Partnerships and Advocacy 
 

• Foster collaboration with government agencies, non-profit organisations, and 
private providers to improve service delivery. 

• Identify and advocate for external funding opportunities and strategic 
partnerships. 

• Advise Council on emerging issues or reforms impacting health, aged care, or 
community services in regional WA. 

 
5.3 Risk Management 
 

• Review risks related to the Shire’s community services and health services. 
• Ensure mitigation strategies are implemented for critical risks. 
• Provide oversight of compliance with relevant health, safety, and 

environmental regulations. 
 

5.5 Reporting 
 

• Prepare reports and recommendations for Council consideration on key 
matters. 

• Provide guidance on infrastructure funding strategies, grant opportunities, and 
partnerships. 

 

6. Authority 
 
The Committee is authorised by the Council to: 
 

• Access relevant information and documents required for decision-making. 
• Consult with external experts and advisors as needed (at Council expense). 
• Make recommendations to the Council. 

 
The Committee does not have delegated authority to make final decisions. 
 

7. Meetings 
 

• The Committee will meet at least quarterly, or more frequently if required. 
• A quorum consists of a majority of members. 
• Minutes shall be recorded and presented to Council at the next ordinary 

meeting of Council after the committee meeting. 
 

 



 

 

8. Reporting 
 

• The Committee shall submit a written report to the Council after each meeting 
summarising key discussions, decisions, and recommendations. 

• Annually, the Committee shall provide a summary report outlining the state of 
assets, infrastructure performance, and key initiatives. 

 

9. Review 
 

• These Terms of Reference will be reviewed annually by the Committee and 
Council to ensure they remain relevant and aligned with legislation, 
community needs, and best practice. 

 

10. References 
 

• Local Government Act 1995 (WA) 
• Council’s Strategic Community Plan and Long-Term Financial Plan 
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Audit, Risk & Improvement Committee 
Terms of Reference 

 

 
1. Purpose 
 
The Audit, Risk & Improvement Committee (“the Committee”) is a formally appointed 
standing committee of the Council. Its purpose is to provide independent assurance 
and advice to the Council and Senior Management on: 
 

• The integrity of the Shire’s financial and performance reporting, 
• The effectiveness of its risk management and internal control environment, 
• Legislative compliance and governance frameworks, 
• The effectiveness of internal and external audit functions, and 
• Continuous improvement in systems, processes and controls. 

 
The Committee supports the Council in fulfilling its oversight responsibilities under 
the Local Government Act and regulations. 

 
2. Legislative & Policy Basis 
 
The Committee is established under: 
 

• Section 5.8 of the Local Government Act 1995 (WA) (establishment of 
committees). 

• Section 7.1B of the Act (establishment of Audit, Risk & Improvement 
Committees following the 2024 amendments).  

• The Local Government (Audit) Regulations 1996.  
• The principles contained within the Department of Local Government and 

Communities (2013) operational guideline “The appointment, function and 
responsibilities of audit committees”.  

• The Council’s relevant policies.  
 
The Committee’s operations will align with the reforms introduced in the 2024 
Amendment Act (notably the requirement for an independent presiding member, 
separate deputy etc).  
 
3. Objectives 
 
The key objectives of the Committee are to: 
 

1. Assist the Council in overseeing the accuracy, integrity and timeliness of the 
Local Government’s financial, performance and sustainability reporting. 

2. Provide oversight of the Local Government’s enterprise risk management 
framework, internal control systems, and legislative compliance. 

3. Review the scope, performance and independence of the internal audit 
function and external auditors, and monitor management’s implementation of 
audit recommendations. 



 

 

4. Promote continuous improvement in governance, efficiency, effectiveness and 
accountability of the Local Government’s operations. 

5. Facilitate communication among Council, Senior Management, internal 
auditors and external auditors regarding key governance, risk and control 
issues. 

 
4. Membership 
 

1. The Committee shall consist of at least three (3) members appointed by the 
Council. 

2. The presiding member (Chair) will be an independent person (i.e., not a 
Councillor of the Shire, nor a member of another Local Government or 
supplier to the Shire).  

3. The Deputy presiding member will also be independent.  
4. The remaining members may include Councillors and/or external persons with 

relevant skills and experience in finance, risk management, audit or 
governance. 

5. The Chief Executive Officer (CEO) and Manager Corporate Services (MCS) 
will provide advisory support to the Committee. 

6. The CEO and MCS are not members of the Committee and may not appoint a 
proxy to the Committee.  

7. Terms of appointment will be for a period of two (2) years with staggered 
renewal to maintain continuity of the Committee. 

8. The Committee may invite Senior Officers, internal auditors or other external 
advisors to attend meetings, but they shall be non-voting. 

9. The Local Government will ensure adequate administrative support for the 
Committee (secretariat, agenda, minutes). 

 
5. Roles & Responsibilities 
 
The Committee will perform the following functions. Unless otherwise delegated, 
these are advisory functions to the Council and Senior Management. 
 
5.1 Financial Reporting & Oversight 
 

• Review and recommend to Council the appointment, reappointment or 
removal of the external auditor.  

• Review with the external auditor the audit plan, scope, materiality and 
timetable. 

• Review the audited financial statements and performance statements, 
including significant accounting judgements, adjustments and qualifications, 
and recommend to Council their adoption. 

• Monitor management’s responses to audit issues and recommendations. 
• Review reports and data provided to Council on financial sustainability, key 

ratios and trends (as applicable). 
 
 
 
 



 

 

5.2 Risk Management & Internal Controls 
 

• Review the Local Government’s enterprise risk management framework, 
including risk appetite, risk profile, reporting, mitigation strategies, and 
monitoring.  

• Review major risk exposures (financial, operational, strategic, compliance, 
reputation) and internal control implementation. 

• Review the adequacy of the internal control environment (for example, 
policies, delegations, asset security, fraud and misconduct controls).  

• Oversee business continuity and disaster recovery planning and testing. 
• Monitor compliance with legislative requirements and ethical standards, 

including the annual Compliance Audit Return.  
• Receive management reports on incidents of non-compliance, fraud, 

misconduct or corruption and monitor remedial actions. 
 

5.3 Internal Audit & Continuous Improvement 
 

• Review and endorse the internal audit charter, annual internal audit plan and 
proposed audit scope, ensuring alignment with risk priorities. 

• Review internal audit reports, monitor management responses, track 
implementation of audit recommendations. 

• Monitor the performance, resources, independence and effectiveness of the 
internal audit function. 

• Promote continuous improvement in systems, processes and governance 
mechanisms, and identify opportunities for efficiency and value-for-money 
improvements. 

 
5.4 External Audit & Assurance 
 

• Liaise with the external auditor regarding governance, accountability, audit 
strategy and key findings. 

• Review external audit reports and management letters and monitor 
management’s action plan. 

• Ensure transparent reporting to Council on audit outcomes, material issues 
and remedial actions. 
 

5.5 Reporting & Improvement 
 

• Provide advice to Council on governance, risk, control and improvement 
matters. 

• Provide an annual summary report to Council outlining the Committee’s 
activities, key observations, recommendations and improvements. 

• Report to Council as appropriate, any serious matters such as suspected 
fraud, material control failures or significant risks. 

• Promote a culture of continuous improvement in the Shire’s governance, risk 
and assurance frameworks. 

 
 
 



 

 

6. Authority and Delegations 
 

• The Committee is authorised to access relevant information, records, and 
personnel (via the CEO) for the purpose of fulfilling its role. 

• The Committee may request any officer or auditor to attend meetings and 
provide information or explanation. 

• The powers and duties delegated to the Committee by the Council must 
comply with Section 7.1C of the Act, which limits delegated authority to those 
powers under Part 7 or as prescribed.  

• The Committee does not have executive management functions, cannot direct 
operations, and does not replace management’s responsibility.  

• The Committee may make recommendations to Council, but decision-making 
remains with the Council (or CEO where delegated). 

• Where required, the Committee may engage external advisors, subject to 
budget and Council approval. 

 
7. Meetings 
 

• The Committee will meet at least four (4) times per year, or more frequently if 
required. 

• A quorum shall be a simple majority of the appointed members. Decisions of 
the Committee shall be by simple majority.  

• The Chair (presiding member) will convene meetings and work with the CEO 
to set agendas. 

• Minutes will be prepared and submitted to the Council at the next ordinary 
meeting. 

• Meetings may be closed to the public if required per Council’s meeting 
procedures and the Act; however, transparency is encouraged subject to the 
confidentiality of audit or risk matters. 

• Committee members must declare conflicts of interest and comply with the 
Council’s Code of Conduct. 

 
8. Reporting to Council 
 

• Following each Committee meeting, the Committee will provide a summary of 
key issues, findings and recommendations to the Council (via the CEO). 

• The Committee will prepare an annual report to Council that includes: 
o Statement of how it has fulfilled its terms of reference, 
o Summary of internal audit and external audit activity, 
o Overview of significant risk issues and controls, 
o Recommendations for improvement, and 
o Any proposed amendments to the Terms of Reference. 

• The Committee shall escalate to Council any matters that require urgent 
attention, such as major control breakdowns, material financial concerns, or 
significant non-compliance. 

 
 
 



 

 

9. Review of Terms of Reference 
 

• These Terms of Reference will be reviewed annually by the Committee, with 
any recommended changes submitted to Council for approval. 

• The first review shall take place at the inaugural Audit, Risk and Improvement 
Committee meeting. 

• Thereafter, a review will occur within twelve (12) months of the Committee’s 
establishment and after each local government election cycle. 

 
10. Confidentiality 
 
Committee members must treat all information obtained through the Committee as 
confidential unless agreed otherwise by Council. 

 
11. References 
 

• Local Government Act 1995 (WA) 
• Local Government Amendment Act 2024 (WA) 
• Local Government (Audit) Regulations 1996 
• Department of Local Government Operational Guideline (2013): The 

appointment, function and responsibilities of audit committees 
• Better Practice Guide for Audit Committees in the Western Australian Public 

Sector 
• Council’s Risk Management Policy, Internal Audit Charter and other relevant 

policies (as applicable and amended) 
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Introduction 

The Local Government Amendment Act 2024 (the Amendment Act) amends the Local 
Government Act 1995 (the Act) to advance various reforms, including the establishment of a new 
Local Government Inspector (the Inspector) and monitors to enhance early intervention and assist 
local governments in resolving dysfunction. 

In addition to the Inspector and monitor reforms, a range of other reforms are being introduced 
that focus on good governance and decision-making at council and committee meetings: 

• Revising the roles and responsibilities for the council, council members and local 
government chief executive officers (CEOs) to clarify the separation of powers and duties 
within local governments. 

• Improving rules for closing part of a council or committee meeting to the public, to ensure 
greater transparency and that these meetings are held openly wherever possible. 

• Changing audit committees to have an improved focus as “audit, risk and improvement 
committees” that will be independently chaired, with greater clarity on how council 
committees should operate. 

Roles and responsibilities 

Commenced December 2024 

The role of councils is to lead and represent their communities. Councils do so by engaging with 
their community, making decisions and setting the strategic direction of a local government. The 
administrative arm of the local government is responsible for implementing decisions and plans 
made by council. 

The roles of the council, mayors or presidents, council members and the CEO have been further 
clarified in the second tranche of reforms. These changes ensure there is a clear distinction 
between the functions and responsibilities of a council and a CEO. 

All council members are expected to: 

• represent the interests of electors, ratepayers and residents of the district as well as 
consider the interests of other persons who work in or visit the district. 

• participate in the decision-making process of the local government at council and 
committee. 

• facilitate communication with the community about the local government’s decisions. 

• facilitate and maintain good working relationships with other council members and the 
CEO. 

• observe the separation of roles of the council and CEO. 

• make decisions on merit, evidence and law, conscious of the capacity of the local 
government and with consideration of the local government’s finances and resources. 

• promote an organisational culture that respects employees. 

https://www.dlgsc.wa.gov.au/department/publications/publication/local-government-inspector-and-monitors
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• maintain and develop the requisite skills to effectively perform their role. 

As the leader of the local government council, mayors or presidents perform the following roles in 
addition to their council member role: 

• provide leadership and guidance to the council and its members, including guidance 
about their roles. 

• act as the principal spokesperson of the local government, including at ceremonial and 
civic functions, in a manner consistent with the resolutions of the council. 

• preside at meetings of the council, maintaining order at those meetings and ensuring that 
those meetings are conducted in a manner consistent with the Act. 

• promote and facilitate positive and constructive working relationships among council 
members. 

• liaise with the CEO regarding the local government’s affairs and performance of its 
functions. 

The CEO is responsible for the administration and operation of the local government, including: 

• causing council decisions to be implemented. 

• managing the provision of the services and facilities that the council has determined the 
local government will provide. 

• determining procedures and systems to implement the local government’s policies and 
managing the local government’s administration and operations. 

• the employment, management, supervision and direction of other employees. 

• ensuring that records and documents of the local government are properly kept.  

• advising and procuring advice for the council in relation to the local government’s affairs 
and performance of its functions. 

• ensuring that the council has the information and advice it needs to make informed and 
timely decisions. 

• keeping the minutes of council meetings. 

The CEO liaises with the mayor or president on the local government’s affairs and performance of 
its functions and may speak on behalf of the local government, with the mayor or president’s 
agreement. 

Role clarity is vital especially when different roles need to work together to achieve shared 
objectives. When people understand their roles, better decisions can be made and implemented 
more effectively, resulting better outcomes and improved use of ratepayer funds. 

Finally, as of 7 December 2024 local governments are required to advise the Department of Local 
Government, Sport and Cultural Industries (DLGSC) when vacancies on the council arise.  
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Roles of the council and local government staff  

 

 

Meetings behind closed doors 

To be commenced 

By default, under the reforms, all council and committee meetings must be open to the public. In 
certain circumstances, part of a meeting may be closed to deal with specific information where 
there is a clear public interest for that information to remain confidential. 

The reforms provide a much stronger definition of the limited reasons to close a meeting.  

Matters where a meeting must be closed include: 

• a committee of the Parliament advising the local government to be confidential 

• the recruitment or employment of the CEO or a senior employee, including termination or 
review of the CEO’s performance. 
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Examples of the types of information to be considered that may provide a basis for closing part of a 
meeting include:  

• Legal advice or other matters which legal professional privilege extend to. 

• Information relating to the personal affairs of an individual. 

• Information contained in a tender received by the local government where that information 
is the tendered price or the tendered methodology for calculating that price. 

• Information contained in a tender where the information discloses any technology, 
technology, or any manufacturing, industrial or trade process, that the tenderer proposes 
to use in performing the contract and which is not public (and if made public would have 
an adverse effect on the tenderer’s business interests). 

• Information which would endanger the security of the local government property or 
operations, including cybersecurity matters. 

• Information which could impair the effectiveness of an investigation or that deals with a 
contravention or possible contravention of the law. 

The reforms clarify that: 

• A decision to close part of a meeting must be made in an open part of a meeting. 

• The local government is to record the reason for closing part of a meeting, including the 
type of information that is to be considered. 

• The minutes must include a description of how the local government has sought to 
maximise the degree of information available to the public about the matter being 
considered. 

The Amendment Act also contains a new section to define irrelevant reasons for closing part of a 
meeting. These include: 

• the information to be considered would cause embarrassment to the local government, 
council, or any individual  

• the matter is controversial  

• making the information public would result in criticism. 

 
The new Inspector will be able to review a decision to close part of a meeting to the public.  
 
All local governments are required to audio record parts of a meeting that are closed to the public. 
Additionally, as proposed in the reforms, the Inspector will be able to order that the local 
government release the audio recording to the public if the Inspector determines that the meeting 
was not closed in accordance with the Act or regulations. 
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Audit, risk and improvement committees 

To be commenced 

Audit committees will be revised as audit, risk and improvement committees (ARICs) and must 
have an independent presiding member to ensure a level of neutrality and impartial oversight in 
chairing these meetings. An independent presiding member must be a person who is not a council 
member of any local government or an employee of the local government. If a deputy presiding 
member is appointed, they must also be independent. 

The introduction of an independent presiding member provides an opportunity for increased 
community confidence in a local government’s financial and risk management. There may also be 
benefit to the local government through appointing an independent presiding member with risk 
and financial management expertise that may otherwise be unavailable. 

This reform reflects modern governance practices in State Government authorities and agencies 
as well as private corporations.  

Under the current provisions of the Act, an audit committee is required to be established 
comprising of 3 or more persons appointed by an absolute majority decision of the local 
government. The majority of the members must be council members and the CEO or a local 
government employee cannot be a member. 

Audit, risk and improvement committee model  
The Act provides for the following distinct committee member roles:  

• Presiding Member – responsible for facilitating and chairing committee meetings (section 
5.12).  

• Deputy Presiding Member – comparable to a Deputy Mayor/President, a deputy presiding 
member is a committee member who presides at meetings of the committee in the absence 
of the presiding member (section 5.12(2)).  

• Deputy Member – a deputy to a committee member who only performs the function of the 
ordinary member when they are unable to do so (section 5.11A).  
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Under section 87 of the Amendment Act, a local government will be required to appoint an 
independent person as presiding member of the ARIC. 

The reforms will require an ARIC to be structured as follows:  

 

Smaller local governments may also now choose to share an ARIC to reduce the burden on their 
resources.  

Council committees 

The Amendment Act includes changes to allow for greater transparency and clarity on how council 
committees operate. 

The appointment process for appointing presiding members and deputy presiding members has 
also been simplified. From 1July 2025 Councils will now appoint these roles by absolute majority 
decision, instead of the committee electing those roles by secret ballot. 

Local governments are still able to establish informal working groups outside of the Act, which are 
not committees, to engage with their community or develop ongoing networks. The requirements 
of the Act do not apply to such groups.  

Questions? Get in touch with DLGSC via email to actreview@dlgsc.wa.gov.au  

•A local government must appoint an independent person as presiding 
member of the ARIC.

Independent Presiding Member

•A local government must appoint an independent person as Deputy Member 
to the Presiding Member, stepping in when the Presiding Member is 
unavailable.

•A local government may also appoint an independent committee member as 
Deputy Presiding Member. 

Independent Deputy Member/Deputy Presiding Member

•The ARIC must have at least three members including the independent 
presiding member.

•The CEO and local government employees cannot be members of the ARIC. 

Other Members

mailto:actreview@dlgsc.wa.gov.au
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Department of Local Government,  
Sport and Cultural Industries  
PO BOX 8349  
Perth Business Centre WA 6849  
Email: communications@dlgsc.wa.gov.au  
Website: www.dlgsc.wa.gov.au 
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SHIRE OF KONDININ 
 
 

LOCAL EMERGENCY MANAGEMENT COMMITTEE 
 

Terms of Reference 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Local Emergency Management Committee 
Terms of Reference 

 

1.  Purpose 
 
The Local Emergency Management Committee (LEMC) is established by the Shire 
of Kondinin pursuant to section 38(1) of the Emergency Management Act 2005 (WA). 
 
The Committee is to assist the local government in ensuring that effective local 
emergency management arrangements are prepared for, maintained, and tested 
within the district. 
 

2.  Legislative Basis 
 
The Committee is established under the provisions of the: 
 

• Emergency Management Act 2005 (WA) — sections 38 to 41; 
• Emergency Management Regulations 2006; 
• State Emergency Management Policy 2.5 – Local Arrangements; 
• State Emergency Management Procedure 7 – Local Emergency Management 

Committee; and 
• State Emergency Management Plan. 

 

3.  Objectives 
 
The key objectives of the Committee are to: 
 

1. Develop, maintain, and review the Local Emergency Management 
Arrangements (LEMAs) for the district in accordance with section 41 of the 
Emergency Management Act 2005; 

2. Coordinate the testing and exercising of the LEMA; 
3. Facilitate the preparation and maintenance of Local Recovery Plans and 

support the establishment of the Local Recovery Coordinating Group when 
required; 

4. Support the Local Emergency Coordinator (LEC) and Hazard Management 
Agencies in emergency management activities within the district; 

5. Liaise with other local governments and the District Emergency Management 
Committee (DEMC) on emergency management issues; 

6. Report annually to the SEMC through the DEMC in accordance with State 
Emergency Management Policy and Procedure requirements; and 

7. Promote community awareness and preparedness for emergencies. 
 
 
 
 
 
 
 
 



 

 

4.  Membership 
 
Membership shall be appointed by the local government and, in accordance with 
section 38(3) of the Emergency Management Act 2005, an will include: 
 

• Chairperson – nominated by the Shire of Kondinin; 
• Alternate Chairperson – nominated by the Shire of Kondinin 
• Local Emergency Coordinator (LEC) – appointed by the State Emergency 

Coordinator (WA Police); 
• Local Government Chief Executive Officer (or nominee); 
• The Shire Managers of Works, Planning & Assets; 
• Representatives from relevant Hazard Management Agencies (HMAs); 
• Representatives from Combat and Support Agencies (e.g. DFES, St John 

Ambulance, WA Country Health Service, Main Roads WA, Department of 
Communities, etc.); 

• Representatives from essential service providers (e.g. Horizon Power, Water 
Corporation, Telstra, etc.); and 

• Other community or industry representatives as determined appropriate by 
the Committee. 

 
Special guests may be invited to attend committee meetings as determined by the 
LEMC Executive Officer, in consultation with the LEMC Chair. 
 
Each voting member should nominate a proxy to the Executive Officer within their 
agency or organisation to attend if the appointed member is absent. 
 
Non-attendance at meetings of voting members without a justifiable apology, or that 
have not been represented by their proxy will be asked to provide an explanation to 
the Chairperson. Repeated non-attendance may result in the Chairperson notifying 
the District Emergency Management Committee. 
 
Members representing agencies and organisations that can no longer participate in 
the committee should advise the Executive Officer of their resignation and nominate 
an alternative representative for membership. 
 
Committee membership will be reviewed at each meeting by the LEMC Executive to 
ensure that it is representative of the community and the potential risks and 
scenarios. 
 
New members may join the LEMC via resolution of the committee. 
 
A list of current members and alternates must be maintained as an appendix to the 
Local Emergency Management Arrangements. 
 

5.  Roles and Responsibilities 
 
5.1  LEMC Chair  
 
The LEMC Chair provides leadership and support to the LEMC by: 

• Ensuring the appointment of an Executive Officer 



 

 

• Chairing the LEMC meetings and ensuring that the Terms of Reference and 
meeting procedures of the LEMC are adhered to 

• Ensuring that the local councils are kept fully informed of EM within the local 
government district and significant outcomes from LEMC meetings 

• Ensuring the LEMA is prepared and up to date 

• Providing leadership in emergency management within the local government 
district. 

 
5.2  LEMC Deputy Chair 
 
The Local Emergency Coordinator (LEC) should be appointed as the Deputy Chair. 
Where there is more than one LEC, the role may be shared after discussion with the 
Chair. The Deputy Chair provides advice and support to the LEMC by: 

• Acting as a Chair in the absence of the LEMC Chair 

• Providing assistance, and advice as requested by the LEMC Chair 

• Chairing any subcommittees or working groups 

• Providing support and direction to the Executive Officer as required.  
 
5.3  LEMC Executive Officer 
 
The LEMC Executive Officer provides support to the LEMC by: 

• Coordinating the development and submissions of LEMC documents in 
accordance with legislative and policy requirements including the: 

• Annual report 

• Annual business Plan 

• LEMA, including maintaining the EM contacts register.  

• Ensuring the provision of professional and timely secretariat support including: 

• Development and distribution of the meeting agenda, minutes, and action lists 

• Maintaining a register of correspondence  

• Maintenance of the LEMC membership contact list 

• Facilitating the provision of relevant EM advice to the Chair and LEMC as 
required 

• Participating as a member of LEMC sub committees and working groups as 
required 

• Facilitating two-way communication between the LEMC and Executive Officer 
of the relevant DEMC to undertake day-to-day EM business as required from 
both a local and district level. 

 
5.4  Local Emergency Coordinator 
 
In addition to the role as a Deputy Chair, which may be shared between LECs, the 
LEC for a local government district has the following functions (section 37(4) of the 
EM Act): 

• To provide advice and support to the LEMC for the district in the development 
and maintenance of emergency management arrangements 

• To assist hazard management agencies in the provision of a coordinated 
response during an emergency 

• To carry out other EM activities in accordance with the directions of the State 
Emergency Coordinator. 



 

 

 
5.5 Local Recovery Coordinator 
 
The Local Recovery Coordinator provides support to the LEMC by: 

• Ensuring the preparation, maintenance and exercising of the Local Recovery 
Plan, as part of the LEMA 

• Providing advice and generating awareness of recovery 

• Advising the LEMC of Local Recovery Coordination Group (LRCG) local 
recovery activities, and evaluation findings. 

 
5.6 LEMC Admin Support Officer 
 
A LEMC Administration Support Officer, may be appointed to provide administrative 
support to the Chair, Deputy Chair and Executive Officer as required, to ensure the 
timely preparation of all documentation. 
 
5.7 LEMC Members  
 
LEMC committee members can provide support to the LEMC by: 

• Attending and actively participating in meetings 

• Advising the Executive Officer of non-attendance and arranging for a proxy 

• Contributing to the agenda and reviewing all meeting papers prior to the 
meeting. 

• Completing meeting actions as required 

• Bringing copies of relevant documents 

• Reading and being familiar with the Terms of Reference 

• Representing their organisation by providing input/advice into the meeting and 
sharing outcomes of the meeting with their organisation 

• Participating in EM activities. 
 
5.8 District Emergency Management Advisors 
 
District Emergency Management Advisors (DEMAs) support the work of the SEMC 
by providing services to the EM sector throughout WA and are based in metropolitan 
and regional locations. The DEMA can provide support to the LEMC by: 

• Providing advice and interpretation of legislation, policy, plans, procedures, 
and guidelines 

• Providing support and advice on exercise management 

• Providing support and advice on risk management 

• Working with local government EM personnel to assist with the following: 

• development and maintenance of an effective LEMC 

• development and review of LEMA that is contemporary, and useful for 
the local district 

• development of Local Recovery Plans that nominate the local recovery 
coordinator/s 

• encourage local recovery coordinators and other staff likely to work in 
recovery to undertake recovery training  

• provision of presentations and informal EM training as required to local 
governments and LEMCs 



 

 

• using their multi agency networks to act as a conduit between 
organisations, and between local, district and state levels to encourage 
collaboration, before during and after emergency events. 

 
In addition to the LEMC support above, during the response phase of an emergency, 
the DEMA can ensure that local government is represented at the Incident Support 
Group (ISG), and sometimes the Incident Management Team and Operations Area 
Support Group (OASG) as appropriate. 
 
During the recovery phase of an emergency, the DEMA can provide mentoring and 
advice to local government personnel, including local recovery coordinators and 
membership of the LRCG and any additional recovery committees, and sub 
committees. 
 

6.  Authority 
 
The Committee is authorised by the Council to: 
 

• Access relevant information and documents required for decision-making. 
• Make recommendations to the Council. 

 
The Committee does not have a delegated authority to make final decisions, nor to 
commit the Shire or any association, organisation, group or individual to expenditure 
without the Shire’s endorsement. 
 
The LEMC is required to gain Council approval if the Committee wishes to alter 
these Terms of Reference. 
 

7.  Meetings 
 

• The Committee will meet at least quarterly, or more frequently if required. 
• A quorum consists of a half of it’s voting membership 
• Minutes will be recorded and presented to Council at the next ordinary 

meeting of Council after the committee meeting and circulated to the 
membership. 

• Additional meetings will be convened if and as required at the discretion of the 
Chairperson. 
 

8.  Reporting 
 

• The Committee will submit a written report to the Council after each meeting 
summarising key discussions, decisions, and recommendations. 

• Annually, the Committee shall provide a summary report outlining the state of 
assets, infrastructure performance, and key initiatives. 

 
 
 
 
 



 

 

9.  Review 
 

• These Terms of Reference will be reviewed annually by the Committee and 
Council to ensure they remain relevant and aligned with legislation, 
community needs, and best practice. 

 

10. References 
 

• Emergency Management Act 2005 (WA) — sections 38 to 41; 
• Emergency Management Regulations 2006; 
• State Emergency Management Policy 2.5 – Local Arrangements; 
• State Emergency Management Procedure 7 – Local Emergency Management 

Committee; and 
• State Emergency Management Plan. 
• State Emergency Management Committee – LEMC Management Committee 

Handbook 
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Part One: 

Our Aim - A prepared and resilient community

Introduction



LOCAL EMERGENCY MANAGEMENT COMMITTEE HANDBOOK OCTOBER 2023   |   VERSION 1.00

551.0   |   INTRODUCTION

1.1	 Introduction
The Local Emergency Management Committee (LEMC) plays a vital role making our communities more 
disaster resilient through comprehensive emergency management planning and practices. The role of 
Executive Officer, with support from the Chair, is pivotal in ensuring the LEMC’s effectiveness and provides 
a key link between the local community, Council, State Government, and the WA emergency management 
arrangements.

This document provides local governments with a summary of the actions and best practice principles 
required under section 38 of the Emergency Management Act 2005 (EM Act), the State Emergency 
Management Policy, procedures and guidelines.

1.2	 Scope and purpose of the handbook
The purpose of this handbook is to provide a resource to assist local government and LEMCs to meet their 
legislative requirements and to assist emergency management stakeholders at the local level. The handbook 
may be used to induct members to LEMC and to review LEMC functioning.

This handbook provides a summary of the WA emergency management arrangements, key roles, and 
responsibilities, and best practice advice for the administration of LEMC. It has principally been developed 
for the LEMC Executive Officer with a standardised approach to the administration of LEMCs across WA. This 
handbook recognises that:

•	 local governments have legislated and non-legislated roles and functions within their community, both 
related and unrelated to emergency management (EM)

•	 a range of agencies and organisations are members of the LEMCs, and it is the partnership 
arrangements that support and develop community resilience

•	 the activities of the LEMC are important to develop community resilience.

1.3	 Interpretation of statements in this document
The interpretation of role and responsibility statements in this document are in line with State EM Policy 
section 1.1.1 and have the following meanings:

•	 Statements containing the words or terms, “must”, “directs”, “is directed to” and “are/is responsible 
for” are directions by the State Emergency Management Committee (SEMC) to be undertaken by the 
nominated public authority/authorities. Any directional statement used within this document is previously 
assigned within the EM Act, Emergency Management Regulations 2006 (EM Regulations), State EM Policy, 
State EM Plans and State EM Procedures. 

•	 When in relation to SEMC directions, statements containing the word “may” are directions by the 
SEMC to be undertaken by the nominated public authority/authorities after taking into account the 
circumstances.

•	 Statements containing the word “should” are recommendations by the SEMC to be undertaken by the 
public authority as best practice. 



A functional and proactive LEMC provides 
a community focussed coordinated 

approach that builds capabilities to enable 
communities to prepare, respond and recover 

from emergencies more effectively.

Local Emergency 
Management 
Committee

Part Two: 



2.1	 Authority
In accordance with the EM Act (section 38 (1)) local governments are required to establish a LEMC for their 
district.

Under the State Emergency Management (EM) Preparedness Procedure 3.7, each local government is 
required to establish, administer, and maintain a LEMC. To meet this requirement, a local government may:

•	 have a single committee (covers that entire Local Government’s district)

•	 have more than one committee (cover different areas within the local government district with different 
EM needs)1 

•	 combine with other local governments and establish a LEMC for their district (may cover two or more 
local government districts with similar EM needs).

2.2	 Purpose of the LEMC
The LEMC plays a vital role in helping communities to be more resilient through comprehensive emergency 
management planning and practices. This can be achieved by:

•	 improving levels of awareness in the community of the emergency risks and possible impacts that might 
be faced

•	 working with the local government to ensure the Local Emergency Management Arrangements (LEMA) 
are prepared to a high standard. This includes ensuring strategies and plans encompass all stages of 
emergency management, before, during and after an emergency event

•	 working together during preparedness to provide a coordinated, interagency approach that enables 
understanding of organisation’s capabilities, limitations, and processes.

2.3	 Function of the LEMC
The LEMCs core function, managed by local government,  is the development, review and testing of the Local 
Emergency Management Arrangements (LEMA). LEMA set out the local government’s policies, strategies, and 
priorities for emergency management. 

Section 39 of the EM Act outlines the functions of a LEMC in relation to the district or area for which it is 
established to:

•	 advise and assist local government in ensuring LEMA are established for its district

•	 liaise with public authorities and others in the development, review, and testing (through exercise or 
activation) of LEMA

•	 carry out other emergency management activities as directed by SEMC or prescribed by the regulations. 

In accordance with State EM Policy, LEMCs must also:

•	 prepare and submit an annual report on its activities undertaken during the financial year to the District 
Emergency Management Committee (DEMC) for the district 

•	 liaise with local government(s) within the LEMC in relation to exercising

Notes
1	 If more than one LEMC is established, the local government is to specify the area in respect of which the committee is to exercise 

its functions (section 38(2)) EM Act.
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In accordance with State EM Procedure, LEMCs are also responsible for:

•	 meeting regularly (should be quarterly or more frequently if required) 

•	 updating contacts (at least quarterly) 

•	 updating resources 

•	 reviewing membership, subcommittees and working groups

•	 advising of activations or incidents

•	 reviewing post-incident or post-exercise reports. 

•	 considering funding opportunities to enhance EM in the district

•	 considering training opportunities to enhance EM in the district

•	 undertaking emergency risk management processes 

•	 providing all LEMC documents (including minutes and exercise reports) to the DEMC Executive Officer.

2.4	 LEMC Membership
LEMC membership is intended to reflect the local government district/s it represents, considering: 

•	 identified risks and emergencies likely to occur within the district and 

•	 the likely impact to community across the built and natural environment, demographics, economics, and 
key social considerations.

LEMC membership may vary from one district to another. Table 1, along with State EM Preparedness 
Procedure 3.7, provides guidance on the most appropriate LEMC composition.

Table 1: Suggested LEMC Membership

LEMC membership position Recommended appointments

Chair Should be an elected member of Local Government Council. 
While this is recommended, the Chair could also be another 
local government member such as Chief Executive Officer or a 
senior staff member. 

Deputy Chair Should be the Local Emergency Coordinator. 

Executive Officer Should be an officer of the relevant local government or 
another person identified by the Chair. 

Local Recovery Coordinator Person nominated as the Local Recovery Coordinator in the 
Local Recovery Plan.

Local Emergency Coordinator If not the Deputy Chair.

Administration Support Officer May be appointed to support the Executive Officer. 

Local Government Officers Consideration should be given to appointing local government 
officers engaged in key roles and functions affecting EM (e.g., 
community services, engineering)
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LEMC membership position Recommended appointments

Representatives from emergency 
management agencies.

Membership should be reflective of the community it 
represents and should include representatives from EM 
Agencies in the local government district, essential service 
providers, industry, and business representatives as well as 
community representation.

Suggested examples of external members such as those from 
Hazard Management Agencies, combat agencies, support 
organisations and emergency support services which may 
include: 

•	WA Police Force

•	Department of Fire and Emergency Services

•	St John Ambulance

•	Department of Health and/or local hospitals

•	Department of Education and/or local schools

•	Department of Communities

•	Department of Biodiversity, Conservation and Attractions

•	Department of Primary Industries and Regional Development

•	Department of Transport

•	Arc Infrastructure Pty Ltd

•	Energy Policy WA

•	Australian Defence Force

•	Community support/social service groups/non-government 
organisations

•	Industry and business representation

•	Community groups and/or community champions.

•	Telecommunications, water, power, gas, transport providers.

Note: some of these agencies may be represented on the 
LEMC and/or the relevant District Emergency Management 
Committee (DEMC). 

Community members Where possible, a LEMC should invite community members who 
represent the needs of the local community such as Aboriginal 
groups or organisations, culturally and linguistically diverse 
(CaLD), aged care, mental health, homelessness and youth. 

District Emergency Management 
Advisors

Provide support to the LEMC. Recommended to be a non-voting 
member. 

It is recommended that all members nominate a proxy to assist with meeting the minimum numbers 
required for a quorum. Having a nominated proxy also assists by distributing EM awareness to a wider 
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audience within the respective organisation. Proxy members represent their organisation in the same way 
as the member and have full voting rights.

2.5	 Roles and Responsibilities 
LEMC members may be required to undertake key LEMC positions. The following sections (2.5.1 to 2.5.8) 
outline the EM roles and responsibilities. 

2.5.1	 LEMC Chair 
The LEMC Chair provides leadership and support to the LEMC by:

•	 ensuring the appointment of an Executive Officer

•	 chairing the LEMC meetings and ensuring that the Terms of Reference and meeting procedures of the 
LEMC are adhered to

•	 ensuring that the local councils are kept fully informed of EM within the local government district and 
significant outcomes from LEMC meetings

•	 ensuring the LEMA is prepared and up to date

•	 providing leadership in emergency management within the local government district.

2.5.2	 LEMC Deputy Chair
The Local Emergency Coordinator (LEC) should be appointed as the Deputy Chair. Where there is more 
than one LEC, the role may be shared after discussion with the Chair. The Deputy Chair provides advice and 
support to the LEMC by:

•	 acting as a Chair in the absence of the LEMC Chair

•	 providing assistance, and advice as requested by the LEMC Chair

•	 chairing any subcommittees or working groups

•	 providing support and direction to the Executive Officer as required. 

2.5.3	 LEMC Executive Officer
The LEMC Executive Officer provides support to the LEMC by:

•	 coordinating the development and submissions of LEMC documents in accordance with legislative and 
policy requirements including the:

	– Annual report

	– Annual business Plan

	– LEMA, including maintaining the EM contacts register. 

•	 ensuring the provision of professional and timely secretariat support including:

	– development and distribution of the meeting agenda, minutes, and action lists

	– maintaining a register of correspondence 

	– maintenance of the LEMC membership contact list
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•	 facilitating the provision of relevant EM advice to the Chair and LEMC as required

•	 participating as a member of LEMC sub committees and working groups as required

•	 facilitating two-way communication between the LEMC and Executive Officer of the relevant DEMC to 
undertake day-to-day EM business as required from both a local and district level.

2.5.4	 Local Emergency Coordinator
In addition to the role as a Deputy Chair, which may be shared between LECs, the LEC for a local government 
district has the following functions (section 37(4) of the EM Act):

•	 to provide advice and support to the LEMC for the district in the development and maintenance of 
emergency management arrangements

•	 to assist hazard management agencies in the provision of a coordinated response during an emergency

•	 to carry out other EM activities in accordance with the directions of the State Emergency Coordinator.

2.5.5	 Local Recovery Coordinator
The Local Recovery Coordinator provides support to the LEMC by:

•	 ensuring the preparation, maintenance and exercising of the Local Recovery Plan, as part of the LEMA

•	 providing advice and generating awareness of recovery

•	 advising the LEMC of Local Recovery Coordination Group (LRCG) local recovery activities, and evaluation 
findings.

2.5.6	 LEMC Admin Support Officer
A LEMC Administration Support Officer, may be appointed to provide administrative support to the Chair, 
Deputy Chair and Executive Officer as required, to ensure the timely preparation of all documentation.

2.5.7	 LEMC Members 
LEMC committee members can provide support to the LEMC by:

•	 attending and actively participating in meetings

•	 advising the Executive Officer of non-attendance and arranging for a proxy

•	 contributing to the agenda and reviewing all meeting papers prior to the meeting.

•	 completing meeting actions as required

•	 bringing copies of relevant documents

•	 reading and being familiar with the Terms of Reference

•	 representing their organisation by providing input/advice into the meeting and sharing outcomes of the 
meeting with their organisation

•	 participating in EM activities.

2.5.8	 District Emergency Management Advisors
District Emergency Management Advisors (DEMAs) support the work of the SEMC by providing services to 
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the EM sector throughout WA and are based in metropolitan and regional locations. 

The DEMA can provide support to the LEMC by:

•	 providing advice and interpretation of legislation, policy, plans, procedures, and guidelines

•	 providing support and advice on exercise management

•	 providing support and advice on risk management

•	 working with local government EM personnel to assist with the following:

	– development and maintenance of an effective LEMC

	– development and review of LEMA that is contemporary, and useful for the local district

	– development of Local Recovery Plans that nominate the local recovery coordinator/s

	– encourage local recovery coordinators and other staff likely to work in recovery to undertake recovery 
training 

	– provision of presentations and informal EM training as required to local governments and LEMCs

	– using their multi agency networks to act as a conduit between organisations, and between local, dis-
trict and state levels to encourage collaboration, before during and after emergency events.

In addition to the LEMC support above, during the response phase of an emergency, the DEMA can ensure 
that local government is represented at the Incident Support Group (ISG), and sometimes the Incident 
Management Team and Operations Area Support Group (OASG) as appropriate.

During the recovery phase of an emergency, the DEMA can provide mentoring and advice to local 
government personnel, including local recovery coordinators and membership of the LRCG and any 
additional recovery committees, and sub committees.

2.6	 LEMC Meetings
2.6.1	 Frequency of Meetings
LEMCs should meet quarterly or more frequently as required. In WA, local governments vary widely, and 
the frequency of meetings should be reflective of their risk environment, demographics, resilience, and 
vulnerabilities. The suitability of the LEMC schedule, can be discussed with  the DEMA.

With such a diverse group of organisations making up the LEMC membership it can be an advantage to set 
the meeting dates 12 months in advance to ensure members can schedule accordingly.

Give careful consideration to the time of your meetings. Contemporary EM is now considered part of core 
business, and members may find it easier to attend if meetings are convened during normal work hours.

2.6.2	 LEMC Terms of Reference
It is recommended that a Terms of Reference is established for each LEMC to provide members with 
a common understanding of how the meetings will be administered under the EM Act. The LEMC is not 
administered under the Local Government Act. 

A sample LEMC Terms of Reference template is attached at Appendix A. This template is also available 
to download on the SEMC website. The LEMC may wish to refine the Terms of Reference to suit their own 
needs.
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2.6.3	 Meeting types 
The following meeting types may be held:

•	 Ordinary meeting – as scheduled and outlined in 2.6.1. 

•	 Extraordinary Meeting – to deal with a specific or urgent issue. 

•	 Out of session – unscheduled meetings that are held without a requirement for a physical presence. Out 
of session meetings are typically held for urgent items at the discretion of the LEMC Chair and Executive 
Officer (i.e., an endorsement by members of a proposal via email)

•	 Working Groups or sub committees – can be created to work on a specific task or project.

Meetings can include other more interactive EM activities such as workshops, exercises, or presentations. 
Consideration may be given to invite neighbouring LEMCs or a wider audience to these activities to raise 
awareness of EM considerations and build cross border relationships.

Meetings can be held:

•	 face to face

•	 by electronic means (videoconferencing, teleconferencing i.e., Microsoft Teams, Zoom or similar)

•	 a mix of face to face and tele/videoconferencing for those unable to attend in person.

2.6.4	 Quorums 
A quorum for the committee is recommended to be at least 50% of its voting membership. 

If a quorum is not met the Chair can:

•	 proceed with the meeting, however no resolutions can be endorsed. (These could however be endorsed 
later out of session via email or similar)

•	 progress all the agenda items out of session

•	 reschedule the meeting

•	 cancel the meeting if no urgent agenda items exist.

2.6.5	 Meeting documents 
To ensure the efficient administration of the LEMC, the Executive Officer is responsible for the timely 
distribution of meeting documents. 

Meeting Agenda and Minutes 

Every LEMC meeting should include standing agenda items as described in State EM Preparedness 
Procedure 3.7. The quarterly meeting agenda may vary relative to the season, risk profile and any topical EM 
themes within the district. These are outlined in the table below.

Examples of LEMC meeting agenda are provided at Appendix B and these may be tailored to suit the needs 
of each LEMC. These templates are also available to download on the SEMC website. 

Standing agenda items, as well as those that may be considered based on a seasonal basis are outlined in 
the Table 2 .
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Table 2. Standing agenda items

Item
Items that should be 
provided in accordance with 
State EM Procedure 3.7

Additional items to 
assist with maintaining 
effective LEMA. 

Standing Agenda Items •	Update contact details and maintain 
contact list. (LEMC members and 
emergency and other relevant services 
contacts)

•	Update committee membership and 
resources

•	Table Post Incident reports, season 
reviews - discuss/action outcomes

•	Table Post exercise reports, discuss/
action outcomes

•	Emergency risk management/treatment 
strategies progress

•	Table correspondence.

•	Review action list. 

•	Review business plan strategies 
and record progress.

•	Plan and schedule exercises.

Items for consideration 
relative to the risk profile 
of the local government 
area/s. 

•	Discuss funding opportunities and if 
these can be used to treat limitations or 
gaps identified 

•	Request member input to consider any 
emerging risks or issues to be shared 
with the committee 

•	Examine sections in the LEMA and update 
accordingly

•	Any topical EM relevant 
information/ presentations 

•	Review of capability areas that 
need improvement for discussion 
and/or workshopping. 

•	Discuss/action preparedness 
ideas for the upcoming season.

Minutes

Meeting minutes should be taken for each meeting, distributed to members, and be made publicly available.

2.6.6	 Confidentiality
Sensitive subjects will often be discussed at LEMC meetings. Attendees at LEMC meetings should keep these 
conversations confidential.

2.7	 Reporting
2.7.1	 Annual Reporting
At the end of the financial year, the LEMC is required to prepare and submit an annual report on activities 
undertaken to the DEMC. The local government/s is responsible for completing the annual report 
requirements. The annual report should be prepared within such reasonable time, and in the manner, as 
directed in writing by the SEMC. Further details for the content of the Annual Report are detailed in State EM 
Preparedness Procedure 3.17.

Information from LEMC Annual Reports is used in the SEMC Annual Report which is presented to the Minister 
for Emergency Services.
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2.7.2	 Reporting to DEMC
To ensure good communication between the LEMC, DEMC and SEMC, it is good practice to send a copy of all 
LEMC minutes and any other key documents to the DEMC Executive Officer for noting. This enables the DEMC 
Executive Officer to analyse district wide information/issues for any commonalities and themes which may 
be occurring across multiple yet separate areas. These can then be raised and addressed at the DEMC or 
forwarded to the SEMC for further action if required. 

Issues beyond a LEMCs capacity or of significance can be raised to the DEMC. There are three ways this can 
happen:

•	 a LEMC member representing their individual LEMC that sits on a DEMC can table the issue directly

•	 the LEMC member representing several local governments can raise the issue

•	 the LEMC Executive Officer can liaise directly with the DEMC Executive Officer to have issues tabled.

2.7.3	 LEMC Business Plan
Planning is a key component to the success of LEMCs, and a LEMC Business Plan can greatly assist by 
providing a clear practical direction for the LEMC.

The LEMC Business Plan can:

•	 ensure local objectives are aligned to the DEMC and SEMC strategic plan, capturing key district priorities

•	 clearly outline the LEMCs priorities for the nominated time period

•	 assist to monitor progress and document achievements.

The relevant DEMA can provide guidance about developing a LEMC business plan.
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Local Emergency 
Management 
Arrangements

Part Three: 



The term LEMA refers to the collection of all emergency management documentation, plans, systems, processes, 
agreements, and memorandums of understanding which affect the local government district. The LEMA are 
the overarching document and associated sub- plans which the local government is responsible for developing, 
maintaining, and testing.

3.1	 Legislative Requirement
Under section 36 of the EM Act, it is a function of a local government to ensure that effective LEMA are prepared 
and maintained for its district. The LEMA must be consistent with the State EM Policy, State EM Plan, State Hazard 
Plans, State Support Plans (s. 41(3) EM Act)) and set out specific matters identified in section 41(2) of the EM Act. 

Development, distribution or communication, review and testing of LEMA should be in accordance with State EM 
Preparedness Procedure 3.8.

Local governments are to ensure that LEMAs are reviewed as below:

•	 after an event or incident requiring the activation of an Incident Support Group (where appropriate), or after 
an incident requiring significant recovery coordination

•	 every five years

•	 whenever the local government considers it appropriate.

The contacts and resources list should be reviewed and updated as needed but at a minimum quarterly.

Please note, the local government can undertake a small review, or statement of fact changes with only minor 
amendments at any time without going through the consultation and approval process. This should be noted at 
the relevant LEMC meeting. 

3.2	 LEMA Guideline
The LEMA Guideline and model has been developed to assist with the development of LEMA.

The DEMA responsible for the district will also be able to provide advice and assist throughout the LEMA 
development process and will ensure that the core topics have been covered to ensure compliance with the EM 
Act, and to keep your LEMA useful in all applications.

While models and examples vary between local governments, they all cover the required basic EM topics that 
should be considered. These are contained within the LEMA guideline, to ensure effective planning for emergency 
events. A list of these EM requirements and examples of additional content are outlined in Table 3.
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Table 3. LEMA Content Examples

Section Basic EM requirement Examples of content

1. Introduction •	Aim, Purpose, Scope

•	Roles and Responsibilities

•	LEMC Membership

•	Agreements and Understandings.

•	Exercising, reviewing and annual reporting

•	Emergency management policies

•	Existing local plans and arrangements

•	Community consultation

2. Coordination of Emergencies •	AIIMs overview, IMT, ISG considerations

•	Financial arrangements

3. Risk •	Risk management

•	Special considerations

•	Critical infrastructure

•	Emergencies likely to occur

•	Risk Register – (treatment strategies if developed)

4. Evacuation •	Identification of evacuation centres

•	Key roads/maps, specific evacuation plans for key 
areas.

•	Evacuation to other Local Government areas

•	Special Needs or Vulnerable Groups 

5. Emergency relief and support •	Refer to the Department of Communities Local 
EM Plan for the provision of Emergency Relief and 
Support Services

•	Local Emergency Relief and Support Coordinator and 
liaison officer roles

•	Opening and coordination of evacuation centres

•	Refer to the Department of Primary Industries and 
Regional Development resources for Animal Welfare 
Plan.
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Section Basic EM requirement Examples of content

6. Recovery plan •	Roles and Responsibilities of the: 

•	Local Recovery Coordinator

•	Local Recovery Coordination Group

•	Controlling Agency/Hazard Management Agency

•	State Recovery Coordinator

•	Commencement of recovery

•	Resources

•	National Principles of Recovery

•	Example actions and strategies

•	Example Local Recovery Coordination Group and 
subcommittee structure and terms of reference

•	Local Recovery Coordination Group meeting agenda 
template

•	Financial strategies

•	Identification of recovery resources, MOUs, or 
agreements for mutual aid.

•	 Identification of Recovery Centres

•	Operational Recovery Plan – template

7. Communications Plan •	Local public warning systems

•	Communication Principles (inclusive  communications 
such as vulnerable groups)

•	Communications in the preparedness, response, and 
recovery stages.

•	Referral to a communications plans or provision of a 
communication plan template.

8. Contacts and Resources Register •	LEMC members contacts

•	Emergency Services and Support Organisations

•	Utilities and services

•	Special Arrangements/ MOUs

•	At-risk groups 
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3.3	 Consultation process for LEMA
LEMC members play an important role within the development or review process. Ensuring LEMC members 
and other identified key stakeholders have input into the process greatly enhances the quality and 
usefulness of the LEMA. 

Local governments and LEMCs preparing LEMAs may be expected to convene forums or provide papers, 
displays or other materials to ensure effective consultation.  Consultation should commence early, allowing 
sufficient time and flexibility for the emergence of new ideas and proposals.

During the process, it is recommended the DEMA responsible for the district is consulted to provide advice. 
DEMAs can provide examples of contemporary best practice LEMAs and assist through each stage of the 
development or review.

Upon completion of the draft LEMA, the document should be distributed for comment to:

•	 The DEMA responsible for the district (who will validate the document for compliance against the 
legislative requirements)

•	 The LEMC members

•	 The local government’s DEMC who may make recommendations to the LEMC if it identifies matters that 
would enhance the operational effectiveness of the LEMA.

Where appropriate, the LEMA may be provided to members of the public for comments. All confidential and 
contact details should be removed before doing so. 

3.4	 Approval and noting process
Prior to approval by council, local government should:

•	 review the plan to ensure that relevant parties have been consulted in the development of the LEMA

•	 ensure that endorsement has been gained from their LEMC, with the date of endorsement reflected in 
the minutes and the arrangements 

On completion of the consultation process the local government should table the LEMA at a local 
government council meeting for approval, as soon as reasonably practicable.

Once approved by Council the LEMA are to be distributed 

•	 to the DEMC for noting

•	 from the DEMC to the SEMC for noting and inclusion at the next SEMC meeting

•	 to other agencies, industries and persons as considered appropriate by the local government including 
neighbouring local governments, local libraries, and related committees.

3.5	 Review
LEMA must be reviewed at least every five years or following an exercise or incident review as per section 
1.5.10 of the State EM Policy. This will ensure contents remain up to date and accurate. 
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Part Four: 
Local Level 
Exercising



The review and validation of local EM arrangements is a key function of a LEMC, as set out in section 39 of 
the EM Act. Exercises are a way to review the LEMA and are an essential component of preparedness.

4.1	 Aim
Exercises should be used to enhance capability and contribute to continuous improvement. A well-designed 
exercise provides a safe environment to test capabilities, familiarise personnel with roles and responsibilities 
and foster meaningful interaction and communication across organisations.

4.2	 Objectives
Key objectives of a LEMC exercise are to:

•	 test the effectiveness of local emergency management arrangements

•	 train personnel and clarify roles and responsibilities

•	 raise awareness of likely emergencies

•	 allow participating agencies an opportunity to test their specific processes

•	 build stronger interagency networks

•	 test understanding of the multi-agency support processes to response and recovery and encourage 
cross agency understanding of capabilities and limitations

•	 to identify any capability gaps or areas for improvement and implement solutions.

LEMC exercising concentrates on local issues that may occur, including during a significant emergency 
event and may include exercising capabilities around topics such as multi-agency coordination, evacuation, 
emergency relief and support, communications, business continuity and recovery.

LEMC exercising is not designed to test the proficiency of local emergency responders to respond to 
everyday incidents. Training and exercising local emergency services is the responsibility of the EM agency 
that those services belong to. Sometimes, however, local response scenarios can be included effectively into 
the overarching LEMC exercise.

4.3	 Capability based exercising
The Western Australia Managing Exercises Guideline (exercise guideline) outlines the need to ensure all 
exercising is risk and capability based. It is recognised that capabilities that enable agencies to effectively 
prepare, respond and recover from emergencies are often common across all the 28 prescribed emergency 
hazards.

Under the exercise guideline, local governments and their LEMCs may use the SEMC EM Capability 
framework as a baseline to determine their exercise needs and requirements to close self-assessed 
capability gaps and report on their activity.

Each Local Government is asked to utilise capability analysis tools and data to identify which capabilities 
they need to practice, or those that pose the greatest risk to their capacity. In the first instance, it is 
recommended that local governments use existing sources of data to contribute to this process. These 
could include:

•	 previous Annual and Preparedness Report Capability Survey responses

LOCAL EMERGENCY MANAGEMENT COMMITTEE HANDBOOK OCTOBER 2023   |   VERSION 1.00

2222 4.0  |  LOCAL LEVEL EXERCISING



•	 lessons identified from previous exercises

•	 knowledge from past incidents and after-action reports

•	 any issues raised at the LEMC, DEMC or subcommittee meetings, DEMA input and discussion.

4.4	 Types of exercises
Exercising can take place in many forms and be either small or large, simple, or complex. The most 
commonly used exercise types in EM are listed below:

Discussion exercises: are designed to stimulate discussion of issues or to assess plans, arrangements, 
policies, and procedures. Discussion exercises include seminars, agency presentations and hypotheticals. 
They should explore the broader issues identified through a capability gap analysis and result in an 
agreement of resolution between the participants.

Functional exercises: are a repetitive, methodical activity undertaken to reinforce specific skills, procedures, 
or arrangements. These exercises are designed to familiarise, educate, and inform individuals and groups 
of their roles and responsibilities, explore capabilities, understand multiple functions and interagency 
relationships and interdependencies. Functional exercises take place in an operational environment and 
require participants to perform the functions of their roles. Functional exercises should familiarise and 
guide participants through their emergency management roles or functions.

Field Exercises: a generally a large scale, complex activity conducted in “real time” under simulated 
conditions involving the deployment of personnel and other resources. Field exercises are designed to 
achieve maximum realism and test organisational performance and interagency cooperation.

Local governments, in conjunction with LEMCs can choose any style of exercise that suits their aims and 
objectives. The discussion exercise remains the most popular choice as it suits the exploration of the 
broader issues of a major emergency which would be difficult to reproduce with any realism in a functional 
or field exercise.

4.5	 Frequency
The State EM Policy section 4.8.8.3 states that local governments must exercise at least annually in 
consultation with their LEMC.

4.6	 Post exercise reporting requirements
The State EM Policy 4.11.3 states that local governments must submit post-exercise reports to their DEMC, as 
soon as practicable after the exercise.

4.7	 Exercise tools
Several tools exist to assist with local level emergency management exercises.

•	 Western Australian Managing Exercises Guideline

Please contact the DEMA responsible for the district for additional exercise planning tools and templates.
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Appendices

Appendix A:	 Sample LEMC Terms of Reference template

1.0	 Name
<< Insert Name >> Local Emergency Management Committee (LEMC)

2.0	 Aim
The aim of the LEMC is to collaborate with local support organisations, hazard management agencies, and 
industry representatives, to collectively build a resilient community that is prepared to respond and recover 
from an emergency.

3.0	 Objectives
•	 Develop local emergency management arrangements (LEMA) that are practical to all stakeholders and 

service agencies.

•	 Ensure that LEMA are contemporary and relevant to the community and addresses all possible risks and 
scenarios.

•	 Participate in inter-local government relations to further emergency management cooperation within the 
emergency management district.

•	 Build resilience and engage with the community through safety and awareness campaigns, and by 
disseminating information through social media, media outlets, and public events.

•	 Participate in interagency training exercises that improve the capabilities and knowledge of the LEMC, 
local stakeholders, and hazard management agencies.

•	 Exercise the LEMA to test their effectiveness in practical applications, and actively strive for continuous 
improvement.

•	 Share meeting minutes, committee member experiences and proposed actions with local government 
elected members, State agencies and the local community.

•	 Strategise ways to mitigate potential emergencies and to improve recovery arrangements.

4.0	 Duties and Responsibilities
Advise and assist the << name of LG/s>> in ensuring that local emergency management arrangements are 
established for its district.

•	 Liaise with public authorities and other persons in the development, review and testing of local 
emergency management arrangements.

•	 Carry out other emergency management activities as directed by the State Emergency Management 
Committee or prescribed by the regulations.

Adopted:		  Insert Date

Last Reviewed:		 Insert Date

Review Date:		  Every 5 years or as required

Associated Legislation:	Emergency Management Act 2005

Associated Documents:	State Emergency Management Policy and Procedure
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•	 Perform at least one emergency training exercise a year to assist improve the capabilities of their 
community to prepare for, respond to and recover from emergencies.

•	 Prepare and submit an annual report on activities undertaken by the LEMC during the financial year to 
the District Emergency Management Committee for the district.

5.0	 Membership
Membership notes:

•	 Special guests may be invited to attend committee meetings as determined by the LEMC Executive Officer, 
in consultation with the LEMC Chair.

•	 Each voting member should nominate a proxy to the Executive Officer within their agency or organisation to 
attend if the appointed member is absent.

•	 Non-attendance at meetings of voting members without a justifiable apology, or that have not been 
represented by their proxy will be asked to provide an explanation to the Chairperson. Repeated non-
attendance may result in the Chairperson notifying the District Emergency Management Committee.

•	 Members representing agencies and organisations that can no longer participate in the committee 
should advise the Executive Officer of their resignation and nominate an alternative representative for 
membership.

•	 Committee membership will be reviewed at each meeting by the LEMC Executive to ensure that it is 
representative of the community and the potential risks and scenarios.

•	 New members may join the LEMC via resolution of the committee.

6.0	 Meeting Management
6.1	 Chairperson

•	 The Chairperson should be an elected member of Council. Council is to appoint the Chairperson and an 
elected member as the Chairpersons proxy. In the absence of the Chair, the appointed proxy will act as 
the Chairperson.

6.2	 Deputy Chair

•	 The Local Emergency Coordinator should be appointed as Deputy Chair.

6.3	 Executive Officer

•	 The LEMC Executive Officer is the << position within the local government>>

6.4	 Quorum

•	 A quorum for the committee will be at least 50% of its voting membership.

6.5	 Minutes/Agendas

•	 The Executive Officer is responsible for preparing agendas and minutes of all business transacted at 
each meeting.

•	 A draft agenda will be emailed to members three (3) weeks prior to the meeting. Members have two 
weeks to include agenda items and/or comments. The final agenda will be issued to members one week 
prior to the scheduled meeting.

•	 Copies of the meeting minutes will be made available to Council by way of information at least one month 
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after the committee meeting. Meeting minutes will be forwarded to Committee members two (2) weeks 
post the meeting.

6.6	 Schedule

•	 Meetings will be held quarterly throughout the financial year and scheduled by the Chairperson. The 
schedule will be advised by the Executive Officer. (List of dates, for example, 3rd Thursday of each quarter 
March, June, September, December).

•	 Additional meetings will be convened if and as required at the discretion of the Chairperson.

6.7 	 Authority

•	 The LEMC does not have the authority or power to commit the Council or <<Local Government>> or any 
association, organisation, group or individual to expenditure without the City’s/Shires endorsement.

•	 The LEMC is required to gain Council approval if the Committee wishes to alter these Terms of Reference.

7.0	 Schedule 1 – Membership
7.1	 Community/Agency LEMC Members (Voting):

Member 1

Member 2

Member 3

7.2.	 Local Government LEMC Member (Voting):

Member 1

Member 2

Member 3

7.3.	 Invited Guests (Non-voting):

Guest 1

Guest 2

Guest 3
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Appendix B:	 Sample LEMC Meeting Agenda templates
Word document templates can be found on the on the emergency management tools webpage of the SEMC 
website. This appendix provides an outline of the suggested items to include within an agenda.

Sample agenda template 1
Meeting Date:		

Location:		

Time:			 

Videoconference link:	

Emergency Management Act 2005 (Section 39) Functions of local emergency management committees:

(a)	to advise and assist the local government in ensuring that local emergency management arrangements 
are established for its district.

(b)	to liaise with public authorities and persons in the development, review and testing of local emergency 
management arrangements; and

(c)	to carry out other emergency management activities as direct by the SEMC or prescribed by the 
regulations.	

1.0	 Opening and Welcome 
Acknowledgment of Country. 

2.0	 Attendance and Apologies
3.0	 Disclosure of Interests

Identify real, perceived, or potential conflicts of interest experienced by any member in relation to 
the items on the agenda. These should be declared now and if possible, raised with the Chair prior 
to the meeting to determine the appropriate way to manage the conflict.

4.0	 Guest Presentations
4.1	 Presentation 1

4.2	 Presentation 2

5.0	 Confirmation of Meeting Minutes
Moved by XXXX; Seconded by XXXX 

The committee approved the minutes of the XXXXX LEMC meeting held on XXXX.

6.0	 Review of Action list and business arising

Item Owner Status
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7.0	 Correspondence 
7.1	 Correspondence In

7.2	 Correspondence Out

7.3	 Information tabled

8.0	 Review of LEMC membership and contact list updates
9.0	 Local Emergency Management (standing items)

9.1	 Post Incident Reports – discussion and note any outcomes to be actioned.

9.2	 Post Exercise Reports – discussion and note any outcomes to be actioned.

9.3	 Exercise – discuss objectives, scenario, and dates.

9.4	 Review Local Emergency Management Arrangements – updates as required.

9.5	 Risk management update – monitor and review, emerging risks, mitigation.

9.6	 Review LEMC business plan – monitor progress

9.7	 Review funding opportunities

10.0	 Agenda Items
Item one

Item two

11.0	 Agency/Member Reports
Members to consider:

•	 Capability and limitations for the coming season (resources/staffing)

•	 Any known emerging risks

•	 Any scheduled exercises

•	 Outcomes or lessons learnt from any incidents or exercises.

12.0	 General Business
13.0	 Next Meeting

13.1	 LEMC calendar

Date Activity Venue Comment

14.0	 Meeting Closure
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Sample agenda template 2
[INSERT NAME] Local Emergency Management Committee Meeting Date [INSERT DATE]

1.0	 Administration
1.1	 Open Meeting

1.2	 Acknowledgement of Country

1.3	 Attendance and apologies

1.4	 Confirmation of previous minutes

1.5	 Correspondence in and out

1.6	 Action items from previous meeting

1.7	 Emergency contacts update

1.8	 Guest presentation/s

2.0	 Standard Reporting
2.1	 Post incident reports

2.2	 Post exercise reports

2.3	 Exercise schedule

2.4	 Local Emergency Management Arrangements update

2.5	 Emergency Risk Management update

2.6	 Agency/member reports

2.7	 Agenda items

2.8	 General business

3.0	 Quarterly Reporting

Quarter Reporting activities 

1st quarter (July-Aug-Sept)

•	LEMC Business Plan tabled

•	Annual Meeting Schedule

•	Exercise Date for financial year

2nd quarter (Oct-Nov-Dec)
•	Seasonal Review

•	State Preparedness Report Review

3rd quarter (Jan-Feb-Mar) •	LEMC Business Plan developed

4th quarter (April-May-June)
•	Complete Annual Preparedness Survey and Annual Report

•	Exercise Schedule developed

4.0	 Next Meeting and Close
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9.4.7 Shire Policy Staff-010 Discrimination, Harassment & Bullying – 
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SHIRE OF KONDININ 
 
 
STAFF-010: DISCRIMINATION, HARASSMENT AND BULLYING 
 

Policy Name Discrimination, Harassment and Bullying 

Responsible Department Office of the Chief Executive Officer 

Policy Owner Chief Executive Officer 

Applicable To Councillors, Shire employees, Contractors, Volunteers and 
third parties engaged in Shire related activities. 

 
1. Objective 
 
The Shire of Kondinin is committed to providing a workplace that is free from bullying, sexual 
harassment, discrimination and vilification; and that is consistent with our obligations under  Western 
Australian and Commonwealth law.  
 
This Policy is intended to: 
 

• Prevent unlawful conduct by identifying risks and putting in place control measures. 

• Provide clear reporting, investigation and resolution procedures that are fair, timely and 
trauma informed. 

• Ensure support for complainants and respondents; and to 

• Demonstrate that the Shire has taken reasonable steps to prevent and respond to unlawful 
conduct.  

 

2. Scope 
 

This policy applies to all employees (permanent, temporary, casual), councillors, volunteers, 
contractors, consultants and third parties while engaged in Shire-related activities, on Shire 
premises, at work-related events and via work-related electronic communications. 
 
The application of this policy extends to: 
 

• How the Shire provides services to ratepayers, customers and how it interacts with other 
members of the public. 

• All aspects of Shire employment including recruitment and selection, conditions and benefits, 
training and promotion, task allocation, shifts, hours, leave arrangements, workload, 
equipment and transport. 

• On-site, off-site, or after-hours interactions between workers, work-related social functions, 
conferences including wherever and whenever workers may be because of their Shire duties, 
and 

• A worker’s treatment of other workers and of other members of the public encountered during 
their Shire duties. 
 
 
 
 
 



 

 

 

3. Definitions 
 
 
Bullying (workplace): A worker is bullied at work if, while the worker is at work, a person, whether 
as an individual or as part of a group of individuals, repeatedly behaves unreasonably towards the 
worker and that behaviour creates a risk to the health or safety of the worker.  Actual harm to a 
worker’s health or safety is not necessary.  However, there must be a demonstrated risk to the 
health or safety of the worker and this risk must be real.  Bullying is unlawful under the Work 
Health and Safety Act 2020 (WA) and the Work Health and Safety (General) Regulations 2020 
(WA). 
 
Examples of repeated unreasonable behaviour constituting bullying at work include, but are not 
limited to: 
 

• intimidation. 

• coercion. 

• threats. 

• humiliation. 

• malicious pranks. 

• physical, verbal and emotional abuse. 

• harassment. 

• isolation. 

• ostracism. 

• rumour mongering; and 

• discrimination. 
 
Bullying does not include reasonable management action that is carried out in a reasonable 
manner.  Examples include, but are not limited to: 
 

• Conducting business or undertaking appropriate management action and 
making appropriate management decisions.  

• Making necessary decisions to respond to poor performance. 

• Taking disciplinary action.  

• Directing and controlling the way work is carried out.  

• Allocating work.   

• Providing fair and constructive feedback on a worker’s performance. 
 

The use of the term ‘individual’ is broad. It means that a worker is protected from bullying at work 
perpetrated by their employer, a colleague, a contractor, a client or a customer of the business or 
undertaking in which the worker works.  
 
Bullying, Sexual Harassment & Discrimination Operating Procedures refer to the formal 

processes and practices established to prevent, identify, manage, and resolve incidents of bullying, 

sexual harassment, and discrimination within the workplace. These procedures outline the steps to 

be followed by workers and management when concerns arise, including: 

• Reporting and recording complaints or incidents; 

• Assessing and addressing complaints in a timely, fair, and confidential manner; 

• Supporting affected parties through appropriate guidance and resources; 

• Conducting investigations in accordance with organisational and legislative requirements; 

• Implementing corrective or disciplinary action where necessary; and 

• Monitoring and reviewing outcomes to ensure a safe, respectful, and inclusive workplace. 

 



 

 

 
 
 
 
Discrimination: Discrimination in Western Australia refers to the unfair treatment of a person or 
group differently from others based on personal characteristics such as age, gender, race, religion, 
or disability. It is against the law to discriminate in areas of public life including education and 
employment.  
 
Discrimination can occur in two forms:  
 

• direct, where an individual is treated less favourably than others, and  

• indirect, where a seemingly neutral rule disproportionately affects a particular group. 
 
Sexual harassment: Sexual harassment in Western Australia is defined under the Equal 
Opportunity Act 1984 as any unwelcome sexual advance or request for sexual favours or conduct 
of a sexual nature that creates an intimidating, hostile, or offensive work environment. It is unlawful 
for a person to be subjected to such conduct in areas of public life, including workplaces. The act 
emphasizes that the harassed person must have reasonable grounds to believe that if they reject 
the advance, refuse the request, or object to the conduct, they will be disadvantaged or they are in 
fact disadvantaged.  Engaging in sexual harassment is unlawful under the Sex Discrimination Act 
1984 (Commonwealth) and the Equal Opportunity Act 1984 (WA) 
 
Victimisation in the context of the Equal Opportunity Act 1984 refers to treating someone unfairly 
because they have made or plan to make a complaint. This includes actions such as threats, 
harassment, or intimidation related to a complaint about discrimination, bullying, or other unfair 
treatment. Victimisation is unlawful and can lead to serious consequences, including being treated 
differently or unlawfully due to having made a complaint.  
 
Worker 
In Western Australia (WA), an individual can be defined as a worker under the Work Health and 
Safety Act 2020, which includes any person who carries out work for a person conducting a 
business or undertaking. This definition encompasses full-time, part-time, casual, and seasonal 
workers, as well as those engaged in specific work outside their normal trade or business. 
Additionally, the Industrial Relations Act 1979 provides an objective test to determine whether an 
individual is an employee or an independent contractor, considering factors like control over the 
work and the nature of the relationship.   
 
The use of the term ‘individual’ is broad. It means that a worker is protected from bullying at work 
perpetrated by their employer, a colleague, a contractor, a client or a customer of the business or 
undertaking in which the worker works. It can also include an individual who is a national system 
employer or employee. 
 
For the purpose of this policy, worker includes: all employees (permanent, temporary, casual), 
councillors, volunteers, contractors, consultants and third parties while engaged in Shire-related 
activities, on Shire premises, at work-related events and via work-related electronic 
communications. 
 
A worker at work means carrying out work in any capacity for a person conducting a business or 
undertaking. This may be at the worker’s workplace or at a place other than their workplace, 
including where a worker is engaging in an activity which is authorised or permitted by their 
employer such as attending a work Christmas party. 



 

 

 
 
4. Legal Framework 
 
The courts have emphasised that an employer must take “reasonable steps” to prevent and 
respond to harassment — including clear policies, training, accessible reporting channels, timely 
investigations, appropriate remedial action and record-keeping.  The Shire adopts these measures 
as minimum standards.  
 
The Shire’s legal obligations include, but are not limited to: 
 

• The Sex Discrimination Act 1984 (Cth) — prohibits sexual harassment and imposes a 
positive duty on employers to prevent sexual harassment in workplaces.  

• Work Health and Safety Act 2020 (WA) — requires persons conducting a business or 
undertaking (PCBUs) to eliminate or minimise risks to health and safety, which includes 
managing workplace sexual harassment and bullying as psychosocial hazards.  

• Equal Opportunity Act 1984 (WA) — prohibits discrimination and harassment on a range 
of protected grounds within WA.  

 

5.  Principles 
 
The Shire will: 
 

• Take all complaints seriously and respond promptly, impartially and confidentially (to the 
extent possible). 

• Apply a trauma-aware, survivor-centred approach to complainants, and procedural fairness 
to respondents. 

• Provide protection from victimisation for complainants, witnesses and those who assist with 
investigations. 

• Record, monitor and promptly act on systemic risks and repeat incidents. 
• Provide training and preventive controls to create a safe workplace. 
• Review this Policy and prevention actions annually or after any material incident. 

 
6.  Roles & Responsibilities 
 

• Chief Executive Officer (CEO): holds ultimate responsibility for compliance, resourcing 

prevention and ensuring enforcement.  Operates reporting channels, manages 

investigations (or engage independent investigator), maintains records, provides support 

and training. 

• Managers & Supervisors: actively enforce the Policy, model behaviour, complete risk 

assessments, take immediate steps when issues arise (including interim protections) and 

employee training and development to encourage active understanding and compliance. 

• Employees, councillors, contractors & volunteers: comply with the policy, participate in 

training, report incidents and cooperate with investigations. 

 
 
 
 
 
 
 



 

 

 
7. Prevention - Risk Management & Controls 
 
 
The Shire will implement the following minimum controls to meet “reasonable steps” expectations: 
 

1. Risk assessments: conduct formal psychosocial risk assessments (including gender-

based risk factors) annually and whenever workplace changes occur.  

2. Policy & procedure visibility: publish this Policy on the Shire website, induction packs 

and staff noticeboards. 

3. Training: mandatory, role-based training for all staff and councillors on bullying, sexual 

harassment, bystander intervention, cultural safety and reporting options — refreshed on 

an annual basis. 

4. Leadership training: additional modules for managers on handling disclosures, interim risk 

controls, and conducting risk assessments. 

5. Safe systems: ensure rostering, lone-worker protocols, client-handling procedures and IT 

systems reduce exposure to risk. 

6. External pathways: clearly advise staff how to access external complaint mechanisms and 

employee support services.  

7. Bullying, Sexual Harassment & Discrimination Operating Procedures: the procedures 

are aligned with this policy and are intended to provide an overarching approach to the 

application of this policy. 

 
8.  Policy Breaches 
 
Any breach of this policy may result in disciplinary action up to and including the termination of 

employment at the Shire.  Workers are reminded that breaches of applicable legislation are 

unlawful. 

 
Document References & Information 
 

Legislation Local Government Act 1995  
Work Health and Safety Act 2020 (WHS Act)  
Equal Opportunity Act 1984 
Sexual Discrimination Act 1984 (Cth) 
Racial Discrimination Act 1976 (Cth) 
Human Rights Commission Act 1986 (Cth) 
Disability Discrimination Act 1992 (Cth) 
Age Discrimination Act 2004 (Cth) 

Regulation Work Health and Safety (General) Regulations 2022 

Local Law Not Applicable 

Shire Policy Shire of Kondinin Grievance Resolution Policy 

Procedural Bullying, Sexual Harassment & Discrimination Operating Procedures 
Shire of Kondinin Code of Conduct  

Related Sources Western Australian Government (www.wa.gov.au) 

Policy Owner Chief Executive Officer / Managers 

Risk Rating Medium 

 
 
 
 
 
 
 



 

 

 
 
 
Document Control 
 

Date Version Reason for Modification Resolution 
Reference 

Next Review 

1/11/2025 1 New policy  Nov 2026 
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