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Policy Scope:  
 
This policy applies to all councillors, employees of Murrumbidgee Council and contractors 
and external consultants carrying out work on behalf of Murrumbidgee Council. 
 
This policy applies to all records, both physical and digital, created or received, in the 
conduct of the official business of Murrumbidgee Council. This includes all aspects of all 
records created during business transactions and all business applications used to create 
records including email, databases and websites. 

E-mails, which are relevant to the information gathering, policy formation or decision-making 
processes of Council, are part of the scope of this policy.  
 
All records management procedures and systems are to be in accordance with this policy. 
 

Policy Objective: 

Murrumbidgee Council is committed to meeting its responsibilities under the State Records 
Act 1998 and to implementing best practice for its information management practices and 
procedures. The purpose of this policy is to:  

 Establish a framework for the implementation of a records management program to 
ensure Murrumbidgee Council’s records meet operational business needs, 
accountability requirements and community expectations 

 Ensure the preservation of Council’s corporate memory through appropriate record 
keeping practices 

 Drive efficiencies through implementing best practice. 

Policy Statement: 

Council’s records are a unique and vital asset that cannot be easily reconstructed or 
replaced. They exist for a variety of administrative, functional, historical and legal reasons. 
Their existence protects Council’s interests and the interests of the community Council 
serve. The effective management and preservation of Council’s records is intrinsic to both 
the decision-making process and productivity within the organisation. 
 

Records must be created in all instances where there is a need for Council or an 
individual to be accountable for, and/or provide evidence of decisions made or actions 
taken. 

 
1. Records Management Program 
 
Under the State Records Act 1998 public offices, such as Murrumbidgee Council, are 
required to establish and maintain a records management program in conformity with 
standards and codes of best practice approved by the State Records Authority. 
 
Murumbidgee Councils Records management program will: 
 

 Ensure that the management of Councils information resources provides timely and 
comprehensive information to meet operational business needs, accountability 
requirements and community expectations. 

 

 Ensure the preservation of Councils corporate memory through sound recordkeeping 
practices and the accurate capture of information to meet legal, evidential and 
accountability requirements. 
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2. Responsibility 
 
The State Records Act 1998 requires Council to make and keep full and accurate records as 
evidence of business activities.  
 
Council is responsible for the protection, safe custody and return of all State Records under 
its control, ensuring accessibility to all equipment or technology dependant records. 
 
Under the State Records Act (Part 2 Section10) the General Manager is responsible for 
ensuring that Murrumbidgee Council complies with the regulations and requirements of the 
Act. 
 
The Corporate Records Manager is the Co-ordinator Corporate and Community Services. 
The Corporate Records Manager has the responsibility and authority to set and issue 
corporate standards, and to monitor and audit compliance with these standards throughout 
Council. 
 
The Corporate Information Officer is operationally responsible for the efficient management 
of Council records incorporating sound recordkeeping principles and records management 
best practice guidelines. They will also will assist staff in fulfilling their recordkeeping 
responsibilities and provide advice and training on compliance with this policy and its 
associated procedures. 
 
All Managers and Supervisors are responsible for ensuring their staff receive training in 
records management and the use of Council’s record management systems. They are also 
responsible for ensuring appropriate records management facilities are in place for their 
business functions and that their staff comply with all recordkeeping requirements. 
 
As public sector employees, need to be aware of the recordkeeping requirements that affect 
the performance of their duties. 
 
Council staff have a number of basic obligations regarding records: 
 

 Make records to support the conduct of their business activities 

 Create records that would not otherwise be created, e.g. File Notes 

 Capture records into the corporate record management systems 

 Learn how and where records are kept within Council 

 Do not destroy Council records without authority from the Corporate Information Officer 

 Handle records with care and respect with a view to prolonging their life span 

 Do not alter, damage or lose records  

 Do not remove records from Council buildings without the permission of the Corporate 
Information Officer 

 Maintain confidentiality of records they have access to 

 Be aware of records management procedures 
 
 
Councillors/Elected Members 
 
Elected members, too, must display sound recordkeeping practices. In the “good 

Conduct and Administrative Practice” document prepared by the NSW Ombudsman, the 

following is recommended: 
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Agencies are obliged to make and keep full and accurate records of their activities.  

Public officials should help their agency meet this obligation by creating and 

maintaining full and accurate records of the work in which they are involved and of 

the decisions they make, including the reasons for those decisions. They should 

ensure the routine capture of these records into recordkeeping systems in the 

course of their duties.  

Note: Councillors should follow the same prescribed obligations as Council staff (see 

above). 
 

 
3. Records Management Functions 
 
Murrumbidgee Council operates under a centralised records management model, where 
corporate records management activities are carried out by the Corporate Information Officer 
located within Corporate and Community Services section. 
 
Records Management Systems 
 

Murrumbidgee’s Councils principal recordkeeping system is TRIM. 

 

In addition, Council operates various specific purpose systems, where records are created 
and stored. These include, but are not limited to, Authority, Asset modules and Outlook.  

 
Records are the property of Murrumbidgee Council and electronic documents must be 
stored on Council’s servers only. Information on desktop computers, notebooks, memory 
keys, external drives or CD/DVD discs is not admissible as a record of Council and is in 
breach of the State Records Act 1998, Council policies and administrative practices. 
External and temporary devices are to be used for copies of records stored on Council’s 
servers only. 
 
File Creation and Classification 
 
File or container creation within Council’s electronic management system is monitored by the 
Corporate Information Officer and select staff who have received specialised training. This 
allows files to be controlled and consistently named within the system.  
 
The application of classification, using Government Authority 39 (GA 39), issued and 
authorised by NSW State Records, allows the allocation of security and sentencing to 
records. 
 
Registration 
 
Inwards correspondence is registered into TRIM after initial appraisal by the Corporate 
Information Officer based on legal, evidential and accountability requirements. 
 
A unique identifier is assigned to each record and a date and time stamp affixed as it is 
entered into TRIM. Metadata is captured at the point of registration, along with details such 
as author, version and assignee. 
 
This registration process provides evidence that a record has been created into TRIM and 
enables the management of the record over time. 
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Storage, Access and Security 
 
The system provides a multilevel security facility which can be applied to individual 
documents, containers or specific classifications. 
 
Security levels based on the organisational structure and individuals log in is applied to 
control access on a ‘read only’ or ‘edit’ level.  
 
Records are available to all authorised staff that requires access to them for business 
purposes. Access is restricted on the written request of departmental managers based on 
the protection of personal privacy. Staff access to records is monitored by the Corporate 
Information Officer. 
 
All access to Murrumbidgee Council records by members of the public will be at the 
discretion of the Public Officer and in accordance with the GIPA Act. 
 
Originals of imaged records are retained for a period of 6 months.  These are placed in date 
order in batches and stored in the records storage area of Council. Exceptions to this are 
originals of imaged records that have been identified as State Records, have a legal or 
locally significant function or are part of a development application.  
 
Hard copy files are maintained for these records. A report library is also operated. These 
physical documents replicate records registered into Council’s electronic document 
management system and are maintained by the Information Services Officer.  
 
Legal documents and Council Business Papers are stored in the strong room of the 
Council’s branch offices. All other physical records, including semi active, inactive and 
archived files, are located in records storage in Archives Room and Fireproof Storage Room. 
All areas used for records storage to have controlled access. Council’s legal documents are 
retained by Council’s solicitors being Taylor and Whitty (Jerilderie) and Farrell Goode 
(Narrandera) 
 
Active hard copy files stored within each department are the responsibility of that department 
and do not constitute official Murrumbidgee Council records.  
 
Tracking 
 
TRIM facilitates tracking of electronic documents by providing the functionality of auditing 
and reporting.  
 
Murrumbidgee Council also uses a manual system to track its active physical files. It is 
based on the premise of consideration and awareness of the value of records. 
 
Physical files are not to be removed from their location for prolonged periods nor are they to 
be removed from the Council Administration building without the permission of the Assistant 
General Manager Corporate and Community Services or the Co-ordinator Corporate and 
Community Services. 
 
 
Monitoring and Maintenance 
 
The management of records within Murrumbidgee Council is constantly monitored. 
Recordkeeping systems, processes and procedures are regularly reviewed and 
opportunities for improving effectiveness and/or efficiencies identified.  
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Regular planning for records management will be undertaken through specific strategic and 
operational plans, which will be reviewed on a regular basis. 
 
Disposal 
 
Murrumbidgee Council records must be protected, maintained, retrievable and usable for 
their total retention period as outlined by the Government Authority 39 (GA39), and disposed 
of in accordance with the State Records Act 1998. 
 
Council’s records are appraised and sentenced through the application of classification. A 
retention period and disposal action, determined by GA 39, is applied to all classes of 
activities.  
 
Hard copy documents of short term value which have been scanned and captured into 
Council’s electronic document management system are disposed of in accordance with the 
Government Authority 28 (GA 28) “General Retention and Disposal Authority – Imaged 
Records”. 
 
Council’s method of destruction is pulping. This activity is carried out by an independent 
contractor under the supervision of Corporate Information Staff. 
 
No records of Council are to be destroyed without the authorisation of the Corporate 
Information Officer. 

Definitions: 

Record – any document or other source of information compiled, recorded or stored in 
written form or on film, or by electronic process, or in any other manner or by any other 
means 

State Records - any record made or kept, or received and kept, by any person in the course 
of the exercise of official functions in a public office, or for any purpose of a public office, or 
for the use of a public office...' 

Exceptions: 

None 

Legislation: 

State Records Act 1998 
Government Information (Public Access) Act 2009 
Privacy and Personal Information Protection Act 1998 
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Policy Scope 

This policy applies to all Council officials undertaking any form of purchasing in relation to 
their role within Murrumbidgee Council. 

Principles 
There are five principles that should be considered when purchasing goods and 
Services for the Council and they are: 

 
1. Open and effective competition. 

2. Value for money. 

3. Enhancement of the capabilities of local business and industry. 

4. Environmental protection. 

5. Ethical behaviour and fair dealing. 

When taking into account these principles one MUST ensure that the Council is able to 
function efficiently and effectively in its day-to-day operations. 
 
These five principles and their intents are defined as follows: 
 
1. Open and Effective Competition 
The purpose of this principle is to: 

1. Instil confidence in the public about the cost-effectiveness of Local Government 
Procurements. 

2. Maximise the prospect of obtaining the most cost-effective outcome from 
invitations to suppliers. 

3. Ensure suppliers are given a reasonable opportunity to do business with local 
government. 

2. Value for Money 
Goods or services being procured should represent the best return and performance 
for the money spent from a “total costs of ownership” or “whole-of-life costs” 
perspective. 
 
3. Enhancing the Capabilities of Local Business and Industry 
The purpose of this principle is to enhance the opportunity for suppliers of goods and 
services to be considered for Council business on the basis of merit and value for money. 
 
4. Environmental Protection 
Purchasing is to be consistent with Council's commitment to sustainable development, by 
promoting purchasing practices which conserve resources, save energy, minimise waste, 
protect human health and maintain environmental quality and safety. 
 
5. Ethical Behaviour and Fair Dealing 
This principle is to ensure that officers with purchasing responsibilities; 
1. Behave with impartiality, fairness, independence, openness, integrity and 

professionalism in their dealings with suppliers' representatives. 
2. Advance the interests of Council in all transactions with suppliers’ representatives in 

accordance with Council policy. 
3. Attain a high level of credibility with suppliers' representatives. 
 
Objective 
1. To ensure Council at all times complies with the NSW Local Government Act 1993.  

Local Government (General) Regulation 2005 and other relevant legislation in relation 
to the procurement of goods and services. 
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2. To clearly define a procurement framework, responsibilities and procedures for 
guidance of all Council Officers. 

3. To ensure that Council’s procurement policies, practices and procedures are of best 
practice and meet the highest level of public accountability. 

 
Policy Statement 
Murrumbidgee Council is committed to obtaining the best possible value and reliable product 
and/or service for the Shire through the implementation and management of, transparent and 
ethical procurement system. 
 
Definition 
Procurement 
The process of procurement usually consists of the following steps: 

1. Define the need and specification. 

2. Determine the procurement method. 

3. Obtain the appropriate approval (if new expenditure or outside budget limits). 

4. Identify reputable suppliers or approved contractors relevant to the purchase. 

5. Invite quotations or use direct purchasing (pursuant to the prescribed category). 

6. Evaluate responses and make a recommendation. 

7. Obtain approval for the decision or act under delegated authority. 

8. Monitor the performance of the supplier or provider. 

9. Check that what was delivered is what was ordered and is fit for purpose. 

 

Legislative Framework 
The procurement of goods and services by Council must be undertaken and conducted in 
consideration (where applicable) with some, or all of the following: 

1. NSW Local Government Act 1993. 

2. NSW (General) Regulation 2005. 

3. Competition And Consumer Act 2010. 

4. Occupational Health And Safety Act 2000. 

5. Work Health And Safety Act 2011 

6. Government Information (Public Access) Act 2009. 

7. Privacy And Personal Information Protection Act 1998. 

8. State Records Act 1998. 

9. Electronic Transaction Act 2000. 

10. Goods And Services Tax Act 1999. 

 
Standards 
1. Purchases are within budgets and delegations. 

2. Purchase orders completed with exact details of requirements. 

3. Invoices passed for payment in a timely manner. 

4. Negotiations are undertaken when-ever possible to obtain best price and best value. 

5. Ethical Behaviour and Fair Dealing are always displayed when purchasing. 
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Purchasing Thresholds 
Council’s Purchasing Manual shall set purchasing limits which initiate incrementing quotation 
and authorisation processes as the purchase value increases until reaching the statutory 
tendering trigger value.  
 
Tendering 
Section 55 of the Local Government Act 1993, in conjunction with the Local Government 
(General) Regulation 2005, provides the legislative framework that promotes the consistent 
use of good practice standards in local government tendering in a manner that is clear, 
consistent and readily accessible to all persons. 
 
The practice of tendering is grounded in the understanding that it provides a mechanism to 
“test the market”.  It provides an understanding of what the market expects and what can be 
expected of the market.  This testing process is therefore designed to increase efficiency by 
ensuring that decisions are made with satisfactory knowledge of market conditions and 
expectations. 
 
Tendering also provides another benefit, in that it provides a level of procedural 
transparency.  Where the proper checks and balances are put into place, the tendering 
process can act to facilitate the auditing of decisions.  The open and public nature of the 
tendering process instils a high level of accountability onto the decision makers and 
promotes a greater degree of procedural fairness in the decision making process. 
 
Essential Elements of Tendering will be set out in Council’s Procurement Manual. 
 
Standards for documentation and record keeping will be set out in Council’s Procurement 
Manual. 
 
WHS Issues 
Council as an employer must adhere to Work Health and Safety regulations to ensure their 
staffs are operating in a safe workplace environment. 
 
In regards to non-urgent procurement, if any doubt concerning safety exists when 
considering the procurement of any goods and / or services, these should be referred to the 
council’s WHS/HR Officer. 
 
Schedule of Rates and Pre-Qualification of Contractors 
Expressions of Interest (EOI) will be publicly advertised in advance of the forthcoming 
financial year calling for fixed rates from contractors for work, plant hire and projects (under 
the threshold as prescribed by the Local Government (General) Regulation) 2005. 
 
Contractors are to be pre-qualified and appear in council’s Approved Contractors Register 
prior to being engaged for work on a council worksite. For qualification contractors will supply 
council copies of all relevant insurances, required licences and other documents as deemed 
necessary. 
 
Government Negotiated Contracts and LGP Contracts 
Council has the ability to access these contracts to purchase its goods and services at the 
agreed rates from the contracted suppliers if council considers such purchases offer the best 
value for money. Council is not bound to purchase from contracted suppliers if better terms 
can be negotiated from elsewhere. 
 
Variation 
Council reserves the right to review, vary or revoke this policy.  
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1. Why a Statement of Business Ethics? 

Murrumbidgee Council works with private, public and not-for-profit sectors to provide a 

diverse range of services to the community. The community expects Council to have high 

ethical standards in everything it does. Council is expected to not have any conflict between 

its own interests and obligations to the community. 

This statement is intended for anyone in the private, public or not for profit sectors who is 

involved in a business arrangement with Council or is proposing to be in such an 

arrangement. It explains Council’s ethical position. Anyone dealing with Murrumbidgee 

Council in a business arrangement is expected to comply with the ethical framework in which 

Council works. This statement outlines what can be expect from Council and what Council 

will expect from you in any business dealings. 

Council expects all its business partners to acquaint themselves with, and understand, the 

standards prescribed by this Statement. 

2. Council’s Values 

Underpinning this statement of business ethics are the values enounced in Council’s 

Statement of Vision and Priorities and Code of Conduct. When doing business with the 

private sector, Murrumbidgee Council and its staff are accountable for their actions and are 

expected to: 

 Use public resources effectively and efficiently; 

 Deal fairly, honestly and ethically with all individuals and organisations; and 

 Avoid any conflicts of interest (whether real or perceived). 
Council is also committed to: 

 Transparent and accountable practices; and 

 Sustainable economic, environmental and social practices. 
 
2.1 State of Vision and Priorities 

 
Council’s vision is for a community built by an innovative mindset delivering appropriate and 

reliable services. Its purpose is to deliver quality services creating a friendly, welcoming and 

engaged community.  

Our Values:   

 Murrumbidgee Council values creativity, teamwork and innovation  

 Council aims to reliably deliver quality services and well-maintained facilities. 

 Strong, positive and trusted leadership guided by and respecting traditional 

principles and forward thinking will nurture who we are and recognise where we 

live and what we have built.  

 Our Communities welcoming and energetic approach is what makes where we 

live an appealing place for all.  

Council aims to deliver this vision through staff adhering to its values of Respect, Honesty, 

Trust and Teamwork. 

 
2.2 Code of Conduct 

 
The Code of Conduct sets the minimum requirements of conduct for all Council Officials in 
carrying out their functions and is prescribed by the regulation. The Code of Conduct has 
been developed to assist Council Officials to: 
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 To understand the standards of conduct that are expected of them; 

 Enable them to fulfil their statutory duty to act honestly and exercise a   
reasonable degree of care and diligence; and 

 Act in a way that enhances public confidence in the integrity of Local 
Government. 

 

3. Key Principles  

 
Council will undertake its business activities and dealings with the public on the following key 
principles: 
 
Integrity 
Council Officials must not place themselves under any financial or any other obligation to 
any individual or organisation that might reasonably be thought to influence them in the 
performance of their duties. 
 
Leadership 
Council will promote the key principles by demonstrating leadership and exemplify high 
standards of ethical behaviour to strengthen the public’s trust and confidence in Council. 
 
Impartiality 
Council decisions will be made on merit and in accordance with any statutory obligations 
when carrying out business dealings. This means fairness and equitable treatment for all. 
This includes awarding contracts, procurement and the sale of Council assets. 
 
Accountability 
Council is accountable to the public for its decisions and actions and should consider all 
issues on their merits, taking into account the views of others. Reasons for decisions should 
be recorded, appropriate records should be kept and proper audit trails established. 
 
Openness 
Council will be open and transparent about actions it has undertaken and decisions it (and 
its staff) have made. All information should be made available, any restriction must be based 
on sound wider public interest reasons or commercial confidentiality.  
 
Honesty 
Council and its staff will act honestly. Private interests relating to public duties must be 
appropriately declared and resolved. All relevant statutory requirements must be followed, all 
potential or actual conflicts of interest must be fully disclosed and the Code of Conduct 
observed at all times. 
 
Respect 
Council and its staff will treat others with respect at all times. All others will be treated in a 
professional and courteous manner. 
 

4. What You Can Expect from Council 

 
Council will ensure that all of its policies, procedures and practices relating to tendering, 
contracting, purchasing of goods and services, assessment of development applications, 
use of consultants and the interaction with lobbyists are all consistent with best practice and 
the highest standards of ethical conduct. 
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Council’s Code of Conduct binds staff and delegates. When doing business with the private, 
public and not-for-profit sectors, staff and delegates are accountable for their actions and are 
expected to: 
 

 Use Council resources efficiently and effectively; 

 Be honest, professional, accessible, open, fair and ethical; 

 Communicate clearly and respond promptly to questions to resolve 
issues quickly; 

 Comply with the law, this statement and the policies and procedures 
that guide our methods of operation; 

 Provide open competition for work in the necessary or optimum way; 

 Resolve any actual, perceived or potential conflicts of interest; 

 Make objective decisions based on merit considering reasonable 
criteria and only relevant and material facts; 

 Strive to achieve the best value for money; 

 Never seek any gifts or other personal benefits; 

 Protect privacy and confidentiality where necessary; 

 Observe environmental sustainability considerations; 

 Comply with work health & safety requirements. 
 

 
To achieve probity, Council will consider at all stages of the purchasing, tendering, 
contracting and development application processes the following factors: 
 

 Transparency of process; 

 Accountability; 

 Ethically managing potential conflicts of interest; 

 Obtaining best value; 

 Monitoring and evaluation of performance. 
 
Council’s dealing will be transparent, accountable and open to public scrutiny. However, 
there will be times when confidentiality will be required in relation to some commercial 
information relating to third parties with whom business has been conducted. 
 

5. What Council Expects from Tenderers, Contractors, Suppliers, 
Applicants, Consultants etc. 

 
Council requires all suppliers of goods and services, tenderers, contractors, consultants, 
development applicants and anyone doing business with Council to observe the following 
principles: 

 Act ethically and honestly in dealing with Council; 

 Declare actual or perceived conflicts of interest; 

 Comply with Council’s procurement policies and procedures; 

 Provide accurate and reliable information when required; 

 Take all reasonable measures to prevent disclosure of confidential 
Council information; 

 Refrain from engaging in any form of collusive practice; 

 Refrain from offering staff and delegates gifts, benefits, inducements 
or incentives; 

 Assist Council to prevent unethical practices in our business 
relationships; 

 Comply with privacy legislation in relation to personal obtained through 
dealings with Council or work undertaken for Council; 
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 Comply with all the on-site work health and safety requirements; 

 Act without discrimination; 

 Respect and comply with environmental laws; 

 Provide Council with a quality product or service on time that gives 
good value for money. 

 
If you have any concerns about this statement, any concerns about breaches of this 
statement or any conduct that may involve fraud or corruption, maladministration, or serious 
and substantial waste of public funds, please contact Council’s General Manager.  
 
Alternatively, you may consider directly contacting the NSW Independent Commission 
Against Corruption (ICAC), the NSW Ombudsman or the NSW Office of Local Government. 
 

6. Consequences of Unethical Behaviour & Non-Compliance with the Code 
of Conduct 

 
Corrupt or unethical behaviour by an entity doing business with Council could lead to the 
following actions or consequences: 
 

 Termination of any contract; 

 Loss of future opportunities with Council; 

 Loss of reputation; 

 Investigation for corruption/ fraud matters; 

 Criminal prosecution. 
 

Consequences for Council staff and delegates may include: 
 

 Formal investigation; 

 Disciplinary action; 

 Criminal prosecution. 
 

7. Guidance Notes 

 
7.1 Incentives, gifts, benefits 

Murrumbidgee Council expects its staff to, where possible, decline gifts and benefits offered 

to them during the course of their work. Providers should refrain from offering any gift or 

benefit to Council staff.  

Staff should familiarise themselves with, and be guided by, the Murrumbidgee Gifts and 

Benefits Policy in relation to such matters. 

 

7.2 Conflicts of Interest 

All Council staff are required to disclose any potential conflicts of interest. The Council 

extends this requirement to all entities doing business with Council, its contractors and 

suppliers. 

 

7.3 Confidentiality 

All Council information should be treated as confidential unless otherwise indicated. 



DRAFT Statement of Business Ethics – 24 May 2015 

Page 6 of 6 
 

 

7.4 Communication between Parties 

All communication should be clear, direct and accountable to minimise the risk of perception 

of inappropriate influence being brought to bear on the business relationship.  

 

7.5 Use of Murrumbidgee Council Equipment, Resources and Information 

All Murrumbidgee Council equipment, resources and information should only be used for 

proper official purposes and in accordance with Council policies. 

 

7.6 Intellectual Property Rights 

In business dealings between Murrumbidgee Council and other entities; parties to the 

dealings will respect each other’s intellectual property rights and will formally negotiate any 

access, license or use of intellectual property. 
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1. INTRODUCTION 

 1.1.1 Murrumbidgee Council (the Council) is committed to ensuring safety for all people who live 
in, work in or visit the Murrumbidgee Local Government Area (LGA).  

 1.1.2 The Murrumbidgee Council CCTV Policy (the policy) has been developed in accordance 
with the provisions of the NSW Government Policy Statement and Guidelines for the 
Establishment and Implementation of Closed Circuit Television (CCTV) in Public Spaces 
("the Guidelines”). The Guidelines were developed to support councils, transport 
providers and others who implement CCTV in public spaces to ensure compliance with 
relevant legislation including the Local Government Act 1993, the Privacy and Personal 
Information Protection Act 1998 and the Workplace Surveillance Act 2005. 

 
2. POLICY FRAMEWORK 

2.1 CCTV Program aim 

 

The CCTV Program (the Program) aims to protect people and property, reduce the 

opportunity for crime and enhance perceptions of safety within the Murrumbidgee LGA. 

2.2 Legislation and guidelines 

 

2.2.1 This policy is based upon relevant legislation and accompanying guidelines for the 

establishment and monitoring of CCTV systems in public places. These include the: 

 Australian Standard AS 4806.1-2006: Closed circuit television (CCTV); 

 Government Information (Public Access) Act 2009; 

 Local Government Act 1993; 

 NSW Government Policy Statement and Guidelines for the Establishment and 
Implementation of Closed Circuit Television (CCTV) in Public Spaces (2000); 

 Privacy and Personal Information Protection Act 1998; 

 State Records Act 1998; 

 Workplace Surveillance Act 2005. 
 

2.2.2 This policy is supported by confidential Operating Procedures (OPs) for the effective 

management, operation and monitoring of the Program.  

2.2.3 This policy is separate to Murrumbidgee Council’s Workplace Surveillance Policy and 

relevant procedures. 

2.3 Guiding principles 
 
The policy is based on the following guiding principles: 

2.3.1 The Program will be operated fairly and transparently, within applicable legislative 

requirements and only for the purposes for which it is established or which are 
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subsequently agreed to in accordance with this policy. 

 

2.3.2 The Program will only be used to identify criminal activity occurring within the area covered 

by the Program. 

2.3.3 The Program will be operated with due regard to the privacy and civil liberties of individual 

members of the public, including the rights to political expression and assembly. 

2.3.4 Regular review and evaluation of the Program will be undertaken to identify whether its 

aims and objectives are being achieved. 

2.3.5 Information recorded will not exceed what is necessary to fulfil the purposes of the 

Program. Information will be obtained fairly, lawfully and in accordance with the privacy 

and confidentiality provisions of this policy and relevant legislation. 

2.3.6 In the interest of privacy and confidentiality, access to the CCTV monitoring equipment 

shall be restricted to authorised members of Council staff. The equipment will be 

protected from unauthorised access. 

2.3.7 The retention of, and access to recorded material will be only for the purposes provided by 

this policy. Recorded material will be retained for a period of 30 days (recording cycle) 

unless required in relation to the investigation of crime or for court proceedings. 

2.3.8 Formal operating procedures (OPs) will be developed to ensure compliance with this 

policy, legislation and relevant guidelines. 
 

2.4 Confidentiality 
 
Council will ensure the confidentiality and security of all images captured by CCTV will be 

protected by ensuring that under no circumstances: 

a. Will any information related to images captured by CCTV to be disclosed to a third 

party unless authorised by Council; 

b. Will any information relating to the technical operation of the CCTV system, 

including the OPs or maintenance procedures, be disclosed to any unauthorised 

person. 
 

2.5 Breaches of this policy and operating procedures 
 

2.5.1 Primary responsibility for ensuring adherence to this policy and its operating procedures 

rests with Council. This includes ensuring that any breaches of the policy and the 

operating procedures are investigated and remedied to the extent that such breaches are 

within Council’s capacity to remedy. 

2.5.2 A breach of this policy by members of Council staff will be dealt with in accordance with the 

Award, the Code of Conduct and the Code of Conduct Procedures. 
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2.5.3 If the matter tends to show or shows maladministration, corrupt conduct, serious and 

substantial waste, government information contravention or criminal activity, it will be 

referred by the General Manager to the appropriate investigative agency. 

3. ROLES AND RESPONSIBILITIES 

3.1 The role of Council 
 

3.1.1 Council is the owner of the Program. Council is responsible for the development, 

implementation, monitoring and auditing of the Program. 

3.1.2 Council retains ownership and has copyright in all CCTV footage, CCTV images and any 

documentation produced by Council officers in respect of the CCTV program. Council will 

be responsible for the introduction and implementation of this policy and all supporting 

procedures relating to the Program. 

3.1.3 Council has primary responsibility for: 

 

 The maintenance, management and security of the Program; 

 The protection of the interests of the public in relation to the Program. 

 
3.2 The role of the NSW Police 

 
3.2.1 Authorised Police officers will have access to CCTV monitors (if required) and access to 

retrieve images subject to approval by Council.  

 
4. OPERATIONAL INFORMATION 

4.1 Operational boundaries 

 

The area of operation shall be taken to be locations within the Murrumbidgee Council 

(LGA) identified as having a specific need for CCTV coverage. 

4.2 System description 
 

4.2.1 The Program involves a number of cameras installed at locations across the LGA. 

Cameras will be installed in areas that are identified as areas where crime, such as 

vandalism, is more likely to occur. These locations will be determined on the basis of 

crime statistics provided by the Police and other statistical data. Social, environmental 

and commercial considerations are also taken into account. "Dummy” cameras will not be 

used by Council. 

4.2.2 Recorded footage can be retrieved by authorised members of Council staff and Police. All 

recorded footage is retained for 30 days, unless required in relation to: 

a. The investigation of a crime; 

b. Court proceedings; 

c. A request for public information. 
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4.3 Authorised operation 

4.3.1 All members of Council staff and Police authorised to operate, monitor and retrieve 
recorded footage and materials of the CCTV Program shall undertake their duties under 

the authority of Council and the Police, respectively, and shall receive appropriate 

training, including training in privacy requirements. 

4.3.2 Operating Procedures (OPs) will supplement this policy, providing clear instructions for 
authorised members of Council staff and the Police on all aspects of the operation of the 

program including duties, responsibilities and procedures to ensure adherence to the 

principles and purposes on which the Program is based. 

4.3.3 The circumstances in which authorised Council staff and Police are able to access 

recorded footage will be carefully controlled by, and set out in the OPs. 

4.3.4 Authorised members of Council staff will be responsible for the retrieval of recorded 

footage and the management of the Program. The duties and responsibilities of 

authorised members of Council staff include: 

a. The operation and maintenance of the CCTV equipment and software; 

b. Responding to requests from the Police relating to incidents and recorded 

material/ footage;  

c. Adherence to policies, rules of conduct and procedures; 
d. Undertaking basic maintenance and housekeeping; 

e. Reporting technical problems affecting the equipment to the nominated 

maintenance and service contractor appointed by Council. 

 

 
4.4 Use of equipment 

 
4.4.1 Authorised members of Council staff shall use all equipment in an acceptable manner at 

all times and shall report immediately any damage, deficiency or malfunction identified. 

Authorised members of Council staff will ensure the highest level of protection and care is 

exercised whilst using the equipment and property and shall take all prudent and 

reasonable actions necessary to protect the system against abuse, misuse, negligence, 

malicious damage and vandalism. 

4.4.2 Equipment used for the Program shall be used in accordance with this policy, the OPs and 

any relevant Council policies. All authorised members of Council staff will be trained in the 

use of all equipment in accordance with the OPs. 

 

4.5 Monitoring screen 

 

The monitoring screen is the primary point for viewing and retrieval of footage and 

performing CCTV system checks. The monitoring screen shall only be accessed and 

utilised by authorised members of Council staff. Access to unauthorised persons will be 

restricted, unless authorised by the General Manager. 
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4.6 Responding to an event or a criminal incident 

 
4.6.1 In the event that an authorised member of Council staff observes footage and/or recorded 

material which reveals suspected criminal behaviour, the officer will: 
 

a. Refer the incident as soon as possible to their Assistant General Manager; 

b. Notify the Police as to the circumstances of any criminal event (if observed by 

Council); 

c. Ensure footage is secured, saved and marked appropriately in the event that it is 

required for legal purposes; 

d. Complete an incident report form. 

 
4.6.2 When compiling incident reports the authorised member of Council staff shall ensure that 

the exact location, time, date and relevant particulars pertaining to the event are included 

in the incident report form. The incident report should include any action taken by the 

officer, including notification to the Police and/or other emergency authorities, if 

applicable. 

 

 
4.7 Storage and security of CCTV footage 

 
4.7.1 All recorded CCTV footage will be kept for a maximum of 30 days (recording cycle). After 

this period, footage will be overwritten. 

4.7.2 Each authorised officer shall complete the necessary paperwork in the CCTV footage log 

each time a copy is made from the hard drive. All copies of recorded CCTV footage are to 

be kept in a securely locked cupboard, with access restricted to authorised personnel. 

 
4.8 Release of CCTV footage and/ or recorded material 

 
4.8.1 Access to CCTV footage and materials will only be provided to comply with: 

a. The requirements of the Police in relation to the investigation of crime or for the 

purpose of legal proceedings; 

b. A subpoena; 

c. A valid formal request for public information to which Council decides to provide 

access under section 58 of the Government Information (Public Access) Act 2009. 

 

4.8.2 CCTV footage and/ or recorded materials shall only be released to authorised persons of 

Council or the Police if there is a specific requirement to verify an incident or event that 

has occurred. Requests must be submitted on a Request for CCTV Footage form within 

21 days of an alleged incident. All requests will be dealt with in accordance with this 
policy, the OPs, the Privacy and Personal Information Protection Act 1998 and other 

relevant legislation and must be approved by Council’s Privacy Contact Officer. 

4.8.3 If any other organisation or individual makes a request for CCTV footage, this request 

should be made in accordance with the Government Information (Public Access) Act 
2009. Such requests will be assessed in accordance with the Act. 
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4.9 Viewing of CCTV footage on control monitor 

 
4.9.1 Viewing of CCTV footage on the control monitor is restricted to authorised members of 

Council staff and the Police. Under no circumstances are unauthorised persons allowed 

to view CCTV footage from the control monitors. 

 
4.10 Release and security of CCTV hard drive 

 
The CCTV hard drive of the CCTV system can only be released where a court subpoena 
has been issued on Council. The details of any such subpoena must be entered into 
Council’s Subpoena/Legal Register. 

 
4.11 Destruction of Recorded CCTV Footage 

 

Copies of recorded CCTV footage may only be deleted or destroyed when authorised by 

Council’s Records Officer. 

 

4.12 Loss or damage of recorded CCTV Footage 

 

In the event that copies and/ or records of footage become damaged or lost for whatever 

reason, the authorised staff member shall immediately inform the General Manager and 

submit an incident report form to Council’s designated (Risk Officer – position not 

specified in Council structure), setting out all details as to the cause and nature of such 

damage or loss. 

 

4.13 Equipment failure 

 

If any item of CCTV equipment is found to be defective, has failed, or is not working in 

accordance with its intended purpose, in addition to submitting an incident report form, 

the designated (Risk Officer), is to be contacted immediately, whether or not the failure is 

deemed to be of an urgent nature or not. If such failure or repair is deemed to be of an 
urgent nature, the authorised repairer/ contractor shall be contacted immediately by the 

designated (Risk Officer), 

 
4.14 Maintenance of CCTV equipment 

 
4.14.1 CCTV equipment will be maintained by the appointed contractor. The appointed 

contractor will work under the direct supervision of an authorised member of Council staff. 

All field visits by maintenance staff must be approved in advance and in writing by an 

authorised member of Council staff. 

4.14.2 At any time that works are performed upon the system, including minor works, authorised 
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members of Council staff are to perform a quality control check of all recording and 

camera equipment on completion of the works. 

 

 

4.15 Record keeping 

 
Records supplied as evidence and other program documentation will be retained in 

accordance with the State Records Act 1998 and Council’s records policy. 

5. INFORMATION AND COMMUNICATION 

5.1 Signage 
 
Clearly visible signs that CCTV cameras are operating will be displayed at the perimeter 

of the areas covered by the system and any other key points. These signs will: 

a. Inform members of the public that cameras are in operation for the purposes of 
crime prevention and community safety; 

b. Identify Council as the owner of the system and provide a telephone number and 

website address for further information, inquiries, access or complaints; 

c. Stipulate that the CCTV cameras operate in accordance with the provisions of the 

Privacy and Personal Information Protection Act 1998. 

 

 
5.2 Public awareness 

 
5.2.1 Information explaining the introduction of the CCTV system will be promoted through 

media accessed by people who live and work in the Murrumbidgee LGA. Information 

about the system will also be promoted via council’s website and through other 

communications strategies utilised by Council. 

 
6. PROGRAM MONITORING AND REVIEW 

A report that considers the findings of a compliance audit, an evaluation of program 

outcomes and a review of the program policies and guidelines will be prepared after six 

months of program commencement and every twelve months thereafter. 

 

 

6.1 Compliance audit 

 

6.1.1 An audit will be conducted every 2 years to ensure the Program is being implemented in 

accordance with this policy and the OPs. The audit will be undertaken by Council’s 

(Internal Auditor – position not specified in Council structure). 

6.1.2 The audit inspection shall include as a minimum a review of: 

a. All requests for CCTV footage within the period; 

b. All incident report forms completed during the period; 
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c. CCTV footage storage provisions and procedures; 

d. CCTV footage deletion and destruction provisions and compliance; 

e. Compliance with all procedures and documentation as required. 

 

6.1.3 The Internal Auditor shall provide a written report to the Audit and Risk Committee within 

28 days of carrying out an audit, setting out any non-compliance, deficiencies or concerns 
uncovered as part of the audit.  

 
6.2  Evaluation of Program outcomes 
 
6.2.1 Council will conduct an evaluation of the Program outcomes every 2 years. The evaluation 

of the Program will include as a minimum: 

a. An assessment of its impact upon crime as demonstrated through reported crime 

rates pre and post system implementation; 

b. As assessment of its impact on detection and prosecution of offenders through 

consideration of number of retrievals of footage and the number of investigations 

and prosecutions supported by CCTV footage; 

c. The views of the public on the operation of the program as demonstrated through 

Council’s customer feedback system, community consultation and other means; 

d. Whether the purpose for which the Program was established are still relevant. 

 
6.2.2 The results of the evaluation will be provided to Council. 

 

7. POLICY REVIEW  

Murrumbidgee Council reserves the right to vary, replace or terminate this policy at any 

time. This policy will be reviewed every 2 years or earlier if there are relevant statutory or 

State Government policy changes. 
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Purpose 
 
The purpose of this policy is to document Council’s requirements and expectations 
regarding the use of its communications devices. The policy aims to ensure 
Councillors and Council employees understand the way in which Council’s 
communication devices should be used in the organisation. Council makes its 
communication systems available to employees to enable efficient sharing and 
exchange of information in the pursuit of Council’s goals and objectives. 
 
Scope 
 
This policy applies to all Councillors, Council employees, contractors, consultants, 
temporary and casual employees and any other authorised personnel offered access 
to Murrumbidgee Council communication devices and systems. Communication 
devices and systems include but are not limited to: 

 All computers (laptop and desktop). 

 All iPads, tablets, data phones. 

 Council’s email system. 

 All telephones (land-line and mobile). 

 All copying devices. 

 All two-way radios. 

 Facsimile machines. 
 

Personal Use 
 
Reasonable personal use of Council’s communication devices is permissible; 
however, personal use is a privilege, which needs to be balanced in terms of 
operational needs; its use must be appropriate, lawful, efficient, proper and ethical. 

Council recognises that: 

 Employees are also private citizens with individual personal needs and 
obligations. 

 Employees may need to make use of communication devices for personal 
purposes. 

 There is a reasonable limit to which employer communication devices may be 
used for personal purposes. 
 

 Every employee has a responsibility to be productive and act appropriately 

during their work time, therefore, personal use: 

 Should be infrequent and brief. 

 Must not disrupt Council communication systems. 

 Should not interfere with the employee’s job responsibilities or detrimentally 

affect the job responsibilities of other employees. 

 Employees reasonably suspected of abusing personal use requirements will 

be asked to explain such use. 

 Councillors and Staff who have been allocated communications devices are 

responsible for all access to websites, emails, downloads etc that occur on 
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that device whilst at work, at home or elsewhere by themselves or by any 

other person.  

 

Inappropriate Use 

The use of Councils communications devices to make or send fraudulent, offensive, 
sexually explicit, unlawful or abusive information, calls or messages is strictly 
prohibited.  

Any employee identified as the initiator of fraudulent, unlawful or abusive calls or 
messages will be subject to disciplinary action and possible criminal prosecution. 

Staff who receive any threatening, intimidating or harassing telephone calls or 
electronic messages should immediately report the incident to their 
Manager/Supervisor.  

All employees should be aware that it is illegal to record telephone conversations 
unless authorised under relevant legislation to do so. 

 

Sites 

All staff access to the internet is routed through Council's firewall. All sites visited by 
staff are logged and are available for review. Council makes available a filtered 
Internet for staff use. Sexually explicit, offensive and other sites are not to be made 
available. Blocked sites that are required for business activities should be approved 
by a member of senior management prior to being unblocked. 

Staff are not to: 

 Intentionally download or load unauthorised software. 

 Visit inappropriate Web sites. 
 

Use of Email 

Email (external/internal) forms part of the official business communications of 
Murrumbidgee Council (see Council’s Records Management Policy). 

As such, email is governed by the same legislative requirements (State Records Act 
1998, Government Information (Public Access) Act 2009, Privacy & Personal 
Information Protection Act 1998,) as all other Council records. 

All email is accessible through Council’s E-mail Server. All business-related emails 
must be registered in the electronic document management system and not stored in 
email accounts.  

All emails, both external and internal, are archived by Council and are available for 
review. Such reviews will be authorised by the relevant manager or a member of 
senior management. 

In addition to inappropriate usage restrictions for communication devices, email is 
not to be used for: 

 Sending or distributing ‘chain’ letters, ‘hoax’ mail or for other mischievous 

http://www.austlii.edu.au/au/legis/nsw/consol_act/giaa2009368/
http://www.austlii.edu.au/au/legis/nsw/consol_act/giaa2009368/
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purposes (spam).  
 Unauthorised accessing of data or attempt to breach any security measures 

on the system, attempting to intercept any data transmissions without 
authorisation. 

 Sending E-mail messages of a defamatory nature. Email can be used as 
evidence in a court of law, Council and the sender can both be held liable for 
publishing defamatory material. 
 

Email - Leave Arrangements 
 
When employees are on extended leave, the ‘Out of Office Assistant’ is to be used to 
inform each sender: 

 When the employee will be back from leave, and that 

 Urgent matters should be e-mailed to Council’s central email address; 
mail@murrumbidgee.nsw.gov.au 

 
To use the ‘Out of Office Assistant’ simply do the following in Microsoft Outlook: 

Click on ‘Tools’ 
Click on ‘Out of Office Assistant’ 
Type in your message 
Click on ‘I am currently Out of the Office’ 
Click on ‘OK’ 

 

When the employee returns to work they are to ensure that the ‘Out of Office 
Assistant’ is turned off and all relevant matters have been, or will be dealt with. 
 
 

Email - Prevention of Virus Attacks 
 

Recipients of e-mail messages that have a suspicious title are NOT to open the e-
mail message without prior consultation with the Assistant General Manager – 
Corporate and Community Services.   Although virus protection software is installed, 
there is no guarantee that this will prevent all viruses from infiltrating the Council 
network. 
 
Where documents are received as an attachment to an email message, these 
attachments, under all circumstances, must be scanned by anti-virus software to 
avoid the potential risk of infecting the Council network. 
 
Software programs received as an attachment to an email message are not to be 
installed onto a PC or Council’s network under any circumstances without the prior 
permission of Assistant General Manager – Corporate and Community Services. 
 
 

Email Disclaimer 
 
The following should be included as a standard footer, on every external email sent from 
Council’s system: 
 

IMPORTANT NOTICE REGARDING CONTENT & CONFIDENTIALITY 
**************************************************************** 
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The views expressed in this email are not necessarily those of the Murrumbidgee Council 
unless otherwise stated.  Whilst Council does use anti-virus software this cannot ensure that 
this message is free from viruses or any other defect or error. 
 
This electronic message is intended only for the addressee and may contain confidential 
information.  If you are not the addressee, please be advised that any transmission, 
distribution or photocopying of this e-mail is strictly prohibited.  The confidentiality attached 
to this e-mail is not waived, lost or destroyed by reasons of a mistaken delivery to you.  The 
information contained in this e-mail transmission may also be subject to State Government 
access to information legislation.  If you have received this email in error, please contact the 
author of the message, as soon as practicable. 
 
 
Monitoring Use and Breaches of this Policy 
 
Council may monitor, copy, access and disclose any information or files that are 
stored, processed or transmitted using Council’s equipment and services. Such 
monitoring will be used for legitimate purposes only (such as legal discovery) and in 
accordance with any relevant privacy legislation and / or guidelines. 
 
Reviews of email and phone usage may occur at the request of the relevant 
Assistant General Manager or Council’s General Manager. 
 
Council employees who breach this policy may be subject to disciplinary action 
pursuant to Council’s Code of Conduct and the NSW Local Government (State) 
Award. Such disciplinary action may include termination of employment. 

 
Review 
 
This policy should be reviewed every 2 years. The policy may be reviewed and 

amended at any time at Council’s discretion (or if legislative or State Government 

Policy changes occur). 

 

Staff Acknowledgement 

 

The Human Resources Officer must ensure that all new staff, and existing staff, 
receive a copy of this policy. The Human Resources Officer must ensure that staff 
sign the Murrumbidgee Council Communications Agreement (Attachment 1) after the 
staff member has read the policy document. 
 
 

Related Council Policies 

 

• Murrumbidgee Council Records Management Policy. 

• Murrumbidgee Council Code of Conduct. 
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ATTACHMENT 1 
 

 

 

COMMUNICATION DEVICES AGREEMENT 
 
 

 
 

NAME: _______________________________________________________ 
 
DEPARTMENT: ____________________________________________________ 
 
 

 I understand my responsibility as a user of Murrumbidgee Council’s communication 
devices and systems. 

 

 I have received, read, understand and will abide by the Murrumbidgee Council  
Communication Devices Policy. 

 

 I understand that any breach of the Communication Devices Policy may result in 
disciplinary action under Council’s Code of Conduct and may be dealt with pursuant to 
the NSW Local Government (State) Award. 

 

 I also understand that if I commit any breach of this policy, my access privileges may be 
revoked. 

 
 
 
User Signature: ________________________________________ Date: _________________ 
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Interaction between Councillors and Council staff 

Council officials are to comply with Council’s Code of Conduct, and this policy, 
regarding interaction between Councillors and Council staff.  

 

Obligations of Councillors 

1. Council is a body politic. The Councillors are the governing body of the 
Council. The governing body has the responsibility of directing and controlling 
the affairs of the Council in accordance with the Local Government Act (the 
Act) and is responsible for policy determinations, 

2. Councillors must not: 

(a) Direct Council staff other than by giving appropriate direction to the 
General Manager in the performance of Council’s functions by way of 
Council or Committee resolution, or by the Mayor exercising power under 
section 226 of the Act (& Section 352 of the Act). 
 

(b) In any public or private forum, direct or influence or attempt to direct or 
influence, any other member of the staff of the Council or a delegate of 
the Council in the exercise of the functions of the member or delegate.  

(c) Contact a member of the staff of the Council on Council-related business 
unless in accordance with this policy. 

(d) Contact or issue instructions to any of Council’s contractors or tenderers, 
including Council’s legal advisers, unless by the Mayor exercising power 
under Section 226 of the Act. 

 

Obligations of staff 

1. The general manager is responsible for the efficient and effective operation of 
the council’s organisation and for ensuring the implementation of the 
decisions of the council without delay. Members of staff of council must: 

• Give their attention to the business of council while on duty 
• Ensure that their work is carried out efficiently, economically and 

effectively 
• Carry out lawful directions given by any person having authority to give 

such directions 
• Give effect to the lawful decisions, policies, and procedures of the council, 

whether or not the staff member agrees with or approves of them 
• Ensure that participation in any activities (including political) outside the 

service of council, does not conflict with the performance of their official 
duties. 
 

Obligations during meetings 

1. All Council officials must act in accordance with Council’s Code of Meeting 
Practice and the Local Government (General) Regulation 2005 during Council 
and Committee meetings. 

2. Council officials must show respect to the Chair, other Council officials and 
any members of the public present during Council and Committee meetings or 
other formal proceedings of the Council. 
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Outside of meetings 

1. The General Manager is responsible to the Council for performance and 
direction of all staff and day-to-day management of Council. Therefore, it is 
appropriate that all requests for information and approaches to staff outside 
the forum of a Council or Committee meetings be directed to the General 
Manager or persons nominated by the General Manager. 

2. For all but straightforward advice on administrative matters, Councillors 
should put their requests for information or advice in writing to be answered 
by the General Manager or the appropriate Council officer. These written 
requests then form part of Council records and can be filed appropriately. The 
General Manager must indicate in writing the reasons for refusing a request. 

3. If a Councillor is concerned about any refusal to provide information, they 
should firstly raise the matter with the General Manager (or the Mayor if it was 
the General Manager who refused to provide the advice). 

4. Councillors must not attempt to direct staff as to the performance of their 
work. Staff must report all such attempts immediately to their Assistant 
General Manager or the General Manager. 

5. Councillors must not request staff to undertake work for the Councillor or any 
other person. 

6. A Councillor, member of staff or delegate must not take advantage of their 
official position to improperly influence other Councillors, members of staff or 
delegates in the performance of their public or professional duties for the 
purpose of securing private benefit for themselves or for some other person. 

 

Inappropriate interactions between Councillors and staff 

1. In accordance with the provisions of Council’s Code of Conduct the following 
interactions have been deemed inappropriate, and should not be carried out 
by Council officials under any circumstances: 

a) Councillors approaching staff and staff organisations to discuss individual 
or operational staff matters other than broader workforce policy issues; 

b) Council staff approaching Councillors to discuss individual or operational 
staff matters other than broader workforce policy issues; 

c) Councillors discussing with Council staff a development application they 
have lodged with Council in staff-only areas of Council; 

d) Councillors being overbearing or threatening to Council staff; 

e) Councillors making personal attacks on Council staff in a public forum; 

f) Councillors directing or pressuring Council staff in the performance of 
their work, or recommendations they should make (staff performance 
issues should be addressed to the General Manager); 
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Councillor access to Council buildings 

 
1. Subject to availability, Councillors may access the Council Chamber, the 

Mayor's Office, and the public areas of the Council's buildings whilst 
undertaking their civic duties. 

2. Councillors who are not in pursuit of their civic duties have the same rights of 
access to Council buildings and premises as any other member of the public. 

3. Councillors and administrators must not enter staff-only areas of Council 
buildings without the approval of the general manager or Assistant General 
Manager. 

4. Councillors and administrators must ensure that when they are within a staff 
area they avoid giving rise to the appearance that they may improperly 
influence Council staff decisions. 

 

Breaches of this policy 

1. All parties need to have confidence that the policy will be complied with and 
breaches will be dealt with appropriately. Any breaches of the policy that are 
not dealt with appropriately will erode confidence in the ability of the Council 
to deal with complaints and reduce the efficiency of the Council. 

2. Non-compliance with this policy is considered to be a breach of Council’s 
Codes of Conduct. 

3. Breaches will be dealt with in accordance with the provisions of Council’s 
Codes of Conduct and the Procedures for the Administration of the Code of 
Conduct (prepared by the Office of Local Government). 

 

Reporting breaches of this policy 

Breaches of this policy must be reported in accordance with the provisions outlined 
in Part 8 of Council’s Codes of Conduct. 
 
 
Review 

This policy should be reviewed every 2 years. The policy may be reviewed and 

amended at any time at Council’s discretion (or if legislative or State Government 

Policy changes occur). 
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INNOVATION FUND APPLICATION 

Round 2

Western Riverina Regional Information Technology Strategy 

1. APPLICANT DETAILS

1.1 Which Councils involved? 
• Carrathool (lead council), Narrandera, Murrumbidgee partnering with:  Griffith and Leeton

1.2 Primary beneficiaries 
• Carrathool, Narrandera and Murrumbidgee

1.3 Populations? 
Council 2016 2036 

Carrathool 2,600 2,150 

Narrandera 5,950 4,800 

Murrumbidgee 3,700 3,150 

Leeton 11,750 11,700 

Griffith 25,950 26,150 

TOTAL: 49,950 47,950 

1.4 Population data source?  

NSW Department of Planning  

1.5 Has your Council been assessed as Fit for the Future? 
Carrathool, Narrandera, Griffith and Leeton Councils have all been assessed at Fit for Future.  

Murrumbidgee is a newly Amalgamated Council. 

Attachment # 10 - Item # 9
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2. PROJECT DETAILS 

2.1 Project Summary 

2.1.1 Lead Council – Carrathool 

2.1.2 Project Title: Western Riverina Regional Information Technology Strategy 

2.1.3 Description  

This application is to conduct a mapping and modelling project of information technology needs across 

five (5) councils and to then implement a true collaborative model that maximises the benefits of 

economies of scale and supports us to provide the best service for our communities, now and into the 

future.    

Some of the unique challenges we will address with this project include:   

• Poor buying power – this means we pay top dollar at every point 

• Limited IT workforce – our isolated workers (teams of <1) must be everything for everyone 

with limited PD budgets and support, we struggle to attract highly skilled IT staff which results 

in substandard operations OR we must engage external specialist providers, again at top 

dollar. 

• Clunky systems that don’t work – whether it be our poor connectivity or software glitches the 

result is time wasted and avoidable frustrations 

• Rising community expectations – communities expect us to keep up with smart technology so 

that their interaction with us are easy, fast and meaningful.  

• Expensive systems – we have relatively small budgets and are operating in a rate capping 

environment.  Maximising our value for money is essential. 

The impact of these challenges is we have duplicated inefficient and expensive systems that are not 

meeting our needs and causing frustrations among our staff and our communities. 

We aim to establish a sustainable collaborate model that cleverly meets each of our unique needs by 

optimising our service and maximising our value for money. 

2.1.4 Estimate total cost of the project $ 472,800 

2.1.5 Amount of grant sought: $261,600 

2.1.6 Project duration: 18 months from receipt of funding 

2.1.7 Date council resolutions endorsing this application: pending 

2.1.8 Attached resolution:  (we have attached letters of support detailing the anticipated 

endorsement date.  The endorsements will be forwarded in due course) 

2.2 Lead Council Contact details: Carrathool Council 

2.2.1 Contact Name: Joanne Treacy 

2.2.2 Contact position: General Manager 

2.2.3 Phone: 02 69 651 900 

2.2.4 Email: jtreacy@carrathool.nsw.gov.au  

 

mailto:jtreacy@carrathool.nsw.gov.au
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3. ASSESSMENT CRITERA 
 

3.1 Community benefit 

3.1.1 How does it contribute to community’s priorities – Fit for the Future plan/community 

Strategic plan 

NOTE – Fit For Future addressed in question 3.4.2 

Whilst our 5 councils operate independently and each have unique characteristics, we essentially 

provide the same types of services just the range or breadth of the service varies between councils 

based on size and population.  

Importantly, we are all asked by our communities to operate as efficiently and effectively as possible.  

Additionally, our communities increasingly want and expect to be informed, have a say and be 

involved. 

This IT optimisation project aims to support our 5 councils to deliver on those requests as IT has 

become a crucial and integrated tool that increasingly underpins our daily operations.  More 

specifically, improved IT will assist us to more efficiently and effectively deliver on all our shared 

strategic goals e.g.   

• Good Governance – through seamless access to more timely and accurate information 

• Community Engagement – through more robust and faster communication loops 

• Financial Sustainability – through cost savings, smarter investment and productivity 

improvements 

• Protecting our Environment – through reducing paper based operations 

• Asset and Infrastructure management – through seamless and more timely communications 

• Building our Economy – through more powerful online marketing tools 

By working collaboratively, this IT optimisation project aims to ensure we have IT services that are 

fast, reliable, modern and seamless. We aim to ensure that by working together we have a well-

resourced IT service that meets our needs, now and into the future for the best possible price.  

Some of the specific impacts and outcomes we seek because of this project include: 

Impact Outcome 

• Improved purchasing power • Reduced IT purchasing costs and increased 
service/product quality (better product at a 
better price),  

• Access to a well-supported, highly skilled IT 
team at an affordable price 

• Optimised IT systems/networks to 
seamlessly meet our council and 
communities needs 

• Employer of choice for IT staff 

• Reduced reliance on external IT providers • Reduced procurement risks, increased 
tailored IT solutions  

• Reduced IT staff time on managing 
hardware/software 

• IT staff time is focussed on improving our 
business 

• Existing systems, software and IT user skills 
are shared across the region  

• Improved productivity, improved service 
provision, cost savings 

• New IT products and systems that better 
meet our needs 

• Improved productivitiy 
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• Back of house services are digital and 
centralised where possible 

• Cost and time efficiencies created in HR, 
Payroll, Procurement etc… 

• Centralised access to important decision-
making information  

• Stronger governance, stronger strategic 
decision making, more timely/accurate 
information available for decisions and 
actions (improved productivity) 

• Digital access anywhere, anytime on any 
device 

• Increased productivity 

• Increased records management  

• Reduced paper use 

• Increased turn-around /response times 

• Increased staff satisfaction 

• Improved customer service response times 

• Improved community engagement 

• Easier for customers to pay bills, report 
faults/issues, submit applications etc e.g.  

o Apps for bill paying and fast 
reporting 

o Move away from having printable 
forms on our websites to enabling 
people to enter data electronically 
and click submit 

• Accessible council meetings (online - live 
streaming / recorded) 

• Easier to share our plans and achievements 
and to seek input   

• Our interface available on any device, 
anywhere, any time without losing 
functionality or content 

 

• Improved interface with and satisfaction of 
our customers/community 

• More meaningful conversations with our 
customers 

 

3.1.2 Outline community consultations used 

Whilst we have not consulted the community specifically about this IT Improvement project, the need 

for improved IT services has filtered through in many of our community consultations such as our 

community satisfaction surveys, our strategic planning consultations and our master planning 

consultations. 

As our communities become more IT oriented the expectations regarding fast, user friendly, efficient 

services continue to rise.  Additionally, our communities want to be engaged and this is increasingly 

required in an online or digital capacity.  As councils, it is imperative that we stay current with our 

technology to meet both our direct customer interface needs and our service delivery goals. 

As mentioned previously, our communities tell us they want us to operate efficiently and effectively 

as possible.  Some of the specific things they ask for include the ability to pay their rates online, report 

faults / defects using APPs, have more timely acknowledgements of correspondence, view land use 

planning maps online and not have their emails bounce off our fire wall. 

Optimising our IT capacity and capability will support us to achieving this.  
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3.1.3 Describe community benefits 

As outlined previously (3.1.1), our communities will benefit both directly and indirectly because of this 

project.  Specifically, this includes improvements in our interface with our community as well 

improvements in our ability to deliver on our community priorities in our strategic plans through more 

efficient and effective business operations. 

 

3.1.4 Describe regional benefits 

Combined, our 5 councils cover a geographical area of 32,543 square kilometres, services a catchment 

population of almost 50,000 and employ over 930 staff (707 FTE). 

The Department of Planning predicts a decline in the populations of our 4 smaller LGAs and a small 
growth in Griffith by 2036.  This presents us with the challenge of being much smarter and more 
creative about our efficiency and effectiveness solutions.  Taking a regional cooperative and 
collaborative approach will assist us greatly. 

Working together on this project will build our IT resource capabilities and our IT skills capacity at a 
regional level for joint problem solving and help us attract highly skilled IT staff.   It will also assist to 
work together across our LGS’s by removing the barriers of distance and travel time/costs. 

By working together and achieving a successful outcome, this project will lead to a reduction in our IT 
costs and improve our IT delivery service which ultimately improve productivity and our ability to 
better service our rural communities. 

The 5 councils involved in this collaboration are in the proposed Murrumbidgee Joint Organisation. 
This could be a first step in increased capacity through the JO councils. 

The NSW Riverina Murray Regional Plan 2036 which encompasses all our 5 LGA’s highlights the 

Riverina Murray as a key economic area with the following regionally focussed goal; 

• A growing and diverse economy 

• A healthy environment with pristine waterways 

• Efficient transport and infrastructure networks, and 

• Strong, connected and healthy communities 

The Riverina Murray Regional Plan 2036 establishes a framework to grow the regions cities and local 

centres, supports the protection of high-valued environmental assets and makes developing a strong, 

diverse and competitive economy central to building prosperity and resilience in the region. 

The successful implementation of our IT Project will assist in achieving the regional goals outlines in 

the Riverina Murray Regional Plan 2036. 

Ref: http://www.planning.nsw.gov.au/~/media/Files/DPE/Plans-and-policies/riverina-murray-

regional-plan-2017.ashx 
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3.2 Innovation and learning 

3.2.1 Describe how this is new/innovative 

Our project is innovative in three key ways; 

1. It will develop a new collaborative model for our region for operating our IT services and some 

of our back-end services 

2. It will include applying new IT solutions (already in existence) that better meets our needs  

3. It will include using our economy of scale to have new IT solutions developed specifically for 

us to meet our needs 

Whilst Narrandera and Leeton Council have explored the possibility for sharing staff skills, this project 

both narrows the focus to IT and extends the scope across 5 rural/regional councils.  This size of 

collaboration does not currently exist in NSW. 

This project is a genuine collaboration commitment and it is not a one size fits all approach.  The 

model/s chosen will be specifically tailored to meet the needs of each council. 

3.2.2 How does this foster innovation to overcome challenges/improve service delivery? 

The project will have 6 phases 

1. Mapping and modelling 

2. Agreement on the preferred model/s 

3. Development of regional IT strategy and Implementation Plan 

4. Implementation of the plan  

5. Evaluation (+ Action Research included throughout) 

6. Reporting and Sharing of Results 

The cornerstone of this project is the Mapping and Modelling phase.  This phase of the project will not 

only include an IT hardware, software and skills analysis, it will provide clarity about;  

• What exactly we need our IT to do for us/our communities 

• How well our current IT meets our business and community needs and where the gaps are, 

• What opportunities there are to share resources and skills across the councils 

• Offer solutions for more efficient, effective, modern tools/models of operation 

This phase will also include researching existing council based fee for service models (e.g. Tamworth 

Council), internal skills sharing models and external service provider models.  We will also look outside 

of local government at other industries to learn from their experience addressing IT on this scale e.g. 

Health Services. 

For this phase of the project we intend to engage an IT expert to independently offer a fresh set of 

eyes across each of our councils.  We anticipate significant staff consultations to occur and a 

representative steering group to support the process and assist formulate the possible solutions and 

models. 

The result of this phase will be the development of a regional IT strategy and implementation plan 

that is then put into action that address our IT challenges and improves our service delivery. 
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3.2.3 Is it repeatable – spread? 

Whilst the over-arching concept of collaborating and sharing is not new, having a focus on IT and the 

specific solutions created will be new and relevant to many other councils. 

This project is one that the RoC’s / JO’s could look to as a future project. 

 

3.2.4 How will you share your outcomes/lessons  

This is an exciting project that will be shared with other councils not only in NSW but across Australia.  

We aim to share the progress and results of this project as follows: 

• Submit a paper to - LG NSW Conferences, LG Professionals NSW Conference 

• Present at the LG Professionals Australia/NSW regional meetings and submit to their 

Newsletters 

• Submit articles to Industry bulletins – LG NSW weekly bulletin, LG Professionals Australia 

(weekly e-bulletin) 

 

3.3 Value for money 

3.3.1 Outline how this is value for money 

The primary question we will be asking as the foundation to this project is “How can we invest our 

combined annual expenditure of over $2,282,425 to get the best IT service possible? “  

Our 5 councils currently invest the following in IT: 

• 8 FTE @ $782,000 p.a 

• $1,500,425 p.a. on hardware, software, licencing, external providers etc 

• 444 desktops, 81 lap tops, 98 IPads/Tablets, 269 smart phones. 

We know that it would cost us significantly more to address our IT issues independently and 

acknowledge that we would certainly be a duplicating our solutions and expenditure. 

We know we can increase our buying power by coming together.  The benefits of centralised buying 

have already been demonstrated by Tamworth Council.  Over the past 12 months Tamworth has 

implemented a fee for service arrangement with Warrumbungle Council (pop 9,728) and in the past 6 

months with Walcha Council (pop 3,021).  The experience has demonstrated that whilst a large 

amount time and effort was required to bring systems/hardware/software and user skills up to speed 

in the first instance, the cost saving and operational results have been significant.  For example: 

• A 33% reduction in operation costs by removing third party contracting  

• A 35% reduction in the cost of a recent antivirus software purchase  

• A 100% reduction in Internet Service Provider costs by a small hardware purchase and a 

redirection to direct a link 

• 75% reduction in operation costs by building their own NBN between services 

Tamworth’s fee for service model has not only helped the smaller councils, it has helped them too by 

boosting Tamworth’s  IT team productivity and reducing their IT operational costs.  These savings are 

being redirected with 50% going into general funds and 50% reinvested into IT growth.   
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3.3.2 How will you co-contribute (30% cash/in-kind) 

Our project will take 18 months and will require a substantial time commitment from council staff at 

each phase.  Core contributions include that of project management by the host council, project 

steering group of the 5 collaborative councils and staff consultation and implementation time.  

These are outlined in the budget and include: 

• Carrathool Council project management support (estimated at 1hr/wk x 18 mths x $100/hr) 

• Staff consultation time (estimated at 10 staff x 5 councils x 20 hours x $45 per hour) 

• Staff implementation time (estimated at 3 staff x 5 councils x 4 hrs/wk @ $45/hr x 52 weeks) 

• Project support from member Councils at project meetings (estimated at 2 staff x 5 councils x 

18 meetings x 2 hours x $50 per hour) 

We estimate our combined in-kind contribution to this project as $211,200.  This figure exceeds the 

30% in-kind requirement and almost matches our grant request of $261,600. 

 

3.3.3 Provide summary of costs – inc. quotes. 

The key costs for this project include:   

1. External IT Consultant - Mapping and modelling ($60,000) 

2. Project Implementation Coordinator ($101,600) 

3. Implementation costs ($100,000) 

Costs have been estimated based on previous project management experience and discussions with 

Tamworth Council about their experience to date. No quotes have been sought at this stage. 

Estimating our implementation costs is difficult given the investment requirement will depend on the 

outcome of the Mapping and Modelling phase.  Having said that, we see this collaboration as a long-

term commitment and anticipate the Regional Strategy will have actions that may need to be 

completed over 3 years.    

However, these grant monies will be used to engage a project coordinator to support us to deliver on 

the actions to be identified in a 12-month Implementation plan.  This plan will include our priority 

tasks that will bring our earliest gains and we feel that $100,000 will go a long way to kick this off.  

 

3.4 Sustainable improvements 

3..4.1 Describe how this will maintain or improve service quality and promote long-term 

sustainability of services and infrastructure. 

Tamworth Council has demonstrated that even by working as a team of 3 councils, significant cost 

savings can be gained.  These savings are being redirected into service delivery and IT improvement. 

Our project is to work with a team of 5 councils and to look even further than Tamworth’s fee for 

service model into opportunities for more skills sharing, resource sharing and so forth.   

As described previously, our project is the beginning of a long-term commitment to joined up thinking, 

working and growing. 
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3.4.2 How will this help improve future performance against Fit for the Future 

criteria/Stronger Council Framework?    

As mentioned, IT underpins a growing number of our operations and will assist us to improve our 

services.  From a Fit for Future perspective, this project will address the following; 

Theme Definition Response 

Sustainability Generate sufficient funds over the long 
term to provide the agreed level of scope 
of services and infrastructure for 
communities as identified through the 
Integrated Planning and Reporting 
process 

Cost savings via better 
purchasing power, resources 
sharing, resource life 
extension, IT skills sharing. 
Improved risk management 

Effective 
infrastructure and 
service 
management 

Maximise return on resources and 
minimise unnecessary burden on the 
community and business, while working 
strategically to leverage economies of 
scale and meet the needs of communities 
as identified in the Integrated Planning 
and Reporting process 

Improved asset management 
practices through seamless 
information management 
and real-time reporting of 
issues. 

Efficiency Efficient service and infrastructure 
delivery, achieving value for money for 
current and future ratepayers 

Optimised value for money 
via improved buying power, 
IT that meets our needs and 
well supported IT teams. 

Scale and capacity Demonstrate strong organisational and 
regional capacity to mobilise resources to 
engage effectively across community, 
industry and government 

This project centres on 
maximalising the benefits of 
scale to boost our capacity. 

 

3.5 Capability and capacity 

3.5.1 How will council manage/monitor project delivery? 

Carrathool Council will act as the lead for the project and will be responsible for engaging the IT 

consultant and the Project Coordinator.  Carrathool Council will be supported by members of each of 

the collaborative councils as members of a steering committee. 

The project has very clear stop start points at which time the steering committee will meet to review 

progress and jointly determine the details for the next steps.  During implementation, the steering 

committee will meet monthly. 

3.5.2 describe councils previous experience managing projects of this size and scope 

Carrathool Council has successfully project managed an array of projects that are similar in nature to 

this project e.g. over 12 months, multiple stakeholders, managing contractors and project coordinators 

using grant funds. Some of our most recent examples of these include; 

• The major upgrade to the Hillston Public Pool - this involved redeveloping the pool structure 

and systems to a total value of $1.0M. 

• The Rank Springs Water Treatment Project - Council received $1.2 Million funding under The 
Restart NSW Water Security for Regions programme. The project was divided in three parts; 
Construction of Water Treatment Plant, Construction of Reticulation System and, 
Rehabilitation of 110ML Water Storage Dam.  The water treatment plant is designed to treat 
channel and bore water, producing approximately 108KL of water per day, in line with 
Australian Drinking Water guidelines. The testing of the Water Treatment Plant and 
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Reticulation system has been completed with commissioning of the system in progress with 
full commissioning expected to be completed in the coming weeks. 

• Carrathool Council is currently managing a $13 million bridge project. 
  
Carrathool Council has run many other projects and programs successfully and has a very good track 

record in completing these and have had no adverse issues arising from grant acquittals or program 

blow outs.  

Specifically, General Manager, Joanne Treacy, has extensive project management experience.  Some 

examples include being a project officer on a major national project that revolutionised Australian 

Standards and accreditation and then updating the standards and processes six years later.  Joanne 

also implemented many projects for the NSW state government across a range of agencies.   

3.5.3 Describe any reliance on and management of third parties 

A crucial component of this project is the IT Mapping and Modelling phase.  We will require an 

independent external expert with: 

• modern IT expertise and experience 

• a solid understanding of Local Government operations and needs,  

• a strong familiarity of our current software systems (and their potential) 

• excellent consultation and research skills 

• strategic and operational vision 

We intend to engage an IT consultant via a tender process to conduct our mapping and modelling.  

The consultant will report directly to Carrathool Council and liaise with the 5 member councils of the 

steering committee to ensure the project delivered what is intended. 

 

3.6 Risk management 

3.6.1 Outline risks and risk mgt strategy 

My suggested table 

Risk Likelihood Severity Mitigation Strategy 

Unable to engage a suitable 
IT consultant 

Low High The project will be put out to tender 
and referee checks completed 
thoroughly. 

Member councils do not 
agree with the 
recommendations / 
proposed models. 

Low High The mapping and modelling 
component will be highly consultative 
and collaborative in nature. 

Unable to recruit a suitable 
Project Coordinator. 

Low High The 12-month position will be 
advertised both internally and 
externally. 

Insufficient funds to 
complete the priority tasks 
within the given timeframe. 

Moderate Moderate This project will look to optimise what 
we already have in place and will 
include most low to no cost 
actions/strategies. 
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3.7 Agreed collaboration 

3.7.1 List all relevant partners.  Attached written agreements 

• Carrathool Council 

• Narrandera Council 

• Murrumbidgee  

• partnering with:  Griffith Council  and Leeton Council 

Attached are letters of support from each of the councils expressing their commitment to the 

project and the collaboration.  Agreements will follow pending council meetings. 

3.7.2 Describe the partnership and active engagement strategies 

This project is a collaboration between the 5 councils.  Each council agrees to work together on this 

project in the following ways: 

• actively participate on the project steering committee 

• ensure staff availability/participation in the mapping and modelling 

• ensure staff availability/participation in the implementation  

• to be open, honest and transparent about status, interests, concerns and opportunities 

• to be open to the proposed new models of working which may require changes to hardware, 

software, systems, personnel, investment, training, ways of working etc. 

• be prepared to work together long term  

The implementation of the project will require a communication strategy to ensure staff and 

community and engaged in the process.  The details of this will be developed as part of the 

implementation strategy. 
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IMPLEMENTATION 
 

4.1 As per template supplied:  

Actions Milestones Timeframe Responsibility 
1. Prepare IT Mapping and 

Modelling Project Brief  
Consultant Brief 
complete 

Week 2 Carrathool 
Council 

2. Seek and secure IT 
consultant 

Consultant secured Week 6 Collaborative 

3. Implement IT Mapping 
and Modelling 

Mapping/modelling 
complete 

Week 16 Specialist IT 
Consultant 

4. Report Finalised with 
recommendations and 
costings 

Report finalised 

5. Recommended Model, 
selected and endorsed by 
partner councils 

Model endorsed by all 
member councils 

Week 18 Councils 

6. Recruit Project 
Coordinator 

Project coordinator 
recruited 

Week 22 Carrathool 
Council 

7. Prepare and endorse 
implementation plan 
(including communication 
plan, transition plan, risk 
management plan, 
evaluation plan) 

Implementation plan 
endorsed by member 
councils 

  Week 24 Project 
Coordinator 

8. Project Implementation Implementation 
complete 

Week 72 Project 
Coordinator 

9. Evaluation Evaluation complete Week 76 Project 
Coordinator 

10. Report reparation and 
dissemination 

Report disseminated Week 78 Project 
Coordinator 
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4.2 Budget 
 

As per excel template supplied 

INCOME AMOUNT 

Grant amount sought $261,600 

Council Financial co-contribution In-kind 

TOTAL INCOME $261,600 

 

EXPENDITURE AMOUNT 

IT Specialist Consultant (5 councils x 5 days each + 
collaborative x 2 days + admin x 3 days @ $2,000 per day) 

$60,000 

Project coordinator (12 mths @ $80k p.a. + 27% on-costs) $101,600 

Project implementation costs 

• Hardware, Software, Programming, Staff training, 
Other 

$100,000 

TOTAL EXPENDITURE $261,600 

 

INKIND CONTRIBUTIONS ESTIMATED VALUE 

Carrathool Council project management support (estimated at 
1hr/wk x 18 mths x $100/hr 

$7,800 

Staff consultation time (estimated at 10 staff x 20 hours x $45 
per hour) 

$45,000 

Staff implementation time (estimated at 3 staff x 5 councils x 
4 hrs/wk @ $45/hr x 52 weeks) 

$140,400 

Project support from member Councils at project meetings 
(estimated at 2 staff x 5 councils x 18 meetings x 2 hours x $50 
per hour) 

$18,000 

Other? $ 

TOTAL $211,200 

 

*30% of 251,600 = $75,480 

 

Total Project Cost: $472,800 
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4.3 Monitoring and Evaluation 

4.3.1 How will council monitor and evaluate the project? Who/how/progress reports on key 

actions/milestones? 

We will evaluate our big ticket intended impacts and outcomes (stated in question 3.1.1) as follows: 

WHAT will be measured HOW it will be measured WHO will to the 
measure 

Reduced IT purchasing costs Financial analysis The project 
coordinator will be 
responsible for the 
evaluation 
however this will 
be done in 
collaboration with 
each of the 
councils. 

An increase in the cost-effectiveness 
IT service 

Cost benefit analysis 

Improved IT product quality/features 
(better meeting our needs) 

Staff satisfaction feedback 

Improved hardware efficiencies IT asset data analysis 

Increased software efficiencies Staff satisfaction feedback 

Increased productivity Staff feedback 

Reduction in paper use Review of digital shift 

Improved records management Staff feedback 

Increased efficiencies in back-of-
house services through becoming 
digital and centralised where 
possible 

Staff feedback 
Cost benefit analysis 

Improved timely access to important 
decision-making information 

Staff feedback 

Improved response times Service review 

Improved customer satisfaction Council customer satisfaction survey 
Anecdotal feedback  

 

Reporting 

REPORT WHO WHEN 

Mapping and Modelling Report IT Consultant 6 months  

Mid-way implementation report Project Coordinator 12 months 

Final evaluation report Project Coordinator 18 months  

 

Additionally – monthly progress reports will be provided by the project coordinator to each of the 

member councils for project implementation/management purposes and for information at council 

meetings. 
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