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Foreword 
The Canberra Region Joint Organisation (CRJO) is a body corporate proclaimed under the Local 
Government Act 1993 (the Act) with the legal capacity and powers of an individual.  

The CRJO is governed by a Board made up of Mayors (voting) and representatives of the associate 
members and affiliates (non voting) of the CRJO.  

The CRJO operates under the auspices of a Charter and model code of conduct as well as a suite 
of policies covering operations, finance, HR, and information technology. 

Each year at the first meeting of the Board following adoption of the Budget the CRJO will review 
the policy suite and adopt any new policies or procedures and or amendments to exiting policies 
or procedures. During the year new policies or procedures may be developed and will operate in 
draft from until adopted at the annual review meeting.  
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1. Introduction 
Preamble 
The operation of and governance principles for the Canberra Region Joint Organisation is guided 
by this Charter, which has been adopted by resolution of the board. 

Name and legal status 
 a. The name of the joint organisation is the Canberra Region Joint Organisation (CRJO). 

 b. The Canberra Region Joint Organisation is a body corporate proclaimed under the Local 
Government Act 1993 (the Act) with the legal capacity and powers of an individual.  

  See the proclamation forming this joint organisation at 
https://legislation.nsw.gov.au/regulations/2018-192.pdf for further information 
about the membership and functions of the Canberra Region Joint Organisation and 
other key matters. 

 c. While the principal functions of the joint organisation are provided for in the Act and 
through this Charter, powers are also conferred on the joint organisation as a 
statutory corporation under section 50 of the Interpretation Act 1987. Other 
functions may be conferred on a joint organisation by legislation and may be 
delegated to a joint organisation by one or more member councils. 

Interpretation 
This Charter is to be interpreted in accordance with the Local Government Act 1993 and 
Local Government (General) Regulation 2005 and the Interpretation Act 1987. 

Definitions  
In this Charter, the following terms are used as below. ‘Act’ means the Local Government 
Act 1993.  

Regulation The Local Government (General) Regulation 2005. 
 

Affiliate Means a person(s) or an entity other than a government 
organisation that has been determined by the Board to be a non-
voting member and includes corporate and not-for-profit 
organisations. 

Board Means the joint organisation board, consisting of the mayors of each 
member council, any additional voting representatives of these 
member councils appointed under section 400T of the Act and any 
other non-voting representatives who may attend, but are not 
entitled to vote at, a meeting. 

Charter Means this document, outlining the operational and governance 
principles for the Joint Organisation and any other agreed matters, 
consistent with the Act and other laws. 

Chair Means the person, who is a mayor, elected to the office of 
chairperson by the voting representatives on the Board from among 
the voting representatives who are mayors. 

  

https://legislation.nsw.gov.au/regulations/2018-192.pdf
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Councillor Means a person elected or appointed to civic office and includes a 
mayor. 

Chief Executive 
Officer 

Means the person employed by the Joint Organisation to conduct 
the day-to-day management of the Joint Organisation in accordance 
with strategic regional priorities and other plans, programs, 
strategies and policies of the Joint Organisation and to implement 
without delay the lawful decisions of the joint organisation. The 
Chief Executive Officer has the role and functions of the Executive 
Officer as defined under the Act.  

General Manager Means the person employed by a council to conduct the day-to-day 
management of the council in accordance with strategic plans, 
programs, strategies and policies of the council and to implement 
without delay the lawful decisions of the council. 

Joint 
organisation (JO) 

Means an organisation established under Part 7 Chapter 12 of the 
Local Government Act 1993. 

Member council Means those councils proclaimed under the Act to be part of the 
Canberra Region Joint Organisation. 

Associate 
member council 

Means those councils that are not proclaimed under the Act to be 
part of the Canberra Region Joint Organisation.  

Mayor Means a person elected or appointed to civic office, who is the 
leader of the council. 

Non-voting 
member 

Means those councils and other organisations or individuals that are 
members of the Joint Organisation but do not have the right to vote. 

Non-voting 
representative 

Means the chosen representative of a non-voting member of the 
Board (sometimes called an ‘associate member’). This includes: 

• An employee of the public service nominated by the Secretary, 
Department of Planning, Industry and Environment.  

• Any other individual or representative of a council or other 
organisation invited by the Board to represent a non-voting 
member of the Board. 

• Any other person or a member of a class of persons prescribed 
by the Regulation.  

Voting 
representative 

Means a representative of a member council on the Board. 

Majority Means 50% plus one (1) of voting members 

 

Adopting the Charter 
a. The Draft Charter was formally considered by the Canberra Region Joint Organisation 

at its inaugural Board meeting held on Friday, 29 June 2018. The Board resolved to 
refer the document to member Councils for comment. The Charter was adopted at 
the Board meeting held on 14 September 2018.   

b. This Charter is available via the following website administered by the Joint 
Organisation http://www.crjo.nsw.gov.au. 

Amending the Charter 
This Charter will be reviewed every two years at the time of the election of the Chair or at 
any other time by resolution of the board.  

http://www.crjo.nsw.gov.au./
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2. Establishment 
Vision & Mission 

 Vision - the Canberra Region Joint Organisation is the regional body advocating for strong 
regional partnerships that delivers improved outcomes to our regional communities. 

Principles  
The CRJO commits to applying the following operating and governance principles in all its 
activities: 

a. Operating Principles  
I. Cohesive: speaking with one voice on regional issues and valuing equal 

representation. 
II. Collaborative: by working transparently and in the spirit of trust across 

member councils, communities, governments, and with a wide range of 
partners. 

III. Aligned: with consistency between member councils and NSW Government on 
regional strategies and policies. 

IV. Efficient: by avoiding duplication and using resources within and available to 
member Councils wherever possible. 

V. Evidenced based: when introducing or transitioning programs and shared 
services. 

VI. Educative: Challenging and improving as a sector and sharing information and 
opportunities between participating councils and the ACT. 

VII. Flexible: Opportunities to operate at the sub-regional as well as regional level. 
Principles to opt in/opt out when deemed appropriate. 

VIII. Effective: Delivering real outcomes for the region through collaboration and 
shared delivery 

b. Governance Principles  

i. Understanding the role of the JO in assisting Councils and the State 
Government to deliver outcomes  

ii. Ethics and Integrity are embedded in operations and decision making  
iii. Accountability – there are clear lines of responsibility and delegations 
iv. Finance Sustainability – the organisation can meet all its ongoing financial 

commitments 
v. Communication – is open, responsive and transparent for all parties 
vi. A Governance Framework  comprises: 

• Policies -  Policies adopted by the Board and those policies that are outward 
looking or affect the Board 

• Protocols - Staff policies adopted via General Managers Advisory Group 
(GMAG) decision. 

• Procedures - Operational procedures to be implemented by the EO in 
consultation with GMAG.  

Principal Functions  
The principal functions of the Canberra Region Joint Organisation will be to: 

a. Establish strategic regional priorities for the Joint Organisation area and develop 
strategies and plans for delivering these priorities. 

b. Provide regional leadership for the Joint Organisation area and to be an advocate for 
strategic regional priorities. 

c. Identify and take up opportunities for intergovernmental cooperation on matters relating 
to the Joint Organisation area. 
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Other Functions  
a. The other services, functions or types of functions The Canberra Region Joint 

Organisation will undertake are: 

i. Joint procurement where agreed between parties 
ii. Collaboration to achieve outcomes for the region or individual members 
iii. Provide the key regional linkage to the south East and Tablelands Regional 

Strategy, Destination Southern NSW and Regional Economic Development 
Strategies.  

iv. Employment of appropriately qualified personnel to deliver grants, JO-funded 
programs and projects. 

b. The board may, from time to time, determine whether and how to undertake any other 
functions. 

 

3. Membership 
Voting Members 

a. The following are ‘member councils’ of the Canberra Region Joint Organisation:  

Bega Valley Shire Council 

Eurobodalla Shire Council 

Goulburn Mulwaree Council 

Hilltops Councils 

Queanbeyan-Palerang Regional Council 

Snowy Monaro Regional Council 

Snowy Valleys Council 

Upper Lachlan Shire Council 

Wingecarribee Shire Council 

Yass Valley Council 

b. The voting member for each Council will be the Mayor or designated alternate who is 
an elected member of that Council. 

Non-voting members 
a. The following are non-voting members of the CRJO: 

i. The NSW Government, as represented by a nominee of the Secretary of the 
Department of Planning, Industry and Environment, currently the Regional 
Director South East NSW. 

ii. Representatives of Associate member organisations:  

ACT Government 
East Gippsland Shire Council 
Wagga Wagga City Council 

iii. General Managers of member Councils 

iv. Affiliates  

Changes in membership 
a. A proclamation is required for a Joint Organisation to change voting members. 
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b. Any voting member proposing to withdraw from the Joint Organisation must give 12 
months written notice to the Board. 

c. This Charter may be amended to change non-voting members of the Board. In 
deciding whether to propose or support a change in membership, the CRJO will:  

• At the request of a member, consider a draft resolution seeking membership 
change, and  

• Following a resolution in support, amend this Charter as set out section 1.6 to 
change membership as set out at section 3.2. 

Financial contributions  
a. Annual Member Contributions 

Each member council is to contribute an annual monetary payment or equivalent 
contribution based on the following methodology: 

i. A flat Fee of $10,000 

ii. A population fee of 77 cents per head  

iii. Both the above fee components being increased annually in accordance with 
the rate peg unless otherwise determined by the Board 

NB: the population being based on the most recent Estimated Resident Population 
(ERP) of the Local Government Area of the member Council by the Australian Bureau 
of Statistics.  

b. Associate Member Contributions 

Contributions to be as follows unless otherwise determined by the Board: 

i. 75% of the calculated member contribution fee for councils located in NSW 
ii. 25% of the calculated member contribution fee for councils outside NSW (East 

Gippsland) 
iii. The ACT Government’s contribution be determined via the development and 

review of a Memorandum of Understanding (MOU) between CRJO and the ACT 
Government.  

Member councils will be consulted about proposed contributions by:  

iv. The Board resolving a draft schedule of fees for the upcoming financial year.  
v. Seeking feedback from member Councils on the draft schedule of fees. 
vi. The Board determining the final schedule of fees by resolution following 

consideration of feedback from member Councils. 

c. Affiliates  

Membership fees of affiliates will be determined by the Board on a case by case 
basis. 

d. Other Contributions 

Contributions for other projects /activities shall be at the discretion of the individual 
member. Members may choose to be a voluntary participant in the project/activity 
unless the Board has determined that it is a critical matter for the CRJO (refer Cl 3.5). 

Decision resolution 
a. In the event that the resolution of a critical matter to be determined by the Board is 

lost, the mechanism for the Board to move critical decisions forward is as follows: 

Step 1– internal resolution using one or more of the following: 
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• Take into account board member views and rework the proposal. 
• Establish a specific sub-committee to review and rework the proposal. 
• Set aside time for the Board to discuss the proposal prior to the next Board 

meeting. 
• Obtain and present to the Board advice from an expert or an independent report. 

Step 2 – independent mediation (may include using any of the processes outlined in 
Step 1):  

• Board resolves to work with an independent mediator to support Board to resolve 
the decision.  

• Where a mediator cannot be agreed, the Board request the Office of Local 
Government (OLG) to appoint a mediator. 

Step 3 – appoint an independent arbitrator 

• Board resolves to appoint an independent arbitrator to support Board to resolve 
the decision.  

• Where the arbitrator cannot be agreed, the board request the OLG to appoint an 
arbitrator. 

b. Critical matters to be determined by the board include: 
i. adoption of a Statement of Strategic Regional Priorities 

ii. adoption of the Annual Performance Statement and Financial Statements 
iii. a project/ activity deemed by the Board to be a critical matter by resolution as 

it will require a financial contribution from all member councils OR it is deemed 
to be a significant matter impacting on the organisation or across the region.   

Dispute resolution  
In the event of a dispute between Board members that arises from or relates to the 
Canberra Region Joint Organisation, the following steps will be taken to resolve that 
dispute: 

a. Relevant members will advise the joint organisation prior to taking legal action. 

b. Relevant members will give notice to board members specifying the nature of the 
dispute. 

c. On receipt of notice, member councils must endeavour in good faith to resolve the 
dispute promptly using informal dispute resolution techniques such as mediation, 
expert evaluation or determination or similar techniques, as agreed by those 
members. 

d. members that are parties to the dispute will pay the mediator’s costs 

 

4. The Board 
Governing Board and role 

a. The Board of the Canberra Region Joint Organisation consists of:  
• the Mayors of each member council  

• any alternate elected member appointed as an alternate in the absence of Mayor 

• a representative of the NSW Government, nominated by the Secretary of the 
Department of Planning Industry and Environment, who is Regional Director 
South East NSW  

• Representatives (non-voting )of associate members  
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• General Managers of member Councils (non-voting)  

• Chief Executive Officer (non-voting)   

b. The role of the board is to direct and control the affairs of the Joint Organisation.  

Chair and role 
a. The Chair is responsible for the conduct of meetings and shall be elected every two 

years by the voting representatives of the Board from one of the mayoral 
representatives. In the absence of the Chair, the Deputy Chair or a person elected at 
the meeting is to preside at the meeting. The Chair does not have a casting vote.  

b. The Chair is the Joint Organisation’s spokesperson on strategic matters and will 
represent the Joint Organisation at regional forums where possible.  On specific 
issues, the Chair may elect to delegate the spokesperson to be the Deputy Chair or 
the Mayor of a member Council.   

c. An annual remuneration shall be paid to the Chair with the fixed amount to be 
determined by the Board for each financial year.  

Alternates 
Member councils that choose to appoint an alternate representative must notify the Joint 
Organisation of that person’s name and position.  

Advisory Groups and working groups 
a. The Canberra Region Joint Organisation establishes the General Managers Advisory 

Group, otherwise known as GMAG, as a formal group to provide recommendations 
to the Board at each Ordinary Meeting of the Board. 

b. GMAG is delegated by the Board to create working groups and networks as required 
to assist the delivery of the functions of CRJO. 

c. Working Groups shall report through GMAG to the Board, however in special 
circumstances may be approved by GMAG to report directly to the Board. 

d. Working Groups may include (but not limited to) key strategic and operational areas 
such as:  Economic Development, Tourism, Infrastructure, Planning (land use), 
Strategic Planning, Waste and Resource Recovery, Human Resources, Procurement 
and Information Technology.  

e. Committees and advisory groups may also be established from time to time by Board 
resolution. 

f. GMAG is also delegated by the Board to oversee the performance of the EO. 

 

5. Meetings 
Meeting frequency  

a. The Board will meet a minimum four times each year preferable in each quarter. The 
location and timing to be determined on an annual basis with a minimum notice of 
three months. 

b. Meetings will be conducted in accordance with the Code of Meeting Practice 
adopted by the Board from time to time. 

c. Where necessary, the Chair may call extraordinary meetings. 

Participation and quorum 
a. Quorum  

The quorum for a meeting is a majority of 50% plus 1 of the voting members who hold office 
for the time being and are not suspended from office. 

https://crjo.nsw.gov.au/wp-content/uploads/Adopted-CRJO-Code-of-Meeting-Practice-24.5.2019.pdf
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For the purpose of determining a quorum, those voting members who are attending 
meeting via electronic video (such as Skype) are to be considered as present. 

If the calculation of 50% plus 1 of eligible voting members does not result in a whole 
number, the result is to be rounded up.  

Note: As an example, 50% of 10 eligible voting members is 5, plus one additional voting 
member so the quorum for a meeting would be 6 eligible voting members. 

b. Non-Quorum Meeting  

A non- quorum meeting of the Board may be held if less than 50% of voting members are in 
attendance.  

Business may be transacted at such a meeting subject to the requirements of section 5.3.  

Voting and decision making 

a.  Board Decisions 

All Board decisions shall require 50% plus 1 majority from the voting members.   

To cover the instance where absences could result in not achieving a quorum, 
provision has been made for both quorum and non-quorum decision making with the 
proviso that at least 50% of members are in attendance.  

b. Out of Session Decisions 

Decisions that are required in between meetings may be determined by 50% plus one 
(1) majority written response to an email from the Chair.   

Any out of session decision will be voided unless ratified by the Board at its next 
meeting.  

c. Quorum Decisions 

Decisions shall be reached in accordance with the CRJO Code of Meeting Practice 
which includes: 
• Each voting Member is entitled to one vote. 

• Non-voting members are not entitled to vote. 

• The Chair DOES NOT have a second or casting vote. 

• For a vote to be carried it must be supported by at least 50% plus one (1) of the 
Board members eligible to vote.  

Note: This means 50% plus 1 of voting members, not simply of the voting 
members present at the meeting. 

d.  Non-Quorum Decisions 
Decisions of non-quorum meetings must have registered 50% plus one (1) voting 
members ‘in favour’ within 7 days of the circulating the minutes. 
Failure to comply with the above will void any non-quorum decision 
A motion is taken to be defeated in the event there is a failure of 50% plus one (1) of 
votes in favour.  The Chair, or person presiding at a meeting of the Board, does not 
have a casting vote. 

Annual Performance Statement 
The Canberra Region Joint Organisation will present the annual performance statement, 
audited financial statements at its fourth quarter ordinary meeting. 

  

https://crjo.nsw.gov.au/wp-content/uploads/Adopted-CRJO-Code-of-Meeting-Practice-24.5.2019.pdf
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6. Other Matters 
Consultation and publication 

a.  The Canberra Region Joint Organisation will consult with all members in preparing 
the following documents required under the Act and will publish the adopted 
versions on the Joint Organisation website www.crjo.nsw.gov.au 

• Statement of Strategic Regional Priorities  
• Annual Performance Statement which includes Audited Financial Reports. 

 
b.  The Canberra Region Joint Organisation will also publish an annual performance 

statement on its website. 
Records 

a.  The Joint Organisation will keep records and provide access to relevant information 
in accordance with the following legislation:  

• State Records Act 1998 
• Government Information (Public Access) Act 2009  

a. The public officer of the Canberra Region Joint Organisation is the Chief Executive 
Officer who may be contacted by email via reception@crjo.nsw.gov.au and via the 
website crjo.nsw.gov.au   

Insurance 
The Canberra Region Joint Organisation will ensure that appropriate insurance is taken out to 
indemnify all Board members and staff members, to provide workers compensation cover and 
public liability cover.  

Indemnity 
Representatives of members of the Board and staff of The Canberra Region Joint Organisation 
are protected from liability for functions and duties carried out or omitted honestly, in good 
faith and with due care and diligence. 

Policies 
a. The Canberra Region Joint Organisation has adopted the following policies: 

• Code of Meeting Practice 
• Model Code of Conduct 
• Public Interest Disclosure Policy 
• Revenue Policy 
• Expenses and Facilities Policy 
• Procurement and Staff Delegations Policy 
• Records Management Policy 
• Credit Card Policy 
• Information and Communication Technology Policy 
• Email and Internet Policy 
• Motor Vehicle Leasing Policy 
• Drug and Alcohol Policy 

Further policies will be adopted by the Board annually in October and will be published on 
The Canberra Region Joint Organisation’s website at www.crjo.nsw.gov.au. 

Code of Conduct Reviewers Panel 
a.  Code of Conduct  

The Code of Conduct shall apply to all voting and non-voting members of the Board and 
all members of any advisory groups, committees and working groups or network groups 
of the CRJO.  

b. Code of Conduct Reviewer’s Panel  

http://www.crjo.nsw.gov.au/
https://crjo.nsw.gov.au/wp-content/uploads/CRJO-Statement-of-Strategic-Priorities-Final-15-Feb-2019.pdf
https://crjo.nsw.gov.au/about/cbrjo-annual-report/
https://crjo.nsw.gov.au/about/cbrjo-annual-report/
mailto:reception@crjo.nsw.gov.au
https://crjo.nsw.gov.au/
http://www.crjo.nsw.gov.au/
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Code of Conduct Reviewers will selected from list of approved investigation service 
suppliers listed under the NSW Government Prequalification Scheme for Performance 
and Management Services, administered by NSW Procurement.   

Organisational Structure  
a. The Board approves the position of the Chief Executive Officer - fulfilling the role of 

the executive officer as defined by the Act and Regulations, reporting to the Board 
with the performance being overseen by GMAG. 

b. Other staff of the CRJO will be appointed by the Chief Executive Officer in 
consultation with GMAG to meet operational and strategic requirements. 

Returns Disclosing Interests 
a. A register of all Returns will be kept by the Chief Executive Officer of all Council 

representatives who are Councillors or designated persons and the location of the 
disclosures they have completed at their Council.  

b. Returns shall not be required to be lodged by non-voting members.  

c. Designated persons that are employed by the CRJO shall complete a disclosure within 
three months of their appointment and the Chief Executive Officer will table the 
return at the next meeting of the Board.  

Seal  
Recognising that the Chief Executive Officer has the authority to authenticate documents under 
Section 683 Local Government Act 1993, the CRJO chooses not to create a seal for document 
certification. 
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1 Introduction 
This Model Code of Meeting Practice for Local Councils and Joint Organisations in NSW (the Model 
Meeting Code) is made under section 360 of the Local Government Act 1993 (the Act) and the Local 
Government (General) Regulation 2005 (the Regulation).  

This code applies to all meetings of Joint Organisations and committees of Joint Organisations of 
which all the members are Voting representatives (committees of the Joint Organisation). Joint 
Organisation committees whose members include persons other than Voting representatives may 
adopt their own rules for meetings unless the Joint Organisation determines otherwise.  

Joint Organisations must adopt a code of meeting practice that incorporates the mandatory 
provisions of the Model Meeting Code.  

A Joint Organisation’s adopted code of meeting practice may also incorporate the non-mandatory 
provisions of the Model Meeting Code and other supplementary provisions. However, a code of 
meeting practice adopted by a Joint Organisation must not contain provisions that are inconsistent 
with the mandatory provisions of this Model Meeting Code. 

2 Meeting Principles 
2.1 Joint Organisations and committee meetings should be: 

Transparent: Decisions are made in a way that is open and accountable. 

Informed: Decisions are made based on relevant, quality information. 

Inclusive: Decisions respect the diverse needs and interests of the local community. 

Principled: Decisions are informed by the principles prescribed under Chapter 3 of 
the Act. 

Trusted: The community has confidence that voting representatives and staff act 
ethically and make decisions in the interests of the whole community. 

Respectful: Voting representatives, staff and meeting attendees treat each other with 
respect. 

Effective: Meetings are well organised, effectively run and skilfully chaired. 

Orderly: Voting representatives, staff and meeting attendees behave in a way that 
contributes to the orderly conduct of the meeting. 

3 Before The Meeting 
Timing of ordinary Joint Organisation meetings 
3.1  Omitted – clause 3.2 applies  

3.2 The Joint Organisation shall, by resolution, set the frequency, time, date and place of its 
ordinary meetings.  

Note: Under section 400T of the Act, Boards of Joint Organisations are required to meet 
at least four (4) times each year, each in a different quarter of the year. 

Extraordinary meetings 
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3.3 If the Chairperson receives a request in writing, signed by at least two (2) member Voting 
representatives, the Chairperson must call an extraordinary meeting of the Joint 
Organisation to be held as soon as practicable, but in any event, no more than fourteen 
(14) days after receipt of the request. The Chairperson can be one of the two voting 
representatives requesting the meeting. 

Notice to the public of Joint Organisation meetings  
3.4 The Joint Organisation must give notice to the public of the time, date and place of each 

of its meetings, including extraordinary meetings and of each meeting of committees of 
the Joint Organisation.  

3.5 For the purposes of clause 3.4, notice of a meeting of the Joint Organisation and of a 
committee of the Joint Organisation is to be published before the meeting takes place. 
The notice must be published on the Joint Organisation’s website, and in such other 
manner that the Joint Organisation is satisfied is likely to bring notice of the meeting to 
the attention of as many people as possible. 

3.6 For the purposes of clause 3.4, notice of more than one (1) meeting may be given in the 
same notice.  

Notice to voting representatives of ordinary Joint Organisation meetings  
3.7 The Executive Officer must send to each voting representative, at least three (3) days 

before each meeting of the Joint Organisation, a notice specifying the time, date and place 
at which the meeting is to be held, and the business proposed to be considered at the 
meeting. 

3.8 The notice and the agenda for, and the business papers relating to, the meeting may be 
given to voting representatives in electronic form, but only if all voting representatives 
have facilities to access the notice, agenda and business papers in that form. 

Notice to Voting representatives of extraordinary meetings 
3.9  Notice of less than three (3) days may be given to voting representatives of an 

extraordinary meeting of the Joint Organisation in cases of emergency. 
Giving notice of business to be considered at Joint Organisation meetings  
3.10 A voting representative may give notice of any business they wish to be considered by the 

Joint Organisation at its next ordinary meeting by way of a notice of motion. To be 
included on the agenda of the meeting, the notice of motion must be in writing and must 
be submitted 14 days before the meeting is to be held.  

3.11 A voting representative may, in writing to the Executive Officer, request the withdrawal 
of a notice of motion submitted by them prior to its inclusion in the agenda and business 
paper for the meeting at which it is to be considered. 

Questions with notice 
3.14 A voting representative may, by way of a notice submitted under clause 3.10, ask a 

question for response by the Executive Officer about the performance or operations of 
the Joint Organisation.  

3.15 A voting representative is not permitted to ask a question with notice under clause 3.14 
that comprises a complaint against the Executive Officer or a member of staff of the Joint 
Organisation, or a question that implies wrongdoing by the Executive Officer or a member 
of staff of the Joint Organisation. 

3.16 The Executive Officer or their nominee may respond to a question with notice submitted 
under clause 3.14 by way of a report included in the business papers for the relevant 
meeting of the Joint Organisation or orally at the meeting.  

 
Agenda and business papers for ordinary meetings 
3.17 The Executive Officer must cause the agenda for a meeting of the Joint Organisation or a 

committee of the Joint Organisation to be prepared as soon as practicable before the 
meeting.   

3.18  The Executive Officer must ensure that the agenda for an ordinary meeting of the Joint 
Organisation states:  
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(a) all matters to be dealt with arising out of the proceedings of previous meetings of 
the Joint Organisation, and  

(b) any matter or topic that the chairperson proposes, at the time when the agenda is 
prepared, to put to the meeting, and 

(c) all matters, including matters that are the subject of staff reports and reports of 
committees, to be considered at the meeting, and  

(d) any business of which due notice has been given under clause 3.10.  
3.19 Nothing in clause 3.18 limits the powers of the Chairperson to put a Chairperson’s minute 

to a meeting under clause 9.6. 

3.20 The Executive Officer must not include in the agenda for a meeting of the Joint 
Organisation any business of which due notice has been given if, in the opinion of the 
Executive Officer the business is, or the implementation of the business would be, 
unlawful. The Executive Officer must report, without giving details of the item of business, 
any such exclusion to the next meeting of the Joint Organisation. 

3.21 Where the agenda includes the receipt of information or discussion of other matters that, 
in the opinion of the Executive Officer, is likely to take place when the meeting is closed 
to the public, the Executive Officer must ensure that the agenda of the meeting: 
(a) identifies the relevant item of business and indicates that it is of such a nature 

(without disclosing details of the information to be considered when the meeting 
is closed to the public), and 

(b) states the grounds under section 10A(2) of the Act relevant to the item of 
business. 

3.22 The Executive Officer must ensure that the details of any item of business which, in the 
opinion of the Executive Officer, is likely to be considered when the meeting is closed to 
the public, are included in a business paper provided to voting representatives for the 
meeting concerned. Such details must not be included in the business papers made 
available to the public, and must not be disclosed by a voting representative or by any 
other person to another person who is not authorised to have that information.   

Availability of the agenda and business papers to the public  
3.23 Copies of the agenda and the associated business papers, such as correspondence and 

reports for meetings of the Joint Organisation and committees of Joint Organisation, are 
to be published on the Joint Organisation’s website, and must be made available to the 
public for inspection, or for taking away by any person free of charge at the offices of the 
Joint Organisation, at the relevant meeting and at such other venues determined by the 
Joint Organisation.  

3.24 Clause 3.23 does not apply to the business papers for items of business that the Executive 
Officer has identified under clause 3.21 as being likely to be considered when the meeting 
is closed to the public. 

3.25 For the purposes of clause 3.23, copies of agendas and business papers must be published 
on the Joint Organisation’s website and made available to the public at a time that is as 
close as possible to the time they are available to voting representatives.  

3.26 A copy of an agenda, or of an associated business paper made available under clause 3.23, 
may in addition be given or made available in electronic form.  

Agenda and business papers for extraordinary meetings  
3.27 The Executive Officer must ensure that the agenda for an extraordinary meeting of the 

Joint Organisation deals only with the matters stated in the notice of the meeting.  
3.28 Despite clause 3.27, business may be considered at an extraordinary meeting of the Joint 

Organisation, even though due notice of the business has not been given, if:  
(a) a motion is passed to have the business considered at the meeting, and  
(b) the business to be considered is ruled by the Chairperson to be of great urgency on 

the grounds that it requires a decision by the Joint Organisation before the next 
scheduled ordinary meeting of the Joint Organisation.  
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3.29 A motion moved under clause 3.28(a) can be moved without notice but only after the 
business notified in the agenda for the extraordinary meeting has been dealt with.  

3.30 Despite clauses 10.20–10.30, only the mover of a motion moved under clause 3.28(a) can 
speak to the motion before it is put.  

3.31 A motion of dissent cannot be moved against a ruling of the Chairperson under clause 
3.28(b) on whether a matter is of great urgency. 

Pre-meeting briefing sessions 
3.32 Prior to each ordinary meeting of the Joint Organisation, the Executive Officer may 

arrange a pre-meeting briefing session to brief voting representatives on business to be 
considered at the meeting. Pre-meeting briefing sessions may also be held for 
extraordinary meetings of the Joint Organisation and meetings of committees of the Joint 
Organisation. 

3.33 Pre-meeting briefing sessions are to be held in the absence of the public. 
3.34 The Executive Officer or a member of staff nominated by the Executive Officer is to 

preside at pre-meeting briefing sessions. 
3.36 Voting representatives must not use pre-meeting briefing sessions to debate or make 

preliminary decisions on items of business they are being briefed on, and any debate and 
decision-making must be left to the formal Joint Organisation or committee meeting at 
which the item of business is to be considered. 

3.37 Omitted (optional)  

4 Public Forums  
Section 4 Omitted ( optional )  

5 Coming Together 
Attendance by voting representatives at meetings  
5.1 All voting representatives must make reasonable efforts to attend meetings of the Joint 

Organisation and of committees of the Joint Organisation of which they are members. 
 Note: A voting representative may not attend a meeting as a voting representative (other than 

the first meeting of the Joint Organisation after the voting representative elected or a 
meeting at which the voting representative takes an oath or makes an affirmation of 
office) until they have taken an oath or made an affirmation of office in the form 
prescribed under section 233A of the Act. 

5.2 Omitted – covered by clause 5.3 
5.3 The Board of the Joint Organisation may, transact any of its business at a meeting at which 

voting representatives (or some voting representatives) participate by video 
conferencing, but only if any voting representative who speaks on a matter before the 
meeting can be seen and heard by the other voting representatives. For the purposes of 
a meeting held in accordance with this clause, the chairperson and each other voting 
representative on the board have the same voting rights as they have at an ordinary 
meeting of the board. 

5.4 Where a voting representative is unable to attend one or more ordinary meetings of the 
Joint Organisation, the voting representative should request that the Joint Organisation 
grant them a leave of absence from those meetings. This clause does not prevent a voting 
representative from making an apology if they are unable to attend a meeting. However 
the acceptance of such an apology does not constitute the granting of a leave of absence 
for the purposes of this code and the Act. 

5.5 A voting representative request for leave of absence from Joint Organisation meetings 
should, if practicable, identify (by date) the meetings from which the voting 
representative intends to be absent and the grounds upon which the leave of absence is 
being sought. 

5.6 The Joint Organisation must act reasonably when considering whether to grant a voting 
representative’s request for a leave of absence. 
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5.7 A voting representative’s civic office will become vacant if the voting representative is 
absent from three (3) consecutive ordinary meetings of the Joint Organisation without 
prior leave of the Joint Organisation, or leave granted by the Joint Organisation at any of 
the meetings concerned, unless the holder is absent because they have been suspended 
from office under the Act, or because the Joint Organisation has been suspended under 
the Act, or as a consequence of a compliance order under section 438HA. 

5.8 A voting representative who intends to attend a meeting of the Joint Organisation despite 
having been granted a leave of absence should, if practicable, give the Executive Officer 
at least two (2) days’ notice of their intention to attend.  

The quorum for a meeting  
5.9 The quorum for a meeting of the Joint Organisation is 50% of the voting representatives 

plus one (1) additional voting representative of the Joint Organisation who hold office at 
that time and are not suspended from office. 

Note : to achieve a quorum calculate 50% of voting representatives then add one 
additional representative. For example: If 50% of 10 voting members is 5 voting 
representatives, then a sixth voting representative must be present to establish a quorum 

5.10 Clause 5.9 does not apply if the quorum is required to be determined in accordance with 
directions of the Minister in a performance improvement order issued in respect of the 
Joint Organisation. 

5.11 A meeting of the Joint Organisation must be adjourned if a quorum is not present:  
(a) at the commencement of the meeting where the number of apologies received for 

the meeting indicates that there will not be a quorum for the meeting, or 
(b) within half an hour after the time designated for the holding of the meeting, or  
(c) at any time during the meeting. 

5.12 In either case, the meeting must be adjourned to a time, date and place fixed: 

(a) by the chairperson, or 

(b) in the chairperson’s absence, by the majority of the voting representatives present, 
or 

(c) failing that, by the Executive Officer. 

5.13 The Executive Officer must record in the Joint Organisation's minutes the circumstances 
relating to the absence of a quorum (including the reasons for the absence of a quorum) 
at or arising during a meeting of the Joint Organisation, together with the names of the 
voting representatives present.  

What happens when a quorum is not present 
5.14 A non- quorum meeting of the Board may be held if 50% of voting members are in 

attendance. The meeting must be adjourned if at any time less than 50% of voting 
members are present within half an hour after the time designated for the holding of the 
meeting. 

Non quorum decisions 
(a)  must have 50% plus one (1) of voting members registered ‘in favour’ within 7 days of 

the circulating the minutes 
(b) Failure to comply with (a) will void the decision 
(c) Minutes shall be appended to record any votes recorded post meeting but within 7 

days of circulation 
(d) The decision shall be ratified at the next Board meeting via the minutes 

5.15  The minutes shall record the circumstances relating to the absence of a quorum (including 
reasons for the absence of a quorum) at or arising during a meeting of the Board together 
with the names of the Members present    

Entitlement of the public to attend Joint Organisation meetings  



 

CRJO Policy and Procedures Compendium – October 2021  22 

5.16 Everyone is entitled to attend a meeting of the Joint Organisation and committees of the 
Joint Organisation. The Joint Organisation must ensure that all meetings of the Joint 
Organisation and committees of the Joint Organisation are open to the public. 

5.17 Clause 5.16 does not apply to parts of meetings that have been closed to the public under 
section 10A of the Act. 

5.18 A person (whether a voting representative or another person) is not entitled to be present 
at a meeting of the Joint Organisation or a committee of the Joint Organisation if expelled 
from the meeting:  
(a) by a resolution of the meeting, or  
(b) by the person presiding at the meeting if the Joint Organisation has, by resolution, 

authorised the person presiding to exercise the power of expulsion. 
Webcasting of meetings  
5.19 – 5.22 Omitted (Joint organisations are not required to webcast meetings)   
Attendance of the Executive Officer and other staff at meetings  
5.23 The Executive Officer is entitled to attend, but not to vote at, a meeting of the Joint 

Organisation or a meeting of a committee of the Joint Organisation of which all of the 
members are voting representatives. 

5.24 The Executive Officer is entitled to attend a meeting of any other committee of the Joint 
Organisation and may, if a member of the committee, exercise a vote. 

5.25 The Executive Officer may be excluded from a meeting of the Joint Organisation or a 
committee while the Joint Organisation or committee deals with a matter relating to the 
standard of performance of the Executive Officer or the terms of employment of the 
Executive Officer. 

5.26 The attendance of other Joint Organisation staff at a meeting, (other than as members of 
the public) shall be with the approval of the Executive Officer. 

6 The Chairperson 
The chairperson at meetings 
6.1 The Chairperson, or at the request of or in the absence of the Chairperson, the Deputy 

Chairperson (if any) presides at meetings of the Joint Organisation. 
6.2 If the Chairperson and the Deputy Chairperson (if any) are absent, a Voting representative 

elected to chair the meeting by the voting representatives present presides at a meeting 
of the Joint Organisation. 

Election of a chairperson in the absence of the Chairperson and Deputy 
Chairperson 
6.3 If no Chairperson is present at a meeting of the Joint Organisation at the time designated 

for the holding of the meeting, the first business of the meeting must be the election of a 
person to preside at the meeting. 

6.4 The election of a person to preside at the meeting must be conducted: 
(a) by the Executive Officer or, in their absence, an employee of the Joint Organisation 

designated by the Executive Officer to conduct the election, or  
(b) by the person who called the meeting or a person acting on their behalf if neither 

the Executive Officer nor a designated employee is present at the meeting, or if 
there is no Executive Officer or designated employee. 

6.5 If, at an election of a person to preside over the meeting, two (2) or more candidates 
receive the same number of votes and no other candidate receives a greater number of 
votes, the person to preside over the meeting is to be the candidate whose name is 
chosen by lot. 

6.6 For the purposes of clause 6.5, the person conducting the election must: 

(a) arrange for the names of the candidates who have equal numbers of votes to be 
written on similar slips, and 
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(b) then fold the slips so as to prevent the names from being seen, mix the slips and 
draw one of the slips at random. 

6.7 The candidate whose name is on the drawn slip is the candidate who is to be the person 
who presides over the meeting. 

6.8 Any election conducted under clause 6.3, and the outcome of the vote, are to be recorded 
in the minutes of the meeting. 

Chairperson to have precedence  
6.9 When the Chairperson or person presiding over the meeting rises or speaks during a 

meeting of the Joint Organisation: 
(a) any representative then speaking or seeking to speak must cease speaking and, if 

standing, immediately resume their seat, and  
(b) every representative present must be silent to enable the chairperson to be heard 

without interruption.  

7 Modes Of Address 
7.1 The chairperson is to be addressed as ‘Mr Chair’ or ‘Madam Chair’.  
7.2 Omitted – covered by 7.1 

7.3 A Voting representative is to be addressed as ‘Mayor [surname]’. 
7.4 A Non-voting representative is to be addressed by their official designation or as Mr/Ms 

[surname]. 

8 Order of Business for Ordinary Joint Organisation Meetings 
8.1 The general order of business for an ordinary meeting of the Joint Organisation shall be:  

1. Opening Meeting 
2. Welcome & Acknowledgement of Country 
3. Apologies 
4. Disclosures of interests 
5. Notice of Rescissions  
6. Notice of Motions 
7. Urgent Business 
8. Presentations 
9. Confirmation of minutes 
10. Chair’s minute 
11. Reports to Joint Organisation 
12. Confidential matters 
13. Close  

8.2 The order of business as fixed under clause at 8.1 may be altered for a particular meeting 
of the Joint Organisation if a motion to that effect is passed at that meeting. Such a motion 
can be moved without notice.   

8.3 Despite clauses 10.20–10.30, only the mover of a motion referred to in clause 8.2 may 
speak to the motion before it is put.  

9 Consideration Of Business At Joint Organisation Meetings  
Business that can be dealt with at a Joint Organisation meeting 
9.1 The Joint Organisation must not consider business at a meeting of the Joint Organisation:  

(a) unless a voting representative has given notice of the business, as required by 
clause 3.10, and  

(b) unless notice of the business has been sent to the voting representatives in 
accordance with clause 3.7 in the case of an ordinary meeting or clause 3.9 in the 
case of an extraordinary meeting called in an emergency. 

9.2 Clause 9.1 does not apply to the consideration of business at a meeting, if the business:  
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(a) is already before, or directly relates to, a matter that is already before the Joint 
Organisation, or  

(b) is the election of a chairperson to preside at the meeting, or  
(c) subject to clause 9.9, is a matter or topic put to the meeting by way of a Chair’s 

minute, or  
(d) is a motion for the adoption of recommendations of a committee, including, but 

not limited to, a committee of the Joint Organisation. 
9.3 Despite clause 9.1, business may be considered at a meeting of the Joint Organisation 

even though due notice of the business has not been given to the voting representatives 
if:  
(a) a motion is passed to have the business considered at the meeting, and 
(b) the business to be considered is ruled by the chairperson to be of great urgency on 

the grounds that it requires a decision by the Joint Organisation before the next 
scheduled ordinary meeting of the Joint Organisation. 

9.4 A motion moved under clause 9.3(a) can be moved without notice. Despite clauses 10.20–
10.30, only the mover of a motion referred to in clause 9.3(a) can speak to the motion 
before it is put.  

9.5 A motion of dissent cannot be moved against a ruling by the chairperson under clause 
9.3(b). 

Chair’s minute  
9.6 Subject to clause 9.9, if the Chairperson is chairing the meeting of the Joint Organisation, 

the Chairperson may, by minute signed by the Chairperson, put to the meeting without 
notice any matter or topic that is within the jurisdiction of the Joint Organisation, or of 
which the Joint Organisation has official knowledge.  

9.7 A Chair’s minute, when put to a meeting, takes precedence over all business on the Joint 
Organisation's agenda for the meeting. The Chairperson (but only if the person chairing 
the meeting is the Chairperson) may move the adoption of a Chair’s minute without the 
motion being seconded.  

9.8 A recommendation made in a Chair’s minute put by the Chairperson is, so far as it is 
adopted by the Joint Organisation, a resolution of the Joint Organisation. 

9.9 A Chair’s minute must not be used to put without notice matters that are routine and not 
urgent, or matters for which proper notice should be given because of their complexity. 
For the purpose of this clause, a matter will be urgent where it requires a decision by the 
Joint Organisation before the next scheduled ordinary meeting of the Joint Organisation. 

9.10 Omitted (optional)  
Staff reports 
9.11 A recommendation made in a staff report is, so far as it is adopted by the Joint 

Organisation, a resolution of the Joint Organisation.  
Reports of committees of Joint Organisation 
9.12 The recommendations of a committee of the Joint Organisation are, so far as they are 

adopted by the Joint Organisation, resolutions of the Joint Organisation.  

9.13 If in a report of a committee of the Joint Organisation distinct recommendations are 
made, the Joint Organisation may make separate decisions on each recommendation.  

Questions 
9.14 A question must not be asked at a meeting of the Joint Organisation unless it concerns a 

matter on the agenda of the meeting or notice has been given of the question in 
accordance with clauses 3.10 and 3.14. 

9.15 A representative on the Board may, through the chairperson, put a question to another 
representative on the Board about a matter on the agenda. 

9.16 A voting representative may, through the Executive Officer, put a question to a Joint 
Organisation employee about a matter on the agenda. Joint Organisation employees are 
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only obliged to answer a question put to them through the Executive Officer at the 
direction of the Executive Officer. 

9.17 A voting representative or Joint Organisation employee to whom a question is put is 
entitled to be given reasonable notice of the question and, in particular, sufficient notice 
to enable reference to be made to other persons or to documents. Where a voting 
representative or Joint Organisation employee to whom a question is put is unable to 
respond to the question at the meeting at which it is put, they may take it on notice and 
report the response to the next meeting of the Joint Organisation. 

9.18 Voting representative must put questions directly, succinctly, respectfully and without 
argument.  

9.19 The chairperson must not permit discussion on any reply to, or refusal to reply to, a 
question put to a voting representative or Joint Organisation employee.  

10 Rules Of Debate 
Motions to be seconded  
10.1 Unless otherwise specified in this code, a motion or an amendment cannot be debated 

unless or until it has been seconded.  
Notices of motion 
10.2 A voting representative who has submitted a notice of motion under clause 3.10 is to 

move the motion the subject of the notice of motion at the meeting at which it is to be 
considered. 

10.3 If a voting representative who has submitted a notice of motion under clause 3.10 wishes 
to withdraw it after the agenda and business paper for the meeting at which it is to be 
considered have been sent to voting representatives, the voting representative may 
request the withdrawal of the motion when it is before the Joint Organisation.  

10.4 In the absence of a voting representative who has placed a notice of motion on the agenda 
for a meeting of the Joint Organisation: 
(a) any other voting representative may, with the leave of the chairperson, move the 

motion at the meeting, or  
(b) the chairperson may defer consideration of the motion until the next meeting of 

the Joint Organisation. 
Chairperson’s duties with respect to motions  
10.5 It is the duty of the Chairperson at a meeting of the Joint Organisation to receive and put 

to the meeting any lawful motion that is brought before the meeting.  
10.6 The Chairperson must rule out of order any motion or amendment to a motion that is 

unlawful or the implementation of which would be unlawful.  
10.7 Before ruling out of order a motion or an amendment to a motion under clause 10.6, the 

Chairperson is to give the mover an opportunity to clarify or amend the motion or 
amendment.  

10.8 Any motion, amendment or other matter that the Chairperson has ruled out of order is 
taken to have been lost. 

10.9  Omitted (optional) 
Amendments to motions 
10.10 An amendment to a motion must be moved and seconded before it can be debated. 
10.11 An amendment to a motion must relate to the matter being dealt with in the original 

motion before the Joint Organisation and must not be a direct negative of the original 
motion. An amendment to a motion which does not relate to the matter being dealt with 
in the original motion, or which is a direct negative of the original motion, must be ruled 
out of order by the Chairperson. 

10.12 The mover of an amendment is to be given the opportunity to explain any uncertainties 
in the proposed amendment before a seconder is called for. 
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10.13 If an amendment has been lost, a further amendment can be moved to the motion to 
which the lost amendment was moved, and so on, but no more than one (1) motion and 
one (1) proposed amendment can be before Joint Organisation at any one time.  

10.14 While an amendment is being considered, debate must only occur in relation to the 
amendment and not the original motion. Debate on the original motion is to be 
suspended while the amendment to the original motion is being debated. 

10.15 If the amendment is carried, it becomes the motion and is to be debated. If the 
amendment is lost, debate is to resume on the original motion. 

10.16 An amendment may become the motion without debate or a vote where it is accepted by 
the voting representative who moved the original motion. 

Foreshadowed motions 
10.17 A voting representative may propose a foreshadowed motion in relation to the matter 

the subject of the original motion before the Joint Organisation, without a seconder 
during debate on the original motion. The foreshadowed motion is only to be considered 
if the original motion is lost or withdrawn and the foreshadowed motion is then moved 
and seconded. If the original motion is carried, the foreshadowed motion lapses. 

10.18 Where an amendment has been moved and seconded, a voting representative may, 
without a seconder, foreshadow a further amendment that they propose to move after 
the first amendment has been dealt with. There is no limit to the number of foreshadowed 
amendments that may be put before the Joint Organisation at any time. However, no 
discussion can take place on foreshadowed amendments until the previous amendment 
has been dealt with and the foreshadowed amendment has been moved and seconded.  

10.19 Foreshadowed motions and foreshadowed amendments are to be considered in the order 
in which they are proposed. However, foreshadowed motions cannot be considered until 
all foreshadowed amendments have been dealt with.  

Limitations on the number and duration of speeches  
10.20 A voting representative who, during a debate at a meeting of the Joint Organisation, 

moves an original motion, has the right to speak on each amendment to the motion and 
a right of general reply to all observations that are made during the debate in relation to 
the motion, and any amendment to it at the conclusion of the debate before the motion 
(whether amended or not) is finally put.  

10.21 A voting representative, other than the mover of an original motion, has the right to speak 
once on the motion and once on each amendment to it.  

10.22 A voting representative must not, without the consent of the Joint Organisation, speak 
more than once on a motion or an amendment, or for longer than five (5) minutes at any 
one time.  

10.23 Despite clause 10.22, the chairperson may permit a Voting representative who claims to 
have been misrepresented or misunderstood to speak more than once on a motion or an 
amendment, and for longer than five (5) minutes on that motion or amendment to enable 
the voting representative to make a statement limited to explaining the 
misrepresentation or misunderstanding.  

10.24 Despite clause 10.22, the Joint Organisation may resolve to shorten the duration of 
speeches to expedite the consideration of business at a meeting. 

10.25 Despite clauses 10.20 and 10.21, a voting representative may move that a motion or an 
amendment be now put:  
(a) if the mover of the motion or amendment has spoken in favour of it and no voting 

representative expresses an intention to speak against it, or  
(b) if at least two (2) voting representatives have spoken in favour of the motion or 

amendment and at least two (2) voting representatives have spoken against it. 
10.26 The chairperson must immediately put to the vote, without debate, a motion moved 

under clause 10.25. A seconder is not required for such a motion.  
10.27 If a motion that the original motion or an amendment be now put is passed, the 

chairperson must, without further debate, put the original motion or amendment to the 
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vote immediately after the mover of the original motion has exercised their right of reply 
under clause 10.20.  

10.28 If a motion that the original motion or an amendment be now put is lost, the chairperson 
must allow the debate on the original motion or the amendment to be resumed.  

10.29 All voting representatives must be heard without interruption and all other Joint voting 
representatives must, unless otherwise permitted under this code, remain silent while 
another voting representative is speaking.  

10.30 Once the debate on a matter has concluded and a matter has been dealt with, the 
chairperson must not allow further debate on the matter.  

Participation by non-voting representatives in Joint Organisation Board meetings 
10.31 Non-voting representatives of joint organisation boards may speak on but must not move, 

second or vote on any motion or an amendment to a motion. 

11 Voting  
Voting entitlements of Voting representatives  
11.1 Each voting representative is entitled to one (1) vote. 
11.2 and 11.3 omitted – a casting vote can never apply with a 75 % majority  
11.4 A motion at a meeting of the board of a joint organisation is carried if it is supported by 

50% plus one (1) additional voting representative of the Board members eligible to vote. 

  Note: this means 50% of voting members, not simply 50% of voting members present  

Voting at Joint Organisation meetings  
11.5 A voting representative who is present at a meeting of the Joint Organisation but who fails 

to vote on a motion put to the meeting is taken to have voted against the motion.  
11.6 to 11.9 Omitted – covered by 11.11  
11.10 Voting at a meeting, including voting in an election at a meeting, is to be by open means 

(such as on the voices, by show of hands or by a visible electronic voting system). 
However, the Joint Organisation may resolve that the voting in any election by Joint Voting 
representatives for mayor or deputy mayor is to be by secret ballot.  

11.11 All voting at Joint Organisation meetings, (including meetings that are closed to the 
public), must be recorded in the minutes of meetings with the names of Joint Voting 
representatives who voted for and against each motion or amendment where the voting 
is not unanimous.  

11.12 to 11.15 Omitted (recording of votes covered by 11.11)   

12 Committee Of The Whole 
12.1 The Joint Organisation may resolve itself into a committee to consider any matter before 

the Joint Organisation.  

12.2 All the provisions of this code relating to meetings of the Joint Organisation, so far as they 
are applicable, extend to and govern the proceedings of the Joint Organisation when in 
committee of the whole, except the provisions limiting the number and duration of 
speeches. 

12.3 The Executive Officer or, in the absence of the Executive Officer, an employee of the Joint 
Organisation designated by the Executive Officer, is responsible for reporting to the Joint 
Organisation the proceedings of the committee of the whole. It is not necessary to report 
the proceedings in full but any recommendations of the committee must be reported.  

12.4 The Joint Organisation must ensure that a report of the proceedings (including any 
recommendations of the committee) is recorded in the Joint Organisation's minutes. 
However, the Joint Organisation is not taken to have adopted the report until a motion 
for adoption has been made and passed.  
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13 Dealing With Items By Exception 
13.1 The Joint Organisation or a committee of Joint Organisation may, at any time, resolve to 

adopt multiple items of business on the agenda together by way of a single resolution. 

13.2 Before the Joint Organisation or committee resolves to adopt multiple items of business 
on the agenda together under clause 13.1, the chairperson must list the items of business 
to be adopted and ask Joint Voting representatives to identify any individual items of 
business listed by the chairperson that they intend to vote against the recommendation 
made in the business paper or that they wish to speak on. 

13.3 The Joint Organisation or committee must not resolve to adopt any item of business under 
clause 13.1 that a voting representative has identified as being one they intend to vote 
against the recommendation made in the business paper or to speak on.  

13.4 Where the consideration of multiple items of business together under clause 13.1 involves 
a variation to the order of business for the meeting, the Joint Organisation or committee 
must resolve to alter the order of business in accordance with clause 8.1. 

13.5 A motion to adopt multiple items of business together under clause 13.1 must identify 
each of the items of business to be adopted and state that they are to be adopted as 
recommended in the business paper. 

13.6 Items of business adopted under clause 13.1 are to be taken to have been adopted 
unanimously. 

13.7 Voting representatives must ensure that they declare and manage any conflicts of interest 
they may have in relation to items of business considered together under clause 13.1 in 
accordance with the requirements of the Joint Organisation’s code of conduct.  

14 CLOSURE OF JOINT ORGANISATION MEETINGS TO THE PUBLIC 
Grounds on which meetings can be closed to the public 
14.1 The Joint Organisation or a committee of the Joint Organisation may close to the public 

so much of its meeting as comprises the discussion or the receipt of any of the following 
types of matters: 

(a) Personnel matters concerning particular individuals (other than voting 
representatives), 

(b) the personal hardship of any resident or ratepayer, 

(c) information that would, if disclosed, confer a commercial advantage on a person 
with whom the Joint Organisation is conducting (or proposes to conduct) business, 

(d) commercial information of a confidential nature that would, if disclosed: 

(i) prejudice the commercial position of the person who supplied it, or 

(ii) confer a commercial advantage on a competitor of the Joint Organisation, or 

(iii) reveal a trade secret, 

(e) information that would, if disclosed, prejudice the maintenance of law, 

(f) matters affecting the security of the Joint Organisation, voting representatives, 
Joint Organisation staff or Joint Organisation property, 

(g) advice concerning litigation, or advice that would otherwise be privileged from 
production in legal proceedings on the ground of legal professional privilege, 

(h) information concerning the nature and location of a place or an item of Aboriginal 
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significance on community land, 

(i) alleged contraventions of the Joint Organisation’s code of conduct. 

14.2 The Joint Organisation or a committee of the Joint Organisation may also close to the 
public so much of its meeting as comprises a motion to close another part of the meeting 
to the public. 

Matters to be considered when closing meetings to the public 
14.3 A meeting is not to remain closed during the discussion of anything referred to in clause 

14.1: 

(a) except for so much of the discussion as is necessary to preserve the relevant 
confidentiality, privilege or security, and 

(b) if the matter concerned is a matter other than a personnel matter concerning 
particular individuals, the personal hardship of a resident or ratepayer or a trade 
secret – unless the Joint Organisation or committee concerned is satisfied that 
discussion of the matter in an open meeting would, on balance, be contrary to the 
public interest. 

14.4 A meeting is not to be closed during the receipt and consideration of information or advice 
referred to in clause 14.1(g) unless the advice concerns legal matters that: 

(a) are substantial issues relating to a matter in which the Joint Organisation or 
committee is involved, and 

(b) are clearly identified in the advice, and 

(c) are fully discussed in that advice. 

14.5 If a meeting is closed during the discussion of a motion to close another part of the 
meeting to the public (as referred to in clause 14.2), the consideration of the motion must 
not include any consideration of the matter or information to be discussed in that other 
part of the meeting other than consideration of whether the matter concerned is a matter 
referred to in clause 14.1. 

14.6 For the purpose of determining whether the discussion of a matter in an open meeting 
would be contrary to the public interest, it is irrelevant that: 

(a) a person may misinterpret or misunderstand the discussion, or 

(b) the discussion of the matter may: 

(i) cause embarrassment to the Joint Organisation or committee concerned, 
or to voting representatives or to employees of the Joint Organisation, or 

(ii) cause a loss of confidence in the Joint Organisation or committee. 

14.7 In deciding whether part of a meeting is to be closed to the public, the Joint Organisation 
or committee concerned must consider any relevant guidelines issued by the Chief 
Executive of the Office of Local Government. 

Notice of likelihood of closure not required in urgent cases 
14.8 Part of a meeting of the Joint Organisation, or of a committee of the Joint Organisation, 

may be closed to the public while the Joint Organisation or committee considers a matter 
that has not been identified in the agenda for the meeting under clause 3.21 as a matter 
that is likely to be considered when the meeting is closed, but only if: 

(a) it becomes apparent during the discussion of a particular matter that the matter is 
a matter referred to in clause 14.1, and 
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(b) the Joint Organisation or committee, after considering any representations made 
under clause 14.9, resolves that further discussion of the matter: 

(i) should not be deferred (because of the urgency of the matter), and 

(ii) should take place in a part of the meeting that is closed to the public. 

Representations by members of the public 
14.9 The Joint Organisation, or a committee of the Joint Organisation, may allow members of 

the public to make representations to or at a meeting, before any part of the meeting is 
closed to the public, as to whether that part of the meeting should be closed. 

14.10 A representation under clause 14.9 is to be made after the motion to close the part of the 
meeting is moved and seconded. 

14.11 Where the matter has been identified in the agenda of the meeting under clause 3.21 as 
a matter that is likely to be considered when the meeting is closed to the public, in order 
to make representations under clause 14.9, members of the public must first make an 
application to the Joint Organisation in the approved form. Applications must be received 
by 5pm seven (7) days   before the meeting at which the matter is to be considered. 

14.12 The Executive Officer (or their delegate) may refuse an application made under clause 
14.11. The Executive Officer or their delegate must give reasons in writing for a decision 
to refuse an application. 

14.13 No more than five (5) speakers are to be permitted to make representations under clause 
14.9.  

14.14 If more than the permitted number of speakers apply to make representations under 
clause 14.9, the Executive Officer or their delegate may request the speakers to nominate 
from among themselves the persons who are to make representations to the Joint 
Organisation. If the speakers are not able to agree on whom to nominate to make 
representations under clause 14.9, the Executive Officer or their delegate is to determine 
who will make representations to the Joint Organisation. 

14.15 The Executive Officer (or their delegate) is to determine the order of speakers. 

14.16 Where the Joint Organisation or a committee of the Joint Organisation proposes to close 
a meeting or part of a meeting to the public in circumstances where the matter has not 
been identified in the agenda for the meeting under clause 3.21 as a matter that is likely 
to be considered when the meeting is closed to the public, the chairperson is to invite 
representations from the public under clause 14.9 after the motion to close the part of 
the meeting is moved and seconded. The chairperson is to permit no more than five (5) 
speakers to make representations in such order as determined by the chairperson. 

14.17 Each speaker will be allowed three (3) minutes to make representations, and this time 
limit is to be strictly enforced by the chairperson. Speakers must confine their 
representations to whether the meeting should be closed to the public. If a speaker 
digresses to irrelevant matters, the chairperson is to direct the speaker not to do so. If a 
speaker fails to observe a direction from the chairperson, the speaker will not be further 
heard. 

Expulsion of non-Joint Voting representatives from meetings closed to the public 
14.18 If a meeting or part of a meeting of the Joint Organisation or a committee of the Joint 

Organisation is closed to the public in accordance with section 10A of the Act and this 
code, any person who is not a voting representative and who fails to leave the meeting 
when requested, may be expelled from the meeting as provided by section 10(2)(a) or (b) 
of the Act. 
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14.19 If any such person, after being notified of a resolution or direction expelling them from 
the meeting, fails to leave the place where the meeting is being held, a police officer, or 
any person authorised for the purpose by the Joint Organisation or person presiding, may, 
by using only such force as is necessary, remove the first-mentioned person from that 
place and, if necessary restrain that person from re-entering that place for the remainder 
of the meeting. 

Information to be disclosed in resolutions closing meetings to the public 
14.20 The grounds on which part of a meeting is closed must be stated in the decision to close 

that part of the meeting and must be recorded in the minutes of the meeting. The grounds 
must specify the following: 

(a) The relevant provision of section 10A(2) of the Act,  

(b) the matter that is to be discussed during the closed part of the meeting, 

(c) the reasons why the part of the meeting is being closed, including (if the matter 
concerned is a matter other than a personnel matter concerning particular 
individuals, the personal hardship of a resident or ratepayer or a trade secret) an 
explanation of the way in which discussion of the matter in an open meeting would 
be, on balance, contrary to the public interest. 

Resolutions passed at closed meetings to be made public 
14.21 If the Joint Organisation passes a resolution during a meeting, or a part of a meeting, that 

is closed to the public, the Chairperson must make the resolution public as soon as 
practicable after the meeting, or the relevant part of the meeting, has ended, and the 
resolution must be recorded in the publicly available minutes of the meeting.  

14.22 Resolutions passed during a meeting, or a part of a meeting, that is closed to the public 
must be made public by the Chairperson under clause 14.21 during a part of the meeting 
that is webcast.  

15 Keeping Order At Meetings  
Points of order  
15.1 A voting representative may draw the attention of the Chairperson to an alleged breach 

of this code by raising a point of order. A point of order does not require a seconder. 
15.2 A point of order cannot be made with respect to adherence to the principles contained in 

clause 2.1. 
15.3 A point of order must be taken immediately it is raised. The Chairperson must suspend 

the business before the meeting and permit the Voting representative raising the point of 
order to state the provision of this code they believe has been breached. The Chairperson 
must then rule on the point of order – either by upholding it or by overruling it. 

Questions of order 
15.4 The Chairperson, without the intervention of any other voting representative, may call 

any voting representative to order whenever, in the opinion of the Chairperson, it is 
necessary to do so. 

15.5 A voting representative who claims that another voting representative has committed an 
act of disorder, or is out of order, may call the attention of the Chairperson to the matter. 

15.6 The Chairperson must rule on a question of order immediately after it is raised but, before 
doing so, may invite the opinion of the Joint Organisation.  

15.7 The Chairperson's ruling must be obeyed unless a motion dissenting from the ruling is 
passed.  

Motions of dissent  
15.8 A voting representative can, without notice, move to dissent from a ruling of the 

Chairperson on a point of order or a question of order. If that happens, the Chairperson 
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must suspend the business before the meeting until a decision is made on the motion of 
dissent.  

15.9 If a motion of dissent is passed, the Chairperson must proceed with the suspended 
business as though the ruling dissented from had not been given. If, as a result of the 
ruling, any motion or business has been rejected as out of order, the Chairperson must 
restore the motion or business to the agenda and proceed with it in due course.  

15.10 Despite any other provision of this code, only the mover of a motion of dissent and the 
Chairperson can speak to the motion before it is put. The mover of the motion does not 
have a right of general reply.  

Acts of disorder  
15.11 A voting representative commits an act of disorder if the Voting representative, at a 

meeting of the Joint Organisation or a committee of the Joint Organisation:  
(a) contravenes the Act or any regulation in force under the Act or this code, or  
(b) assaults or threatens to assault another voting representative or person present at 

the meeting, or  
(c) moves or attempts to move a motion or an amendment that has an unlawful 

purpose or that deals with a matter that is outside the jurisdiction of the Joint 
Organisation or the committee, or addresses or attempts to address the Joint 
Organisation or the committee on such a motion, amendment or matter, or  

(d) insults or makes personal reflections on or imputes improper motives to any other 
Joint Organisation official, or alleges a breach of the Joint Organisation’s code of 
conduct, or 

(e)  says or does anything that is inconsistent with maintaining order at the meeting or 
is likely to bring the Joint Organisation or the committee into disrepute.  

15.12 The Chairperson may require a voting representative:  
(a) to apologise without reservation for an act of disorder referred to in clauses 

15.11(a) or (b), or  
(b) to withdraw a motion or an amendment referred to in clause 15.11(c) and, where 

appropriate, to apologise without reservation, or  
(c) to retract and apologise without reservation for an act of disorder referred to in 

clauses 15.11(d) and (e).  
 

How disorder at a meeting may be dealt with  
15.13 If disorder occurs at a meeting of the Joint Organisation, the Chairperson may adjourn the 

meeting for a period of not more than fifteen (15) minutes and leave the chair. The Joint 
Organisation, on reassembling, must, on a question put from the Chairperson, decide 
without debate whether the business is to be proceeded with or not. This clause applies 
to disorder arising from the conduct of members of the public as well as disorder arising 
from the conduct of Joint voting representatives.  

Expulsion from meetings 
15.14 All chairs of meetings of the Joint Organisation and committees of the Joint Organisation 

are authorised under this code to expel any person other than a voting representative, 
from a Joint Organisation or committee meeting, for the purposes of section 10(2)(b) of 
the Act. Voting representatives may only be expelled by resolution of the Joint 
Organisation or the committee of the Joint Organisation. 

15.15 Clause 15.14 does not limit the ability of the Joint Organisation or a committee of the Joint 
Organisation to resolve to expel a person, including a voting representative, from a Joint 
Organisation or committee meeting, under section 10(2)(a) of the Act. 

15.16 A voting representative may, as provided by section 10(2)(a) or (b) of the Act, be expelled 
from a meeting of the Joint Organisation for having failed to comply with a requirement 
under clause 15.12. The expulsion of a voting representative from the meeting for that 
reason does not prevent any other action from being taken against the voting 
representative for the act of disorder concerned. 
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15.17 A member of the public may, as provided by section 10(2)(a) or (b) of the Act, be expelled 
from a meeting of the Joint Organisation for engaging in or having engaged in disorderly 
conduct at the meeting.  

15.19 Where a voting representative or a member of the public is expelled from a meeting, the 
expulsion and the name of the person expelled, if known, are to be recorded in the 
minutes of the meeting.  

15.20 If a voting representative or a member of the public fails to leave the place where a 
meeting of the Joint Organisation is being held immediately after they have been expelled, 
a police officer, or any person authorised for the purpose by the Joint Organisation or 
person presiding, may, by using only such force as is necessary, remove the voting 
representative or member of the public from that place and, if necessary, restrain the 
voting representative or member of the public from re-entering that place for the 
remainder of the meeting.  

Use of mobile phones and the unauthorised recording of meetings 
15.21 Voting representatives, Joint Organisation staff and members of the public must ensure 

that mobile phones are turned to silent during meetings of the Joint Organisation and 
committees of the Joint Organisation.  

15.22 A person must not live stream or use an audio recorder, video camera, mobile phone or 
any other device to make a recording of the proceedings of a meeting of the Joint 
Organisation or a committee of the Joint Organisation without the prior authorisation of 
the Joint Organisation or the committee.  

15.23 Any person who contravenes or attempts to contravene clause 15.22, may be expelled 
from the meeting as provided for under section 10(2) of the Act. 

15.24 If any such person, after being notified of a resolution or direction expelling them from 
the meeting, fails to leave the place where the meeting is being held, a police officer, or 
any person authorised for the purpose by the Joint Organisation or person presiding, may, 
by using only such force as is necessary, remove the first-mentioned person from that 
place and, if necessary, restrain that person from re-entering that place for the remainder 
of the meeting.  

16 Conflicts Of Interest 
16.1 All voting representatives and, where applicable, all other persons, must declare and 

manage any conflicts of interest they may have in matters being considered at meetings 
of the Joint Organisation and committees of the Joint Organisation in accordance with the 
Joint Organisation’s code of conduct. All declarations of conflicts of interest and how the 
conflict of interest was managed by the person who made the declaration must be 
recorded in the minutes of the meeting at which the declaration was made. 

17 Decisions Of The Joint Organisation  
Joint Organisation decisions  
17.1 A decision supported by a 50% plus one (1) majority of the votes at a meeting of the Joint 

Organisation at which a quorum is present is a decision of the Joint Organisation.  Non-
quorum decisions can be made by the Board subject to the provisions of clause 5.14 which 
includes ratification at the next board meeting.  

 17.2 Decisions made by the Joint Organisation must be accurately recorded in the minutes of 
the meeting at which the decision is made.  

Rescinding or altering Joint Organisation decisions 
17.3 A resolution passed by the Joint Organisation may not be altered or rescinded except by 

a motion to that effect of which notice has been given under clause 3.10. 

17.4  If a notice of motion to rescind a resolution is given at the meeting at which the resolution 
is carried, the resolution must not be carried into effect until the motion of rescission has 
been dealt with. 
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17.5 If a motion has been lost, a motion having the same effect must not be considered unless 
notice of it has been duly given in accordance with clause 3.10. 

17.6 A notice of motion to alter or rescind a resolution, and a notice of motion which has the 
same effect as a motion which has been lost, must be signed by three (3) voting 
representatives if less than three (3) months has elapsed since the resolution was passed, 
or the motion was lost. 

7.7 If a motion to alter or rescind a resolution has been lost, or if a motion which has the same 
effect as a previously lost motion is lost, no similar motion may be brought forward within 
three (3) months of the meeting at which it was lost. This clause may not be evaded by 
substituting a motion differently worded, but in principle the same. 

17.8 The provisions of clauses 17.5–17.7 concerning lost motions do not apply to motions of 
adjournment. 

17.9 A notice of motion submitted in accordance with clause 17.6 may only be withdrawn 
under clause 3.11 with the consent of all signatories to the notice of motion.  

17.10 Omitted – Development Applications will not be dealt with by the joint organisation  

17.11 A motion to alter or rescind a resolution of the Joint Organisation may be moved on the 
report of a committee of the Joint Organisation and any such report must be recorded in 
the minutes of the meeting of the Joint Organisation. 

17.12 Subject to clause 17.7, in cases of urgency, a motion to alter or rescind a resolution of the 
Joint Organisation may be moved at the same meeting at which the resolution was 
adopted, where: 

(a) a notice of motion signed by three Joint Voting representatives is submitted to the 
chairperson, and 

(b) a motion to have the motion considered at the meeting is passed, and 

(c) the chairperson rules the business that is the subject of the motion is of great 
urgency on the grounds that it requires a decision by the Joint Organisation before 
the next scheduled ordinary meeting of the Joint Organisation. 

17.13 A motion moved under clause 17.12(b) can be moved without notice. Despite clauses 
10.20–10.30, only the mover of a motion referred to in clause 17.12(b) can speak to the 
motion before it is put.  

17.14 A motion of dissent cannot be moved against a ruling by the chairperson under clause 
17.12(c). 

Recommitting resolutions to correct an error 
17.15 Despite the provisions of this Part, a voting representative may, with the leave of the 

Chairperson, move to recommit a resolution adopted at the same meeting: 

(a) to correct any error, ambiguity or imprecision in the Joint Organisation’s resolution, 
or 

(b) to confirm the voting on the resolution. 

17.16 In seeking the leave of the Chairperson to move to recommit a resolution for the purposes 
of clause 17.15(a), the voting representative is to propose alternative wording for the 
resolution. 

17.17 The Chairperson must not grant leave to recommit a resolution for the purposes of clause 
17.15(a), unless they are satisfied that the proposed alternative wording of the resolution 
would not alter the substance of the resolution previously adopted at the meeting. 
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17.18 A motion moved under clause 17.15 can be moved without notice. Despite clauses 10.20–
10.30, only the mover of a motion referred to in clause 17.15 can speak to the motion 
before it is put.  

17.19 A motion of dissent cannot be moved against a ruling by the Chairperson under clause 
17.15. 

17.20 A motion moved under clause 17.15 with the leave of the Chairperson cannot be voted 
on unless or until it has been seconded. 

18 Time Limits On Joint Organisation Meetings 
18.1 Meetings of the Joint Organisation and committees of the Joint Organisation are to 

conclude no later than 4 hours from commencement.   

18.2  If the business of the meeting is unfinished at after 4 hours, the Joint Organisation or the 
committee may, by resolution, extend the time of the meeting by no more than one hour.  

 

18.3 If the business of the meeting is unfinished after 4 hours and the Joint Organisation does 
not resolve to extend the meeting, the Chairperson must either: 

(a) defer consideration of the remaining items of business on the agenda to the next 
ordinary meeting of the Joint Organisation, or 

(b) adjourn the meeting to a time, date and place fixed by the Chairperson. 

18.4 Clause 18.3 does not limit the ability of the Joint Organisation or a committee of the Joint 
Organisation to resolve to adjourn a meeting at any time. The resolution adjourning the 
meeting must fix the time, date and place that the meeting is to be adjourned to. 

18.5 Where a meeting is adjourned under clause 18.3 or 18.4, the Executive Officer must: 

(a) individually notify each voting representative of the time, date and place at which 
the meeting will reconvene, and  

(b) publish the time, date and place at which the meeting will reconvene on the Joint 
Organisation’s website and in such other manner that the Executive Officer is 
satisfied is likely to bring notice of the time, date and place of the reconvened 
meeting to the attention of as many people as possible. 

19 After The Meeting 
Minutes of meetings 
19.1 The Joint Organisation is to keep full and accurate minutes of the proceedings of meetings 

of the Joint Organisation.  

19.2 At a minimum, the Executive Officer must ensure that the following matters are recorded 
in the Joint Organisation’s minutes: 

(a) details of each motion moved at a Joint Organisation meeting and of any 
amendments moved to it, 

(b) the names of the mover and seconder of the motion or amendment, 

(c) whether the motion or amendment was passed or lost, and 

(d) such other matters specifically required under this code. 

19.3 The minutes of a Joint Organisation meeting must be confirmed at a subsequent meeting 
of the Joint Organisation.  
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19.4 Any debate on the confirmation of the minutes is to be confined to whether the minutes 
are a full and accurate record of the meeting they relate to.  

19.5 When the minutes have been confirmed, they are to be signed by the person presiding at 
the subsequent meeting.  

19.6 The confirmed minutes of a meeting may be amended to correct typographical or 
administrative errors after they have been confirmed. Any amendment made under this 
clause must not alter the substance of any decision made at the meeting. 

19.7 The confirmed minutes of a Joint Organisation meeting must be published on the Joint 
Organisation’s website. This clause does not prevent the Joint Organisation from also 
publishing unconfirmed minutes of its meetings on its website prior to their confirmation. 

Access to correspondence and reports laid on the table at, or submitted to, a 
meeting  
19.8  The Joint Organisation and committees of the Joint Organisation must, during or at the 

close of a meeting, or during the business day following the meeting, give reasonable 
access to any person to inspect correspondence and reports laid on the table at, or 
submitted to, the meeting.  

19.9 Clause 19.8 does not apply if the correspondence or reports relate to a matter that was 
received or discussed or laid on the table at, or submitted to, the meeting when the 
meeting was closed to the public. 

19.10 Clause 19.8 does not apply if the Joint Organisation or the committee resolves at the 
meeting, when open to the public, that the correspondence or reports are to be treated 
as confidential because they relate to a matter specified in section 10A(2) of the Act.  

19.11 Correspondence or reports to which clauses 19.9 and 19.10 apply are to be marked with 
the relevant provision of section 10A(2) of the Act that applies to the correspondence or 
report. 

Implementation of decisions of the Joint Organisation 
19.12 The Executive Officer is to implement, without undue delay, lawful decisions of the Joint 

Organisation. 

20 Joint Organisation Committees 
Application of this Part 
20.1 This Part only applies to committees of the Joint Organisation whose members are all 

voting representatives. 

Joint Organisation committees whose members are all voting representatives 
20.2 The Joint Organisation may, by resolution, establish such committees as it considers 

necessary. 

20.3 A committee of the Joint Organisation is to consist of the Chairperson and such other 
voting representatives as are elected by the voting representatives or appointed by the 
Joint Organisation.  

20.4 The quorum for a meeting of a committee of the Joint Organisation is to be: 

(a) such number of members as the Joint Organisation decides, or 

(b) if the Joint Organisation has not decided a number – a majority of the members of 
the committee. 

Functions of committees 
20.5 The Joint Organisation must specify the functions of each of its committees when the 

committee is established, but may from time to time amend those functions.  

Notice of committee meetings 
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20.6 The Executive Officer must send to each voting representative, regardless of whether they 
are a committee member, at least three (3) days before each meeting of the committee, 
a notice specifying: 

(a) the time, date and place of the meeting, and 

(b) the business proposed to be considered at the meeting.  

20.7 Notice of less than three (3) days may be given of a committee meeting called in an 
emergency.  

Attendance at committee meetings 
20.8 A committee member (other than the Chairperson) ceases to be a member of a 

committee if the committee member: 

(a) has been absent from three (3) consecutive meetings of the committee without 
having given reasons acceptable to the committee for the member's absences, or 

(b) has been absent from at least half of the meetings of the committee held during 
the immediately preceding year without having given to the committee acceptable 
reasons for the member's absences.  

20.9 Clause 20.8 does not apply if all of the members of the Joint Organisation are members of 
the committee. 

Non-members entitled to attend committee meetings 
20.10 A voting representative who is not a member of a committee of the Joint Organisation is 

entitled to attend, and to speak at a meeting of the committee. However, the voting 
representative is not entitled: 

(a) to give notice of business for inclusion in the agenda for the meeting, or 

(b) to move or second a motion at the meeting, or 

(c) to vote at the meeting. 

Chairperson and Deputy Chairperson of Joint Organisation committees 
20.11 The person presiding over each committee of the Joint Organisation must be: 

(a) the Chairperson, or 

(b) if the Chairperson does not wish to be the person presiding over a committee, a 
member of the committee elected by the Joint Organisation, or 

(c) if the Joint Organisation does not elect such a member, a member of the committee 
elected by the committee. 

20.12 The Joint Organisation may elect a member of a committee of the Joint Organisation as 
deputy chair presiding over the committee. If the Joint Organisation does not elect a 
deputy of such a committee, the committee may elect a deputy chair. 

20.13 If neither the Chairperson nor the deputy Chairperson of a committee of the Joint 
Organisation is able or willing to preside at a meeting of the committee, the committee 
must elect a member of the committee to be acting Chairperson of the committee. 

20.14 The Chairperson is to preside at a meeting of a committee of the Joint Organisation. If the 
Chairperson is unable or unwilling to preside, the deputy Chairperson (if any) is to preside 
at the meeting, but if neither the Chairperson nor the deputy Chairperson is able or willing 
to preside, the acting Chairperson is to preside at the meeting. 

Procedure in committee meetings 



 

CRJO Policy and Procedures Compendium – October 2021  38 

20.15 Subject to any specific requirements of this code, each committee of the Joint 
Organisation may regulate its own procedure. The provisions of this code are to be taken 
to apply to all committees of the Joint Organisation unless the Joint Organisation or the 
committee determines otherwise in accordance with this clause. 

20.16 Omitted – casting vote will not apply to committees   

20.17 A motion at a committee of a Joint Organisation is taken to be lost in the event that 50% 
plus one (1) of voting members is not achieved.  

 20.18 Voting at a Joint Organisation committee meeting is to be by open means (such as on the 
voices, by show of hands or by a visible electronic voting system). 

Closure of committee meetings to the public 
20.19 The provisions of the Act and Part 14 of this code apply to the closure of meetings of 

committees of the Joint Organisation to the public in the same way they apply to the 
closure of meetings of the Joint Organisation to the public. 

20.20 If a committee of the Joint Organisation passes a resolution, or makes a recommendation, 
during a meeting, or a part of a meeting that is closed to the public, the Chairperson must 
make the resolution or recommendation public as soon as practicable after the meeting 
or part of the meeting has ended, and report the resolution or recommendation to the 
next meeting of the Joint Organisation. The resolution or recommendation must also be 
recorded in the publicly available minutes of the meeting. 

20.21 Resolutions passed during a meeting, or a part of a meeting that is closed to the public 
must be made public by the Chairperson under clause 20.20 during a part of the meeting 
that is webcast.  

Disorder in committee meetings  
20.22 The provisions of the Act and this code relating to the maintenance of order in Joint 

Organisation meetings apply to meetings of committees of the Joint Organisation in the 
same way as they apply to meetings of the Joint Organisation.  

Minutes of Joint Organisation committee meetings 
20.23 Each committee of the Joint Organisation is to keep full and accurate minutes of the 

proceedings of its meetings. At a minimum, a committee must ensure that the following 
matters are recorded in the committee’s minutes: 

(a) details of each motion moved at a meeting and of any amendments moved to it, 

(b) the names of the mover and seconder of the motion or amendment, 

(c) whether the motion or amendment was passed or lost, and 

(d) such other matters specifically required under this code. 

20.24 Omitted – covered by clause 11.11  
20.25 The minutes of meetings of each committee of the Joint Organisation must be confirmed 

at a subsequent meeting of the committee.  

20.26 Any debate on the confirmation of the minutes is to be confined to whether the minutes 
are a full and accurate record of the meeting they relate to.  

20.27 When the minutes have been confirmed, they are to be signed by the person presiding at 
that subsequent meeting.  

20.28 The confirmed minutes of a meeting may be amended to correct typographical or 
administrative errors after they have been confirmed. Any amendment made under this 
clause must not alter the substance of any decision made at the meeting. 
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20.29 The confirmed minutes of a meeting of a committee of the Joint Organisation must be 
published on the Joint Organisation’s website. This clause does not prevent the Joint 
Organisation from also publishing unconfirmed minutes of meetings of committees of the 
Joint Organisation on its website prior to their confirmation. 

21 Irregularities 
21.1 Proceedings at a meeting of a Joint Organisation or a Joint Organisation committee are 

not invalidated because of: 

(a) a vacancy in a civic office, or 

(b) a failure to give notice of the meeting to any voting representative or committee 
member, or 

(c) any defect in the election or appointment of a voting representative or committee 
member, or 

(d) a failure of a voting representative or a committee member to declare a conflict 
of interest, or to refrain from the consideration or discussion of, or vote on, the 
relevant matter, at a Joint Organisation or committee meeting in accordance with 
the Joint Organisation’s code of conduct, or 

(e) a failure to comply with this code. 

22 Definitions 
the Act  means the Local Government Act 1993  
act of disorder  means an act of disorder as defined in clause 15.11 of this code  
amendment  in relation to an original motion, means a motion moving an amendment 

to that motion  
audio recorder  any device capable of recording speech  
business day  means any day except Saturday or Sunday or any other day the whole 

or part of which is observed as a public holiday throughout New South 
Wales 

Chairperson  in relation to a meeting of the Joint Organisation – means the person 
presiding at the meeting as provided by section 369 of the Act and 
clauses 6.1 and 6.2 of this code, and  
in relation to a meeting of a committee – means the person presiding at 
the meeting as provided by clause 20.11 of this code  

this code  means the Joint Organisation’s adopted code of meeting practice 
committee of the Joint 
Organisation 

means a committee established by the Joint Organisation in accordance 
with clause 20.2 of this code (being a committee consisting only of Joint 
Voting representatives) or the Joint Organisation when it has resolved 
itself into committee of the whole under clause 12.1  

Joint Organisation official  has the same meaning it has in the Model Code of Conduct for Local 
Councils in NSW  

Day means calendar day 
Division means a request by two voting representatives under clause 11.7 of this 

code requiring the recording of the names of the voting representatives 
who voted both for and against a motion 

foreshadowed amendment means a proposed amendment foreshadowed by a voting 
representative under clause 10.18 of this code during debate on the first 
amendment 

foreshadowed motion means a motion foreshadowed by a voting representative under clause 
10.17 of this code during debate on an original motion 
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open voting  means voting on the voices or by a show of hands or by a visible 
electronic voting system or similar means  

planning decision means a decision made in the exercise of a function of a Joint 
Organisation under the Environmental Planning and Assessment Act 
1979 including any decision relating to a development application, an 
environmental planning instrument, a development control plan or a 
development contribution plan under that Act, but not including the 
making of an order under Division 9.3 of Part 9 of that Act 

performance improvement 
order  

means an order issued under section 438A of the Act  

quorum  means the minimum number of voting representatives or committee 
members necessary to conduct a meeting  

the Regulation  means the Local Government (General) Regulation 2005  
webcast a video or audio broadcast of a meeting transmitted across the internet 

either concurrently with the meeting or at a later time 
year means the period beginning 1 July and ending the following 30 June 
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Model Code of Conduct 
 

Policy title  Model Code of Conduct 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 2 

 

7. INTRODUCTION 
 

This Model Code of Conduct for Local Councils in NSW (“the Model Code of Conduct”) is made 
under section 440 of the Local Government Act 1993 (“LGA”) and the Local Government 
(General) Regulation 2005 (“the Regulation”). 

 
The Model Code of Conduct sets the minimum standards of conduct for council officials. It is 
prescribed by regulation to assist council officials to: 

• understand and comply with 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 (section 439) 
• act in a way that enhances public confidence in local government. 

 
Section 440 of the LGA requires every council (including county councils) and joint organisation 
to adopt a code of conduct that incorporates the provisions of the Model Code of Conduct. A 
council’s or joint organisation’s adopted code of conduct may also include provisions that 
supplement the Model Code of Conduct and that extend its application to persons that are not 
“council officials” for the purposes of the Model Code of Conduct (e.g. volunteers, contractors 
and members of wholly advisory committees). 

 
A council’s or joint organisation’s adopted code of conduct has no effect to the extent that it is 
inconsistent with the Model Code of Conduct. However, a council’s or joint organisation’s 
adopted code of conduct may prescribe requirements that are more onerous than those 
prescribed in the Model Code of Conduct. 

 
Councillors, administrators, members of staff of councils, delegates of councils, (including 
members of council committees that are delegates of a council) and any other person a 
council’s adopted code of conduct applies to, must comply with the applicable provisions of 
their council’s code of conduct. It is the personal responsibility of council officials to comply 
with the standards in the code and to regularly review their personal circumstances and 
conduct with this in mind. 
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Failure by a councillor to comply with the standards of conduct prescribed under this code 
constitutes misconduct for the purposes of the LGA. The LGA provides for a range of penalties 
that may be imposed on councillors for misconduct, including suspension or disqualification 
from civic office. A councillor who has been suspended on three or more occasions for 
misconduct is automatically disqualified from holding civic office for five years. 

 
Failure by a member of staff to comply with a council’s code of conduct may give rise to 
disciplinary action. 

 
Note: References in the Model Code of Conduct to councils are also to be taken as 
references to county councils and joint organisations. 

 
Note: In adopting the Model Code of Conduct, joint organisations should adapt it to substitute 
the terms “board” for “council”, “chairperson” for “mayor”, “voting representative” for 
“councillor” and “executive officer” for “general manager”. 
Note: In adopting the Model Code of Conduct, county councils should adapt it to substitute the 
term 
“chairperson” for “mayor” and “member” for “councillor”. 

 

8. DEFINITIONS 
 

In this code the following terms have the following meanings: 
 

LGA        the Local Government Act 1993 
 

administrator an administrator of a council appointed under the LGA other 
than an 

administrator appointed under section 66 
 

committee see the definition of “council committee” 
 

complaint a code of conduct complaint made for the purposes of clauses 
4.1 and 4.2 of the Procedures. 

 
Council   l includes county councils and joint organisations 

 
council committee a committee established by a council comprising of 
councillors, 

staff or other persons that the council has delegated 
functions to 

 
council committee 
member a person other than a councillor or member of staff of a 

council who is a member of a council committee other than a 
wholly advisory committee 

 
council official includes councillors, members of staff of a council, 
administrators, 

council committee members, delegates of council and, for 
the purposes of clause 4.16, council advisers 

 
councillor any person elected or appointed to civic office, including the 

mayor and includes members and chairpersons of county 
councils and voting representatives of the boards of joint 
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organisations and chairpersons of joint organisations 
 

conduct includes acts and omissions 
 

delegate of council a person (other than a Councillor or member of staff of a 
council) or 

body, and the individual members of that body, to whom a 
function of the council is delegated 

designated person a person referred to in clause 4.8 
 

election campaign includes council, state and federal election campaigns 
 
 

environmental planning has the same meaning as it has in the Environmental 
Planning and 
instrument Assessment Act 1979 

 
 

general manager includes the executive officer of a joint organisation 
 

joint organisation a joint organisation established under section 400O of the 
LGA 

 
local planning panel a local planning panel constituted under the Environmental 
Planning 

and Assessment Act 1979 

mayor includes the chairperson of a county council or a joint 

organisation members of staff 
of a council includes members of staff of county councils and joint 
organisations 

 
the Office Office of Local Government 

 
personal information information or an opinion (including information or an 
opinion 

forming part of a database and whether or not recorded in a 
material form) about an individual whose identity is apparent 
or can reasonably be ascertained from the information or 
opinion 

 
the Procedures the Procedures for the Administration of the Model 
Code of 

Conduct for Local Councils in NSW prescribed under the 
Regulation 

 
the Regulation the Local Government (General) Regulation 2005 

 
voting representative a voting representative of the board of a joint organisation 

 
wholly advisory a Board committee that the Board has not delegated any 
functions committee to 
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PART 1 GENERAL CONDUCT OBLIGATIONS 
 

General conduct 
 

1.1 You must not conduct yourself in a manner that: 
a) is likely to bring the board or other joint organisation officials into disrepute 
b) is contrary to statutory requirements or the joint organisation’s 

administrative requirements or policies 
c) is improper or unethical 
d) is an abuse of power 
e) causes, comprises or involves intimidation or verbal abuse 
f) involves the misuse of your position to obtain a private benefit 
g) constitutes harassment or bullying behaviour under this code or is 

unlawfully discriminatory. 
 

1.2 You must act lawfully and honestly and exercise a reasonable degree of care and 
diligence in carrying out your functions under the LGA or any other Act. (section 439). 

 
Fairness and equity 

 
1.3 You must consider issues consistently, promptly and fairly. You must deal with 

matters in accordance with established procedures, in a non-discriminatory manner. 
 

1.4 You must take all relevant facts known to you, or that you should be reasonably 
aware of, into consideration and have regard to the particular merits of each case. 
You must not take irrelevant matters or circumstances into consideration when 
making decisions. 

 
1.5 An act or omission in good faith, whether or not it involves error, will not constitute a 

breach of clauses 3.3 or 3.4. 
 

Harassment and discrimination 
 

1.6 You must not harass or unlawfully discriminate against others or support others who 
harass or unlawfully discriminate against others, on the grounds of sex, pregnancy, 
breastfeeding, race, age, marital or domestic status, homosexuality, disability, 
transgender status, infectious disease, carer’s responsibilities or political, religious or 
other affiliation. 

 
1.7 For the purposes of this code, “harassment” is any form of behaviour towards a 

person that: 
a) is not wanted by the person 
b) offends, humiliates or intimidates the person, and 
c) creates a hostile environment. 

 

Bullying 
 

1.8 You must not engage in bullying behaviour towards others. 
 

1.9 For the purposes of this code, “bullying behaviour” is any behaviour in which: 
a) a person or a group of people repeatedly behaves unreasonably towards 

another person or a group of persons and 
b) the behaviour creates a risk to health and safety. 
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1.10 Bullying behaviour may involve, but is not limited to, any of the following 

types of behaviour: 
a) aggressive, threatening or intimidating conduct 
b) belittling or humiliating comments 
c) spreading malicious rumours 
d) teasing, practical jokes or ‘initiation ceremonies’ 
e) exclusion from work-related events 
f) unreasonable work expectations, including too much or too little work, or 

work below or beyond a worker's skill level 
g) displaying offensive material 
h) pressure to behave in an inappropriate manner. 

 
1.11 Reasonable management action carried out in a reasonable manner does not 

constitute bullying behaviour for the purposes of this code. Examples of 
reasonable management action may include, but are not limited to: 

a) performance management processes 
b) disciplinary action for misconduct 
c) informing a worker about unsatisfactory work performance or 

inappropriate work behaviour 
d) directing a worker to perform duties in keeping with their job 
e) maintaining reasonable workplace goals and standards 
f) legitimately exercising a regulatory function 
g) legitimately implementing a joint organisation policy or administrative 

processes. 
 

Work Health and Safety 
 

1.12 All joint organisation officials, including elected representatives, owe 
statutory duties under the Work Health and Safety Act 2011 (WH&S Act). You 
must comply with your duties under the WH&S Act and your responsibilities 
under any policies or procedures adopted by the board to ensure workplace 
health and safety. Specifically, you must: 

a) take reasonable care for your own health and safety 
b) take reasonable care that your acts or omissions do not adversely affect the 

health and safety of other persons 
c) comply, so far as you are reasonably able, with any reasonable instruction that 

is given to ensure compliance with the WH&S Act and any policies or 
procedures adopted by the board to ensure workplace health and safety 

d) cooperate with any reasonable policy or procedure of the board relating to 
workplace health or safety that has been notified to council staff 

e) report accidents, incidents, near misses, to the executive officer or such other 
staff member nominated by the executive officer, and take part in any incident 
investigations 

f) so far as is reasonably practicable, consult, co-operate and coordinate with all 
others who have a duty under the WH&S Act in relation to the same matter. 

 
Land use planning, development assessment and other regulatory functions 

 
1.13 Noting that the Central NSW Joint Organisation has no planning function, 

you must ensure that land use planning, development assessment and other 
regulatory decisions are properly made, and that all parties are dealt with fairly. 
You must avoid any occasion for suspicion of improper conduct in the exercise of 
land use planning, development assessment and other regulatory functions. 
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1.14 In exercising land use planning, development assessment and other 

regulatory functions, you must ensure that no action, statement or 
communication between yourself and others conveys any suggestion of 
willingness to improperly provide concessions or preferential or unduly 
unfavourable treatment. 

 
Binding caucus votes 

 
1.15 You must not participate in binding caucus votes in relation to matters to be 

considered at a board or committee meeting. 
 

1.16 For the purposes of clause 3.15, a binding caucus vote is a process whereby a 
group of voting representatives are compelled by a threat of disciplinary or other 
adverse action to comply with a predetermined position on a matter before the 
board or committee, irrespective of the personal views of individual members of 
the group on the merits of the matter before the board or committee. 

 
1.17 Clause 3.15 does not prohibit voting representatives from discussing a 

matter before the board or committee prior to considering the matter in 
question at a board or committee meeting, or from voluntarily holding a shared 
view with other voting representatives on the merits of a matter. 

 
1.18 Clause 3.15 does not apply to a decision to elect the chair or deputy chair, or 

to nominate a person to be a member of a board committee or a representative 
of the board on an external body. 

 
Obligations in relation to meetings 

 

1.19 You must comply with rulings by the chair at board and committee meetings 
or other proceedings of the board unless a motion dissenting from the ruling is 
passed. 

 

1.20 You must not engage in bullying behaviour (as defined under this Part) 
towards the chair, other joint organisation officials or any members of the public 
present during board or committee meetings or other proceedings of the joint 
organisation (such as, but not limited to, workshops and briefing sessions). 

 
1.21 You must not engage in conduct that disrupts board or committee meetings 

or other proceedings of the joint organisation (such as, but not limited to, 
workshops and briefing sessions), or that would otherwise be inconsistent with 
the orderly conduct of meetings. 

 
1.22 If you are a voting representative, you must not engage in any acts of 

disorder or other conduct that is intended to prevent the proper or effective 
functioning of the joint organisation, or of a committee of the board. Without 
limiting this clause, you must not: 

a) leave a meeting of the board or a committee for the purposes of depriving the 
meeting of a quorum, or 

b) submit a rescission motion with respect to a decision for the purposes of voting 
against it to prevent another voting representative from submitting a rescission 
motion with respect to the same decision, or 

c) deliberately seek to impede the consideration of business at a meeting. 
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PART 2 PECUNIARY INTERESTS 
 

What is a pecuniary interest? 

 
2.1 A pecuniary interest is an interest that you have in a matter because of a reasonable 

likelihood or expectation of appreciable financial gain or loss to you or a person referred 
to in clause 4.3. 

 
2.2 You will not have a pecuniary interest in a matter if the interest is so remote or 

insignificant that it could not reasonably be regarded as likely to influence any decision 
you might make in relation to the matter, or if the interest is of a kind specified in clause 
4.6. 

 
2.3 For the purposes of this Part, you will have a pecuniary interest in a matter if the 

pecuniary interest is: 
(a) your interest, or 
(b) the interest of your spouse or de facto partner, your relative, or your 

partner or employer, or 
(c) a company or other body of which you, or your nominee, partner or 

employer, is a shareholder or member. 
 

2.4 For the purposes of clause 4.3: 
(a) Your “relative” is any of the following: 

i) your parent, grandparent, brother, sister, uncle, aunt, nephew, 
niece, lineal descendant or adopted child 

ii) your spouse’s or de facto partner’s parent, grandparent, brother, 
sister, uncle, aunt, nephew, niece, lineal descendant or adopted child 

 
 

iii) the spouse or de facto partner of a person referred to in 
paragraphs (i) and (ii). 

(b) “de facto partner” has  the same meaning  as defined in section 21C  
of the 
Interpretation Act 1987. 

2.5 You will not have a pecuniary interest in relation to a person referred to in subclauses 
4.3(b) or (c): 

(a) if you are unaware of the relevant pecuniary interest of your spouse, de 
facto partner, relative, partner, employer or company or other body, or 

(b) just because the person is a member of, or is employed by, a board or a 
statutory body, or is employed by the Crown, or 

(c) just because the person is a member of, or a delegate of a board to, a 
company or other body that has a pecuniary interest in the matter, so long 
as the person has no beneficial interest in any shares of the company or 
body. 

 
What interests do not have to be disclosed? 

 

2.6 You do not have to disclose the following interests for the purposes of this Part: 
(a) your interest as an elector 
(b) your interest as a ratepayer or person liable to pay a charge 
(c) an interest you have in any matter relating to the terms on which the 

provision of a service or the supply of goods or commodities is offered to 
the public generally, or to a section of the public that includes persons 
who are not subject to this code 
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(d) an interest you have in any matter relating to the terms on which the 
provision of a service or the supply of goods or commodities is offered to 
your relative by the joint organisation in the same manner and subject to 
the same conditions as apply to persons who are not subject to this code 

(e) an interest you have as a member of a club or other organisation or 
association, unless the interest is as the holder of an office in the club or 
organisation (whether remunerated or not) 

(f) if you are a board committee member, an interest you have as a person 
chosen to represent the community, or as a member of a non-profit 
organisation or other community or special interest group, if you have 
been appointed to represent the organisation or group on the board 
committee 

(g) an interest you have relating to a contract, proposed contract or other 
matter, if the interest arises only because of a beneficial interest in shares 
in a company that does not exceed 10 per cent of the voting rights in the 
company 

(h) an interest you have arising from the proposed making by the joint 
organisation of an agreement between the joint organisation and a 
corporation, association or partnership, being a corporation, association 
or partnership that has more than 25 members, if the interest arises 
because your relative is a shareholder (but not a director) of the 
corporation, or is a member (but not a member of the committee) of the 
association, or is a partner of the partnership 

(i) an interest you have arising from the making by the joint organisation of 
a contract or agreement with your relative for, or in relation to, any of the 
following, but only if the proposed contract or agreement is similar in 
terms and conditions to such contracts and agreements as have been 
made, or as are proposed to be made, by the joint organisation in respect 
of similar matters with other residents of the area: 
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i) the performance by the board at the expense of your relative of any work 
or service in connection with roads or sanitation 

ii) security for damage to footpaths or roads 
iii) any other service to be rendered, or act to be done, by the joint 

organisation by or under any Act conferring functions on the joint 
organisation, or by or under any contract 

(j) an interest relating to the payment of fees to voting representative (including 
the chair and deputy chair) 

(k) an interest relating to the payment of expenses and the provision of facilities to 
voting representative (including the chair and deputy chair) in accordance with a 
policy under section 252 of the LGA, 

(l) an interest relating to an election to the office of chair arising from the fact that a 
fee for the following 12 months has been determined for the office of chair 

(m)  an interest of a person arising from the passing for payment of a regular account 
for the wages or salary of an employee who is a relative of the person 

(n) an interest arising from being covered by, or a proposal to be covered by, 
indemnity insurance as a voting representative or a board member 

(o) an interest arising from the appointment of a voting representative to a body as a 
representative or delegate of the board, whether or not a fee or other recompense 
is payable to the voting representative or delegate. 

 
2.7 For the purposes of clause 4.6, “relative” has the same meaning as in clause 4.4 but includes your 

spouse or de facto partner. 
 

What disclosures must be made by a designated person? 
 

2.8 Designated persons include: 
(a) the executive officer 
(b) other senior staff of the joint organisation for the purposes of section 332 of the 

LGA 
(c) a person (other than a member of the senior staff of the joint organisation) who is 

a member of staff of the joint organisation or a delegate of the board and who 
holds a position identified by the joint organisation as the position of a designated 
person because it involves the exercise of functions (such as regulatory functions 
or contractual functions) that, in their exercise, could give rise to a conflict 
between the person’s duty as a member of staff or delegate and the person’s 
private interest 

(d) a person (other than a member of the senior staff of the joint organisation) who is 
a member of a committee of the board identified by the joint organisation as a 
committee whose members are designated persons because the functions of 
the committee involve the exercise of the joint organisation’s functions (such as 
regulatory functions or contractual functions) that, in their exercise, could give rise 
to a conflict between the member’s duty as a member of the committee and 
the member’s private interest. 

 
2.9 A designated person: 

(a) must prepare and submit written returns of interests in accordance with clauses 
4.21, and 

 

(b) must disclose pecuniary interests in accordance with clause 4.10. 
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2.10 A designated person must disclose in writing to the executive officer (or if the person is the 
executive officer, to the joint organisation) the nature of any pecuniary interest the person has in 
any joint organisation matter with which the person is dealing as soon as practicable after 
becoming aware of the interest. 

 
2.11 Clause 4.10 does not require a designated person who is a member of staff of the joint 

organisation to disclose a pecuniary interest if the interest relates only to the person’s salary as a 
member of staff, or to their other conditions of employment. 

 
2.12 The executive officer must, on receiving a disclosure from a designated person, deal with the 

matter to which the disclosure relates or refer it to another person to deal with. 
 

2.13 A disclosure by the executive officer must, as soon as practicable after the disclosure is made, 
be laid on the table at a meeting of the joint organisation and the board must deal with the 
matter to which the disclosure relates or refer it to another person to deal with. 

 
What disclosures must be made by CRJOJO staff other than designated persons? 

 

2.14 A member of staff of CRJOJO, other than a designated person, must disclose in writing to their 
manager or the executive officer the nature of any pecuniary interest they have in a matter they 
are dealing with as soon as practicable after becoming aware of the interest. 

 
2.15 The staff member’s manager or the executive officer must, on receiving a disclosure under 

clause 4.14, deal with the matter to which the disclosure relates or refer it to another person to 
deal with. 

What disclosures must be made by board advisers? 
2.16 A person who, at the request or with the consent of the board or board committee, gives 

advice on any matter at any meeting of the board or committee, must disclose the nature of any 
pecuniary interest the person has in the matter to the meeting at the time the advice is given. 
The person is not required to disclose the person’s interest as an adviser. 

 
2.17 A person does not breach clause 4.16 if the person did not know, and could not reasonably be 

expected to have known, that the matter under consideration at the meeting was a matter in 
which they had a pecuniary interest. 

 
What disclosures must be made by a board committee member? 

 

2.18 A board committee member must disclose pecuniary interests in accordance with clause 
4.28 and comply with clause 4.29. 

2.19 For the purposes of clause 4.18, a “board committee member” includes a member of staff of 
CRJOJO who is a member of the committee. 

 
What disclosures must be made by a voting representative? 

2.20 A voting representative: 
 

(a) must prepare and submit written returns of interests in accordance with clause 
4.21, and 

(b) must disclose pecuniary interests in accordance with clause 4.28 and comply 
with clause 4.29 where it is applicable. 

 
Disclosure of interests in written returns 
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2.21 A voting representative or designated person must make and lodge with the executive officer 
a return in the form set out in schedule 2 to this code, disclosing the voting representative’s or 
designated person’s interests as specified in schedule 1 to this code within 3 months after: 

(a) becoming a voting representative or designated person, and 
(b) 30 June of each year, and 
(c) the voting representative or designated person becoming aware of an interest 

they are required to disclose under schedule 1 that has not been previously 
disclosed in a return lodged under paragraphs (a) or (b). 

 
2.22 A person need not make and lodge a return under clause 4.21, paragraphs (a) and (b) if: 

(a) they made and lodged a return under that clause in the preceding 3 months, or 
(b) they have ceased to be a voting representative or designated person in the 

preceding 3 months. 
 

2.23 A person must not make and lodge a return that the person knows or ought reasonably to 
know is false or misleading in a material particular. 

 
2.24 The executive officer must keep a register of returns required to be made and lodged with the 

executive officer. 
 

2.25 Returns required to be lodged with the executive officer under clause 4.21(a) and (b) must be 
tabled at the first meeting of the joint organisation after the last day the return is required to be 
lodged. 

 
2.26 Returns required to be lodged with the executive officer under clause 4.21(c) must be tabled 

at the next joint organisation meeting after the return is lodged. 
 

2.27 Information contained in returns made and lodged under clause 4.21 is to be made publicly 
available in accordance with the requirements of the Government Information (Public Access) 
Act 2009, the Government Information (Public Access) Regulation 2009 and any guidelines 
issued by the Information Commissioner. 

 
Disclosure of pecuniary interests at meetings 

 

2.28 A voting representative or a board committee member who has a pecuniary interest in any 
matter with which the joint organisation is concerned, and who is present at a meeting of the 
board or committee at which the matter is being considered, must disclose the nature of the 
interest to the meeting as soon as practicable. 

 
2.29 The voting representative or board committee member must not be present at, or in sight of, 

the meeting of the board or committee: 
(a) at any time during which the matter is being considered or discussed by the 

board or committee, or 
(b) at any time during which the board or committee is voting on any question in 

relation to the matter. 
 

2.30 In the case of a meeting of the joint organisation, a voting representative is taken to be 
present at the meeting for the purposes of clauses 4.28 and 4.29 where they participate in the 
meeting by telephone or other electronic means. 

 
2.31 A disclosure made at a meeting of the joint organisation or a board committee must be 

recorded in the minutes of the meeting. 
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2.32 A general notice may be given to the executive officer in writing by a voting representative or 

a board committee member to the effect that the voting representative or board committee 
member, or the voting representative or board committee member’s spouse, de facto partner or 
relative, is: 

(a) a member of, or in the employment of, a specified company or other body, or 
(b) a partner of, or in the employment of, a specified person. 

 
Such a notice is, unless and until the notice is withdrawn or until the end of the term of the 
board in which it is given (whichever is the sooner), sufficient disclosure of the voting 
representative’s or board committee member’s interest in a matter relating to the specified 
company, body or person that may be the subject of consideration by the board or board 
committee after the date of the notice. 

 
2.33 A voting representative or a board committee member is not prevented from being present at 

and taking part in a meeting at which a matter is being considered, or from voting on the matter, 
merely because the voting representative or board committee member has an interest in the 
matter of a kind referred to in clause 4.6. 

 
2.34 A person does not breach clauses 4.28 or 4.29 if the person did not know, and could not 

reasonably be expected to have known, that the matter under consideration at the meeting was 
a matter in which they had a pecuniary interest. 

 
2.35 Despite clause 4.29, a voting representative who has a pecuniary interest in a matter may 

participate in a decision to delegate consideration of the matter in question to another body or 
person. 

 
2.36 Clause 4.29 does not apply to a voting representative who has a pecuniary interest in a matter 

that is being considered at a meeting if: 
(a) the matter is a proposal relating to: 

 
 

(b) the making of a principal environmental planning instrument applying to the whole 
or a significant portion of the joint organisation’s area, or 

(c) the amendment, alteration or repeal of an environmental planning instrument 
where the amendment, alteration or repeal applies to the whole or a significant 
portion of the joint organisation’s area, and 

(d)  the pecuniary interest arises only because of an interest of the voting 
representative in the voting representative’s principal place of residence or an 
interest of another person (whose interests are relevant under clause 4.3) in 
that person’s principal place of residence, and 

(e)  the voting representative made a special disclosure under clause 4.37 in relation 
to the interest before the commencement of the meeting. 

 
2.37 A special disclosure of a pecuniary interest made for the purposes of clause 4.36(c) must: 

(a) be in the form set out in schedule 3 of this code and contain the information 
required by that form, and 

(b) be laid on the table at a meeting of the joint organisation as soon as practicable 
after the disclosure is made, and the information contained in the special 
disclosure is to be recorded in the minutes of the meeting. 

 
2.38 The Minister for Local Government may, conditionally or unconditionally, allow a voting 
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representative or a board committee member who has a pecuniary interest in a matter with 
which the joint organisation is concerned to be present at a meeting of the Board or committee, 
to take part in the consideration or discussion of the matter and to vote on the matter if the 
Minister is of the opinion: 

(a) that the number of voting representatives prevented from voting would be so 
great a proportion of the whole as to impede the transaction of business, or 

(b) that it is in the interests of the electors for the area to do so. 
 

2.39 A voting representative or a board committee member with a pecuniary interest in a matter 
who is permitted to be present at a meeting of the board or committee, to take part in the 
consideration or discussion of the matter and to vote on the matter under clause 4.38, must still 
disclose the interest they have in the matter in accordance with clause 4.28. 

 
PART 3 NON-PECUNIARY CONFLICTS OF INTEREST 
 
 

What is a non-pecuniary conflict of interest? 
 

3.1 Non-pecuniary interests are private or personal interests a joint organisation official has that 
do not amount to a pecuniary interest as defined in clause 4.1 of this code. These commonly 
arise out of family or personal relationships, or out of involvement in sporting, social, religious 
or other cultural groups and associations, and may include an interest of a financial nature. 

 
3.2 A non-pecuniary conflict of interest exists where a reasonable and informed person would 

perceive that you could be influenced by a private interest when carrying out your official 
functions in relation to a matter. 

 

3.3 The personal or political views of a joint organisation official do not constitute a private 
interest for the purposes of clause 5.2. 

 
3.4 Non-pecuniary conflicts of interest must be identified and appropriately managed to uphold 

community confidence in the probity of joint organisation decision-making. The onus is on 
you to identify any non-pecuniary conflict of interest you may have in matters that you deal 
with, to disclose the interest fully and in writing, and to take appropriate action to manage 
the conflict in accordance with this code. 

 
3.5 When considering whether or not you have a non-pecuniary conflict of interest in a matter 

you are dealing with, it is always important to think about how others would view your 
situation. 

 
Managing non-pecuniary conflicts of interest 

 

3.6 Where you have a non-pecuniary conflict of interest in a matter for the purposes of clause 
5.2, you must disclose the relevant private interest you have in relation to the matter fully and 
in writing as soon as practicable after becoming aware of the non-pecuniary conflict of 
interest and on each occasion on which the non-pecuniary conflict of interest arises in 
relation to the matter. In the case of members of the joint organisation staff other than the 
executive officer, such a disclosure is to be made to the staff member’s manager. In the case 
of the executive officer, such a disclosure is to be made to the chair. 

 
3.7 If a disclosure is made at a board or committee meeting, both the disclosure and the nature of 

the interest must be recorded in the minutes on each occasion on which the non- pecuniary 
conflict of interest arises. This disclosure constitutes disclosure in writing for the purposes of 
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clause 5.6. 
 

3.8 How you manage a non-pecuniary conflict of interest will depend on whether or not it is 
significant. 

 
3.9 As a general rule, a non-pecuniary conflict of interest will be significant where it does not involve 

a pecuniary interest for the purposes of clause 4.1, but it involves: 
a) a relationship between a joint organisation official and another person who is affected 

by a decision or a matter under consideration that is particularly close, such as a current 
or former spouse or de facto partner, a relative for the purposes of clause 4.4 or 
another person from the joint organisation’s official’s extended family that the joint 
organisation official has a close personal relationship with, or another person living in 
the same household 

b) other relationships with persons who are affected by a decision or a matter under 
consideration that are particularly close, such as friendships and business 
relationships. Closeness is defined by the nature of the friendship or business 
relationship, the frequency of contact and the duration of the friendship or 
relationship. 

c) an affiliation between the joint organisation official and an organisation (such as a 
sporting body, club, religious, cultural or charitable organisation, corporation or 
association) that is affected by a decision or a matter under consideration that is 
particularly strong. The strength of a joint organisation official’s affiliation with an 

 
 

organisation is to be determined by the extent to which they actively participate in the 
management, administration or other activities of the organisation. 

d) membership, as the joint organisation’s representative, of the board or management 
committee of another organisation that is affected by a decision or a matter under 
consideration, in circumstances where the interests of the joint organisation and the 
other organisation are potentially in conflict in relation to the particular matter 

e) a financial interest (other than an interest of a type referred to in clause 4.6) that is not 
a pecuniary interest for the purposes of clause 4.1 

f) the conferral or loss of a personal benefit other than one conferred or lost as a member 
of the community or a broader class of people affected by a decision. 

 
3.10 Significant non-pecuniary conflicts of interest must be managed in one of two ways: 

a) by not participating in consideration of, or decision making in relation to, the matter in 
which you have the significant non-pecuniary conflict of interest and the matter being 
allocated to another person for consideration or determination, or 

b) if the significant non-pecuniary conflict of interest arises in relation to a matter under 
consideration at a board or committee meeting, by managing the conflict of interest 
as if you had a pecuniary interest in the matter by complying with clauses 
4.28 and 4.29. 

 
3.11 If you determine that you have a non-pecuniary conflict of interest in a matter that is not 

significant and does not require further action, when disclosing the interest, you must also 
explain in writing why you consider that the non-pecuniary conflict of interest is not significant 
and does not require further action in the circumstances. 

 
3.12 If you are a member of staff of the joint organisation other than the executive officer, the 

decision on which option should be taken to manage a non-pecuniary conflict of interest must 
be made in consultation with and at the direction of your manager. In the case of the executive 
officer, the decision on which option should be taken to manage a non-pecuniary conflict of 
interest must be made in consultation with and at the direction of the chair. 
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3.13 Despite clause 5.10(b), a voting representative who has a significant non-pecuniary conflict of 

interest in a matter, may participate in a decision to delegate consideration of the matter in 
question to another body or person. 

 
3.14 Board committee members are not required to declare and manage a non-pecuniary conflict of 

interest in accordance with the requirements of this Part where it arises from an interest they 
have as a person chosen to represent the community, or as a member of a non-profit 
organisation or other community or special interest group, if they have been appointed to 
represent the organisation or group on the board committee. 

 
Political donations 

 

3.15 Voting representatives should be aware that matters before the board or committee meetings 
involving their political donors may also give rise to a non-pecuniary conflict of interest. 

 
3.16 Where you are a voting representative and have received or knowingly benefitted from a 

reportable political donation: 
 
 

a) made by a major political donor in the previous four years, and 
b) the major political donor has a matter before the board , 

you must declare a non-pecuniary conflict of interest in the matter, disclose the nature of the 
interest, and manage the conflict of interest as if you had a pecuniary interest in the matter by 
complying with clauses 4.28 and 4.29. A disclosure made under this clause must be recorded in 
the minutes of the meeting. 

 
3.17 For the purposes of this Part: 

a) a “reportable political donation” has the same meaning as it has in section 6 of the 
Electoral Funding Act 2018 

b) “major political donor” has the same meaning as it has in the Electoral Funding Act 
2018. 

 
3.18 Voting representatives should note that political donations that are not a “reportable political 

donation”, or political donations to a registered political party or group by which a voting 
representative is endorsed, may still give rise to a non-pecuniary conflict of interest. Voting 
representative should determine whether or not such conflicts are significant for the purposes of 
clause 5.9 and take the appropriate action to manage them. 

 
3.19 Despite clause 5.16, a voting representative who has received or knowingly benefitted from a 

reportable political donation of the kind referred to in that clause, may participate in a decision 
to delegate consideration of the matter in question to another body or person. 

 
Loss of quorum as a result of compliance with this Part 

 
3.20 A voting representative who would otherwise be precluded from participating in the 

consideration of a matter under this Part because they have a non-pecuniary conflict of interest 
in the matter is permitted to participate in consideration of the matter if: 

a) the matter is a proposal relating to: 
i)  the making of a principal environmental planning instrument applying to 

the whole or a significant portion of the joint organisation’s area, or 
ii)  the amendment, alteration or repeal of an environmental planning 

instrument where the amendment, alteration or repeal applies to the whole 
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or a significant portion of the joint organisation’s area, and 
b) the non-pecuniary conflict of interest arises only because of an interest that a person 

has in that person’s principal place of residence, and 
c) the voting representative discloses the interest they have in the matter that would 

otherwise have precluded their participation in consideration of the matter under this 
Part in accordance with clause 5.6. 

 
3.21 The Minister for Local Government may, conditionally or unconditionally, allow a voting 

representative or a board committee member who is precluded under this Part from 
participating in the consideration of a matter to be present at a meeting of the board or 
committee, to take part in the consideration or discussion of the matter and to vote on the 
matter if the Minister is of the opinion: 

a) that the number of voting representative prevented from voting would be so great a 
proportion of the whole as to impede the transaction of business, or 

b) that it is in the interests of the electors for the area to do so. 
3.22. Where the Minister exempts a voting representative or committee member from complying with 

a requirement under this Part under clause 5.21, the voting representative or committee 
member must still disclose any interests they have in the matter the exemption applies to, in 
accordance with clause 5.6. 

 
Other business or employment 

 
3.23 The executive officer must not engage, for remuneration, in private employment, contract work 

or other business outside the service of the joint organisation without the approval of the board. 
 

3.24 A member of staff must not engage, for remuneration, in private employment, contract work or 
other business outside the service of the joint organisation that relates to the business of the 
joint organisation or that might conflict with the staff member’s duties unless they have notified 
the executive officer in writing of the employment, work or business and the executive officer 
has given their written approval for the staff member to engage in the employment, work or 
business. 

 
3.25 The executive officer may at any time prohibit a member of staff from engaging, for 

remuneration, in private employment, contract work or other business outside the service of the 
joint organisation that relates to the business of the joint organisation, or that might conflict 
with the staff member’s duties. 

3.26 A member of staff must not engage, for remuneration, in private employment, contract work or 
other business outside the service of the joint organisation if prohibited from doing so. 

 
3.27 Members of staff must ensure that any outside employment, work or business they engage in will 

not: 
a) conflict with their official duties 
b) involve using confidential information or joint organisation resources obtained 

through their work with the joint organisation including where private use is permitted 
c) require them to work while on joint organisation duty 
d) discredit or disadvantage the joint organisation 
e) pose, due to fatigue, a risk to their health or safety, or to the health and safety of their 

co-workers. 
 

Personal dealings with the board 
 

3.28 You may have reason to deal with your board in your personal capacity (for example, as a 



 

CRJO Policy and Procedures Compendium – October 2021  57 

ratepayer, recipient of a council service or applicant for a development consent granted by 
council). You must not expect or request preferential treatment in relation to any matter in 
which you have a private interest because of your position. You must avoid any action that could 
lead members of the public to believe that you are seeking preferential treatment. 

 
3.29 You must undertake any personal dealings you have with the member council in a manner that is 

consistent with the way other members of the community deal with the board. You must 
 

also ensure that you disclose and appropriately manage any conflict of interest you may have in 
any matter in accordance with the requirements of this code. 

PART 4 PERSONAL BENEFIT 
 

4.1 For the purposes of this Part, a gift or a benefit is something offered to or received by a joint 
organisation official or someone personally associated with them for their personal use and 
enjoyment. 

 
4.2 A reference to a gift or benefit in this Part does not include: 

a) a political donation for the purposes of the Electoral Funding Act 2018 
b) a gift provided to the joint organisation as part of a cultural exchange or sister-city 

relationship that is not converted for the personal use or enjoyment of any individual joint 
organisation official or someone personally associated with them 

c) attendance by a joint organisation official at a work-related event or function for the 
purposes of performing their official duties, or 

d) free or subsidised meals, beverages or refreshments of token value provided to joint 
organisation officials in conjunction with the performance of their official duties such as, 
but not limited to: 

i) the discussion of official business 
ii) work-related events such as joint organisation-sponsored or community 

events, training, education sessions or workshops 
iii) conferences 
iv) joint organisation functions or events 
v) social functions organised by groups, such as board committees and 

community organisations. 
 

Gifts and benefits 
 

4.3 You must avoid situations that would give rise to the appearance that a person or body is 
attempting to secure favourable treatment from you or from the joint organisation, through 
the provision of gifts, benefits or hospitality of any kind to you or someone personally 
associated with you. 

 
4.4 A gift or benefit is deemed to have been accepted by you for the purposes of this Part, where 

it is received by you or someone personally associated with you. 
 

How are offers of gifts and benefits to be dealt with? 
 

4.5 You must not: 
a) seek or accept a bribe or other improper inducement 
b) seek gifts or benefits of any kind 
c) accept any gift or benefit that may create a sense of obligation on your part, or may 

be perceived to be intended or likely to influence you in carrying out your public duty 
d) subject to clause 6.7, accept any gift or benefit of more than token value as defined by 

clause 6.9 
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e) accept an offer of cash or a cash-like gift as defined by clause 6.13, 
regardless of the amount 

f) participate in competitions for prizes where eligibility is based on the joint 
organisation being in or entering into a customer–supplier relationship with 
the competition organiser 

g) personally, benefit from reward points programs when purchasing on behalf 
of the joint organisation. 

 
4.6 Where you receive a gift or benefit of any value other than one referred to in clause 6.2, 

you must disclose this promptly to your manager or the executive officer in writing. The 
recipient, manager, or executive officer must ensure that, at a minimum, the following 
details are recorded in the joint organisation’s gift register: 

a) the nature of the gift or benefit 
b) the estimated monetary value of the gift or benefit 
c) the name of the person who provided the gift or benefit, and 
d) the date on which the gift or benefit was received. 

 
4.7 Where you receive a gift or benefit of more than token value that cannot reasonably be 

refused or returned, the gift or benefit must be surrendered to the joint organisation, 
unless the nature of the gift or benefit makes this impractical. 

Gifts and benefits of token value 
 

4.8 You may accept gifts and benefits of token value. Gifts and benefits of token value are 
one or more gifts or benefits received from a person or organisation over a 12-month 
period that, when aggregated, do not exceed a value of $50. They include, but are not 
limited to: 

a) invitations to and attendance at local social, cultural or sporting events with 
a ticket value that does not exceed $50 

b) gifts of alcohol that do not exceed a value of $50 
c) ties, scarves, coasters, tie pins, diaries, chocolates or flowers or the like 
d) prizes or awards that do not exceed $50 in value. 

 
Gifts and benefits of more than token value 

 

4.9 Gifts or benefits that exceed $50 in value are gifts or benefits of more than token value 
for the purposes of clause 6.5(d) and, subject to clause 6.7, must not be accepted. 

 
4.10 Gifts and benefits of more than token value include, but are not limited to, tickets to 

major sporting events (such as international matches or matches in national sporting 
codes) with a ticket value that exceeds $50, corporate hospitality at a corporate facility at 
major sporting events, free or discounted products or services for personal use provided 
on terms that are not available to the general public or a broad class of persons, the use 
of holiday homes, artworks, free or discounted travel. 

 
4.11 Where you have accepted a gift or benefit of token value from a person or 

organisation, you must not accept a further gift or benefit from the same person or 
organisation or another person associated with that person or organisation within a 
single 12-month period where the 

 
 

value of the gift, added to the value of earlier gifts received from the same person or 
organisation, or a person associated with that person or organisation, during the same 
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12-month period would exceed $50 in value. 
 

4.12 For the purposes of this Part, the value of a gift or benefit is the monetary value of 
the gift or benefit inclusive of GST. 

 

“Cash-like gifts” 
 

4.13 For the purposes of clause 6.5(e), “cash-like gifts” include but are not limited to, gift 
vouchers, credit cards, debit cards with credit on them, prepayments such as phone or 
internet credit, lottery tickets, memberships or entitlements to discounts that are not 
available to the general public or a broad class of persons. 

 
Improper and undue influence 

 

4.14 You must not use your position to influence other joint organisation officials in the 
performance of their official functions to obtain a private benefit for yourself or for 
somebody else. A voting representative will not be in breach of this clause where they 
seek to influence other joint organisation officials through the proper exercise of their 
role as prescribed under the LGA. 

 
4.15 You must not take advantage (or seek to take advantage) of your status or position 

with the joint organisation, or of functions you perform for the joint organisation, in order 
to obtain a private benefit for yourself or for any other person or body. 

 
PART 5 RELATIONSHIPS BETWEEN BOARD MEMBERS AND JOINT 

ORGANISATION OFFICIALS 

Obligations of voting representative and administrators 
 

5.1 Each member council is a body politic. The voting representative or administrator/s 
are the governing body of the Joint Organisation. Under section 223 of the LGA, the 
role of the governing body of the Joint Organisation includes the development and 
endorsement of the strategic plans, programs, strategies and policies of the Joint 
Organisation, including those relating to workforce policy, and to keep the 
performance of the Joint Organisation under review. 

 
5.2 Voting representative or administrator/s must not: 

a) direct joint organisation staff other than by giving appropriate direction to the 
executive officer by way of Board or committee resolution, or by the chair or 
administrator exercising their functions under section 226 of the LGA 

b) in any public or private forum, direct or influence, or attempt to direct or 
influence, any other member of the staff of the joint organisation or a 
delegate of the joint organisation in the exercise of the functions of the staff 
member or delegate 

 

c) contact a member of the joint organisation staff on joint organisation -related 
business unless in accordance with the policy and procedures governing the 
interaction of voting representative and joint organisation staff that have 
been authorised by the board and the executive officer 

d) contact or issue instructions to any of the joint organisation’s contractors, 
including the joint organisation’s legal advisers, unless by the chair or 
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administrator exercising their functions under section 226 of the LGA. 
 

5.3 Despite clause 7.2, a voting representative may contact the joint organisation’s 
external auditor or the chair of the joint organisation’s Audit Risk and Improvement 
Committee to provide information reasonably necessary for the external auditor or 
the audit, risk and improvement committee to effectively perform their functions. 

 
Obligations of staff 
5.4 Under section 335 of the LGA, the role of the executive officer includes conducting 

the day- to-day management of the joint organisation in accordance with the 
strategic plans, programs, strategies and policies of the joint organisation, 
implementing without undue delay, lawful decisions of the board and ensuring that 
the Chair and other voting representative are given timely information and advice 
and the administrative and professional support necessary to effectively discharge 
their official functions. 

 
5.4 Members of staff of the joint organisation must: 

a) give their attention to the business of the joint organisation while on duty 
b) ensure that their work is carried out ethically, efficiently, economically 

and effectively 
c) carry out reasonable and lawful directions given by any person having 

authority to give such directions 
d) give effect to the lawful decisions, policies and procedures of the joint 

organisation, whether or not the staff member agrees with or approves of 
them 

e) ensure that any participation in political activities outside the service of 
the joint organisation does not interfere with the performance of their 
official duties. 

 
Inappropriate interactions 

 

5.5 You must not engage in any of the following inappropriate interactions: 
a) Voting representatives and administrators approaching staff and staff 

organisations to discuss individual or operational staff matters (other than 
matters relating to broader workforce policy), grievances, workplace 
investigations and disciplinary matters 

b) Joint organisation staff approaching voting representatives and 
administrators to discuss individual or operational staff matters (other than 
matters relating to broader workforce policy), grievances, workplace 
investigations and disciplinary matters 

c) Subject to clause 8.6, joint organisation staff refusing to give information that 
is available to other voting representative to a particular voting representative 

d) Voting representative and administrators who have lodged an application 
with the joint organisation, discussing the matter with joint organistion staff 
in staff-only areas of the council 

e) Voting representative and administrators approaching members of local 
planning panels or discussing any application that is either before the panel 
or that will come before the panel at some future time, except during a panel 
meeting where the application forms part of the agenda and the voting 
representative has a right to be heard by the panel at the meeting 

f) Voting representative and administrators being overbearing or threatening to 
joint organisation staff 
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g) Joint organisation staff being overbearing or threatening to voting 
representative or administrators 

h) Voting representative and administrators making personal attacks on joint 
organisation staff or engaging in conduct towards staff that would be contrary 
to the general conduct provisions in Part 3 of this code in public forums 
including social media 

i) Voting representative and administrators directing or pressuring joint 
organisation staff in the performance of their work, or recommendations they 
should make 

j) Joint organisation staff providing ad hoc advice to voting representative and 
administrators without recording or documenting the interaction as they 
would if the advice was provided to a member of the community 

k) Joint organisation staff meeting with applicants or objectors alone AND 
outside office hours to discuss planning applications or proposals 

l) Voting representative attending on-site inspection meetings with lawyers 
and/or consultants engaged by the joint organisation associated with current 
or proposed legal proceedings unless permitted to do so by the joint 
organisation executive officer or, in the case of the chair or administrator, 
unless they are exercising their functions under section 226 of the LGA. 

 
Part 6 ACCESS TO INFORMATION AND JOINT ORGANISATION RESOURCES 
 

Voting representative and administrator access to information 
 

6.1 The executive officer is responsible for ensuring that voting representative and 
administrators can access information necessary for the performance of their official 
functions. The executive officer and public officer are also responsible for ensuring that 
members of the public can access publicly available joint organisation information 
under the Government Information (Public Access) Act 2009 (the GIPA Act). 

 
6.2 The executive officer must provide voting representative and administrators with the 

information necessary to effectively discharge their official functions. 
 

6.3 Members of staff of the joint organisation must provide full and timely information to 
voting representative and administrators sufficient to enable them to exercise their 
official functions and in accordance with joint organisation procedures. 

 
6.4 Members of staff of the joint organisation who provide any information to a particular 

voting representative in the performance of their official functions must also make it 
available to any other voting representative who requests it and in accordance with 
joint organisation procedures. 

 

6.5 Voting representative and administrators who have a private interest only in joint 
organisation information have the same rights of access as any member of the public. 

 
6.6 Despite clause 8.4, voting representative and administrators who are precluded from 

participating in the consideration of a matter under this code because they have a 
conflict of interest in the matter, are not entitled to request access to joint organisation 
information in relation to the matter unless the information is otherwise available to 
members of the public, or the joint organisation has determined to make the 
information available under the GIPA Act. 
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Voting representative and administrators to properly examine and consider information 
 

6.7 Voting representative and administrators must ensure that they comply with their duty 
under section 439 of the LGA to act honestly and exercise a reasonable degree of care 
and diligence by properly examining and considering all the information provided to 
them relating to matters that they are required to make a decision on. 

 
Refusal of access to information 

 

6.8 Where the executive officer or public officer determine to refuse access to 
information requested by a voting representative or administrator, they must act 
reasonably. In reaching this decision they must take into account whether or not the 
information requested is necessary for the voting representative or administrator to 
perform their official functions (see clause 8.2) and whether they have disclosed a 
conflict of interest in the matter the information relates to that would preclude their 
participation in consideration of the matter (see clause 8.6). The executive officer or 
public officer must state the reasons for the decision if access is refused. 

 
Use of certain Joint Organisation information 

 

6.9 In regard to information obtained in your capacity as a joint organisation official, you 
must: 

a) subject to clause 8.14, only access joint organisation information needed for 
joint organisation business 

b) not use that joint organisation information for private purposes 
c) not seek or obtain, either directly or indirectly, any financial benefit or other 

improper advantage for yourself, or any other person or body, from any 
information to which you have access by virtue of your office or position with 
the joint organisation. 

d) only release joint organisation information in accordance with established 
joint organisation policies and procedures and in compliance with relevant 
legislation. 

 
Use and security of confidential information 

 

6.10 You must maintain the integrity and security of confidential information in your 
possession, or for which you are responsible. 

6.11 In addition to your general obligations relating to the use of joint organisation 
information, you must: 

a) only access confidential information that you have been authorised to 
access and only do so for the purposes of exercising your official functions 

b) protect confidential information 
 

c) only release confidential information if you have authority to do so 
d) only use confidential information for the purpose for which it is intended to 

be used 
e) not use confidential information gained through your official position for the 

purpose of securing a private benefit for yourself or for any other person 
f) not use confidential information with the intention to cause harm or 

detriment to the joint organisation or any other person or body 
g) not disclose any confidential information discussed during a confidential 

session of a Board or committee meeting or any other confidential forum 
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(such as, but not limited to, workshops or briefing sessions). 
 

Personal information 
 

6.12 When dealing with personal information you must comply with: 
a) the Privacy and Personal Information Protection Act 1998 
b) the Health Records and Information Privacy Act 2002 
c) the Information Protection Principles and Health Privacy Principles 
d) the joint organisation’s privacy management plan 
e) the Privacy Code of Practice for Local Government Use of the Joint 

Organisation resources 

6.13 You must use the joint organisation resources ethically, effectively, efficiently and 
carefully in exercising your official functions, and must not use them for private 
purposes, except when supplied as part of a contract of employment (but not for 
private business purposes), unless this use is lawfully authorised and proper payment 
is made where appropriate. 

 
6.14 Union delegates and consultative committee members may have reasonable access 

to joint organisation resources and information for the purposes of carrying out their 
industrial responsibilities, including but not limited to: 

a) the representation of members with respect to disciplinary matters 
b) the representation of employees with respect to grievances and disputes 
c) functions associated with the role of the local consultative committee. 

6.15 You must be scrupulous in your use of the joint organisation property, including 
intellectual property, official services, facilities, technology and electronic devices and 
must not permit their misuse by any other person or body. 

 
6.16 You must avoid any action or situation that could create the appearance that joint 

organisation property, official services or public facilities are being improperly used 
for your benefit or the benefit of any other person or body. 

 
6.17 You must not use the joint organisation resources (including joint organisation staff), 

property or facilities for the purpose of assisting your election campaign or the 
election campaigns of others unless the resources, property or facilities are 
otherwise available for use or hire by the public and any publicly advertised fee is 
paid for use of the resources, property or facility. 

 

6.18 You must not use the joint organisation letterhead, joint organisation crests, joint 
organisation email or social media or other information that could give the 
appearance it is official joint organisation material: 

a) for the purpose of assisting your election campaign or the election 
campaign of others, or 

b) for other non-official purposes. 
 

6.19 You must not convert any property of the joint organisation to your own use unless 
properly authorised. 

Internet access 
 

6.20 You must not use the joint organisation’s computer resources or mobile or other 
devices to search for, access, download or communicate any material of an offensive, 
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obscene, pornographic, threatening, abusive or defamatory nature, or that could 
otherwise lead to criminal penalty or civil liability and/or damage the joint 
organisation’s reputation. 

 
Joint Organisation record keeping 

 

6.21 You must comply with the requirements of the State Records Act 1998 and the joint 
organisation’s records management policy. 

 
6.22 All information created, sent and received in your official capacity is a joint 

organisation record and must be managed in accordance with the requirements of 
the State Records Act 1998 and the joint organisation’s approved records 
management policies and practices. 

 
6.23 All information stored in either soft or hard copy on joint organisation supplied 

resources (including technology devices and email accounts) is deemed to be related 
to the business of the joint organisation and will be treated as joint organisation 
records, regardless of whether the original intention was to create the information 
for personal purposes. 

 
6.24 You must not destroy, alter, or dispose of joint organisation information or records, 

unless authorised to do so. If you need to alter or dispose of joint organisation 
information or records, you must do so in consultation with the joint organisation’s 
records manager and comply with the requirements of the State Records Act 1998. 

 
Voting representative access to Joint Organisation buildings 

 

6.25 Voting representative and administrators are entitled to have access to joint 
organisation offices at the discretion of the executive officer. 

 
6.26 Voting representative and administrators must not enter staff-only areas of joint 

organisation offices without the approval of the executive officer (or their delegate) 
or as provided for in the procedures governing the interaction of voting 
representative and staff. 

 
6.27 Voting representative and administrators must ensure that when they are within a 

staff only area they refrain from conduct that could be perceived to improperly 
influence joint organisation staff decisions. 

 

Part 7 MAINTAINING THE INTEGRITY OF THIS CODE 
 

Complaints made for an improper purpose 
 

6.28 You must not make or threaten to make a complaint or cause a complaint to be made 
alleging a breach of this code for an improper purpose. 

 
6.29 For the purposes of clause 9.1, a complaint is made for an improper purpose where it is 

trivial, frivolous, vexatious or not made in good faith, or where it otherwise lacks merit 
and has been made substantially for one or more of the following purposes: 

a) to bully, intimidate or harass another joint organisation official 
b) to damage another joint organisation official’s reputation 
c) to obtain a political advantage 
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d) to influence a joint organisation official in the exercise of their official 
functions or to prevent or disrupt the exercise of those functions 

e) to influence the Board in the exercise of its functions or to prevent or 
disrupt the exercise of those functions 

f) to avoid disciplinary action under the Procedures 
g) to take reprisal action against a person for making a complaint alleging a 

breach of this code 
h) to take reprisal action against a person for exercising a function 

prescribed under the Procedures 
i) to prevent or disrupt the effective administration of this code under the 

Procedures. 
 

Detrimental action 
 

6.30 You must not take detrimental action or cause detrimental action to be taken against 
a person substantially in reprisal for a complaint they have made alleging a breach of 
this code. 

 
6.31 You must not take detrimental action or cause detrimental action to be taken against 

a person substantially in reprisal for any function they have exercised under the 
Procedures. 

 
6.32 For the purposes of clauses 9.3 and 9.4, a detrimental action is an action causing, 

comprising or involving any of the following: 
a) injury, damage or loss 
b) intimidation or harassment 
c) discrimination, disadvantage or adverse treatment in relation to 

employment 
d) dismissal from, or prejudice in, employment 
e) disciplinary proceedings. 

 
Compliance with requirements under the Procedures 

 

6.33 You must not engage in conduct that is calculated to impede or disrupt the 
consideration of a matter under the Procedures. 

 
6.34 You must comply with a reasonable and lawful request made by a person exercising a 

function under the Procedures. A failure to make a written or oral submission invited 
under the Procedures will not constitute a breach of this clause. 

 

6.35 You must comply with a practice ruling made by the Office under the Procedures. 
 

6.36 Where you are a voting representative or the executive officer, you must comply with 
any board resolution requiring you to take action as a result of a breach of this code. 

 
Disclosure of information about the consideration of a matter under the Procedures 

 

6.37 All allegations of breaches of this code must be dealt with under and in accordance with 
the Procedures. 

 
6.38 You must not allege breaches of this code other than by way of a complaint made or 

initiated under the Procedures. 
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6.39 You must not make allegations about, or disclose information about, suspected 

breaches of this code at board, committee or other meetings, whether open to the 
public or not, or in any other forum, whether public or not. 

 
6.40 You must not disclose information about a complaint you have made alleging a breach 

of this code or a matter being considered under the Procedures except for the purposes 
of seeking legal advice, unless the disclosure is otherwise permitted under the 
Procedures. 

 
6.41 Nothing under this Part prevents a person from making a public interest disclosure to 

an appropriate public authority or investigative authority under the Public Interest 
Disclosures Act 1994. 

 
Complaints alleging a breach of this Part 
6.42 Complaints alleging a breach of this Part by a voting representative, the executive 

officer or an administrator are to be managed by the Office. This clause does not 
prevent the Office from referring an alleged breach of this Part back to the Board for 
consideration in accordance with the Procedures. 

 
6.43 Complaints alleging a breach of this Part by other joint organisation officials are to be 

managed by the executive officer in accordance with the Procedures. 
 
 

SCHEDULE 1: DISCLOSURES OF INTERESTS AND OTHER MATTERS IN WRITTEN 
RETURNS SUBMITTED UNDER CLAUSE 4.21 

 
Part 1: Preliminary Definitions 

1. For the purposes of the schedules to this code, the following definitions apply: 
 

address means: 
 

a) in relation to a person other than a corporation, the last residential or business address 
of the person known to the voting representative or designated person disclosing the 
address, or 

b)  in relation to a corporation, the address of the registered office of the corporation in 
New South Wales or, if there is no such office, the address of the principal office of 
the corporation in the place where it is registered, or 

c) in relation to any real property, the street address of the property. 
 

de facto partner has the same meaning as defined in section 21C of the Interpretation Act 
1987. disposition of property means a conveyance, transfer, assignment, settlement, 
delivery, payment or other alienation of property, including the following: 

 
a) the allotment of shares in a company 
b) the creation of a trust in respect of property 
c) the grant or creation of a lease, mortgage, charge, easement, licence, power, 

partnership or interest in respect of property 
d) the release, discharge, surrender, forfeiture or abandonment, at law or in equity, of a 

debt, contract or chose in action, or of an interest in respect of property 
e) the exercise by a person of a general power of appointment over property in favour of 

another person 
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f) a transaction entered into by a person who intends by the transaction to diminish, 
directly or indirectly, the value of the person’s own property and to increase the value 
of the property of another person. 

 
gift means a disposition of property made otherwise than by will (whether or not by 
instrument in writing) without consideration, or with inadequate consideration, in money 
or money’s worth passing from the person to whom the disposition was made to the 
person who made the disposition but does not include a financial or other contribution to 
travel. 

 
interest means: 

 
a) in relation to property, an estate, interest, right or power, at law or in equity, in or 

over the property, or 
b) in relation to a corporation, a relevant interest (within the meaning of section 9 of the 

Corporations Act 2001 of the Commonwealth) in securities issued or made available 
by the corporation. 

 
listed company means a company that is listed within the meaning of section 9 
of the 
Corporations Act 2001 of the Commonwealth. 

 

occupation includes trade, profession and vocation. 
 

professional or business association means an incorporated or unincorporated body or 
organisation having as one of its objects or activities the promotion of the economic 
interests of its members in any occupation. 

 
property includes money. 

 
return date means: 

 
a) in the case of a return made under clause 4.21(a), the date on which a person 

became a voting representative or designated person 
b) in the case of a return made under clause 4.21(b), 30 June of the year in which the 

return is made 
c) in the case of a return made under clause 4.21(c), the date on which the voting 

representative or designated person became aware of the interest to be disclosed. 
 
 

relative includes any of the following: 
a) a person’s spouse or de facto partner 
b) a person’s parent, grandparent, brother, sister, uncle, aunt, nephew, niece, lineal 

descendant or adopted child 
c) a person’s spouse’s or de facto partner’s parent, grandparent, brother, sister, 

uncle, aunt, nephew, niece, lineal descendant or adopted child 
d) the spouse or de factor partner of a person referred to in paragraphs (b) and (c). 
travel includes accommodation incidental to a journey. 

 
Matters relating to the interests that must be included in returns 
2. Interests etc. outside New South Wales: A reference in this schedule or in schedule 2 to a 

disclosure concerning a corporation or other thing includes any reference to a disclosure 
concerning a corporation registered, or other thing arising or received, outside New South 
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Wales. 
 

3. References to interests in real property: A reference in this schedule or in schedule 2 to real 
property in which a voting representative or designated person has an interest includes a 
reference to any real property situated in Australia in which the voting representative or 
designated person has an interest. 

 
4. Gifts, loans etc. from related corporations: For the purposes of this schedule and 

schedule 2, gifts or contributions to travel given, loans made, or goods or services supplied, 
to a voting representative or designated person by two or more corporations that are 
related to each other for the purposes of section 50 of the Corporations Act 2001 of the 
Commonwealth are all given, made or supplied by a single corporation. 

 
Part 2: Pecuniary interests to be disclosed in returns 
 Real property 
5. A person making a return under clause 4.21 of this code must disclose: 

a) the street address of each parcel of real property in which they had an interest on 
the return date, and 

 
 

b) the street address of each parcel of real property in which they had an interest in 
the period since 30 June of the previous financial year, and 

c) the nature of the interest. 
 

6. An interest in a parcel of real property need not be disclosed in a return if the person 
making the return had the interest only: 
a) as executor of the will, or administrator of the estate, of a deceased person and 

not as a beneficiary under the will or intestacy, or 
b) as a trustee, if the interest was acquired in the ordinary course of an occupation not 

related to their duties as the holder of a position required to make a return. 
 

7. An interest in a parcel of real property need not be disclosed in a return if the person 
ceased to hold the interest prior to becoming a voting representative or designated 
person. 

 
8. For the purposes of clause 5 of this schedule, “interest” includes an option to purchase. 

 
Gifts 
9. A person making a return under clause 4.21 of this code must disclose: 

a) a description of each gift received in the period since 30 June of the previous 
financial year, and 

b) the name and address of the donor of each of the gifts. 
 

10. A gift need not be included in a return if: 
a) it did not exceed $500, unless it was among gifts totalling more than $500 made by 

the same person during a period of 12 months or less, or 
b) it was a political donation disclosed, or required to be disclosed, under Part 3 of the 

Electoral Funding Act 2018, or 
c) the donor was a relative of the donee, or 
d) subject to paragraph (a), it was received prior to the person becoming a 

voting representative or designated person. 
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11. For the purposes of clause 10 of this schedule, the amount of a gift other than 
money is an amount equal to the value of the property given. 

 
Contributions to travel 

 

12. A person making a return under clause 4.21 of this code must disclose: 
a) the name and address of each person who made any financial or other contribution to 

the expenses of any travel undertaken by the person in the period since 30 June of the 
previous financial year, and 

b) the dates on which the travel was undertaken, and 
c) the names of the states and territories, and of the overseas countries, in which the 

travel was undertaken. 
 

13. A financial or other contribution to any travel need not be disclosed under this clause if it: 
a) was made from public funds (including a contribution arising from travel on free 

passes issued under an Act or from travel in government or voting representative 
vehicles), or 

b) was made by a relative of the traveller, or 
 
 

c) was made in the ordinary course of an occupation of the traveller that is not related 
to their functions as the holder of a position requiring the making of a return, or 

d) did not exceed $250, unless it was among gifts totalling more than $250 made by the 
same person during a 12-month period or less, or 

e) was a political donation disclosed, or required to be disclosed, under Part 3 of the 
Electoral Funding Act 2018, or 

f) was made by a political party of which the traveller was a member and the travel was 
undertaken for the purpose of political activity of the party in New South Wales, or to 
enable the traveller to represent the party within Australia, or 

g) subject to paragraph (d) it was received prior to the person becoming a voting 
representative or designated person. 

 
14. For the purposes of clause 13 of this schedule, the amount of a contribution (other 

than a financial contribution) is an amount equal to the value of the contribution. 
 

Interests and positions in corporations 
 

15. A person making a return under clause 4.21 of this code must disclose: 
a) the name and address of each corporation in which they had an interest or held a 

position (whether remunerated or not) on the return date, and 
b) the name and address of each corporation in which they had an interest or held a 

position in the period since 30 June of the previous financial year, and 
c) the nature of the interest, or the position held, in each of the corporations, and 
d) a description of the principal objects (if any) of each of the corporations, except in 

the case of a listed company. 
 

16. An interest in, or a position held in, a corporation need not be disclosed if the corporation 
is: 
a) formed for the purpose of providing recreation or amusement, or for promoting 

commerce, industry, art, science, religion or charity, or for any other community 
purpose, and 

b) required to apply its profits or other income in promoting its objects, and 
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c) prohibited from paying any dividend to its members. 
 

17. An interest in a corporation need not be disclosed if the interest is a beneficial interest in 
shares in a company that does not exceed 10 per cent of the voting rights in the company. 

 
18. An interest or a position in a corporation need not be disclosed if the person ceased to 

hold the interest or position prior to becoming a voting representative or designated 
person. 

 
Interests as a property developer or a close associate of a property developer 

 

19. A person making a return under clause 4.21 of this code must disclose whether they were 
a property developer, or a close associate of a corporation that, or an individual who, is a 
property developer, on the return date. 

 
20. For the purposes of clause 19 of this schedule: 

 
close associate, in relation to a corporation or an individual, has the same meaning as 
it has in section 53 of the Electoral Funding Act 2018. 

 

property developer has the same meaning as it has in Division 7 of Part 3 of the Electoral 
Funding Act 2018. 

 
Positions in trade unions and professional or business associations 

 

21. A person making a return under clause 4.21 of the code must disclose: 
a) the name of each trade union, and of each professional or business association, in 

which they held any position (whether remunerated or not) on the return date, and 
b) the name of each trade union, and of each professional or business association, in 

which they have held any position (whether remunerated or not) in the period since 
30 June of the previous financial year, and 

c) a description of the position held in each of the unions and associations. 
 

22. A position held in a trade union or a professional or business association need not be 
disclosed if the person ceased to hold the position prior to becoming a voting 
representative or designated person. 

 
Dispositions of real property 

 

23. A person making a return under clause 4.21 of this code must disclose particulars of each 
disposition of real property by the person (including the street address of the affected 
property) in the period since 30 June of the previous financial year, under which they 
wholly or partly retained the use and benefit of the property or the right to re-acquire the 
property. 

 
24. A person making a return under clause 4.21 of this code must disclose particulars of each 

disposition of real property to another person (including the street address of the affected 
property) in the period since 30 June of the previous financial year, that is made under 
arrangements with, but is not made by, the person making the return, being a disposition 
under which the person making the return obtained wholly or partly the use of the 
property. 

 
25. A disposition of real property need not be disclosed if it was made prior to a person 
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becoming a voting representative or designated person. 
 

Sources of income 
 

26. A person making a return under clause 4.21 of this code must disclose: 
a) each source of income that the person reasonably expects to receive in the 

period commencing on the first day after the return date and ending on the following 
30 June, and 

b) each source of income received by the person in the period since 30 June of the 
previous financial year. 

 
27. A reference in clause 26 of this schedule to each source of income received, or 

reasonably expected to be received, by a person is a reference to: 
a) in relation to income from an occupation of the person: 

(i) a description of the occupation, and 
(ii) if the person is employed or the holder of an office, the name and address 

of their employer, or a description of the office, and 
(iii) if the person has entered into a partnership with other persons, the name 

(if any) under which the partnership is conducted, or 
 
 

b) in relation to income from a trust, the name and address of the settlor and the 
trustee, or 

c)  in relation to any other income, a description sufficient to identify the person from 
whom, or the circumstances in which, the income was, or is reasonably expected to 
be, received. 

 
28. The source of any income need not be disclosed by a person in a return if the amount of 

the income received, or reasonably expected to be received, by the person from that 
source did not exceed $500, or is not reasonably expected to exceed $500, as the case may 
be. 

 
29. The source of any income received by the person that they ceased to receive prior to 

becoming a voting representative or designated person need not be disclosed. 
 

30. A fee paid to a voting representative or to the Chair or Deputy Cahir under sections 248 
or 249 of the LGA need not be disclosed. 

Debts 
 

31. A person making a return under clause 4.21 of this code must disclose the name and 
address of each person to whom the person was liable to pay any debt: 
a) on the return date, and 
b) at any time in the period since 30 June of the previous financial year. 

 
32. A liability to pay a debt must be disclosed by a person in a return made under clause 4.21 

whether or not the amount, or any part of the amount, to be paid was due and payable on 
the return date or at any time in the period since 30 June of the previous financial year, as 
the case may be. 

 
33. A liability to pay a debt need not be disclosed by a person in a return if: 

a)  the amount to be paid did not exceed $500 on the return date or in the period since 
30 June of the previous financial year, as the case may be, unless: 
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(i) the debt was one of two or more debts that the person was liable to pay to 
one person on the return date, or at any time in the period since 30 June of 
the previous financial year, as the case may be, and 

(ii) the amounts to be paid exceeded, in the aggregate, $500, or 
b) the person was liable to pay the debt to a relative, or 
c) in the case of a debt arising from a loan of money the person was liable to pay the 

debt to an authorised deposit-taking institution or other person whose ordinary 
business includes the lending of money, and the loan was made in the ordinary 
course of business of the lender, or 

d) in the case of a debt arising from the supply of goods or services: 
(i) the goods or services were supplied in the period of 12 months immediately 

preceding the return date, or were supplied in the period since 30 June of the 
previous financial year, as the case may be, or 

(ii) the goods or services were supplied in the ordinary course of any occupation 
of the person that is not related to their duties as the holder of a position 
required to make a return, or 

e) subject to paragraph (a), the debt was discharged prior to the person becoming a 
voting representative or designated person. 

 

Discretionary disclosures 
 

34. A person may voluntarily disclose in a return any interest, benefit, advantage or liability, 
whether pecuniary or not, that is not required to be disclosed under another provision of 
this Schedule. 

 
 

SCHEDULE 2: FORM OF WRITTEN RETURN OF INTERESTS SUBMITTED UNDER 
CLAUSE 4.21 

 
‘Disclosures by voting representative and designated persons’ return 

 

1. The pecuniary interests and other matters to be disclosed in this return are prescribed by 
Schedule 1 of the Model Code of Conduct for Local Councils in NSW (the Model Code of 
Conduct). 

 
2. If this is the first return you have been required to lodge with the executive officer after 

becoming a voting representative or designated person, do not complete Parts C, D and I 
of the return. All other parts of the return should be completed with appropriate 
information based on your circumstances at the return date, that is, the date on which you 
became a voting representative or designated person. 

 
3. If you have previously lodged a return with the executive officer and you are completing 

this return for the purposes of disclosing a new interest that was not disclosed in the last 
return you lodged with the executive officer, you must complete all parts of the return 
with appropriate information for the period from 30 June of the previous financial year or 
the date on which you became a voting representative or designated person, (whichever 
is the later date), to the return date which is the date you became aware of the new interest 
to be disclosed in your updated return. 

 
4. If you have previously lodged a return with the executive officer and are submitting a new 

return for the new financial year, you must complete all parts of the return with 
appropriate information for the 12-month period commencing on 30 June of the previous 
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year to 30 June this year. 
 

5. This form must be completed using block letters or typed. 
 

6. If there is insufficient space for all the information you are required to disclose, you must 
attach an appendix which is to be properly identified and signed by you. 

 
7. If there are no pecuniary interests or other matters of the kind required to be disclosed 

under a heading in this form, the word “NIL” is to be placed in an appropriate space under 
that heading. 

 
Important information 

 

This information is being collected for the purpose of complying with clause 4.21 of the 
Model Code of Conduct. 

 

You must not lodge a return that you know or ought reasonably to know is false or misleading 
in a material particular (see clause 4.23 of the Model Code of Conduct). Complaints about 
breaches of these requirements are to be referred to the Office of Local Government and may 
result in disciplinary action by the voting representative, the Chief Executive of the Office of 
Local Government or the NSW Civil and Administrative Tribunal. 

 
The information collected on this form will be kept by the executive officer in a register of 
returns. The executive officer is required to table all returns at a board meeting. 

 
Information contained in returns made and lodged under clause 4.21 is to be made publicly 
available in accordance with the requirements of the Government Information (Public Access) 
Act 2009, the Government Information (Public Access) Regulation 2009 and any guidelines 
issued by the Information Commissioner. 

 
You have an obligation to keep the information contained in this return up to date. If you 
become aware of a new interest that must be disclosed in this return, or an interest that you 
have previously failed to disclose, you must submit an updated return within three months of 
becoming aware of the previously undisclosed interest. 

 
Disclosure of pecuniary interests and other matters by [full name of voting representative or 
designated person] 

 
as at [return date] 

 
in respect of the period from [date] to [date] 

 
[voting representative’s or designated person’s signature] [date] 

 
A. Real Property   

Street address of each parcel of real property in which I had an interest at the 
return date/at any time since 30 June 

Nature of interest 

  
B. Sources of income   
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1 Sources of income I reasonably expect to receive from an occupation in the period commencing on 
the first day after the return date and ending on the following 30 June 
Sources of income I received from an occupation at any time since 30 June 
Description of occupation Name and address of employer or 

description of office held (if 
applicable) 

Name under which 
partnership 
conducted (if 
applicable) 

   
2 Sources of income I reasonably expect to receive from a trust in the period commencing on the 
first day after the return date and ending on the following 30 June 
Sources of income I received from a trust since 30 June 
Name and address of settlor Name and address of trustee 
  
3 Sources of other income I reasonably expect to receive in the period commencing on the first 

 
day after the return date and ending on the following 30 June 
Sources of other income I received at any time since 30 June 
[Include description sufficient to identify the person from whom, or the circumstances in which, that 
income was received] 
 
C. Gifts    
Description of each gift I received at any time since 30 June Name and address of donor 

  
D. Contributions to travel    
Name and address of each person who 
made any financial or other 
contribution to any travel undertaken 
by me at any time since 30 June 

Dates on which travel was undertaken Name of States, 
Territories of the 
Commonwealth and 
overseas countries in 
which travel was 
undertaken 

   
E. Interests and positions in corporations 
Name and address of each corporation 
in which I had an interest or held a 
position at the return date/at any time 
since 30 June 

Nature of interest 
(if any) 

Description of 
position (if any) 

Description of 
principal objects (if 
any) of corporation 
(except in case of 
listed company) 

    
F. Were you a property developer or a close associate of a property developer on the return date? 
(Y/N) 
 
G. Positions in trade unions and professional or business associations 
Name of each trade union and each professional or 
business association in which I held any position (whether 
remunerated or not) at the return date/at any 
time since 30 June 

Description of position 

  
H. Debts    
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Name and address of each person to whom I was liable to pay any debt at the return date/at any 
time since 30 June 
 
I. Dispositions of property    
1 Particulars of each disposition of real property by me (including the street address of the affected 
property) at any time since 30 June as a result of which I retained, either wholly or in 
part, the use and benefit of the property or the right to re-acquire the property at a later time 
 
2 Particulars of each disposition of property to a person by any other person under arrangements 
made by me (including the street address of the affected property), being dispositions made at any 
time since 30 June, as a result of which I obtained, either wholly or in 
part, the use and benefit of the property 

 

J. Discretionary disclosures 
 
SCHEDULE 3: FORM OF SPECIAL DISCLOSURE OF PECUNIARY INTEREST SUBMITTED 

UNDER CLAUSE 4.37 
 

1. This form must be completed using block letters or typed. 
 

2. If there is insufficient space for all the information you are required to disclose, you 
must attach an appendix which is to be properly identified and signed by you. 

 
Important information 

 

This information is being collected for the purpose of making a special disclosure of pecuniary 
interests under clause 4.36(c) of the Model Code of Conduct for Local Councils in NSW (the 
Model Code of Conduct). 

 
The special disclosure must relate only to a pecuniary interest that a voting representative has 
in the voting representative’s principal place of residence, or an interest another person (whose 
interests are relevant under clause 4.3 of the Model Code of Conduct) has in that person’s 
principal place of residence. 

 
Clause 4.3 of the Model Code of Conduct states that you will have a pecuniary interest in a 
matter because of the pecuniary interest of your spouse or your de facto partner or your 
relative or because your business partner or employer has a pecuniary interest. You will also 
have a pecuniary interest in a matter because you, your nominee, your business partner or your 
employer is a member of a company or other body that has a pecuniary interest in the matter. 

 
“Relative” is defined by clause 4.4 of the Model Code of Conduct as meaning your, your 
spouse’s or your de facto partner’s parent, grandparent, brother, sister, uncle, aunt, nephew, 
niece, lineal descendant or adopted child and the spouse or de facto partner of any of those 
persons. 

 
You must not make a special disclosure that you know or ought reasonably to know is false or 
misleading in a material particular. Complaints about breaches of these requirements are to 
be referred to the Office of Local Government and may result in disciplinary action by the Chief 
Executive of the Office of Local Government or the NSW Civil and Administrative Tribunal. 

 
This form must be completed by you before the commencement of the Board or Board 
committee meeting at which the special disclosure is being made. The completed form must be 
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tabled at the meeting. Everyone is entitled to inspect it. The special disclosure must be recorded 
in the minutes of the meeting. 
 
Special disclosure of pecuniary interests by [full name of voting representative] in the matter 

of [insert name of environmental planning instrument] which is to be considered at a 

meeting of the [name of Board or Board committee (as the case requires)] to be held on 

the day of 20  . 

Pecuniary interest 
Address of the affected principal place of residence of the 
voting representative or an associated person, 
company or body (the identified land) 

 

Relationship of identified land to the voting 
representative 
[Tick or cross one box.] 

□ The voting representative has an interest in the 
land (e.g. is the owner or has another interest arising 
out of a mortgage, lease, trust, option or contract, or 
otherwise). 
□ An associated person of the voting representative 
has an interest in the land. 
□ An associated company or body of the voting 
representative has an interest in the land. 

Matter giving rise to pecuniary interest1 
0F 

Nature of the land that is subject to a change in 
zone/planning control by the proposed LEP (the subject 
land)2 

1F 

[Tick or cross one box] 

□ The identified land. 
□ Land that adjoins or is adjacent to or is in proximity 
to the identified land. 

Current zone/planning control 
[Insert name of current planning instrument and identify 
relevant zone/planning control applying to the subject 
land] 

 

Proposed change of zone/planning control 
[Insert name of proposed LEP and identify proposed 
change of zone/planning control applying to the subject 
land] 

 

Effect of proposed change of zone/planning control on 
voting representative or associated person 
[Insert one of the following: “Appreciable financial gain” 
or “Appreciable financial loss”] 

 

[If more than one pecuniary interest is to be declared, reprint the above box and fill in 
for each additional interest.] 

Voting representative’s signature  

Date 
[This form is to be retained by the voting representative’s executive officer and included in full 
in the minutes of the meeting] 

 
 
 
 

1 Clause 4.1 of the Model Code of Conduct provides that a pecuniary interest is an interest that a person 
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has in a matter because of a reasonable likelihood or expectation of appreciable financial gain or loss to 
the person. A person does not have a pecuniary interest in a matter if the interest is so remote or 
insignificant that it could not reasonably be regarded as likely to influence any decision the person might 
make in relation to the matter, or if the interest is of a kind specified in clause 4.6 of the Model Code of 
Conduct. 

2 A pecuniary interest may arise by way of a change of permissible use of land adjoining, adjacent 
to or in proximity to land in which a councillor or a person, company or body referred to in clause 
4.3 of the Model Code of Conduct has a proprietary interest. 

  



 

CRJO Policy and Procedures Compendium – October 2021  78 

Public Interest Disclosure Policy 
 

Policy title  Public Interest Disclosure Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 2 

 

1. Purpose 
The Canberra Region Joint Organisation (CRJO) is committed to providing an appropriate avenue 
for staff, Board members and other parties to make Public Interest Disclosures and to provide a 
safe working environment for any person who makes a Public Interest Disclosure.  

The purpose of this policy is to facilitate an effective internal reporting system to enable the CRJO 
to acknowledge and act upon reports of corruption, maladministration, serious and substantial 
waste, government information contravention and/or local government pecuniary interest 
contravention.  

The accompanying guidelines are to serve as the CRJO’s internal system for the purpose of the 
Public Interest Disclosures Act 1994 (PID Act). The Public Interest Disclosures Act 1994 aims to 
encourage and facilitate disclosures – in the public interest – by:  

• enhancing and augmenting established procedures for making disclosures,  

• protecting persons from reprisals that might otherwise be inflicted on them 
because of these disclosures, and  

• providing for those disclosures to be properly investigated and dealt with. 

 

2. Scope 
This policy applies to: 

• CRJO staff and representatives 

• All permanent employees, whether full-time and part-time 

• Temporary or casual employees 

• Consultants 
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• Individual contractors working for the CRJO 

Legislation / References 
• Public Interest Disclosures Act 1994 (PID Act) 

• Code of Conduct for the CRJO 

• Government Information (Public Access) Act 2009 (NSW) (GIPA Act) 

• Local Government Act 1993 

 

3. Roles and Responsibilities 
This policy will apply to: 

• both CRJO staff and representatives 

• all permanent employees, whether full-time or part-time 

• temporary or casual employees 

• consultants 

• individual contractors working for the CRJO. 

The policy may also apply to other people who perform public official functions and their 
conduct and activities could be investigated by an investigating authority. This can include 
volunteers and those contracted to work for the CRJO. 

What should be reported? 
You should report any wrongdoing you see relating to the work of the CRJO. Reports about the 
five categories of serious wrongdoing – corrupt conduct, maladministration, serious and 
substantial waste of public money, government information contravention, and also local 
government pecuniary interest contravention – will be dealt with under the PID Act as public 
interest disclosures and according to this policy. For more information, see the NSW 
Ombudsman’s guidelines on what can be reported. 

Corrupt conduct 
Corrupt conduct is the dishonest or partial exercise of official functions by a public official. For 
example, this could include: 

• the improper use of knowledge, power or position for personal gain or the advantage of 
others 

• acting dishonestly or unfairly, or breaching public trust 

• a member of the public influencing a public official to use their position in a way that is 
dishonest, biased or breaches public trust. 

Maladministration 
Maladministration is conduct that involves action or inaction of a serious nature that is contrary 
to law, unreasonable, unjust, oppressive or improperly discriminatory or based wholly or partly 
on improper motives. For example, this could include: 

• making a decision and/or taking action that is unlawful 

• refusing to grant someone a licence for reasons that are not related to the merits of their 
application. 

https://www.ombo.nsw.gov.au/what-we-do/our-work/public-interest-disclosures/information-for-agencies
https://www.ombo.nsw.gov.au/what-we-do/our-work/public-interest-disclosures/information-for-agencies
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Serious and substantial waste in local government 
Serious and substantial waste is the uneconomical, inefficient or ineffective use of resources 
that could result in the loss or wastage of local government money. This includes all revenue, 
loans and other money collected, received or held by, for or on account of the CRJO. 

For example, this could include: 

• poor project management practices leading to projects running over time 

• having poor or no processes in place for a system involving large amounts of 
public funds. 

Government information contravention 
A government information contravention is a failure to properly fulfil functions under the 
Government Information (Public Access) Act 2009 

(GIPA Act). 

For example, this could include: 

• destroying, concealing or altering records to prevent them from being released 

• knowingly making decisions that are contrary to the legislation 

• directing another person to make a decision that is contrary to the legislation. 

Local Government pecuniary interest contravention 
A local government pecuniary interest contravention is a failure to fulfil certain functions under 
the Local Government Act 1993 relating to the management of pecuniary interests. These 
include obligations to lodge disclosure of interests returns, lodge written declarations and 
disclose pecuniary interests at CRJO Board and committee meetings. A pecuniary interest is an 
interest that a person has in a matter because of a reasonable likelihood or expectation of 
appreciable financial gain or loss to the person. 

For example, this could include: 

• a senior CRJO staff member recommending a family member for a CRJO contract 
and not declaring the relationship 

• an Chief Executive holding an undisclosed shareholding in a company competing 
for an CRJO Regional contract 

Other wrongdoing 
Although reports about the previous five categories of conduct can attract the specific 
protections of the PID Act, you should report all activities or incidents that you believe are 
wrong. 

For example, these could include: 

• harassment or unlawful discrimination 

• reprisal action against a person who has reported wrongdoing 

• practices that endanger the health or safety of staff or the public. 

These types of issues should be reported to a supervisor, in line with the CRJO’s policies. Copies 
of the policies are available from the Chief Executive of the CRJO. 

Even if these reports are not dealt with as public interest disclosures, the CRJO will investigate 
and consider each matter and make every attempt to protect the staff member making the 
report from any form of reprisal. 
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When will a report be protected? 
The CRJO will support any staff who report wrongdoing. For a report to be considered a public 
interest disclosure, it has to meet all of the requirements under the PID Act. These requirements 
are: 

• The person making the disclosure must honestly believe on reasonable grounds that the 
information shows or tends to show wrongdoing. 

• The report has to be made to one or more of the following: 

1. a position nominated in this policy – see section 8 below 

2. the Chief Executive 

3. one of the investigating authorities nominated in the PID Act – see section 9 below. 

Reports by staff and councillor delegates will not be considered to be public interest disclosures 
if they: 

• mostly question the merits of government policy, including the policy of the governing 
body of the CRJO 

• are made with the sole or substantial motive of avoiding dismissal or other disciplinary 
action. 

How to make a report 
You can report wrongdoing in writing or verbally. You are encouraged to make a report in 
writing as this can help to avoid any confusion or misinterpretation. If a report is made verbally, 
the person receiving the report must make a comprehensive record of the disclosure and ask 
the person making the disclosure to sign this record. The staff member should keep a copy of 
this record. If you are concerned about being seen making a report, ask to meet in a discreet 
location away from the workplace. 

Can a report be anonymous? 
There will be some situations where you may not want to identify yourself when you make a 
report. Although these reports will still be dealt with by the CRJO, it is best if you identify 
yourself. This allows us to provide you with any necessary protection and support, as well as 
feedback about the outcome of any investigation into the allegations. 

It is important to realise that an anonymous disclosure may not prevent you from being 
identified. If we do not know who made the report, it is very difficult for us to prevent any 
reprisal action. 

Maintaining confidentiality 
The CRJO realises many staff will want their report to remain confidential. This can help to 
prevent any action being taken against you for reporting wrongdoing. We are committed to 
keeping your identity, and the fact you have reported wrongdoing, confidential. However there 
may be situations where this may not be possible or appropriate. We will discuss with you 
whether it is possible to keep your report confidential. 

If confidentiality cannot be maintained, we will develop a plan to support and protect you from 
risks of reprisal. You will be involved in developing this plan. You will also be told if your report 
will be dealt with under the CRJO’s code of conduct, as this may mean certain information will 
have to be tabled at an CRJO Board meeting. 

If you report wrongdoing, you should only discuss your report with those dealing with it. This 
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will include the disclosures coordinator and the Chief Executive. If you discuss your report more 
broadly, you may affect the outcome of any investigation. 

Who can receive a report within the CRJO? 
You are encouraged to report general wrongdoing to your supervisor. However the PID Act 
requires that – for a report to be a public interest disclosure – it must be made to a public 
official in accordance with the CRJO’s disclosure procedures. For the CRJO, this means this 
policy and any supporting procedures. 

Any supervisor who receives a report that they believe may be a public interest disclosure must 
refer the staff member making the report to one of the positions listed below. The broader 
responsibilities of these positions are outlined below. 

If you are CRJO staff and your report involves a councillor delegate, you should make it to the 
Chief Executive or the CRJO Chairperson. If you are a councillor delegate and your report is 
about another councillor delegate, you should make it to the Chief Executive or the CRJO 
Chairperson. 

The following list provides: 

2 for internal disclosures:- a list of CRJO representatives to whom a Public Interest Disclosure 
can be made and 

3 for External disclosures: - a list of bodies to whom a Public Interest Disclosure can be made. 

The following positions are the only staff within the CRJO who can receive a public interest 
disclosure. 

Chief Executive 
You can report wrongdoing directly to the Chief Executive. The Chief Executive is responsible 
for: 

• deciding if a report is a public interest disclosure 

• determining what needs to be done next, including referring it to other authorities 

• deciding what needs to be done to correct the problem that has been identified. 

The Chief Executive must make sure there are systems in place in the CRJO to support and 
protect staff who report wrongdoing. The Chief Executive is also responsible for referring actual 
or suspected corrupt conduct to the Independent Commission Against Corruption. The Chief 
Executive can be contacted via the CRJO office. 

Chairperson 
If you are making a report about the Chief Executive, you should make your report to the CRJO 
Chairperson. They are responsible for: 

• deciding if a report is a public interest disclosure 

• determining what needs to be done next, including referring it to other authorities 

• deciding what needs to be done to correct the problem that has been identified. 

The Chairperson must make sure there are systems in place in the CRJO to support and protect 
staff who report wrongdoing. If the report is about the Chief Executive, the Chairperson is also 
responsible for referring actual or suspected corrupt conduct to the Independent Commission 
Against Corruption. The Chairperson may be contacted via the CRJO office. 

Who can receive a report outside of the CRJO? 
Staff are encouraged to report wrongdoing within the CRJO, but internal reporting is not the 
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only option. If you follow the guidance below, your report can still be a public interest 
disclosure. 

You can choose to make your report to an investigating authority. You can do this first, or at any 
stage after your initial report to the CRJO. If your report is about the Chief Executive or the 
Chairperson, you should consider making it to an investigating authority. 

You can also choose to make a report to a Member of Parliament or a journalist, but only in 
limited circumstances. 

Investigating authorities 
The PID Act lists a number of investigating authorities in NSW that staff can report wrongdoing 
to and the categories of wrongdoing each authority can deal with. 

In relation to council, these authorities are: 

• the Independent Commission Against Corruption (ICAC) — for corrupt conduct 

• the Ombudsman — for maladministration 

• the Office of Local Government — for disclosures about local government agencies 

• the Information Commissioner — for disclosures about a government information 
contravention. 

You should contact the relevant authority for advice about how to make a disclosure to them. 
Contact details for each investigating authority are provided at the end of this policy. 

You should be aware that it is very likely the investigating authority will discuss the case with 
the CRJO. We will make every effort to assist and cooperate with the investigating authority to 
ensure the matter is dealt with appropriately and there is a satisfactory outcome. We will also 
provide appropriate support and assistance to staff who report wrongdoing to an investigating 
authority. 

Members of Parliament or journalists 
To have the protections of the PID Act, staff reporting wrongdoing to a Member of Parliament 
(MP) or a journalist must have already made substantially the same report to one of the 
following: 

• the Chief Executive 

• a person nominated in this policy 

• an investigating authority in accordance with the PID Act. 

Also, the CRJO or investigating authority that received the report must have either: 

• decided not to investigate the matter 

• decided to investigate the matter, but not completed the investigation within six months 
of the original report 

• investigated the matter but not recommended any action as a result 

• not told the person who made the report, within six months of the report being made, 
whether the matter will be investigated. 

Most importantly – to be protected under the PID Act – if you report wrongdoing to an MP or a 
journalist you will need to be able to prove that you have reasonable grounds for believing that 
the disclosure is substantially true and that it is in fact substantially true. 

If you report wrongdoing to a person or an organisation that is not listed above, you will not be 
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protected under the PID Act. This may mean you will be in breach of legal obligations or the 
CRJOJO code of conduct – by, for example, disclosing confidential information. 

For more information about reporting wrongdoing outside the CRJO contact the disclosures 
coordinator or the NSW Ombudsman’s Public Interest Disclosures Unit. Their contact details are 
provided at the end of this policy. 

Feedback to staff who report wrongdoing 
Staff who report wrongdoing will be told what is happening in response to their report. When 
you make a report, you will be given: 

• an acknowledgement that your disclosure has been received 

• the timeframe for when you will receive further updates 

• the name and contact details of the people who can tell you what is happening. 

The PID Act requires that you are provided with an acknowledgement letter and a copy of this 
policy within 45 days after you have made your report. We will attempt to get this information 
to you within seven working days from the date you make your report. 

After a decision is made about how your report will be dealt with, you will be given: 

• information about the action that will be taken in response to your report 

• likely timeframes for any investigation 

• information about the resources available within the CRJO to handle any concerns 
you may have 

• information about external agencies and services you can access for support. 

This information will be given to you within 10 working days from the date you make your 
report. During any investigation, you will be given: 

• information on the ongoing nature of the investigation 

• information about the progress of the investigation and reasons for any delay 

• advice if your identity needs to be disclosed for the purposes of investigating the 
matter, and an opportunity to talk about this. At the end of any investigation, you 
will be given: 

• enough information to show that adequate and appropriate action was taken 
and/or is proposed to be taken in response to your disclosure and any problem 
that was identified 

• advice about whether you will be involved as a witness in any further matters, 
such as disciplinary or criminal proceedings. 

Protection against reprisals 
The PID Act provides protection for people reporting wrongdoing by imposing penalties on 
anyone who takes detrimental action substantially in reprisal for them making the public 
interest disclosure. 

The CRJO will not tolerate any reprisal action against staff who report wrongdoing. The criminal 
penalties that can be imposed include imprisonment or fines. Detrimental action is also 
misconduct that justifies disciplinary action. People who take detrimental action against 
someone who has made a disclosure can also be required to pay damages for any loss suffered 
by that person. 
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Detrimental action means action causing, comprising or involving any of the following: 

• injury, damage or loss 

• intimidation or harassment 

• discrimination, disadvantage or adverse treatment in relation to employment 

• dismissal from, or prejudice in, employment 

• disciplinary proceedings. 

Responding to reprisals 
The CRJO will act to protect staff who report wrongdoing from reprisals. When a report is 
received, we will ensure that a thorough risk assessment is conducted. This will identify any 
risks to the member of staff who reported the wrongdoing, as well as strategies to deal with 
those risks. 

If you believe that detrimental action has been or is being taken against you or someone else 
who has reported wrongdoing in reprisal for making a report, you should tell your supervisor, 
the disclosures coordinator or the general manager immediately. 

All supervisors must report any suspicions they have that reprisal action against a staff member 
is occurring, or any reports that are made to them, to the disclosures coordinator or the Chief 
Executive. 

If the disclosures coordinator becomes aware of reprisal action against a person who has made 
a disclosure, they will: 

• ensure a senior and experienced member of staff, who has not been involved in 
dealing with the initial disclosure, will investigate the suspected reprisal 

• give the results of that investigation to the Chief Executive for a decision 

• give the results of that investigation to the Chairperson for a decision if the 
allegation of reprisal action is about the Chief Executive 

• if it has been established that reprisal action is occurring against someone who 
has made a disclosure, take all steps possible to stop that activity and protect the 
member of staff who made the disclosure 

• take appropriate disciplinary or criminal action against anyone proven to have 
taken or threatened any action in reprisal for making a disclosure. 

If you report reprisal action, you will be kept informed of the progress of any investigation and 
the outcome. The Chief Executive may issue specific directions to help protect against reprisals. 
These may include: 

• issuing warnings to those alleged to have taken reprisal action against the 
member of staff who made the disclosure 

• relocating the member of staff who made the disclosure or the subject officer 
within the current workplace 

• transferring the member of staff who made the disclosure or the staff member 
who is the subject of the allegation to another position for which they are 
qualified 

• granting the member of staff who made the disclosure or the subject officer leave 
of absence during the investigation of the disclosure. 
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These directions will only be taken if the member of staff who made the disclosure agrees to it. 
The disclosures coordinator will make it clear to other staff that this action was taken in 
consultation with the staff member and with management support – and it is not a punishment. 

If you have reported wrongdoing and feel that any reprisal action is not being dealt with 
effectively, contact the Ombudsman or the ICAC – depending on the type of wrongdoing you 
reported. Contact details for all these investigating authorities are included at the end of this 
policy. 

Protection against legal action 
If you make a disclosure in accordance with the PID Act, you will not be subject to any liability 
and no action, claim or demand can be taken against you for making the disclosure. You will not 
have breached any confidentiality or secrecy obligations and you will have the defence of 
absolute privilege in defamation. 

Support for those reporting wrongdoing 
The CRJO will make sure that staff who have reported wrongdoing, regardless of whether they 
have made a public interest disclosure, are provided with access to any professional support 
they may need as a result of the reporting process – such as stress management, counselling 
services, legal or career advice. 

We also have staff who will support those who report wrongdoing. They are responsible for 
initiating and coordinating support, particularly to those who are suffering any form of reprisal. 

All supervisors must notify the disclosures coordinator if they believe a staff member is 
suffering any detrimental action as a result of disclosing wrongdoing. 

Sanctions for making false or misleading disclosures 
It is important that all staff are aware that it is a criminal offence under the PID Act to wilfully 
make a false or misleading statement when reporting wrongdoing. 

Support for the subject of a report 
The CRJO is committed to ensuring staff who are the subject of a report of wrongdoing are 
treated fairly and reasonably. If you are the subject of a report, you will be: 

• treated fairly and impartially 

• told your rights and obligations under our policies and procedures 

• kept informed during any investigation 

• given the opportunity to respond to any allegation made against you 

• told the result of any investigation. 

4. More information 
More information around public interest disclosures is available from the NSW Ombudsman's 
website at www.ombo.nsw.gov.au 

5. Resources 
The contact details for external investigating 

authorities that staff can make a public interest disclosure to or seek advice from are listed following. 

http://www.ombo.nsw.gov.au/
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For disclosures about corrupt conduct: 
Independent Commission Against Corruption 
(ICAC) Phone: 02 8281 5999 

Toll free: 1800 463 909 

Tel. typewriter (TTY): 02 8281 5773 

Facsimile: 02 9264 5364 

Email: icac@icac.nsw.gov.au  

Web: www.icac.nsw.gov.au 

Address: Level 21, 133 Castlereagh Street, Sydney 
NSW 2000 

For disclosures about maladministration: 

NSW Ombudsman Phone: 02 9286 1000 

Toll free (outside Sydney metro): 1800 451 
524 

Tel. typewriter (TTY): 02 9264 8050 

Facsimile: 02 9283 2911 

Email: nswombo@ombo.nsw.gov.au  

Web: www.ombo.nsw.gov.au 

Address: Level 24, 580 George Street, Sydney 
NSW 2000 

For disclosures about breaches of the GIPA Act: 

Information Commissioner Toll free: 1800 463 626 

Facsimile: 02 8114 3756  

Email: oicinfo@oic.nsw.gov.au  

Web: www.oic.nsw.gov.au 

Address: Level 11, 1 Castlereagh Street, Sydney 
NSW 2000 

For disclosures about local government 
agencies: 

Office of Local Government Phone: 02 4428 
4100 

Tel. typewriter (TTY): 02 4428 4209 

Facsimile: 02 4428 4199  

Email: olg@olg.nsw.gov.au  

Web: www.olg.nsw.gov.au 

Address: 5 O’Keefe Avenue, Nowra, NSW 
2541 

  

mailto:icac@icac.nsw.gov.au
http://www.icac.nsw.gov.au/
mailto:nswombo@ombo.nsw.gov.au
http://www.ombo.nsw.gov.au/
mailto:oicinfo@oic.nsw.gov.au
http://www.oic.nsw.gov.au/
mailto:olg@olg.nsw.gov.au
http://www.olg.nsw.gov.au/
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Revenue Policy 
 

Policy title  Revenue Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 3 

 

1. Introduction 
The Canberra Region Joint Organisation is governed by the Local Government Act 1993 and under 
REG 397 (i) joint organisations must have a statement of their revenue policy for each year. This 
policy should include:  

(a) an estimate of income and expenditure 

(b) the types of fees proposed to be charged 

(c) any proposed fees for non-business activities 

(d) statement of any proposed borrowings 

NB: fees need not be disclosed for any information that could confer a commercial 
advantage on the competitor of the joint organisation.   

2. Membership Fees 
Membership fees shall be determined in accordance with the methodology adopted by the Board 
in the CRJO Charter as detailed in Section 3 of the Charter. 

Annual Member Contributions 
Each member council is to contribute an annual monetary payment or equivalent 
contribution based on:  

I.      A flat fee of $10,000 

II. A population fee of 77 cents per head 

The 2021/22 annual member contribution represents an indexation of 2.5% on the base 
methodology listed above. 
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Associate Member Contributions 
Contributions to be as follows unless otherwise determined by the Board: 

I. 75% of the calculated member contribution fee for councils located in NSW 

II. 25% of the calculated member contribution fee for councils outside NSW (East 
Gippsland) 

III. Affiliate membership fees of other entities determined by the Board on a case-by-
case basis    

Affiliate Member Contributions 

I. The initial membership fee for Affiliates be set at $20,000. 

II. The terms of affiliate membership: 

a. be offered as a non-voting membership to a person(s) or entity including 
corporate and not-for-profit organisations subject to a resolution of the Board. 

b. be considered by the Board on a case-by-case basis where there is a benefit 
that is aligned to CRJO Strategic Priorities.  

 

c. be reviewed annually by the Board and the Affiliate as to whether continued 
membership remains applicable.  

d. attract a membership fee as determined by the annual membership fees or 
include in-kind support equivalent to a similar value. 

Other Member Contributions 
Contributions for other projects/activities shall be at the discretion of the individual 
member. Members may choose to be a voluntary participant in the project/activity.  
 

Table 1 – Membership fees 

 
 
  

$10,000 Flat Fee + $0.77 per head 0.77 2.50%
LGA Population 

(2018)
Flat Fee Population 

Fee
Full Fee Factor 2020-2021 2021-2022

Bega Valley 34348 $10,000 $26,448 $36,448 1 $36,448 $37,359
Eurobodalla 38288 $10,000 $29,482 $39,482 1 $39,482 $40,469
Goulburn Mulwaree 30852 $10,000 $23,756 $33,756 1 $33,756 $34,600
Hilltops 18782 $10,000 $14,462 $24,462 1 $24,462 $25,074
Queanbeyan-Palerang 59959 $10,000 $46,168 $56,168 1 $56,168 $57,572
Snowy Monaro 20733 $10,000 $15,964 $25,964 1 $25,964 $26,613
Upper Lachlan 7961 $10,000 $6,130 $16,130 1 $16,130 $16,533
Yass Valley 16953 $10,000 $13,054 $23,054 1 $23,054 $23,630
Wingecarribee 50493 $10,000 $38,880 $48,880 1 $48,880 $50,102
Snowy Valleys 14532 $10,000 $11,190 $21,190 1 $21,190 $21,720
Wagga Wagga 64820 $10,000 $49,911 $59,911 0.75 $44,934 $46,057
ACT 411667 $10,000 $316,984 $326,984 MOU $44,934 $46,057
East Gippsland 46818 $10,000 $36,050 $46,050 0.25 $11,512 $11,800
Total Member Contributions $426,914 $437,586
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3. 2021/22 Budget 
A summary of the 2021/22 budgeted financial statements is provided below: 

 2021/2022 

 $'000 
Income Statement  

Total income from continuing operations 
                
2,125  

Total expenses from continuing operations 
                
2,044  

Operating result from continuing operations 
                
(81)  

  
Statement of Financial Position  

Total current assets 
                   
1,468  

Total current liabilities 
                       
26 

Total non-current assets 
                      
41 

Total non-current liabilities 
                       
-    

Total equity 
                   
1,483  

 

See Attachment 1 for the 2021/22 detailed budgeted financial statements.  

4. Cost Recovery  
The principle of full cost recovery and ‘user pay’ will apply to any services provided unless otherwise 
determined by the Board. 

5. Statement of Proposed Borrowings  
2021 – 2022 BORROWINGS  NIL 

6. Debt Policy   
The CRJO will not borrow funds to create long term debt. 

Funds will only be borrowed to address any short-term cash flow issues to ensure that there is sufficient 
liquidity to meet ongoing operational requirements.  The short-term borrowing may be in the form of 
an overdraft negotiated with the CRJO’s banking facility. 

7. Competitive Neutrality 
If the CRJO competes in the marketplace with other private providers, the CRJO will operate on the 
basis that it does not utilise its public position to gain an unfair advantage over private businesses 
that may be in competition with the CRJO. 

8. Investment Policy  
The CRJO will only invest monies above the requirements to meet short-term operational cost, 
ensuring that there is sufficient liquidity to meet anticipated cash flow requirements. 
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All the investments of funds shall comply with the Ministerial Investment Order No 12 – 2011. 

9. Goods and Services Tax 
The Goods and Services Tax (GST) must be applied to non-exempt fees and charges. The current 
rate of 10% will be included in the price paid by the recipient of where applicable.  

10. Private Works 
Any private work will be carried out on the basis that the charge represents full cost recovery of the 
work and profit margin. The profit margin will depend on the scope of work and market forces applying 
to the service at the time of delivery.  
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Expenses and Facilities Policy 
 

Policy title  Expenses and Facilities Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 3 

 

1. Purpose 
The objective of the policy is to ensure that there is accountability and transparency in the 
reimbursement of expenses incurred by Board Members and staff. The policy also ensures that the 
facilities provided to assist Board Members to carry out their duties are reasonable. 

2. Scope 
This details the type and level of expenses that the organisation will cover in relation to the business 
of Board members and staff delegates to Board meetings. 

3. Definitions 
Board Members – for the purpose of this policy shall include elected representatives and staff 
delegated to attend Board meetings by member Councils and associate members.  

Member Organisation – includes voting and non-voting organisations on the Board. 

4. Legislation and Related Documents 
• Local Government Act 1993 

• Local Government (General) Amendment (Regional Joint Organisations) Regulation 2018  

• Joint Organisation Implementation Guide – OLG - May 2018  

• Guidelines for the Payment of Expenses and the Provision of Facilities for Mayors 

• and Councillors in NSW (DLG Oct 2009) 

• Circular to Councils 11/27 Findings from the Review of Councillor Expenses and Facilities 
Policies  

• Canberra Region Joint Organisation Charter 

• Local Government Remuneration Tribunal Annual Determination 
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5. Policy Statement 
Travelling expenses 
With all travel arrangements, due consideration is to be given to the physical capacity of the Board 
Member and any variation to these arrangements be with the approval of the Board Chair and the 
Chief Executive Officer. All travel by Board Members will be undertaken by utilising the most 
practicable and economical mode of transport. 
Board Meetings 
Member councils are responsible for all expenses incurred by their representatives at Ordinary 
Board meetings. 
Other Authorised Meetings and Activities 
Within the CRJO Area 
Member Councils are responsible for all expenses incurred by their representatives attending 
authorised activities or functions within the CRJO area including the ACT and Associate Member 
Council areas.  
This details the type and level of expenses that the org 
Outside the CRJO Area  
Board Members will be entitled to travel to official engagements at Board’s expense by the most 
practical method, i.e. aircraft, Board vehicle or private vehicle. Board Members, when travelling 
by air, will travel Economy Class or as determined by the Chief Executive Officer in consultation 
with the Chair. 
A Board Member who travels in his/her own vehicle will be reimbursed at the appropriate per 
kilometre rate or airfare whichever is the lower. 
Interstate 
Interstate travel must be approved by resolution of the Board following receipt of a written 
report. The Board will not assist with overseas travel expenses unless there are direct and 
tangible benefits to furthering CRJO’s objectives. 
Attendance at Conferences, Seminars and Functions 
Board Members may attend conferences, seminars or functions where these are considered by 
the Board to be the business of the joint organisation. Professional development expenses are 
the responsibility of the member organisation and will not be covered. 
Expenses incurred at conferences, seminars and functions 
The following costs will be paid for by Board in advance or by way of reimbursement for 
attendance at conferences, seminars and courses by Board Members: 
Registration 
Including official luncheons, dinners and tours relevant to the Conference. 
Travel 
Travel expenses will be funded as per Section 5.1 above. 
Accommodation 
Accommodation for other Board business will be as follows: 
(i) At a standard of up to four-star rating; 

(ii) Booked and paid for by the Board in advance or, where this is not possible, a claim for 
reimbursement made not later than three months after the expenses were incurred and 
submitted on the standard claim form, with receipts attached. 

Meals and other expenses 
Reasonable costs (including sustenance, telephone charges, taxi fares and incidental expenses) 
including the night before and after the conference where necessary to be met by the Board and 
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submitted on the standard claim form, with receipts attached. Costs of meals not included in the 
costs of the registration for the conference, seminar or course will be reimbursed in accordance 
with the most recent Australian Tax Office determination in relation to “reasonable travel and 
overtime meal expense amounts” 
Costs of Board Members’ spouses, partners and accompanying persons 
The Board will not meet the costs of Board Members’ spouses, partners and accompanying 
persons. Such persons may share travel or accommodation arrangements with the Board 
member however any additional cost will not be borne by the joint organisation. 
Provision of Facilities 
It is anticipated that Board members will have the basic facilities provided by their own 
organisation. The joint organisation will, if required, supplement those facilities to ensure that all 
Board members have equal access to relevant information. 
Members will have use of any Board meeting rooms or office of the joint organisation subject to 
availability  
Identification badge and business cards will be provided as required 
Legal expenses 
The joint organisation may consider reimbursement of a Board Member's legal costs under 
certain circumstances with prior approval of the Board.  
Insurance 
Section 382 of the Act requires a Board to make arrangements for its adequate insurance against 
public liability and professional liability and Board Members are to receive the benefit of 
insurance cover for: 

• Public liability (for matters arising from Board Members' performance of their 
Board duties and/or exercise of their Board functions). 

• Professional indemnity (for matters arising from Board Members' performance of 
their civic duties and/or exercise of their Board functions). 

• Personal injury while on Board business. (This cover does not cover workers' 
compensation payments or arrangements.) 

General 
• Light meals and/or refreshments are to be provided to Board Members in 

conjunction with Board/Committee Meetings and other functions/meetings, 
where considered appropriate by the Chief Executive Officer. 

• Child care costs will be reimbursed when provided by a registered provider if a 
Board Member is required to arrange such care while on Board business. 

• Reasonable Out of Pocket expenses incurred whilst conducting Board business 
will be reimbursed, subject to prior approval of the Chair or Chief Executive 
Officer  

Allowances to Board Members  
• The Chair is entitled to an Annual Allowance for representative duties on behalf 

of the CRJO which shall be $10,000 per annum (paid annually). 

• Mayors (excluding the Chair) or their alternate delegates are entitled to a Sitting 
Fee for each attendance at a meeting of the Board which shall be $250 per 
meeting during the financial year. 
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• Members shall advise the Chief Executive Officer, in writing, as soon as 
practicable after becoming a Board member or being elected Chair, whether or 
not they wish to claim the above entitlements. 

• The amount of above entitlements shall be indexed in accordance with the 
annual percentage determined by the Local Government Remuneration Tribunal 
each year. 
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Procurement and Staff Delegations Policy 
 

Policy title  Procurement and Staff Delegations 
Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 2 

 

6. Purpose 
In compliance with Section 49 of the Local Government Act 1999 (Act), the Canberra Region Joint 
Organisation (CRJO) should refer to this policy (Policy) when acquiring goods and services. 

Canberra Region Joint Organisation and its member Councils are committed to ensuring a sustainable, 
fair, transparent and accountable process in the procurement of materials, equipment and services.  

7. Scope 
The policy aims to: 

• define the methods by which the CRJO can acquire goods and services; 

• demonstrate accountability and responsibility of the CRJO to its Members and Associates; 

• be fair and equitable to all parties involved; 

• enable all processes to be monitored and recorded; and 

• ensure that the best possible outcome is achieved for the CRJO. 

However, this Policy does not cover non-procurement expenditures such as sponsorships, 
donations and employment contracts. 
Grants and Funding Arrangements 
Where the CRJO has been awarded a grant or enters into a funding agreement to deliver programs or 
services (such as the Contaminated Lands Program or the Regional Waste and Resource Recovery 
Program), the CEO in association with the Chair of the General Managers Advisory Group (GMAG) may 
be authorised to enter into contract negotiations up to the value of $250,000 provided the CRJO Board 
has previously resolved to support the program or application.  

8. Definitions 
Procurement function includes purchasing, purchase cards, tendering, contract management, 
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payments and asset disposal relating to the acquisition and use of goods and services, excluding 
the procurement/lease of land and property.  

Sustainable Procurement is defined as having the most positive environmental, social and 
economic impacts possible over the entire life cycle of a good or service (clause 3.38 of ISO 20400: 
2017 Sustainable Procurement). 

9. Legislation and Related Documents 
1. Local Government Act 1993  
2. Local Government (General) Regulations 2005  
3. Tendering Guidelines for NSW Local Government  
4. Work Health and Safety Act 2011  
5. Government Information (Public Access) Act 2009 (NSW) (GIPA Act)  
6. NSW Government Code of Practice for Procurement 2005  
7. Tendering Guidelines for NSW Local Government October 2009 
8. CRJO Model Code of Conduct for Joint Organisations in NSW 2019 
9. CRJO Register of Delegations to Staff (attachment 1) 
10. CRJO Credit Card Policy 
11. Canberra Region Joint Organisation Charter 
12. Local Government Remuneration Tribunal Annual Determination 

 
10. Policy Statement 
The CRJO seeks to ensure procurement by local government in the region that provides: 

1. Value for money. 

2. Open and effective competition and the development of competitive regional and local 
business and industry. 

3. Social value to build stronger communities. 

4. Environmental sustainability. 

5. Integrity, transparency, probity and fair dealing. 

6. Good management practices.  

In order to achieve these objectives the CRJO Regional Procurement Program will:  
Assess value for money must include, where possible, consideration of: 

• contributions to, and support for the advancement of CRJO priorities and strategic 
objectives; 

• non-cost factors such as fitness for purpose, experience, quality, reliability, timeliness, 
service, risk profiles; 

• cost-related factors including whole of life cost and transaction costs associated with 
acquisition, use, administration, holding, maintenance and disposal; 

• any relevant direct and indirect benefits to the CRJO, both tangible and intangible; 

• efficiency and effectiveness of the proposed procurement activity; 

• the performance history, and quality, scope of services and support of each prospective 
supplier; 

• technical compliance issues; 
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• risk exposure; and 

• The value of any associated environmental benefits. 

Ensure and assist open and effective competition and the development of 
competitive regional and local business and industry by: 

• Sharing CRJO procurement procedures and processes with member Councils,  

• Publishing CRJO Procurement Policy and Guide for access by suppliers and the public.  

• Recognising that regional suppliers provide jobs in the region, and contribute to economic, 
innovative and social benefits.  

• Working with Councils’ economic development divisions, state agencies and business peak 
bodies to provide encouragement, advice, and information on how to do business with 
Councils. 

• Minimising the cost of doing business with CRJO and member Councils.  

• Undertaking evaluation of offers in accordance with legislation and this policy.  
Generate social value that builds stronger communities by:  

• Recognising that social procurement can connect the processes and outcomes of acquiring 
goods, works and services with the achievement of broader CRJO objectives.  

• Generating employment opportunities and promoting social inclusion.  

• Targeting either disadvantaged groups within the community (such as indigenous persons, 
long-term unemployed, people with disabilities, migrants, refugees and older persons) or 
organisations that exist primarily to support people experiencing disadvantage and social 
isolation.  

Ensure environmental sustainability by:  

• Minimising environmental impact, by providing opportunities for the assessment of low 
environmental impact products and services that meet requirements.  

• Encouraging the development of local sources for low environmental impact goods and 
services.  

• Inviting suppliers to include advice of commitment to the environment, and to seeking long-
term, environmentally sustainable alternatives.  

• Requesting sufficient information from suppliers to enable evaluation of issues relative to 
environmental protection.  

• Ensuring that suppliers of goods and services involving any environmentally relevant activity 
(ERA) are duly authorised in accordance with legislation.  

• Ensuring to a practicable extent, that suppliers of goods and services comply with their 
obligations under relevant legislation or other regulatory requirements established for 
environmental protection.  

Ensure integrity, transparency, probity and fair dealing by:  

• Fulfilling the requirements of CRJO’s adopted Code of Conduct, working with sound ethics 
and ensuring councils and suppliers achieve accountability requirements.  

• Promoting high standards of professionalism in procurement and contracting activities.  



 

CRJO Policy and Procedures Compendium – October 2021  99 

• Using procurement and contracting processes, systems and procedures that provide a 
consistent approach to CRJO’s policy requirements.  

• Developing procurement and evaluation plans for procurement activities.  

• Developing contract management plans for identified contracting activities.  

• Safeguarding suppliers’ commercially-confidential information and/or intellectual property. 

• Ensuring procurement and contracting processes are transparent so that suppliers are 
treated equitably.   

• Ensuring that individuals involved in the Regional Procurement Program avoid and/or declare 
any conflict of interests or material interests by completing and signing the CRJO Conflict of 
Interest Form and agreeing to uphold relevant legislation.  

Promote good management practices by:  

• Ensuring that tenders prepared by the CRJO and assessment of proposals comply with the 
legislation, maintain confidentiality where appropriate, are prepared in accordance with 
CRJO’s Procurement Guide and provide a safe working environment for all officers, suppliers, 
contractors, volunteers and visitors where materials and equipment purchased are fit for 
purpose and comply with legislative and workplace requirements.  

• Focusing on streamlining processes which are principles-based and allow for simpler 
contracts.  

• Ensuring that all procurement documents stipulate the WH&S, environmental and quality 
assurance system provisions required. 

• Ensuring that a risk analysis is undertaken and documented for all procurement involving the 
calling of tenders or as determined by the delegated purchasing officer. 

• Considering the availability of the required goods / services through State Government 
Contracts, Prescribed Entity Contracts, CRJO panels, Council’s period contracts, and Council’s 
catalogues before calling tenders. 

• Prohibiting order splitting to avoid the requirements of this policy.  

• Ensuring that records are kept of all quotation and tender information in accordance with 
CRJO’s Procedures. 

• Only approving expenditure up to the delegated monetary level and within budgetary limits. 

Procurement Methods 
Generally, open and fair competition is best achieved by undertaking a tender process so that all 
interested parties have an opportunity to bid.  However, there may be procurements in which a 
tender process will not necessarily deliver the most advantageous outcome for the CRJO – in such 
instances, other market approaches may be more appropriate. 
The CRJO may, having regard to its Procurement Principles and any other factors considered 
relevant by the CRJO, in its absolute discretion determine to utilise one or more of the following 
procurement methods: 
1. Direct Purchasing 

1.1. This is where the CRJO purchases from a single source, without first issuing a purchase 
order obtaining quotations. 

1.2. This method may be suitable for low value, low risk goods and services, and where the 
supplier already has a successful service history with the CRJO or a Member Council. 
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1.3. Payment methods for direct purchasing may by undertaken using a corporate credit card 
(in accordance with the Credit Card Policy) or Electronic Funds Transfer. Employee 
reimbursements may be permitted under this policy in the event that personal funds are 
used for the direct purchase of minor, incidental expenses such as fuel or meals. 

1.4. Petty Cash is used to meet the need for the procurement of small incidental goods and 
urgent situations. The CRJO does not hold cash on any premises and all staff have access 
to credit cards as their primary direct purchasing method. 

2. Purchase Orders 

1.1. This is where the CRJO is purchasing routine, low value and low risk goods and services. 

1.2. Generally, Purchase Orders have limited terms and conditions and should not be used 
for non-routine, high value and high risk goods and services. 

3. Quotations 

3.1. This is where the CRJO obtains quotations from prospective suppliers. 

3.2. Generally, a minimum of two quotations are sought. 

3.3. Where possible, the CRJO must insist on written quotes.   

1.1.1. If a written quote cannot be obtained, the CRJO must keep detailed written records 
of the oral quote obtained, including details of the commercial terms of the quote. 

3.4. This method may be suitable for low value, low risk goods and services. 

3.5. The CRJO will issue an approved Purchase Order upon the acceptance of a quotation. 

4. Request for Tenders 

4.1. This is where the CRJO issues a tender for a proposed good and/or service. 

4.2. The CRJO may issue a “Select” Request for Tender where it has already issued an 
Expression of Interest or where it has reasonable grounds for only dealing with a select 
group of potential suppliers.    

4.3. Otherwise, the CRJO may issue an “Open” Request for Tender. 

5. Panel Contracts 

5.1. This is where the CRJO establishes panel arrangements with a select group of suppliers – 
generally, this occurs once the CRJO has completed its appointment of such suppliers in 
accordance with this Policy, and can include either: 

5.2. a standing offer from a pool of suppliers for the provision of goods and services on 
agreed terms; or 

5.3. The prequalification of certain suppliers who may or may not be engaged on terms to be 
agreed.   

5.4. Once a panel has been established, the CRJO may purchase the particular goods and/or 
service through such panel arrangements. 

6. Strategic Alliances 

6.1. This is where the CRJO undertakes procurement through contract arrangements already 
established and administered by other organisations, including: 

6.2. LGA Procurement; 

6.3. Procurement Australia; 
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6.4. Regional Procurement; 

6.5. State Government contracts; 

6.6. Access to the ACT Government contracts. 

11. Considerations for the CRJO 
The appropriate method of procurement will be determined by reference to several factors, 
including: 

• Where the quotations are being sought on behalf of member councils, each 
participating council  must provide written confirmation of their 
participation. 

• Approval to conduct procurement within the delegated amount must be 
obtained from the Chief Executive Officer where there is existing  budget or if 
the procurement is part of an approved Grant or Funding Arrangement. 

• Where the goods or services are outside of the existing budget, approval is 
required from the Board. 

• The value of the purchase will be calculated as follows: 

o single one-off purchase – the total amount, or estimated amount, of the purchase 
(excluding GST); 

o multiple purchases – the gross value, or the estimated gross value, of the purchases 
(excluding GST); or  

o Ongoing purchases over a period of time – the annual gross value, or the estimated 
annual gross value, of the purchases (excluding GST). 

• availability of funds in an approved budget 

• cost of an open market approach versus the value of the acquisition and the potential 
benefits;  

• the circumstances of the procurement activity; 

• the objectives of the procurement; 

• the size of the market and the number of competent suppliers; 

• the CRJO’s leverage in the marketplace; and 

• Time constraints. 

 

Value of Purchase ($) Method of Procurement Approval 

Recurring, minimum value 
business as usual 
transactions (< $5,000) 
such as stationary, fuel or 
incidental travel expenses 

Direct Purchasing Staff 

$5,000 - $15,000 Purchase Orders Chief Executive Officer 
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$15,001 - $100,000 Quotations/Panel 
Contracts 

Chief Executive Officer 

$100,001 - $250,000  Request for Tender (RFT) – 
Select or Open 

1. Chief Executive Officer in 
association with Chair of 
the General Managers 
Advisory Group (within 
Budget or as part of a 
Grant) 

2. CRJO Board (all or RFTs) 

 

12. Instrument Of Delegation 
PURSUANT to sections 335 and 377 of the Local Government Act 1993 (NSW), the Canberra 
Region Joint Organisation DOES HEREBY DELEGATE to its CEO those powers, authorities, 
duties and functions that are contained in this Delegations Register excluding: 

the appointment of an executive officer, 

1. the fixing of a fee, 

2. the borrowing of money, 

3. the voting of money for expenditure on its works, services or operations, the 
purchase, sale, exchange or surrender of any land or other property (but not 
including the sale of items of plant or equipment, 

4. the acceptance of tenders to provide services currently provided by members of staff 
of the joint organisation, 

5. the fixing of an amount for the carrying out by the joint organisation of work on 
private land, 

6. the power of the joint organisation to authorise the use of reasonable force for 
the purpose of gaining entry to premises under section 194 of the Act, 

7. a decision under section 356 of the Act to contribute money or otherwise grant 
financial assistance to persons, 

8. the making of an application, or the giving of a notice, to the Governor or Minister, 

9. any function under this or any other Act that is expressly required to be 
exercised by resolution of the joint organisation, 

10. the power of delegation conferred by section 400ZE (1) of the Act, 

11. any function under clause 397H, 397I or 397J. 

PURSUANT to section 378 of the Local Government Act 1993 (NSW), the Chief Executive Officer 
HEREBY DELEGATES to relevant staff holding the mentioned positions in a permanent or acting 
capacity, those powers, authorities, duties and functions that are contained in this Delegations 
Register. 
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13. Delegations Register 

Advice Subject to the limitations of the Local Government Act 
1993, authority to give advice to Mayors Councillors, 
corporations, members of the public, state government, 
federal government or CRJO employees 
on any issue within the area of responsibility. 

CEO 
All Staff 

Authorisation 
of Action 

a. To authorise action to be taken by the Executive 
Officer of the JO to ensure compliance with 
any policy or code of the CRJO or any provision 
of the Local Government Act, 1993, the 
regulations thereunder or any other law, 
statutory or otherwise, rule or regulation, 
affecting the Council. 

b. To carry on the regular services and operations of 
the JO within the sums voted by the JO for 
expenditure thereon and in accordance with 
any 

resolution of the JO 

CEO 
All Staff 

Authorised, 
designated or 
prescribed 
persons 

To appoint any employee or other person as an 
‘authorised, designated or prescribed person or officer’ 
for the purposes of any Act or regulation subject to such 
qualifications as may be required of 
the individual to be authorised. 

CEO 

Board 
Meeting 
Attendees 

To determine in consultation with the Chair and GMAC 
as to any group or individual should be invited to 
attend or address the Board meeting 

CEO 

Business Papers To determine whether matters are to be included in the 
Board business papers following consultation with GMAC 

CEO 

Complaints To be the complaints coordinator as designated under 
the Model Code of Conduct 

Goulburn 
Mulwaree 
Governance 
Business 
Manager 

Contracts 
and 
Agreements 

Subject to Section 377 of the LGA and consultation with 
GMAC enter into binding contracts/funding 
agreements/brokerage 

CEO 
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Correspondence Sign correspondence on behalf of JO within area of 
responsibility: 
 
4 Acknowledgement letters 
5 General correspondence 
6 Correspondence to government departments 
7 Correspondence to general managers, the 

Ombudsman, ICAC Commissioner 
8 Correspondence to parliamentarians, mayors , 

Ministers of the Crown should only if approved 
by the Chair 

 
5 Sign on behalf of CEO where correspondence 

relates to current policy/position of the JO 

CEO 
All Staff 

Credit Card Authorise the use of expenditure against JO 
purchasing cards within the card limit. 

Refer to Delegations 
– Expenditure table 

Delegations Authority to amend the Delegation Register of Council, 
from time to time with the exception of any 
delegation to the CEO 

CEO 

Expenditure Authority to procure goods and services, sign purchase 
orders and authorise payment for the carrying out of all 
works, programs and provision of services within the 
framework of CRJO Policy, the delegate’s approved 
budgets and the laws of the State, to the JO 
to carry out its operations 

Refer to Delegations 
– Expenditure table 

Finance a. Authority to affix the relevant signatures to the 
‘Statement by the Joint Organisation’ in relation to 
the Financial Statements, as required by Section 
413 (2) (c) of the Local Government Act 1993 and 
Clause 2 of the Local Government (Financial 
Management) Regulation 1999. 

b. Payment of all charges, taxes and levies imposed 
on CRJO by relevant legislation. 

c. Authority to write off accounts below $1000 
d. Authority to designate a responsible accounting 

officer. 

CEO 

Finance- 
signatories 

Countersign: 
a. Cheques 
b. electronic funds transfers 
c. investment Fund transfers 
d. all fund transfers 

CEO 
All Staff 
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Government 
Information 
(Public Access) 
Act 2009 (GIPA) 

To be Council’s designated Right to Information Officer 
in accordance with the provisions of the Local 
Government Act 1993 and the Government 
Information (Public Access) Act 2009. 
To determine applications under the Government 
Information (Public Access) Act 2009 and under 
Council’s policy, for access to the records of the CRJO 
subject to compliance with the provisions of: 
a. GIPA Act 2009 
b. Council’s Policy on Access to Information 
c. Privacy and Personnel Information Protection Act 

1998 
d. CRJO’s Privacy Management Plan 

CEO 

Higher Grade 
Duties 

Authority to approve higher grade duties where the 
period of relief does not exceed twelve months. 

CEO 

Information Exercise the JO functions in relation to the release of 
information pursuant to Section 8 of the Government 
Information (Public Access) Act 2009 within the 
position holder’s area of operation. 

All Staff 

Insurance Make arrangements for JO adequate insurance in 
consultation with GMAC. 

CEO 

Investment of 
Funds 

Investment of funds in accordance with any policy 
adopted by JO 

CEO 

Legal - Advice Obtain legal advice on any aspect of JO business 
following consultation with GMAC 

CEO 
All Staff 

Legal - 
Representatio
n 

To represent JO in legal proceedings: 
a. In any Court, Commission or Tribunal. 
b. In conciliation, negotiation or arbitration 

hearings. 

CEO 

Legal - Service Accept the service of legal documents on behalf of 
Council. 

CEO 

Legal – Terms 
of Settlement 

Negotiation terms of settlement in Court or other legal 
hearings (within financial delegation) following 
consultation with GMAC 

CEO 

Opening of Tenders Authority to open tender box, remove tenders, open 
tenders and record the amounts of the tenders 
submitted. 
(At least two designated persons, including one 
Manager, must be present in accordance with Local 
Government (General) Regulation 2005 Cl 175.) 

CEO 
All Staff 

Payment of 
expenses 
and 
provision of 
facilities to 
Councillors 

Authority to approve payment and/or reimbursement of 
expenses and provision of facilities for Councillors in 
accordance with Council’s policy adopted under Section 
252 of the Local Government Act 1993. 

CEO 
 

Payroll a. Authority to process JO payroll for all staff each 
fortnight in accordance with relevant Awards, 
taxation and superannuation 

b. Authorise payment of JO payroll each fortnight 

CEO 
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Plant and 
equipmen
t 

Authority to purchase motor vehicles and minor 
plant and equipment within budgetary provisions 

CEO 
 

Press Releases To approve the issuing of press releases and public 
notices where those statements are within the 
Delegate’s area of responsibility as defined by position 
description 

CEO 
All Staff 

Public Officer To perform the function of Public Officer under 
Section 343 of the Local Government Act 1993. 

CEO 

Staff – 
Casual 
temporary 

Authorise the employment of casual and temporary 
staff to carry out functional duties within the 
Delegate’s area of responsibility subject to approved 
budget allocations 

CEO 
All Staff 

Staff Conditions 
- leave 

Approve sick leave, annual leave and long service 
leave carers leave or other award leave 
• Greater than 4 weeks 
• Less than 4 weeks 

CEO 

Staff Conditions 
– time sheets 
and 
overtime or 

• Approve timesheets 
• overtime 
• time in lieu and rostered days off for staff 

CEO 
 

Staff Employment 4 Appoint staff in accordance with the organisation 
5 Direct and dismiss staff 
6 Authorise position descriptions, work re-design 

proposals and position classification 
recommendations from a job evaluation panel. 

7 Authorise commencement of recruitment 
process. 

8 Confirm appointment as part of the probation 
process for new external appointees. 

9 Authorise letters of offer. 

CEO 

Staff Employment - 
resignation 

Formally accept resignations from staff CEO 

DELEGATIONS – Expenditure Table 
 

Authorise general expenditure and enter into binding contracts to the value indicated (inclusive 
of GST), where funds are available in the budget or are approved as part of a Grant or funding 
arrangement, as follows: 

 
(a) $250,000 (d) $25,000 
(b) $150,000 (e) $5,000 
(c) $50,000 (f) $2,000 

 
General Delegation 

CEO in association with Chair GMAG (a) 
CEO (b) 
Contaminated Lands Specialist (c) 
Waste and Resource Recovery Coordinator (c) 
Project Specialist (Grant funded) (c) 
Waste and Resource Recovery Project Officer (d) 
Executive and Program Support Officer (e) 
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Restricted Delegation for use of Credit Cards 

CEO (e) 
Contaminated Lands Specialist (f) 
Waste and Resource Recovery Coordinator (f) 
Executive and Program Support Officer (f) 
Contaminated Lands Specialist (f) 
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Records Management Policy 
 

Policy title  Records Management Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 2 

 

• Purpose 
This policy is made to ensure the creation, capture, and management of business records to 
support good business practices and meet recordkeeping requirements.  This policy applies across 
the Canberra Region Joint Organisation (CRJO) regardless of a records physical location, its format 
or business unit control. 

14. Definition 
Definition of a record – information created, received and maintained as evidence and as an asset 
by an organization or person, in pursuit of legal obligations or in the transaction of business 

AS ISO 15489-1:2017 Information and documentation – Records management Part 1: Concepts 
and principles Clause 3.14 

Ephemeral records mean “records of little value that only need to be kept for a limited or short 
period of time.  Records that are ephemeral have no continuing value to the public office and, 
generally, are only needed for a few hours or a few days.” State Records Regulation 2015 
Schedule 2. 

15. Scope 
Records are a vital asset of the CRJO that: 

• support the delivery of services in an efficient, fair and equitable manner 

• provides evidence of CRJO actions and decisions and precedents for future decision 
making 

• meets administrative, legal, financial and historical requirements 

• supports accountability and meets community expectations of CRJO operations 
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16. Policy Statement 

Roles and Responsibilities 

CRJO Board, General Managers Advisory Group, Voting and Non-voting members 

• are required to create and maintain records that show the decision making processes of 
all meetings where they represent CRJO on Committees or external bodies or any other 
occasion when on CRJO business 

• records are to be forwarded periodically to CRJO for capture 

• a Board Member in possession of CRJO records must not dispose of, transfer ownership, 
damage, alter or neglect the records in their possession 

• electioneering (or party political information) and personal records of a Board Member 
are not defined as a State record and are exempt 

Chief Executive Officer 

1. Ensures that CRJO complies with the requirements of the State Records Act 1998, and any 
other act or regulation relating to records management.   

2. authorises disposal of records unless delegated to another CRJO officer under s.378 of Local 
Government Act 1993 

2.1. ensures records are protected from unauthorised or unlawful access, destruction, loss 
deletion or alteration 

2.2. ensure electronic records remain accessible, complete, authentic and useable through the 
migration of data to new systems and/or by maintaining the necessary software and 
hardware 

Executive Support Officer 

• Management of CRJO Records and all associated policies, standards and standard 
operating procedures 

• monitoring records storage areas to ensure security access and suitable environmental 
conditions are maintained 

• management of CRJO’s records throughout their life cycle including disposal 

• monitoring/auditing for compliance with records management standards 

CRJO Staff  

• ensuring physical records within their area are kept in accordance with recordkeeping 
storage standards 

• ensuring all work processes and systems within their area are integrated with records 
management 

• determine recordkeeping requirements relating to their specific business activities and 
consult with the Chief Executive Officer to meet standards 

Contractors, Consultants and External Service Providers 

• All records created whilst performing work on behalf of CRJO belong to CRJO and are 
defined as State Records under that Act.  They are to be captured into CRJO’s 
recordkeeping system by the relevant CRJO staff member overseeing their work or 
forwarded to the Executive Support Officer for capture. 
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Business Continuity and Counter Disaster Planning 

• CRJO’s electronic records are backed up by the technology service provider.   

Creation and Capture of Records 

• Records are to be captured into CRJO’s recordkeeping system in the course of normal 
business activity and in a timely manner.  Hardcopy records are to be scanned and 
captured electronically. 

• Mail delivered by Australia Post and delivered to a CRJO office are to be scanned and 
registered by the Executive Support Officer. 

Classification of Records 

• Records registered into CRJO’s recordkeeping system will be classified to reflect processes 
common to CRJO business functions and activities. 

• Confidential documents or folders are encrypted with password access. The Executive 
Support Officer maintains a secure register of all confidential documents and access 
details.  

Email, Electronic and Ephemeral Records 

• Records that are born electronic may remain electronic when captured into CRJO’s 
recordkeeping system.   

• All staff are accountable for registering their emails into CRJO’s recordkeeping system. 

• The original email must be captured into CRJO’s recordkeeping system to ensure capture 
of original attached metadata. 

• It is the responsibility of the sender of internal and outgoing correspondence to capture 
the record into the recordkeeping system.   

• Incoming emails are to be captured by the first listed CRJO recipient. 

• Emails must never be printed out to be scanned and captured hardcopy. 

• Emails are treated as a record in regards to retention and disposal. 

• Ephemeral records mean “records of little value that only need to be kept for a limited or 
short period of time.  Records that are ephemeral have no continuing value to the public 
office and, generally, are only needed for a few hours or a few days.” State Records 
Regulation 2015  

Schedule 2. 

• Ephemeral or facilitative records may be destroyed once reference to them ceases. 

• Examples include unofficial drafts, rough notes, unsolicited advertising materials, 
catalogues, magazines etc.  

CRJO’s Webpage and Social Media 

• Items on CRJO’s webpage are to be captured into the recordkeeping system before they 
are displayed on the webpage. 

• When social media is used by CRJO for business purposes, that information is a record 
under the definitions of the State Records Act 1998.   
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• As per advice from NSW State Archives and Records this “does not mean that all social 
media information must be captured and managed as an official record but it does mean 
that some high risk and key business value social media information will need to be 
managed and kept for appropriate periods of time.” 

Retention and Disposal 

• All records will be appraised by the Chief Executive Officer in accordance with the General 
Disposal Authority for Local Government as approved by NSW State Archives and 
Records. 

• All records that are to be retained for a period of time are to be stored in a CRJO 
approved storage facility. 

• All records due for destruction are to be destroyed by CRJO Executive Support Officer in 
accordance with NSW State Archives and Records standards and code of best practice. 

Security, Access, Storage and State Archives 

• Access and use of records will be in accordance of Part 8 of the Model Code of Conduct for Local 
CRJOs in NSW. 

• Records are not to be removed from CRJO unless in the custody of a CRJO staff member in the 
performance of official duties.  The CRJO staff member must take all reasonable steps to 
ensure that the records in their possession are safely returned to CRJO in due course. 

• No unauthorised persons are to be given access to CRJO’s records storage areas unless escorted 
at all times by a member of the Executive unit (Chief Executive Officer or Executive Support 
Officer). 

• Environmental conditions in each storage area is to be monitored on a regular 
basis. 

• All records are to be boxed into approved storage boxes only and include a list of 
the contents of each box. 

• Records appraised as State Archives that are not the subject of a Still in Use 
Determination (records over 25 years since creation that are still required by 
CRJO) are to be transferred to the control of NSW State Archives and Records 
using the guidance and procedures published on the www.records.nsw.gov.au 
website. 

• This may not mean the relocation to a NSW State Archives and Records approved 
repository unless required by them. 

3. Legislation and Related Documents 
• State Records Act 1998 
• State Records Regulation 2015 
• Local Government Act 1993 
• Government Information (Public Access) Act 2009 
• Health Records and Information Privacy Act 2002 
• Privacy and Personal Information Protection Act 1998 
• Evidence Act 1995 
• Electronic Transactions Act 2000 
• Model Code of Conduct for Local CRJOs in NSW 
• Australian Standard AS ISO 15489-1:2017 Information and Documentation – Records 

Management Part 1: Concepts and Principles (adopted Code)  

http://www.records.nsw.gov.au/
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Credit Card Policy 
 

Policy title  Credit Card Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 2 

 

1. Purpose 
This procedure outlines the requirements, effective controls and procedures regarding the use of 
credit cards by Canberra Region Joint Organisation (CRJO) staff. Corporate credit cards are a 
routine aspect of accounts payable management and procurement for local government 
organisations.  
Corporate credit cards allow for the efficient and effective operation of CRJO business and are not 
a benefit assigned to specific individuals. The use of corporate credit cards creates savings in staff 
administration time in matters such as arranging transport, accommodation and conference 
registration.  
CRJO credit cards are subject to appropriate controls in order to protect organisational funds, 
maintain the integrity of governance processes and maintain public confidence in CRJO 
operations. All local government organisations are obliged to maintain an effective system of 
internal control, in accordance with the Local Government (General) regulation 2005 to address 
the significant risks of fraud and misuse of corporate credit cards.  
It should be noted that expenditure on behalf of CRJO can be easily and quickly reimbursed either 
through: 
Accounts Payable – completing a CRJO Staff Reimbursement form, raising a purchase order and 
supplying the corresponding invoice to accounts for processing, or Petty cash, where available.  

2. Definitions 
Cardholder – the person to whom the credit card has been allocated, and whose name appears 
on said card.  

Organisation – Canberra Region Joint Organisation 

3. Legislation and Related Documents 
• CRJO Code of Conduct 
• CRJO Cardholder Approval, Guidelines & Acknowledgement (attachment 1) 
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• Corporate Credit Card disputed transactions (attachment 2) 
• Corporate Credit Card Lost, Stolen or Replacement Cards (attachment 3) 

 

4. Scope 
This policy applies to all CRJO Staff including operational staff and grant funded positions.  

5. Policy Statement 
CRJO staff will only use credit cards in circumstances where there is a clear business case to 
support their use, such as, but not limited to purchases from providers at which CRJO does not 
have account facilities. 

Credit cards will be supplied to the following positions with the corresponding monthly limits: 

Department Position Monthly Limit 
CRJO Operations Chief Executive Officer $5,000 

CRJO Operations Executive Support Officer $2,000 
Grant Funded Positions Waste and Resource Recovery 

Coordinator 
Contaminated Land Officers 

$2,000 per person 

 

Transactions over $500 by staff other than the Chief Executive Officer, which are not related to 
accommodation and travel expenses will be approved by the Chief Executive Officer prior to the 
purchase. Purchases made by the Chief Executive Officer over $5,000, which are not related to 
accommodation and travel expenses will be approved by the Chair of the General Managers 
Advisory Group.  

For purchases over $5,000 please refer to the CRJO Procurement Policy. 

IT and computing equipment must not be purchased with a credit card.  
Appropriate use  

• Each individual credit limit must be strictly adhered to, each month, with no over expenditure, 
and purchases must not be split to avoid the transaction limit.  

• CRJO card holders must ensure funds are available within the budget prior to purchasing goods 
and services and the expenditure is justified. 

• CRJO will not be liable for any budget over expenditure. The Chief Executive Officer may deny 
requests for additional funds to be allocated to expended budgets.  

• Credit cards are not to be used for cash advances, Automatic Teller Machine (ATM) transactions, 
bank cheques, over the counter withdrawals, Traveller’s Cheques or wire of money transfers. 

• CRJO credit cards shall not be used for private or personal expenditure. 

• CRJO employees will not be entitled to any rewards program or access to rewards that may be 
offered as part of the CRJO incurring expenditure.  

• Use of a corporate credit card for business purchases over the internet should be restricted to 
trusted secure sites.  
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Eligibility, Security & Governance 

• Credit cards are to be maintained in a secure manner by the cardholder and guarded against 
improper use.  

• The Chief Executive Officer and CRJO Chair are to authorise the establishment of all CRJO 
corporate credit cards. Applications for credit cards are to include details of the need for the 
facility and proposed use of the credit card.  

• Cardholders will be required to formally acknowledge policy conditions and complete the 
Cardholder Approval form (attachment 1).  

• Corporate credit cards are to be used with a unique PIN for each card and the PIN is to remain 
confidential.  

• Authorisation of monthly credit card bank statements is to include the signature of the card 
holder and counter signed by the Chief Executive Officer approving payment.  

• Cardholders are to retain purchase documentation, itemised tax invoices and reconcile with 
bank statements at the end of each month (including allocation of costing numbers to each 
transaction and authorisation of expenditure). Types of approved expenditure may include; 
accommodation, meals, petrol and other travel expenses, conference fees, and professional 
membership subscriptions.  

• A tax invoice will need to contain the ABN number of the supplier and either the words GST 
inclusive or provide details of the amount of GST charged. The total of the invoice should 
include the GST component applicable to the transaction. In certain circumstances, the 
supplier may not be registered for GST. In this case, the invoice must contain the ABN but 
make no reference to the HST. Input credits for the GST will not be claimable on supplies 
received from hose suppliers.  

• Cardholders should be aware that if they do not obtain or are not able to provide a tax invoice 
for expenditure, the Organisation would not be able to recover any GST that may be 
applicable on that expenditure.  

• In the event that GST is deemed payable by the cardholder, CRJO will issue a tax invoice to the 
cardholder equal to the amount of GST forfeited. 

• The Chief Executive Officer will review credit card limits, usage patterns, internal controls and 
risk management relating to credit card usage. If necessary or upon request, a summary of 
the review will be reported to the General Managers Advisory Group 

• Lost, stolen and / or damaged cards are to be reported immediately to the financial institution 
(NAB) and to the Chief Executive Officer.  

• Credit cards will be returned to the organisation a minimum of two (2) weeks prior to the 
cessation of employment, retirement, transfer or promotion (by the cardholder) to another 
position that does not require the use of the card or if they are instructed to do so by the 
Chief Executive Officer. This will include a reconciliation of expenditure incurred on the card.  

• The use of corporate credit cards is only to be in accordance with this policy and adherence to 
the financial institution’s conditions of use.  
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Disputed Transactions 

If a transaction is disputed, the cardholder must notify the bank immediately then inform the 
Chief Executive Officer in writing giving full details of the problem. 

The bank will take the following action on receipt of the notification: 
• Seek a copy of the sales voucher for the transaction from the merchant bank 
• Confirm whether or not the transaction appears to be genuine.  
• Forward a copy of the transaction to the cardholder 

Misuse of card 

Cardholders will be considered to have misused the card if they fail to meet their responsibilities 
as described above.  

Misuse of the card may result in: 
• The withdrawal of the card 
• Disciplinary action being taken  

The cardholder is also required to bear the cost of any charges incurred by the Organisation 
arising from any card misuse by the cardholder. 

Splitting of invoice or sales dockets to avoid exceeding delegation or card limits is not permitted 
and is treated as a misuse of the card. 

Credit cards are issued to CRJO staff members that are in a position of trust in regard to the use of 
public funds. Improper use of the credit card facility may render the cardholder liable to 
disciplinary / legal action, and / or criminal prosecution if deemed appropriate. 

If a card is inadvertently used for personal use the Cardholder should: 
• Identify if the Supplier is able to reverse the transaction, or 
• Ensure that repayment is made immediately (or as soon as practically possible), with a copy 

of the receipt for reimbursement attached to the invoice and monthly statement. 
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Attachment 1: Cardholder Approval 
Cardholder Name:  
 

Position:  

Credit limit monthly: $ 
Chief Executive Officer Signature: 
 

Date: 

ACKNOWLEDGEMENT 
I acknowledge receipt of the Canberra Region Joint Organisation (CRJO) Credit Card and agree that: 

1. I have read the CRJO Corporate Credit Card Policy and understand the parameters of appropriate and 
inappropriate use of the credit card.  

2. As the Cardholder I am responsible for all purchases on my corporate credit card. I will not use the 
corporate credit card not permit it to be used, other than for official CRJO purposes. I will ensure 
security of the corporate credit card at all times. 

3. The corporate credit card will only be used in situations where it is not reasonable possible to use 
CRJO’s normal procedures of the ordering of and/or payment for goods and services.  Expenditures 
which may validly be charged against the corporate credit card included (but are not limited to) such 
things as travel, accommodation and meal expenses associated with conferences or work related 
activities of the cardholder, elected members, guests of CRJO and minor equipment, stationary or 
business expenses incurred in the course of the employee’s duties, or as authorised under any 
contact of employment.  

4. If the corporate credit card is lost, stolen or damaged I will immediately notify NAB Bank and will also 
inform the CRJO Chief Executive Officer.  

5. If my position with the CRJO changes or my employment terminates, or I am asked to surrender the 
card for any other reason, I will immediately return the card. 

6. Goods and Services Tax (GST) can be claimed as an input tax credit by CRJO. For this to occur it is 
essential that all receipts are “Tax Invoices”. I will retain all original supporting documentation that 
meets the requirements of a Tax invoice for presentation to the relevant authorising officer. If a 
receipt or transaction document is for some reason lost, a statutory declaration must be completed.  

7. Under no circumstances must TIPS or personal expenditure be charged against the corporate credit 
card.  

8. Monthly statements will be reconciled along with all tax invoices, budget numbers and appropriate 
description of the reason for incurring the charge.  

9. If I misuse the corporate credit card I may be liable for disciplinary action, including cancellation of 
the card, disciplinary action, termination of employment and/or legal action.  

 
I confirm that I have read and accept the terms listed above and as outlined in the CRJO Corporate Credit 
Card Policy. 
Card no:  Expiry Date:  
Signature of Cardholder:  
 

Date:  

 

  



 

CRJO Policy and Procedures Compendium – October 2021  117 

 

Attachment 2: Disputed Transactions 
This form is to be completed and forwarded to the Chief Executive Officer with the monthly reconciliation 
and receipts.  

Cardholder Name:  
 

Position:  

Corporate Credit Card no:  
 

Expiry Date:  

Chief Executive Officer Signature 
 

Date: 

Transaction Date Supplier Reason for Dispute Amount 

  
 
 

  

 
 
 
 

   

  
 
 
 

  

  
 
 
 

  

  
 
 
 
 

  

Signature of Cardholder:  
 

Date:  
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Attachment 3: Lost or stolen cards 
If your corporate credit card has been lost, stolen or damaged you are required to notify NAB bank 
and the Chief Executive Officer immediately. The following form must be completed and returned to 
the Chief Executive Officer within 24-48 hours of the card being lost, stolen or damaged.  

CARDHOLDER TO COMPLETE  
Corporate Credit Card Number:  
Cardholders Name: 
Position: 
Details of loss, theft, damage or replacement: 
 
 
 
 
 
 
 
 
 
 
 
 
NAB bank notified on date:  
Chief Executive Officer notified on date:  
Cardholder’s signature: 
 

Date: 

CRJO OPERATIONS 
NAB bank notified by:  Date:  
New Card number:  
Signature:  
 
Date:  
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Information and Communication Technology Policy 

 
Policy title  Information and Communication 

Technology Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 2 

 

1. Purpose 
The objective of this procedure is to identify the acceptable use of Canberra Region Joint 
Organisation’s (CRJO) Information and Communications Technology (ICT) resources. 

2. Scope 
This Policy is made under the Workplace Surveillance Act 2005 (reference made to Section 10). 

Information and communication technology (ICT) resources are classified into 6 major groups: 

1. Computers - this group includes all PCs, laptops, tablets, smart devices, handheld devices 
and notebooks. 

2. Network - all network equipment and network access points to the corporate systems, 
public systems, wireless systems, etc. of CRJO. 

3. Peripherals-this includes printers, copiers, scanners, cameras (still and video) external USB 
devices, memory sticks etc. 

4. Software- All corporate software, email and internet services, intranet, special issues etc. 

5. Systems - All CCTV, Building Access / Security etc. 

6. Phones - landline, mobile, smartphone, remote data cards etc. 

7. Legislation and Related Documents 
• Workplace Surveillance Act 2005 

• Records Management Policy 
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8. Policy Statement 

Security 

Logins/Passwords - Logins and Passwords will be issued to users of CRJO’s ICT resources. This 
information is not to be given to any other person, and no attempt should be made to gain access 
to any resource using another person's login and password. 

During maintenance or upgrades, CRJO’s technology contractor may need to reset your password. 
When possible you will be advised prior to the reset being done, but under certain circumstances 
(ie - weekend work, emergencies, etc.) you may be advised after the reset. When the 
maintenance or upgrade is complete, the technology contractor will work with you to reset your 
password again to ensure you are the only person who knows your password. 

Auditing and Privacy 

Users of any CRJO ICT resource must be aware that under normal circumstances, 

8.1. All use may be recorded and logged. 

8.2. All information and electronic data within CRJO’s network and systems may be viewed by 
the Executive Officer or technology contractor upon request.  

8.3. All information and electronic data within CRJO’s network and systems may be 
automatically archived for future use (e.g. back-ups/email archives). 

8.4. The Executive Officer has the authority to approve requests to access, view, copy any ICT 
information (e.g. log files, electronic data, backups, CCTV, etc.) to assist in any matters, 
including investigations and performance issues.  

Please note that State and Federal authorities may also monitor and log external usage, or 
request and receive any of the above information from CRJO. 

Correct use 

All ICT resources are provided to CRJO staff for work related use. 

All data used and stored on any ICT resource must respect copyright. 

Only CRJO information (including photos, music, videos, etc.) can be saved on CRJO ICT systems. 

All ICT resource requirements should be discussed with the Executive Officer in the first instance 
and upon approval with the technology systems provider. This includes requests for new 
equipment, new software, new devices, upgrades, or any alterations. 

Personal Use 

Personal use of CRJO’s ICT resources is discouraged. It is acknowledged that some personal use 
may be required to assist staff at certain times for family / private responsibilities. 

If any ICT resource is used for personal use the following points apply - 

a) All Personal use is a privilege 

b) All personal use must comply with this procedure 

c) All Personal use must be kept to a minimum 

If possible, personal use should be checked with a manager before proceeding. 

Prohibited Use 

No ICT resource should be used for any of the following purposes: 
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8.5. An illegal act 

8.6. An act that may have a negative impact on CRJO 

8.7. To conduct business other than CRJO business 

8.8. To store, distribute, view or print any inappropriate content (e.g. Offensive or obscene 
material, pornography, race or religious based or any discriminatory material) 

8.9. Gaming and gambling 

8.10. To view, listen or respond to non-work related audio, video or social media (i.e. internet 
radio, YouTube, mp3, CD's, DVD's, Blue Ray, Facebook, Instagram etc.) 

Misuse of CRJO’s ICT resources may result in an internal or external investigation, disciplinary 
action, legal and/or criminal prosecution if deemed appropriate.  

Record Keeping 

All users of ICT resources are responsible for ensuring accurate records are kept. These records 
should be saved in the CRJO approved record system as soon as practical (within 3 days). Records 
include any data (emails, copies of text messages, notes of phone calls, photos, etc) that are 
generated as part of CRJO business.  

For further information please refer to the Records Management Policy.  

Purchasing 

All purchases of ICT resources need to be authorised by the Executive Officer. ICT resources are to 
be purchased from the Innovation and Technology budget, and any exceptions must be approved 
by the Executive Officer prior to committing to the purchase. 

Copyright and licensing 

All ICT resources must, where required, be licensed. No software can be used for any purpose for 
which CRJO is not licensed. 

At no time should any file or media, including audio and video, be stored, copied, played, 
manipulated or used in anyway where CRJO does not have the consent of the copyright owner. 

Data 

All data stored on any CRJO ICT resource is understood to be owned or licensed by CRJO. 

CRJO data can only be used for the purpose of work related matters. No personal use of any CRJO 
data is acceptable. The storage of any non-work related data (i.e. CRJO supported training, CRJO 
supported study) is restricted to computer users' H drives. This data is deemed non- private and 
must conform to this procedure. 

External USB’s must be scanned with anti-virus software prior to use. CRJO data is not to be 
transferred onto external USB’s, which belong to non-CRJO staff and/or members of the public. 
Data sharing to external parties is to occur via email, dropbox (or other such online file sharing 
software) or must be provided on an USB to the external party.  

Damaged, Stolen or Lost Resources 

The Executive Support Officer must be advised as soon as any ICT equipment is identified as being 
damaged, stolen or lost. Any damaged equipment that may cause a WHS risk must not be used 
until repaired or replaced. 
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Condition of Use 

Compliance with this procedure is a condition of use for all CRJO ICT resources. The Executive 
Officer can revoke the use of ICT resources for any reason. Failure to comply with this procedure 
may result in counselling. In more extreme circumstances disciplinary action may be taken by 
CRJO, and in the most serious breach of this procedure employees may be dismissed. 
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Email and Internet Policy 
 

Policy title  Email and Internet Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 1 

 

• Purpose 
To provide direction to the CRJO staff regarding the use and record keeping of email and internet. 

9. Policy statement 
All Staff that have access to email and internet have a responsibility to maintain the integrity of 
the records system. 

Use of email and internet by staff, is authorised and encouraged where such use is appropriate 
for business purposes and supports the goals and objectives of CRJO. 

Email and internet will be incorporated into the records system if it provides evidence of CRJO’s 
business activities. 

Email and internet that becomes CRJO’s records must be retained in accordance with the 
approved retention periods listed in the General Disposal Schedule issued by State Records 

Email and internet are part of CRJO’s computer network and all information processed, 
transmitted or stored in the system is the property of CRJO. 

Email and internet must not include any material or information which is offensive, racist or 
discriminatory. Such behaviour is unacceptable and will result in disciplinary action. 

Email and internet that is retained as CRJO’s records are accessible to the public under 
Government Information (Public Access) (GIPA) Act and Privacy Legislation. 

10. Procedures for the use of email 
Email is a business tool. Staff must make sure that email is brief, concise and business related and 
is kept in the system only as long as required. 

Email should not be assumed to be secure and viewing by third parties may occur. Staff should be 
aware of the potential risks involved in sending confidential or sensitive information. 
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Email may continue to exist long after it has been deleted. Deletion eliminates the email or file 
name from the computer directory but the information still exists in the backup system until it 
has been overwritten. 

Email is subject to the full range of laws applying to other communications, including copyright, 
breach of confidence, defamation, privacy, contempt of court, harassment and criminal laws. 

Email related to the governance, activities, commitments and funding of CRJO programs should be 
filed electronically and appropriately on Shared Drive. 

11. Procedures for the use of internet 
Internet use will be for CRJO business purposes. Limited Staff private use may be endorsed by 
their supervisor, subject to it not interfering with normal CRJO business. 

Each internet session will be as brief as possible. 

Staff will not upload, download or transmit commercial software or copyrighted materials, 
without the authority of the owner of the software or material.  
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Motor Vehicle Leasing Policy 
 

Policy title  Motor Vehicle Leasing Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 1 

 

• Purpose 
To provide guidelines on provision and leaseback and private use of vehicles. 

12. Scope 
Covering the provision and use of vehicles by employees of the Canberra Region Joint 
Organisation. 

13. Definitions 
Board Members 
For the purpose of this policy shall include elected representatives staff delegated to attend 
Board meetings by member Councils and associate members.  

Member Organisation  

Includes voting and non-voting organisations on the CRJO Board. 

14. Legislation and Related Documents 
Local Government (State) Award 2020 

CRJO Private Lease Agreement Form  

15. Leaseback Entitlement  
Positions that are entitled to be allocated vehicles for private use shall be approved by the Executive 
Officer following authorisation by CRJO General Managers Advisory Group.  

The following criteria will be used for determination of eligibility: 

• The Executive Officer, Directors, Managerial positions are eligible for private use of a vehicle if 
required; 
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• Professional positions where a vehicle is required for business use will be considered; 

• Market forces relating to specific positions which are particularly difficult to fill or where 
industry standards dictate that a vehicle is generally offered with the particular position.  

Leaseback vehicles will only be made available to employees working a minimum of 80% of the award 
hours per fortnight ie. minimum 56 hours per fortnight. 

Employees electing to take out private use scheme must execute the Private Lease Agreement Form. 

Relinquishing of private use rights may be done by request in writing to the Executive Officer. 

Should the Executive Officer determine that a position no longer warrants a vehicle for operational 
duties, the employee shall be given twelve (12) months’ notice of intention to withdraw private use 
privileges. 

The entitlement to a lease back vehicle will be relinquished, terminated, or suspended under the 
following circumstances: 

• Where the employee is absent from work for a period of more than eight consecutive weeks, 
except in the case of the employee taking annual leave. 

• In the case of the employee being absent as above, the employee may elect to retain the CRJO 
vehicle by agreeing to pay a weekly contribution rate two times their standard contribution 
amount. 

• Where an eligible employee accepts a new position with the employer that does not include 
access to a leaseback vehicle.  

• Where an eligible employee is either demoted permanently or for a period of time; provided 
that at least two weeks’ notice is given. 

Leaseback vehicle holders taking a minimum of two weeks leave may with the written approval of the 
Director/Executive Officer relinquish their vehicle rights for the period of the leave approved. The 
vehicle holder will not be required to pay the leaseback contribution for the number of nights the 
vehicle is garaged at CRJO. 

Any disputes arising out of such actions regarding private usage shall be resolved within the provisions 
provided by the Local Government (State) Award as amended from time to time. 

Where a Private Lease Agreement is not taken out, the employee shall not have the right to utilise the 
vehicle to and from work, unless approved otherwise by the Executive Officer. 

If due to extenuating circumstances CRJO is unable to provide a vehicle to a lease-back holder for a 
period of two days or more, the lease back contribution for that period will be reduced on a pro-rata 
basis.  

Vehicle Classification  
CRJO encourages the use of 4 cylinder and fuel-efficient vehicles which have whole of life costs less 
than that of larger vehicles with the purchasing thresholds as detailed in Table 1 below:  
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Table 1 – Vehicle Categories and Price Range 

Category 
Number 

Purchasing Threshold (incl GST) Available To 

1 $49,500 Exec Officer / Director 

2 $42,000 Managers 

3 $36,000 All Eligible Positions 

4 $30,000 All Eligible Positions 

5 $25,000 All Eligible Positions 

Typical vehicles available for leaseback arrangements are ‘base model’ vehicles listed in Attachment 1. 
CRJO acknowledges the personal requirements of individual vehicle holders and will consider 
alternative vehicles provided it is at no disadvantage to CRJO. 

Where an employee would like to have a vehicle, which is not included in Attachment 1, they will need 
to request in writing to the Executive Officer outlining their requirements. The Executive Officer will 
assess the request to ensure there is no disadvantage to CRJO and return advice will be provided to 
the employee making the request.  

Leaseback Fees 
Employee contribution rates will equivalent to the following formula 

     F = $(20% x  FBV) /52.2 

F= the individual post tax weekly fee 

FBV = purchasing threshold level 

Participants in the private use scheme must execute the Private Lease Agreement Form. 

Vehicle Standard Features and Accessories 

The following items shall be deemed as standard features and accessories: 

• ANCAP rating minimum of 4 stars  

• Power steering 

• Air conditioning 

• Cruise control (where available) 

• Floor mats 

• Bluetooth hands free kit (where available) 
The following features shall be classified as discretionary and deemed as non-standard 
accessories: 

• Towbars  

• Bull bars 

• Roof racks. 

The cost of any non-standard items on each vehicle shall be borne by the employee unless the 
determined by the Executive Officer that the accessory is required to assist the performance of duties. 

Non-standard vehicle items shall remain with the vehicle on disposal without recompense to the 
employee unless the item can be removed without leaving any visible traces of its previous presence. 
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General Conditions of Leaseback Vehicle Use 
Participants in the private use scheme shall be entitled to unrestricted private use of vehicle with the 
provision that all fuel obtained outside of a 1,500 km radius of the employee’s place of work is to be 
paid for privately. 

Use of the vehicle shall be limited to the participating employee and their spouse. The vehicle may be 
driven by any other licensed driver, provided that the participating employee or spouse is present in 
the vehicle. 

All cars owned by CRJO are available as pool cars even though private use rights are conferred. CRJO 
use has first priority at all times. 

All cars owned by CRJO must be available as pool vehicles whilst the employee is at work. 

Drivers of the vehicle are responsible for any traffic infringements or tolls incurred.  

In the event of a CRJO vehicle being damaged or damage being caused to a third party’s property 
where the driver is in contravention with this policy or any traffic regulations that results in damage 
not being covered by CRJO’s insurance policy, then the participating employee will be liable for the 
damage and loss sustained to both the CRJO vehicle and any third-party property. 

Where a CRJO driver is frequently (2 occasions in 12 months) involved in damage to CRJO vehicles 
and/or third-party property, the CRJO reserves the right to take any of the following actions through 
the direction of the Executive Officer: 

• employee payment of an excess; 

• withdrawal of private use privilege; 

• payment of cost of repairs or portion thereof; 

• withdrawal of total use of the vehicle; 

• adjustment of vehicle contribution rate to reflect additional vehicle costs to CRJO. 

The cost of any additional insurance excess (above the standard CRJO excess) shall be met by the 
employee.  

Private use privileges will cease immediately where the lessee loses the right to drive the vehicle on a 
public road.  

To maintain a high public relations image, employees shall ensure that vehicles are kept in a clean and 
presentable condition.  For employees that are deemed to be repeat offenders, regarding failure to 
adequately maintain the vehicle, CRJO reserves the right through the direction of the Executive Officer 
to: 

• have the vehicle professionally cleaned at the employee’s expense; 

• withdraw private use privileges. 

Employees shall ensure that all regular maintenance and servicing requirements are fulfilled, and any 
vehicle defects are notified to the Executive Officer. 

Vehicles shall not be used for rally, endurance racing or any commercial/business activity, 4-wheel 
driving and vehicles are not permitted to be driven on beaches. 

Replacement timeframes will be undertaken in a manner which provides for greatest benefit to CRJO 
taking into consideration life cycle cost of vehicle type and model. Vehicle replacement is generally 
targeted on a 3 year/90,000 – 120,000km basis, however vehicles performing high annual mileage 
may be kept for a longer period and higher value vehicles may be replaced at a shorter interval. 
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16. Novated Leases 
Novated leases are available to all employees. 

Contract Staff 

1. Staff employed on contract (for example the Executive Officer) may elect to negotiate a 
novated lease agreement with CRJO rather than accept a leaseback arrangement under this 
policy. 

2. Any such agreement with must not increase the officer’s total remuneration package. 

Non-contract staff 

• Employees may select the vehicle of their own choice. 

• Obligations for leases are transferred with the employee if employment is terminated with 
CRJO. 

• Where an employee is entitled to private use of a CRJO vehicle in accordance with Policy, they 
may be eligible at the discretion of the Executive Officer to take up a novated lease in lieu of 
CRJO providing a vehicle.  

• Where the novated lease vehicle is occasionally used for work related travel, the employee shall 
be reimbursed for the actual number of business kilometres travelled in accordance with the 
provisions of the Local Government (State) Award Clause 16A(iv). 

• If it is estimated to be relatively low business usage an employee may be requested to make 
their novated lease vehicle continuously available for work use. If this occurs, then the 
employee shall be reimbursed for the actual number of business kilometres travelled with a 
minimum quarterly payment as per the Local Government (State) Award Clause 16A(iii). 

• Periods of sick leave in excess of 3 weeks, annual leave in excess of 4 weeks, long service leave, 
paid and unpaid parental or maternity leave shall not be counted when calculating the 
minimum quarterly payment. 

  



 

CRJO Policy and Procedures Compendium – October 2021  130 

Attachment 1 – Vehicle List 
Category 1 Model Category Price Range 
Executive Subaru Outback $42,000 - $49,500 

VW Passat 
Ford Mondeo 
Subaru Liberty 

Category 2 Model  Category Price Range 
Managers Nissan Pathfinder $36,000 - $42,000 

Subaru Outback 
Hyundai Sante-Fe 
Isuzu MU-X 2WD 
Holden Commodore 

Category 3 Model Category Price Range 
All Eligible Staff 
 

Toyota Rav 4 $30,000 - $36,000 
Subaru Forester 
Nissan X-Trail 
Toyota Camry  (Mid-
Range) 
Subaru XV 

Category 4 Model Category Price Range 
All Eligible Staff 
 

Toyota Camry (Base 
Model) 

$25,000 - $30,000 

VW Golf 
Holden Astra 
Holden Cruze 

Category 5 Model Category Price Range 
All Eligible Staff Mitsubishi Lancer $20,000 - $25,000 

KIA Sportage 
Suzuki Vitara 
Toyota Corolla 
Ford Focus  
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Drug and Alcohol Policy 
 

Policy title  Drug and Alcohol Policy 

Responsible Officer Chief Executive Officer 

Review Period Annually 

Endorsed by CRJO Board October 2021 

Next revision October 2022 

Version 1 

 

5 Purpose 
The Canberra Region Joint Organisation has a duty to ensure the health, safety and welfare of its 
workers and other people in the workplace (Section 19, Work Health and Safety Act 2011).  Workers 
have a duty to take reasonable care for their own health and safety, as well as for the health and 
safety of other people in the workplace and to co-operate with their employer in providing a safe 
working environment (Section 28, Work Health and Safety Act 2011). 

As per these obligations, the CRJO will have: 

1. processes in place to reduce the workplace risks associated with the use of alcohol and 
other drugs by workers; and, 

2. mechanisms to appropriately manage the misuse of alcohol and other drugs in the 
workplace through awareness, training, education and where required, rehabilitation or 
disciplinary processes. 

The CRJO is committed to: 

• Providing a safe and healthy work environment for all staff, contractors and people who may 
have dealings with the Organisation. 

• Eliminating the physical risks associated with the misuse within the workplace of alcohol and 
other drugs, thereby providing a safer working environment. 

• Reducing the risks of alcohol and other drugs impairment in the workplace. 

• Encouraging workers to act in good faith by not engaging in conduct which puts the CRJO’s 
goodwill and reputation at risk, or impedes the proper performance of the worker’s 
responsibilities; and 

• Promoting a supportive culture that encourages a co-operative approach between all workers 
regardless of level within the organisation and builds on the shared interest in, and 
commitment to, workplace health and safety. 
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3. Definitions 
Supervisor – refers to any member of CRJO staff acting in a line management role (i.e. team 
leader, supervisor or manager or higher classification).  

Worker – employee, contractor, trainee, volunteer, labour hire or work experience person. 

Alcohol – refers to all substances that contain alcohol (including food, medicines and beverages). 

Drugs – refers to all substances (including prescription medication) that when taken into the 
body, alter the way the body functions physically or psychologically. 

Workplace – any site where work is undertaken; excludes venues where liquor is offered for sale 
and at a designated CRJO function i.e. a Christmas party, Dinner, Conference, Seminar, Workshop 
or Mayoral function. 

4. Legislation and Related Documents 
1. Australian Standards: 

2. AS3547:1997 – Breath alcohol devices for personal use.  

3. AS4760:2006 – Procedures for specimen collection and the detection and quality of drugs in 
oral fluid.  

4. Work and Health and Safety Act 2011 (NSW). 

5. Work Health and Safety Regulations 2011 (NSW) 

5. Roles and Responsibilities 
1. Workers are obliged to present themselves for work in a fit state so that in carrying out their 

work activities they do not expose themselves, their co-workers, or other people in the 
workplace to unnecessary risks to health and safety. In accordance with this obligation, 

• Workers must always be in a fit state to carry out their duties when at work. They must not 
possess, consume, or be under the influence of alcohol or other impairing substances. 

• The CRJO’s aim is to have ‘zero influence’ of drugs and alcohol in the workplace. Workers are 
not permitted to work while under the influence of drugs or alcohol and must always remain 
within the Roads and Maritime Services (RMS) prescribed concentration levels for alcohol and 
other drugs. 

• Any worker suspected of being impaired due to alcohol or substance abuse or taking of drugs, 
legal or illegal, must immediately be removed from the workplace. 

• The CRJO values its image in the community and the consumption of alcohol by staff in public 
places during working hours does not enhance our image and reputation. Accordingly, 
workers are strongly encouraged to not partake in the consumption of alcohol during working 
hours. In this regard working hours includes meal and other prescribed work breaks.  

• Workers are not permitted to take illegal drugs during working hours. In this regard working 
hours includes meal and other prescribed work breaks.  

• The CRJO will, if considered appropriate, carry out screening for alcohol and drugs. Testing may 
be carried out on reasonable suspicion or following an incident. 

• The CRJO also reserves the right to introduce random testing where it is considered appropriate. 

• Workers will be encouraged to overcome identified drug and alcohol problems that could impair 
a workers’ ability to work safely. 
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• Encourage our workers to maintain good health and wellbeing through a suitable lifestyle 
balance.  

2. A worker has a responsibility to take prescription and pharmacy drugs in accordance with the 
instructions of their medical practitioner and normal directions relating to use of the drugs. 
In the instance that prescription medication could potentially affect the ability of the worker 
to perform their normal duties safely; the worker must notify their immediate supervisor. 

3. In the event that drugs or alcohol are found on CRJO premises, actions may include an 
investigation of the matter to attempt to determine who is responsible for the drugs or 
alcohol or requiring workplace participants to undergo a drug or alcohol test. 

 

4. Alcohol and Drug Testing and Disciplinary Process 
The CRJO may conduct drug and/or alcohol testing on reasonable suspicion of policy violation or 
following an accident or incident. CRJO also reserves the right to carry out random testing where 
it is considered appropriate.  

Area for random testing will be determined by the Executive Officer of the CRJO.  A nominated 
external party (with Work Health and Safety credentials) will assist the Executive Officer. 

Drug and Alcohol testing will be carried out by an external company and testing will be conducted 
in accordance with requirements under the Australian Standard. 

Disciplinary procedures will be invoked, and may lead to summary dismissal, in the case of any 
worker who: 

• is removed from a workplace due to impairment or suspicion of impairment caused by 
substance abuse, drugs or alcohol consumption. 

• tests positive for illegal drugs, including Cocaine, Opiates, Methamphetamine, or THC. 

• is found to have a blood alcohol level that exceeds the RMS prescribed concentration levels for 
alcohol of 0.05 detected in a breath or a blood sample when conducting duties not involving 
vehicle operation. 

• is found to be operating a vehicle for work purposes and exceeds the RMS prescribed blood 
alcohol concentration of 0.05 for employees holding unrestricted drivers licences and 0.00 for 
employees holding restricted licences.  

• refuses to undertake a screening test for alcohol or drugs, or 

• is found supplying illegal drugs in either the worker’s primary workplace, or any council, 
corporate, or other workplace being visited by the worker. 

Workers found to be exhibiting the effects of drugs or alcohol may be directed to have an 
appropriate test conducted. If a positive drug and alcohol reading is recorded at any time, the 
worker will be subject to disciplinary action, possibly including suspension and/or termination. 

A worker found to be exhibiting the effects of drugs or alcohol, or returning a positive drug or 
alcohol reading, or refusing to participate in testing, will be required to cease work immediately 
and leave the workplace. 

• As part of our commitment to maintaining safe work practices, the CRJO is unable to 
allow workers to resume work until such time as they undertake testing and a negative 
result is obtained. 
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• Workers sent home or to a medical examination must report to their supervisor the 
following working day or when they are no longer under the influence of drugs or alcohol 
to discuss the incident. 

• Workers who return a positive result or refuse testing will not be paid for this time off 
work until a negative drug or alcohol test is returned. 

 

5. Requests for Help 
The CRJO will treat any requests for assistance from any worker who volunteers the information 
that they have a drink or drug related problem sympathetically, and the worker will have access 
to CRJO’s employee assistance program.  

A request of this nature will not be accepted subsequent to or immediately prior to testing for 
alcohol and drugs. During any regime of treatment, the individual would remain subject to the 
requirements of this policy whilst at work. 

Drug and Alcohol Management Strategies 
• The CRJO will ensure that effective control strategies for drug or alcohol misuse will be 

implemented. 

• Such control strategies will focus on job performance and safety and will be implemented in 
conjunction with appropriate counselling. 

• The Drug and Alcohol Policy will be provided to and acknowledged by all new employees (full 
time, part time and casual employees) at induction. 

• Contractors and volunteers will also be provided a copy of this policy by their project or line 
manager and acknowledge that they may be subject to testing under this policy. 

• Workers are encouraged to report drug and alcohol problems that could present safety risks. 

• Suitable training will be provided, if needed, so that workers will know how to deal with drug 
and alcohol misuse appropriately. 

• Interventions in the case of safety-related drug and alcohol problems will be monitored and 
evaluated and followed up with further action if required. 

• An operational Alcohol and Drugs Procedure will be developed and implemented to support this 
policy. 

• All processes relating to this policy will be uploaded on CRJO’s SharePoint server and made 
available to all workers.  

Manager and Supervisor Commitment 
Managers and supervisors are responsible, within the scope of their authority, for ensuring that: 

• The objectives of this policy are integrated into work practices. 

• Effective action is taken to prevent accidents, incidents or injuries, which could result from drug 
or alcohol misuse. 

• All processes relating to this policy are followed and due process afforded to all workers. 

• Risks arising from drug or alcohol misuse are identified, assessed and controlled. 

Confidentiality 
When addressing issues relating to alcohol and drug misuse, all parties should be sensitive to the 
individual’s right to confidentiality, privacy and dignity. 
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If the worker is aged less than eighteen years, the parent/guardian may also need to be involved. 

6. Performance Indicators 
• Zero incidents caused by workers being affected by drug or alcohol in the workplace. 

• The management of workers affected by drugs or alcohol is carried out in a proactive manner. 

• Incidents of the need to support workers with drug or alcohol misuse problems. 
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