
OUR VISION
A progressive region creating opportunities for all

OUR MISSION
We are a council committed to continuous improvement, a sustainable 

future and efficient investment in our communities

OUR VALUES
Respect and Integrity

Accountability and Transparency
Providing Value

Commitment and Teamwork

OUR PRIORITIES
Strong, vibrant communities

Building and maintaining quality infrastructure
Supporting our local economy

Protecting our people and our environment
Leadership and governance

Our organisation 

Leadership and Governance 
Standing Committee Meeting

Notice is hereby given pursuant to the provisions of the 
Local Government Regulation 2012, that the next 
Meeting of the Central Highlands Regional Council will 
be held in the Council Chambers, 65 Egerton Street, 
Emerald on

Tuesday, 8 October 2019
At 10.15 am

For the purpose of considering the items included on the Agenda.

Rodney Ferguson
Acting Chief Executive Officer 
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MINUTES – LEADERSHIP AND GOVERNANCE STANDING COMMITTEE MEETING  
HELD AT 10.20AM TUESDAY 10 SEPTEMBER 2019 IN THE CENTRAL HIGHLANDS REGIONAL 
COUNCIL CHAMBERS, EMERALD OFFICE 

 
PRESENT 
Councillors  
Councillor (Cr) C. Rolfe (Chair) 
Councillors (Crs) K. Hayes (Mayor), P. Bell AM, C. Brimblecombe, G. Nixon and G. Sypher  
 
Officers 
Acting Chief Executive Officer, R. Ferguson, General Manager Corporate Services M. Gatt, Minute 
Secretary T. Wheeler and Corporate Communications Officer J. Lorenzen. 
 
Observers 
Nil 
 
 
APOLOGIES 
Nil 
 
 
LEAVE OF ABSENCE 
Nil 
 
CONFIRMATION OF MINUTES OF PREVIOUS MEETING 
Leadership and Governance Standing Committee Meeting: 13 August 2019 
Resolution: 
Cr Brimblecombe moved and seconded by Cr Bell “That the minutes of the previous Leadership and 
Governance Standing Committee Meeting held on 13 August 2019 be confirmed.” 
 

LGSCM 2019 / 09 / 10 / 001 Carried (6-0) 

 
 
BUSINESS ARISING OUT OF MINUTES 
Nil  
 
 
REVIEW OF OUTSTANDING MEETING ACTIONS 
Discussions were held regarding outstanding items. 
 
Resolution: 
Cr Brimblecombe moved and seconded by Cr Nixon “That the outstanding meeting action item number 
one, ‘Smart Cities presentation’ be moved to the Communities Standing Committee to monitor progress.” 
 

LGSCM 2019 / 09 / 10 / 002 Carried (6-0) 

 
 
REVIEW OF UPCOMING AGENDA ITEMS  
Discussions were held regarding upcoming agenda items. 
 
 
MATERIAL PERSONAL INTEREST, CONFLICT OF INTEREST, PERSONAL GIFTS AND BENEFITS 
Nil  
 
 
Attendance 
Manager Governance J. Ngoroyemoto attended the meeting at 10.25am. 
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INFORMATION REPORTS 
 

Corporate Services 
 
10.1.1 Governance Status Update – Policy Framework Review 
 
Executive summary: 

Council is undertaking a review of the structure and content of its policy manual. In doing so, it wishes to 
address issues as to: 
 

1. What policies should be made/ reviewed by Council itself? 
2. What policies have an administrative or process focus and should be made or reviewed by the Chief 

Executive Officer (CEO) only? 
3. How should these documents be organised? 
4. What processes should be put in place to ensure they remain relevant, and that reviews are not 

simply cursory? 
5. What are procedural matters and not policy? 

 
The purpose of this review is to: 

• Canvass broad options as to how the Council’s policies might be categorised; 

• Obtain agreement as to what that framework should be; 

• Recommend criteria for what processes Council might use to decide what is a Council policy, what 
is administrative, and what are procedural matters; and 

• Suggest ways that they can be kept up to date and relevant. 
 
Council staff will then apply the framework to a review of policies and procedures for review by Council or 
the CEO. 
 
Resolution: 
Cr Nixon moved and seconded by Cr Brimblecombe “That the Central Highlands Regional Council receive 
the proposed Policy Framework Manual.” 
 

LGSCM 2019 / 09 / 10 / 003 Carried (6-0) 

 
 

Attendance 
J. Ngoroyemoto left the meeting at 10.56am. 
Manager Safety and Wellness S. Schofield attended the meeting at 10.56am. 
 

INFORMATION REPORTS 
 

Chief Executive Officer 
 
11.1.1 Bi-Monthly Safety and Wellness Update 
 
Executive summary: 

This report provides a summary of Central Highlands Regional Council’s health and safety performance. 
The purpose of the information provided is to highlight to Council any issues, risks and opportunities 
impacting the safety and health of workers at Council. 
 
Resolution: 
Cr Brimblecombe moved and seconded by Cr Sypher “That Central Highlands Regional Council receive the 
Bi-Monthly Safety and Wellness Report for the period July to August 2019.” 
 

LGSCM 2019 / 09 / 10 / 004 Carried (6-0) 
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Attendance 
S. Schofield left the meeting at 11.20am. 
 

GENERAL BUSINESS 
Nil 
 
 
 

CLOSURE OF MEETING 
 
There being no further business, the Chair closed the meeting at 11.20am.      
 
 
 
CONFIRMED 
 
 
 
CHAIR 
 
 
 
DATE 
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10 INFORMATION REPORTS

10.1 Corporate Services

10.1.1 Governance Update 

INFORMATION REPORT

Date: 8 October 2019 Presentation Duration: Approx. 15 minutes

To: Leadership and Governance Standing Committee Meeting

Author: James Ngoroyemoto, Manager Governance 

Authorising Officer: Margaret Gatt, General Manager Corporate Services 

File Reference: N/A

EXECUTIVE SUMMARY:

This report is provided to update Council on the review of current Governance systems, processes and 
procedures as well as roles and responsibilities for Governance tasks across functional areas of the 
organisation to identify issues of coordination and accountability.

OFFICER RECOMMENDATION:

That Central Highlands Regional Council: 
1. receive the October Governance update report;
2. adopt the following policies, as shown in the attachments to this report:

a. General Complaints Management Policy;
b. Asset Disposal Policy;
c. Information Management Policy;
d. Common Seal Policy; and

3. revoke the Records Management Policy:

REPORT:
This report is intended to provide an update to the committee on the following governance areas:

 Policy Review; and 
 Compliance Framework

Policy review

The Governance team have previously identified fourteen (14) policies that were overdue for review and set 
as priority (1) with a further eleven (11) set as priority two (2). Governance team committed to assisting the 
business units responsible for the policies to ensure all policies identified as priority 1 or 2 are reviewed by 
the end of the calendar year. 

An update on the progress of the review of policies identified as priority 1 and 2 is summarised in the table 
below:

Policy Name Priority Status
Records Management Policy 1 Completed - Proposed to revoke and replace 

with Information Management Policy in this 
report. 

Asset Disposal Policy 1 Completed – Proposed amendments in this 
report. 
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Policy Name Priority Status
Common Seal Policy 1 Completed – No amendments, part of this 

report
General Complaints Management Policy 1 Completed – Proposed amendments in this 

report. 
Information Management Policy 1 Completed – Proposed amendments in this 

report. 
Staff Housing Rental Policy 1 Completed and adopted by Council

Revenue Policy 2 Completed and adopted by Council

Revenue Statement 2 Completed and adopted by Council

Budget Policy 2 Completed and adopted by Council

Reserves Policy 2 Completed and adopted by Council

Investment Policy 2 Completed and adopted by Council

Debt Policy 2 Completed and adopted by Council

Rates and Charges Collection Policy 2 Completed and adopted by Council

Asset Management Policy 1 Under Review, to be presented at future 
meeting

Fitness for Work Policy 1 Under Review, to be presented at future 
meeting

Internal Audit Charter 1 Under Review, to be presented at future 
meeting

Procurement Policy 1 Under Review, to be presented at future 
meeting

Related Party Disclosure Policy 1 Under Review, to be presented at future 
meeting

Community Donations and Sponsorships 
Policy

1 Under Review, to be presented at future 
meeting

Related Party Disclosure Policy 1 Under Review, to be presented at future 
meeting

Concealed Leaks Policy 1 Under Review, to be presented at future 
meeting

Trainee and Apprentice Policy 1 Under Review, to be presented at future 
meeting

Water Supply (Domestic Use Only) For 
Sapphire and Rubyvale mining Claims Policy

1 Under Review, to be presented at future 
meeting

Competition and Water Reform Policy 2 Under Review, to be presented at future 
meeting

Workplace Bullying and Harassment Policy 2 Under Review, to be presented at future 
meeting

Arts and Cultural Policy 2 Under Review, to be presented at future 
meeting

Customer Service Standards – Water Supply 
and Sewerage

2 Under Review, to be presented at future 
meeting

Governance Policies – General Complaints Management Policy

The General Complaints Management Policy was adopted on 9 October 2018. The policy has undergone 
significant review and amendment for consistency with other policy documents. 
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This policy establishes a framework for identifying, assessing, recording, managing and resolving 
complaints. The policy also acknowledges the role complaints play in providing feedback to Council on its 
services to the community. As part of the review process the policy and procedures were read in 
conjunction with the receiving of a complaint to assess their effectiveness in resolving that complaint. The 
attached draft policy is presented for Council’s consideration.  

Governance Policies – Common Seal Policy

The content of the policy remains the same, this policy guides the use of the Council’s common seal for the 
nominated purpose. This policy was adopted on 13 August 2014 and upon review amendments are 
proposed. Namely, a slight amendment to the purpose to highlight what the purpose of the policy is and 
removal of section 2.0 as the Local Government Act 2009 does not have provisions on the utilisation of 
common seals. The attached draft policy is presented for Council’s consideration. 

Asset Management Policies – Asset Disposal Policy

The Asset Disposal Policy provides a framework for the open, transparent and systematic disposal of 
Council’s assets which are surplus to Council’s requirements and incorporates principles consistent with 
the Local Government Act 2009. 

This policy was adopted on 9 May 2017 and upon review amendments are proposed. Namely, 
amendments to the purpose and scope of the policy to better contextualise and introduce the policy. 
Amendment to the policy statement to include principles that underpin the policy. Finally, an amendment to 
insert a reference to conflict of interest principles to highlight the responsibility and importance of conflict of 
interest. The attached draft policy is presented for Council’s consideration. 

Information Services Policies – Information Management Policy

The Information Management Policy is proposed to replace the Records Management Policy which 
currently sits within the old format of policies regime and was adopted on 13 December 2010. The policy 
has undergone significant review and amendment for modernisation and consistency with other policy 
documents. The current policy is attached. 

This policy creates a framework to regulate Council’s record keeping systems, information management 
controls and obligations consistent with legislation. Namely, the Public Records Act 2002, Information 
Privacy Act 2009, Right to Information Act 2009 and the Queensland Government’s Records Governance 
Policy. As part of this review and consultation, a new purpose and scope has been inserted to better reflect 
the nature of the policy. Further, standards have been introduced into the policy inline with the legislation 
and government policy mentioned above. The attached draft policy is presented for Council’s consideration. 

Compliance Framework Review

In the previous update to the Leadership and Governance Standing Committee, the Governance team had 
initiated discussions regarding contractual terms with the Local Government Association of Queensland’s 
(LGAQ) legislation compliance service.

The legislation compliance service is a subscription service that provides users with access to an online 
tool (the compliance tool) to manage and navigate State and Federal legislation and regulation 
obligations and changes as updated by solicitors King and Company. 

The compliance tool shows Council compliance and non-compliance with applicable State and Federal 
legislation and regulation, allows Council employees to be able to clearly identify and assign compliance 
obligations to the responsible officers which can then be reviewed and actioned accordingly. 

The compliance tool also consolidates all relevant compliance obligations into a single repository and 
provides a management dashboard reporting tool for Council to manage and monitor progress towards 
different areas of compliance. 

In contrast Council has been managing statutory compliance obligations on spreadsheets, this method of 
management is:



Agenda - Leadership and Governance Standing Committee Meeting - 8 October 2019

Central Highlands Regional Council 13 of 46

 Difficult to test;
 Obstructive to regulatory compliance;
 Unfit for agile business practices;
 Not designed for collaborative work; and
 Hard to consolidate. 

Since the previous update to the Leadership and Governance Standing Committee, the Governance team 
as part of the configuration have undertaking testing sessions with LGAQ compliance tool consultant and 
have begun assigning compliance obligations starting with obligations under the Local Government Act and 
Regulation to the responsible council officers. The next stage of implementing the compliance tool will be to 
organise training with officers in each operational department to explain how to use the compliance tool, 
what their obligations are, when they are due, and how to update their obligations with the actions they 
have undertaken.   

CONSIDERATIONS / IMPLICATIONS:

Corporate/Operational Plan Reference: 
5. Leadership and Governance
5.3.1 Maintain high standard of corporate governance

Budget/Financial/Resourcing: 
All associated budget costs are covered in the 2019-2020 adopted budget. 

Legal/Policy/Delegations:
Local Government Act 2009 and Local Government Regulations 2012
Council’s Document Development Framework Policy (CHRC004)
General Complaints Management Policy
Asset Disposal Policy
Asset Management Policy
Information Management Policy
Common Seal Policy

Communication/Engagement:
All policy reviews have been consulted with the relevant business unit policy owners. Where 
appropriate other business units that are impacted by policies have also been consulted with.

Risk Assessment:
Policy review and revision is a crucial part of an effective policy management plan. Outdated 
policies can leave Council at risk. Old policies may fail to comply with new laws and regulations. 
They may not address new systems or technology, which can result in inconsistent practices. 
Regularly reviewing policies keeps Council up to date with regulations, technology, and industry 
best practices. 
Timings/Deadlines:
Completion of review of priority 1 and 2 policies by the end of the calendar year. 

Alternatives considered:
N/A

SUMMARY:
Governance has undertaken a review of the General Complaints Management Policy, Common Seal 
Policy, and facilitated review of the Asset Disposal Policy, and Information Management Policy. The 
reviews are complete, and these policies are being presented for adoption.

Governance is also in the process of implementing the LGAQ compliance tool, and this report provides an 
update on the progress at this stage.

ATTACHMENTS:
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1. General Complaints Management Policy - Draft Final [10.1.1.1 - 3 pages]
2. Common seal policy - Draft Final [10.1.1.2 - 2 pages]
3. Asset Disposal Policy - Draft Final [10.1.1.3 - 4 pages]
4. Information Management Policy - Final [10.1.1.4 - 3 pages]
5. Records-management-policy [10.1.1.5 - 9 pages]

– END OF REPORT – 
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POLICY

General Complaints Management  

POLICY NUMBER: CHRC0052 DEPARTMENT: Corporate Services
EFFECTIVE DATE: 9 October 2018 UNIT: Governance

1. Purpose and Scope

1.1 The purpose of this policy is to establish a complaints management process for resolving 
complaints, as required under section 268 (4) of the Local Government Act 2009 and section 
306 of the Local Government Regulation 2012 and will provide a framework for identifying, 
assessing, recording, managing and resolving complaints in accordance with the customer 
service charter. 

Council is committed to promptly, ethically, fairly, transparently, professionally and in 
confidence, to manage and resolve all complaints. 

  Council is committed to providing a level of customer service that does not attract 
complaints but acknowledges the rights of affected persons to provide feedback, both 
positive and negative, on its services and/or to lodge a complaint about a decision or other 
action it takes. The purpose of this policy is to outline our complaints philosophy and to 
clearly state our commitment to be a responsive and professional organisation. 

1.2 This policy applies to all complaints regarding Council actions, services and employees 
including contractors and volunteers. This policy does not include the management of Customer 
Service Requests, Public Interest Disclosures, complaints about the Chief Executive Officer, 
competitive neutrality complaints, Councillor conduct complaints or an employee grievance. The 
policy illustrates our commitment to complaint resolution. Various complaints may require a 
statutory policy approach such as Administrative Action Complaints, competitive Neutrality 
complaints, official misconduct or breaches of Codes of conduct. These are addressed in 
relevant policies

1.3 This policy should be read in conjunction with the Administrative Action Complaint Procedure 
which explains the administrative arrangements for the processing of complaints. 

1.31.4 Lodging a complaint for Council’s consideration does not preclude the issue being 
investigated by another group or agency, such as the Queensland Ombudsman. 

2. Reference

Local Government Act 2009
Local Government Regulation 2012
Information Privacy Act 2009
Public Interest Disclosure Act 2010
Crime and Corruption Act 2001
Administrative Action Complaint Procedure (PROC035)(TBC)
Code of Conduct for Councillors Policy (CHRC0003)
Employee Code of Conduct (CHRC0026)
Investigations – Councillors Conduct Policy (CHRC0056)
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3. Definitions

Complaint means an expression of dissatisfaction by a customer regarding the unsatisfactory deliver of 
a product or service offered by Council or the unsatisfactory conduct of Council employees, Contractors 
and Volunteers. 

Council means Central Highlands Regional Council. 

4. Policy Statement

4.1. Council is committed to providing a level of customer service that acknowledges the rights of 
affected persons to provide feedback, both positive and negative, on its services and/or to lodge 
a complaint about a decision or other action it takes. We embrace the following concepts in 
dealing with complaints and requests to Council:

4.2. To facilitate the effective management of complaints, Council will: 

(a) adopt a customer-focused approach that encourages open feedback and a commitment to 
resolving complaints;

(b) endeavor to ensure that anyone who is dissatisfied with Council service or product can 
easily and simply make a complaint and/or feedback;

(c) designate a location to lodge complaints which is visible and easily accessible to 
customers; 

(d) acknowledge complaints;

(e) investigate complaints courteously and fairly;

(f) respond to complaints in a timely manner and within prescribed timeframes set out in its 
management procedure;

(g) establish a system for complaint handling that will enable it to identify trends, eliminate 
causes of complaints and improve operations and customer service;

(h) reward and recognise staff who receive compliments for their service delivery;

(i) ensure all staff are aware of the General Complaints Management policy and procedure;

(j) ensure complaint mechanisms are accessible for all customers and the availability of 
support for people with low literacy, English as a second language, disability or other 
access needs is communicated. 

4.3. The general complaints management procedure details how Council will record and report all 
general complaints. 

4.4. If a complainant is not satisfied that a complaint has been satisfactorily resolved, they will be 
informed of any statutory right of review and, if requested, be provided with details of any further 
review mechanism that is available. 

 Fairness: treating complainants fairly requires impartiality, confidentiality and transparency at 
all stages of the process.

 Accessibility: to be accessible there must be broad public awareness about council’s policy 
and a range of contact options.

 Responsiveness: this will be achieved by providing sufficient resources, well trained staff and 
review and improvement of the systems.
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 Efficiency: complaints will be resolved as quickly as possible, while ensuring that they are dealt 
with at a level that reflects their level of complexity.

 Integration of different areas of council where the complaint overlaps functional 
responsibilities.

4.5. To achieve this we will:
 
 Provide a simple and clear process for fair and timely complaint outcomes and provision of 

information to help improve service delivery.

 Include written policy and procedures, a complaint recording and reporting system and other 
resources including trained staff and website.

 Meet recognised standard and principles of good complaints management practice.

This will be achieved by:

(a)Providing a structured and consistent approach to complaints management across council.
(b)Promoting customer satisfaction.
(c)Enabling poor decisions/actions to be rectified quickly and efficiently.
(d)Saving money by resolving complaints internally, close to the source.
(e)Preventing complaints from unnecessarily escalating, a situation which can be resource intensive 

and lead to adverse publicity.
(f) Identifying areas, practices, procedures and services for improvement.
(g)Satisfying council’s statutory obligation to implement a complaints management process.

5. Policy Review 

This policy will be reviewed when any of the following occur:

1. As required by Legislation.

2. The related documents are amended or replaced. 

3. Other circumstances as determined from time to time by a resolution of Council.

It is noted that at the time of adoption by Council, this policy was requested to be reviewed by the end 
of the first quarter of 2019.

Notwithstanding the above, this policy is to be reviewed at intervals of no more than four (4) years.
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COUNCIL POLICY

Common Seal Policy

POLICY NUMBER: CHRC0055 DEPARTMENT: Chief Executive Office
EFFECTIVE DATE: 13 August 2014 UNIT: Governance

1.0 Purpose and Scope

The purpose of this policy is Tto provide guidance for use of council’s common seal for ceremonial 
documentation.

This policy applies to the use of the common seal for ceremonial documentation. 

This policy will not apply to documents executed by council under Section 236 of the Local 
Government Act 2009. 

2.0 Reference
This policy ensures that the council’s common seal is utilised in accordance with the provisions of the 
Local Government Act 2009. 

3.02.0 Definitions
Common seal – means the official impressed stamp including the words Central Highlands Regional 
Council Common Seal.
Ceremonial Documents – includes certificates, contracts/agreements of historic significance, awards 
or presentations or documents as decided by resolution of council. 
Seal register – will be a document maintained by the Chief Executive Officer that will record the date 
and details of the document signed under the common seal of the council =. 
The Act shall mean the Local Government Act 2009 (as amended).
The Regulation shall mean the Local Government Regulation 2012 (as amended).

4.03.0 Application
The Chief Executive Officer is the custodian of the common seal and is to ensure the safe custody of 
the seal. 
The Chief Executive Officer will maintain a seal register.

A combination of any two of the persons holding the following positions are required as authenticating 
witnesses to the affixing of the common seal:

 Chief Executive Officer (or a person who has been properly appointed as the Acting Chief 
Executive Officer);

 Mayor;

 Deputy Mayor; or

 Acting Mayor in the absence of the Mayor and Deputy Mayor.

The common seal as identified above is the one and only common seal of the Central Highlands 
Regional Council and cannot be duplicated. 
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The common seal It can only be replaced by resolution of council. 

The common seal will only be affixed to documents of a ceremonial nature. 

5.04.0 Policy Review 

This policy will be reviewed when any of the following occur:

1. As required by Legislation.

2. The related documents are amended or replaced. 

3. Other circumstances as determined from time to time by a resolution of Council 

Notwithstanding the above, this policy is to be reviewed at intervals of no more than four (4) years.
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COUNCIL POLICY

Asset Disposal Policy

POLICY NUMBER: CH0043 DEPARTMENT: Corporate Services
EFFECTIVE DATE: 9 May 2017 UNIT: Asset Management

1.0 Purpose and Scope

The purpose of this policy is to provide a systematic and accountable method for the disposal of 
surplus assets, and to ensure the process is transparent and complies with Council’s Code of Conduct, 
particularly with respect to conflict of interest. 
This policy's purpose is to assist Council to dispose of its assets and materials surplus to Council’s 
needs in a manner that

 Achieves value for money
 Promotes fair and effective competition 
 Considers any potential benefit to the community
 Considers any impact on the environment 
 Ensures open and transparent behaviour

This policy applies to all of Council and its business units.  

However this policy specifically excludes the sale of stockpile items at Council’s Quarry and Saleyard 
operations. It also excludes the sale of services or the sale of any item detailed in Council’s Fees and 
Charges Register. These are not classed as current or non-current assets for the purposes of this policy 
only.

This Policy applies to Council employees, contractors and volunteers in the disposal of :
all current and non-current assets and items surplus to Council requirements.; and
 all employees of Council.

2.0 Reference
Local Government Act 2009 
Local Government Regulation 2012

3.0 Definitions

Act means the Local Government Act 2009 (as amended).

As is where is means the sale of items, plat or equipment is to be sold in the current condition with no 
remediable works to fix or relocate. 

Community Organisation as per the Local Government Regulation 2012 (as amended) means
(a) an entity that carries on activities for a public purpose; or  
(b) another entity whose primary objective is no directed at making a profit. 

Council means Central Highlands Regional Council.

Current Asset means of a value less than the limit set for non-current assets.
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Interest in land means those leases of Council land that are lodged with the Titles Office.

Regulation means the Local Government Regulation 2012 (as amended).

Surplus to Requirements means when the asset (or material) is functioning (or in use) and has 
economic benefit, but has no application in Council operations, or where the asset has no economic 
benefit (its use incurs more cost than benefit derived).

Scrap means an asset no longer functions, is obsolete (legally out of date), or has been deemed non-
compliant by Workplace Health and Safety regulations, or the asset or surplus material may only be 
disposed of as scrap.

Valuable Non-Current Asset means 
(a) land; or
(b)  plant or equipment with a value of $5,000 and over
(c) for another type of asset with a value of $10,000 and over

4.0 Policy Statement

Council assets will be disposed of in a responsible and accountable manner, taking into consideration 
the following principles: 

(a) Achieves value for money;
(b) Promotes fair and effective competition;
(c) Considers any potential benefit to the community;
(d) Considers any impact on the environment; and
(e) Ensures open and transparent behaviour. 

Disposal Decision

Prior to the disposal of Council assets or materials surplus to requirements or scrap, approval must be 
sought from the Chief Executive Officer or the Chief Executive Officer’s delegate listed in the delegations 
register.

Disposal of Valuable Non-Current Assets or an interest in land

Disposal must be undertaken in accordance with Chapter 6, Part 2 of the Local Government Regulation 
2012 the provisions of the regulation and Council’s procedure for disposal of assets.
 

5.0 Disposal of Current Assets including Scrap Asset Disposal Methods

1. Donation or sale to a community organisation

The recipient (community organisation as defined in the regulation) must be aware of the item’s condition, 
must indemnify Council of any future repairs, maintenance and accept the condition on an as is and where 
is basis, and must absorb any costs associated with the disposal. The disposal may be by donation or by 
a predetermined price set by the Chief Executive Officer or the Chief Executive Officer’s delegate listed 
in the delegations register.

2. Quotation or Tender/Auction

Disposal of current asset may be by quotation or by using a tender or auction if that process is more 
efficient or provides an increased return to Council from the sale of the current assets.  

Apparent Value Disposal Method
< $1,000 one quote
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$1000 and < $5,000 two quotes
> $5,000 and up to 
$10,000 (but not a 
valuable non-current 
asset)

three quotes

The tender or auction must be undertaken in accordance with the provisions of the regulation.

Quotations and tender/auction processes must follow the procedure for disposal of assets.

3. Offering for sale 

Disposal of a current asset may be made by offering the asset for sale at a predetermined price set by 
the Chief Executive Officer or the Chief Executive Officer’s delegate listed in the delegations register. The 
method of offering the asset for sale must follow the procedure for disposal of assets.

4. Buyers Risk 

Irrespective of the disposal method applied, all prospective buyers must be advised in writing that items 
are disposed of, with any faults, at the buyers risk (as is where is).  Buyers are to rely on their own 
investigations regarding the condition and workability of the items and Council will not be responsible for 
any repairs or maintenance of the asset. 

5. Trade-In 

The item may be traded for another asset as required by Council. The trade-in process must be 
undertaken in accordance with the provisions of the regulation and the Council’s procedure for disposal 
of assets.

6. Dumping 

The method of dumping must not be environmentally unsound, hazardous or wasteful. Dumping must 
offer the most cost effective solution to Council. The site must be approved by an appropriate supervisor 
or manager. The owner of the site must approve the dumping and also indemnify Council against any 
losses associated with the dumping.

7. Documentation and Declarations 

The relevant GM or their delegate is to ensure; 

a) The disposal methodology is fully documented and all documentation is filed under the appropriate 
disposal file in Council's record keeping system; and 

b) Any conflict of interest issues, perceived or otherwise, in relation to the chosen means or disposal 
or with employees involved in the disposal process should be declared and registered in 
accordance with the Code of Conduct. 

6.0 Conflict of interest

The officer responsible for the disposal of any Council asset and the relevant General Manager must ensure that 
no conflict of interest occurs in or as a result of the asset disposal process. 

7.0 Policy Review
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This policy will be reviewed when any of the following occur:

1. As required by Legislation.

2. The related documents are amended or replaced. 

3. Other circumstances as determined from time to time by a resolution of Council 

Notwithstanding the above, this policy is to be reviewed at intervals of no more than four (4) years.
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POLICY

Information Management Policy

POLICY NUMBER: DEPARTMENT: Corporate Services  
EFFECTIVE DATE: UNIT: Information Services

1.0 Purpose and Scope

This policy will define Council’s commitment to the management of all Council records in accordance 
with statutory requirements and obligations under the Public Records Act 2002. Furthermore, this policy 
will provide an accurate reflection of recordkeeping systems, procedures, processes and obligations 
within Council.

This policy applies to all aspects of Council business, all records created or received regardless of the 
format during the conduct of business activities, and all business applications, systems and software 
used to create records. All practices concerning recordkeeping within Council are to be in accordance 
with this policy. In accordance with the Public Records Act 2002, all Council employees, contractors, 
volunteers and elected members are required to comply with the contents of this policy.

2.0 Reference

Public Records Act 2002
Information Privacy Act 2009
Records Governance Policy

3.0 Definitions

Archiving shall mean the process of migrating or transferring inactive information for longer-term 
storage, preservation and access. 
Capture shall mean the action which results in the registration of a record into a recordkeeping system. 
Destruction shall mean the process of eliminating or deleting records that do not have continuing value.
Disposal shall mean the final decision concerning the fate of records. 
Information shall mean a collection of data in any form that is maintained by an agency or person. 
Record shall mean information created, received and maintained in pursuance of legal obligations or in 
the transaction of business.
Permanent Record shall mean a record with high archival value which cannot be destroyed and must 
be retained indefinitely by either the agency or Queensland State Archives. 
Retention shall mean the act of keeping records for as long as they have administrative, business, 
legislative, historical and archival value.
Right to Information is a process giving the public the right, granted by law, to inspect or otherwise have 
access to information held by local authorities, subject to specified exclusions.

4.0 Policy Statement

Council will develop, document, implement, maintain and review appropriate Information Management 
controls specified in the Public Records Act 2002 and the Information Privacy Act 2009. In developing 
and applying these controls, Council will adopt all mandatory principles of Information Management as 
specified on the Queensland Government Records Governance Policy. Council will establish appropriate 
information management policies and procedures, in accordance with this policy, with effective 
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governance across Council adopting all relevant industry frameworks, standards and regulated reporting 
requirements.

The objectives of this policy are to ensure:

 compliance with the Public Records Act 2002 and associated framework;
 compliance with Information Privacy Act 2009 & Right to Information Act 2009;
 processes are in place to systematically and effectively manage complete and reliable records; 
 ensuring information is adequately recorded and records are secured, preserved and accessible;
 recorded information can be retrieved efficiently, in a cost-effective manner when required; 
 protection and preservation of Council’s records and corporate knowledge; and
 Council employees, contractors elected members and volunteers are aware of their recordkeeping 

obligations.  

5.0 Application

Council will adhere to the mandatory principles of Information Management as specified in the Public 
Records Act 2002 and the Information Privacy Act 2009 for the protection of its information assets.  
Council will develop, document, implement, maintain and review appropriate management controls to 
protect the information held.

Council will apply the following practices:  

 ensure that compliant and effective records management is supported at all levels of the 
business. Council staff including, contractors, volunteers and elected members are ultimately 
responsible for compliant recordkeeping.  

 ensure that records management is integrated into core and operational functions and will 
develop performance metrics that align with the intent and objective of this policy with the 
strategic objectives of the Council.

 ensure complete and reliable records depict an entire story. This means the records contain 
context and detail from essential metadata like descriptions, relationships, history and can be 
trusted, is accurate, authentic and useable. Complete and reliable records provide evidence of 
business activities conducted by Council and ensure business efficiency and compliance. 

These records have the highest priority for Council to retain and manage the retention of when 
developing and implementing governance practices.

 ensure recordkeeping systems (including record systems and other business systems that 
create and maintain records), procedures and practices work reliably and be secure to ensure 
that records are credible and authoritative regardless of format. Recordkeeping systems will 
be secure from unauthorised access, damage and misuse to ensure that records are protected 
from tampering, unauthorised alteration, and from accidental or intended damage or 
destruction. 

 ensure that records are retained and disposed of in a planned and authorised way in 
consultation with the Queensland State Archives, baring in mind that the CEO is ultimately 
accountable for the creation, management, appraisal and retention of Council’s public records. 

The Executive Leadership Team will approve, direct and govern the development and application of 
appropriate information management administrative guidelines to protect the information assets of 
Council. They will delegate the development of the policies identified above and the operation of the 
specified information management controls to the Manager (Information Services) who will promote 
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compliance. The Manager (Information Services) will report regularly on the effectiveness of the policies 
and the operation of controls and immediately on the occurrence of any breach or logged deviation from 
the policies or implemented controls. 

6.0 Policy Review 

All policies will be reviewed annually or when any of the following occur:

 Relevant legislation, regulations, standards and policies are amended or replaced; and 

 Other circumstances as determined from time to time by the Chief Executive Officer / Executive 
Leadership Team / Managers.
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POLICY STATEMENT
NUMBER:

TITLE: RECORDS MANAGEMENT POLICY

SECTION AND 
POSITION:

Corporate Services Department

RELEVANT 
LEGISLATION:

Public Records Act 2002
Public Service Act 2008
Public Sector Ethics Act 1994
Civil Liability Act 2003
Electronic Transactions (Queensland) Act 2001
Evidence Act 1977
Financial and Performance Management Standard 2009
Information Privacy Act 2009
Right to Information Act 2009
Local Government Act 2009
Information Standard 40: Recordkeeping (IS40)
Information Standard 41: Managing Electronic Records (IS41)
Information Standard 42: Information Privacy
Information Standard 31: Retention and Disposal of Public Records (IS31)
Information Standard 18: Security
Australian Standards for Records Management (AS ISO 15489)
Financial Administration and Audit Act 1977
CHRC Internet and Email Use Policy
CHRC Employee Code of Conduct

PURPOSE: The purpose of this policy is to establish a framework for Central Highlands 
Regional Council to effectively fulfil its obligations and statutory requirements 
under the Public Records Act 2002 and advise all staff of their obligations in 
relation to the creation and maintenance of records within the Council in a 
manner that is compliant with the Standards set out by Queensland State 
Archives.

SCOPE: This policy applies to all aspects of Council business, all records created or 
received during the conduct of business activities, and all business applications 
used to create records including email, database applications and websites.

This policy applies to all records regardless of format, including both physical 
and electronic records, including emails.

All practices concerning recordkeeping within Council are to be in accordance 
with this policy which provides the overall framework for any other corporate 
recordkeeping policies, practices or procedures.
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This policy applies to all Council Officials (see definition).

PREAMBLE: The Central Highlands Regional Council recognises its regulatory requirements 
as a QLD Local Government Authority, and is committed towards achieving the 
principles and practices set out in the Information Standard 40: Recordkeeping 
(IS40) by establishing and maintaining best recordkeeping practices to meet its 
business, legal, community and cultural needs, and accountability
requirements.

Council’s records are its corporate memory, and as such are a vital asset for its 
ongoing operations, providing valuable evidence of business activities, 
transactions, communications, decisions and cultural heritage. Records 
management is therefore regarded as a core component of Council’s functions.

DEFINITIONS: “Accurate Records”
Records must accurately reflect what was communicated, decided or done (or 
not done). That is, the record’s content, context and structure can be trusted as 
a true and accurate representation of the transactions, activities or facts that 
they document and can be depended upon in the course of subsequent use.

“Council”
Central Highlands Regional Council

“Council Business”
May include the provision of services, delivery of programs, development of 
policies, making of decisions, performance of Council functions and other 
similar types of transactions. 

“Council Officials”
Persons employed by Council (whether permanent, temporary, full time, part 
time or casual), including Councillors, volunteers, trainees, apprentices and 
cadets, work experience placements, independent consultants and contractors 
and other authorised personnel offered access to the Council’s resources.

“Business Activity”
Umbrella term covering all the functions, processes, activities and transactions 
of an organisation and its employees.  Records that document business activity 
are vital for supporting informed decision making, corporate memory and 
ensuring accountability.  E-mail containing evidence of business transactions 
such as: -
 A directive or approval for a particular course of action
 Formal communications between internal officers or external agencies
 Final versions of reports
 Policy documents and Statements 
 Formal minutes of Council Committees which are not captured in any other 

form

This material is distinct from: -
 Information only messages
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 Duplicates or working copies / memos
 Private messages or personal comments between officers which would not 

provide evidence or be required for accountability purposes.

“Document”
A structured unit of recorded information, published or unpublished, in hard 
copy or electronic form, and managed as discrete units in information systems.

“Digitisation”
The process of converting any physical or analogue record into an electronic 
representation.  This may be done by such means as scanning or digital 
photography.

“Disposal”
The action concerning the fate of the records. Disposal includes: 
Destroying, deleting or migrating a record or part of a record, and abandoning, 
transferring, giving away, donating or selling a record or part of a record. 

“Electronic Mail – (E-mail)”
E-mail is a computer-based message sent over a communications network to 
one or more recipients. It may be transmitted with attachments such as 
electronic files containing text, graphics, images, and digitised voice and video 
or computer programs.

“Evidence”
Information that tends to prove a fact. Not limited to the legal sense of the term.

“Full and Accurate Record”
Full and accurate records are a combination of processes and essential 
attributes of records.  To be a full and accurate record according to IS40 
Principle 7, a public record must possess the following processes and 
attributes:

Created Meaningful
Captured Accurate
Retained Authentic
Preserved Inviolate
Adequate Accessible
Complete Useable

“Metadata”
Structured information that describes &/or allows users to find, manage, 
control, understand or preserve other information over time.

“Public Record”
Any form of recorded information; both received and created that provides 
evidence of the decisions and actions of a Public Authority while undertaking 
its business activities.

Public Records may be in any format – not just traditional paper records.
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Information can be recorded in a range of formats including, but not limited to:-
 Paper, Microfilm, Electronic
 Data within a database or business system that documents and records 

business processes or actions (e.g. rates payments, license applications, 
salary payments etc)

 Documents, files, maps, plans, drawings and photographs
 Audio or video media such as cassette and video tapes
 Optical media such as CD’s and DVD’s 
 Computer files on a floppy disk or hard disk

For the purpose of this policy examples of a “Public Record” includes but is not 
limited to:-
 All agendas, minutes and papers that were presented at meetings (internal 

or external)
 Report or analysis of an external publication
 Internal advertising or training brochures of a work related event or 

publication
 Media Releases
 Internal manuals and instructions
 Letters or emails from clients requesting information or action
 Records generated from a project (plans, estimates/costing, research 

material, correspondence etc) 
 Internally generated documents i.e. file notes
 Business related emails (e.g. an email that approves the purchase of new 

computers)
 Information published on a webpage or to a website
 Information downloaded from the Internet used to form the basis of a 

business decision
 Photographs, diagrams, drawings, maps and plans
 Documented phone calls (Record of Phone Conversations)
 Handwritten diaries, notes and notebooks that document a business

decision or action
 Records that are received or created by a Mayor or Councillor that relate to 

Council’s executive activities, including their diaries.

For the purpose of this policy examples of a “Public Record” does not include:-
 Any advertising material or training brochures from an external provider
 Informational material that includes lists of suppliers, catalogues, 

directories, addresses and contact lists
 Transitory/Ephemeral records
 Drafts that were not circulated internally, externally, or finalised ( excluding 

official version drafts of agreements, submissions and legal documents)
 Duplicate copies of material retained for reference purposes only;
 Spreadsheets which have no further value once the work to which it 

contributed has been completed (i.e. no continuing value for administration 
or research).

 Spam and unsolicited material (i.e. offering a service)
 Product brochures, catalogues, and other advertising material
 An email about a morning tea for a work colleague who is leaving
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 Personal information, such as: 
Personal notes from a training session, resume and personal emails 
*unless a large percentage of the email is business related.

** Documents which are not Public Records should not be stored in the Council 
Recordkeeping System and may be destroyed when reference ceases.

“Recordkeeping System”
Information system, which captures, maintains and provides access to records 
over time.

“Records”
Recorded information, in any form, including data in computer systems, 
created or received and maintained by an organisation or person in the 
transaction of business or the conduct of affairs and kept as evidence of such 
activity.

“Records Management”
The discipline and organisational function of managing records to meet 
operational business needs, accountability requirements and community 
expectations.

“TechnologyOne ECM” – (Enterprise Content Management)
Enterprise Content Management refers to the technologies, strategies, 
methods and tools used to capture, manage, store, preserve and deliver 
content and documents related to an organisation. TechnologyOne ECM is a 
Brand of Electronic Records and Document Management System (eDRMS).

“Transaction”
The smallest unit of business activity, uses of records are themselves 
transactions.

“Transitory/Ephemeral”
Transitory/ephemeral records are items of short term informational value that 
only need to be kept for a limited or short period of time, such as a few hours or 
a few days. The General Disposal Schedule for Administrative Records
indicates that ephemeral records include:
 Short term items such as phone messages, notes, compliment slips, office 

notices and circulars when the message does not relate to the business 
functions of the agency

 Rough working papers created in the preparation of official records;
 Drafts not intended for further use or reference, excluding official version 

drafts of agreements, submissions and legal documents;
 Duplicate copies of material retained for reference purposes only;
 Spreadsheets which have no further value once the work to which it 

contributed has been completed (i.e., no continuing value for administration 
or research).

POLICY: Introduction
The Public Records Act 2002 governs the obligations and responsibilities of 
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councils in relation to the management of public records. Under this Act, 
Council has an obligation to maintain records in its custody in good order and 
condition. Not only does this include obligations in relation to the creation, 
capture, storage, maintenance, protection and disposal of physical records but 
also records in electronic format.

The Public Records Act 2002 covers all public records irrespective of the 
technology or medium used to generate, manage, preserve and access those 
records.

For the purpose of this policy - a “Public Record” is any form of recorded 
information; both received and created that provides evidence of the decisions 
and actions of a Public Authority while undertaking its business activities.  
This means that, because Council Members and Staff act as representatives of 
the Council, any record created, sent, received, forwarded or transmitted by 
Council staff and/or Council Members in the performance and discharge of 
their functions and duties may be classified as public records (for example of 
what is and what is not a public record, see definitions).

Records that have short-term informational value and are only required to be 
retained for a short time, while they are needed for reference purposes are 
referred to as “Transitory/Ephemeral Records” (see definitions).

Recordkeeping System
TechnologyOne ECM (DataWorks) is an Electronic Document Records 
Management System (eDRMS) and has been elected as the primary 
Recordkeeping System for the Central Highlands Regional Council.  

For the purpose of this policy – Recordkeeping Systems are NOT the corporate 
email system, shared network drives/folders or personally managed files.  

The use of TechnologyOne ECM (DataWorks) is mandatory as set down by the 
Chief Executive Officer (CEO) and is to be used in all offices of the Central 
Highlands Regional Council.

All records created and received by Council are captured in this system 
through digitisation (i.e. scanning) processes.  As with records in other formats, 
emails that document any business activity or transaction must also be 
captured into the Recordkeeping System.  
For further information on Council’s requirements for creating and capturing 
emails, refer to the CHRC Style Guide and established Records Operating 
Manuals - available in TechnologyOne ECM (DataWorks) and Council’s 
Intranet.

TechnologyOne ECM (DataWorks) will manage the following processes:
 the creation and/or capture of records
 assist with automated capture of metadata (including action history)
 the storage and hardcopy location details of records
 the security and protection of records (including authenticity and integrity)
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 access to records (subject to security provisions)
 distribution of records (internally and externally as required)
 the disposal of records

Roles and Responsibilities
The Chief Executive Officer (CEO) is ultimately accountable for recordkeeping 
compliance in accordance with Section 7(2) of the Public Records Act 2002.  
Therefore, the CEO must have regard to any policy, standard or guidelines 
issued by the State Archivist in relation to recordkeeping and actively promote 
and support a positive recordkeeping culture 

Managers are responsible for supporting this policy through ensuring records 
are created and managed within their departments in a way which complies 
with the Records Management Policy and procedures.  In doing so, Managers 
should create and support the creation of records by staff, as part of normal 
business practices, as well as actively promote and support a positive 
recordkeeping culture through resource allocation, and other management 
support.

The Records Management section is responsible for:
 Identify recordkeeping requirements in consultation with Business Units.
 Provide training and education to Council staff in relation to recordkeeping 

requirements.
 Develop, implement and promote strategies, procedures and policies to 

ensure that all records are managed effectively
 Manage retention and disposal of public records in accordance with 

approved retention and disposal authorities issued by Queensland State 
Archives.

 Monitor compliance and management of records and recordkeeping within 
this organisation consistent with the standards described in this policy.

The Information Technology section is responsible for maintaining the 
technology for Council’s recordkeeping system, by providing support and 
infrastructure to ensure that records kept in electronic form are managed so 
that they are accessible, readable, inviolate, complete, comprehensive, and 
authentic for as long as required.

All staff are responsible for the creation and capture of full and accurate 
records as defined by this policy.
Creation and Capture
 Council requires all staff to ensure full and accurate records are created in 

all instances where there is a need for Council or an individual to be 
accountable for, and/or provide evidence of, decisions made or actions 
taken (for information on a “full and accurate record”, see definitions).
For further assistance with creating full and accurate records, please refer 
to the CHRC Style Guide.

 All records identified as Public Records should be captured as soon as 
possible, into the Recordkeeping System - TechnologyOne ECM 
(DataWorks).
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 All staff are responsible for capture, or initiating the capture of records that 
are identified as Public Records in accordance with established procedures 
(Refer to the Records Operating Manuals, available on the CHRC Intranet 
and TechnologyOne ECM DataWorks).

Storage and Access
 Hoarding or storing records (including emails) on or in informal/personal 

managed filing systems, network drives or email archive folders does not 
achieve compliance with the recordkeeping requirements under the Public 
Records Act 2002 or Information Standard 40: Recordkeeping (IS40).
Records must be made accessible and available for use over their lifetime 
to other staff (subject to normal security provisions); therefore records that 
are public records must be captured into TechnologyOne ECM 
(DataWorks).

 Staff must ensure appropriate levels of confidentiality are maintained when 
accessing records or recordkeeping systems in accordance with 
established policies and procedures and must not provide 
inappropriate/unauthorised access to restricted records or disclose 
information to the public except in accordance with the functions of your 
position.

 To mitigate the risk of loss, damage or theft, Council records should not be 
stored in unauthorised locations (i.e. at home or left in cars).

 Confidential records should be stored in locked storage cabinets which are 
accessible only by the authorised persons.

Retention and Disposal
 Council Officials (other than Records Staff) are not authorised to destroy, 

delete or dispose of any records of the Council identified as being a Public
Record (see definition of a Public Record).  

 The Public Records Act 2002 prohibits the disposal of public records 
without the permission of the State Archivist, therefore records may only be 
disposed in accordance with the Local Government Retention and Disposal 
Schedule (QDAN480) and the General Retention and Disposal Schedule 
for Administrative Records, issued by the Queensland State Archivist.

 Records that are identified as ephemeral, transitory, personal or private that 
do not relate to Council Business may be disposed of when they are no 
longer required for reference (see definition of “Transitory/Ephemeral
Records).

 If there is any uncertainty or confusion about whether a record may be 
identified as ephemeral and disposed of, staff must contact the Records 
Management section for advice.

All staff are required to comply with all legislation, policies and standards 
applicable to the creation and maintenance of Records.  As with other Council 
assets and services, TechnologyOne ECM (DataWorks) and the information 
contained therein should be used in an efficient, lawful and ethical manner, as 
per the Employee and Councillor Codes of Conduct.
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Staff and Councillors must report any non observance of the policy to the
General Manager of Corporate Services or the Chief Executive Officer, who will 
then decide on what, if any, further action is to be taken. Users found to be in 
breach of the policy requirements may be subject to formal disciplinary
procedures.

ADOPTED: 13 December 2010

AMENDED:

DUE FOR 
REVISION:

Review of this Policy will take place every 12 months from the date of adoption, 
or as required.
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10.1.2 Bi-Monthly Workforce Update 

INFORMATION REPORT

Date: 8 October 2019

To: Leadership and Governance Standing Committee Meeting 

Author: Tanya Rouse, Manager Human Resources 

Authorising Officer: Margaret Gatt, General Manager Corporate Services 

File Reference: NA

EXECUTIVE SUMMARY:

This report provides a basic overview of our current workforce metrics as at 18 September 2019. Also 
provides information regarding the Qld Future Skills Partnership engagement workshop attended at the end 
of August.

The HR team continue to implement a range of new strategies to recruit to our vacancies. We have a focus 
on attraction and retention with 106 new employees for last financial year and this year to date sees 27 new 
starters.  

OFFICER RECOMMENDATION:

That Central Highlands Regional Council receive the Bi-Monthly Workforce report as at 18 September 
2019.

REPORT:

Recruitment Update

The months of July and August have seen a substantial number of positions advertised and progressed 
through various stages of the recruitment process. At the time of preparing this report the total number of 
‘vacant’ positions across council is 74. The various activities of the recruitment process against these 
vacancies is best displayed in the recruitment funnel as below.
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The below figures are based on live recruitment for the month of August. *As recruitment progresses 
positions filled, time to offer and open recruitment will alter. In this period 5 new positions were advertised, 
and 8 employees exited council adding further vacancies and recruitment activities.

The numbers within our control change on an almost daily basis due to nature of progression through the 
recruitment cycle. Data collation for the months since May, indicate the primary ‘source of hire’ for 
successful appointments is via the Vine or council’s website. Noting that recruitment for August is yet to be 
finalised, 17 positions have been appointed as a result of internal transfers in this period.  

Two traditionally ‘hard to recruit’ positions have been advertised in this period and are now in the final 
stages of the recruitment process. The Asset Accountant and Plumber Network Crew Operator positions 
have attracted quality applicants, pending final pre employment checks, acceptance of housing and notice 
periods council shall welcome two skilled employees in October and November. 

It is a source of frustration to observe the exponential effort of the recruitment team, with minimal shift in 
overall vacancies. Internal movement requires the same level of effort of the recruitment officers and whilst 
they are pleased to close out the recruitment of each successful internal transfer, it inevitably creates a 
vacancy as they exit their substantive position. Understanding that our current process affords internal 
applicants’ opportunities to advance and may limit further turnover, it is a challenge we continue to endure.

A ‘preparing your application’ page has been finalised and upload to the ‘tips for your application’ section of 
the website. This resource includes valuable tips and examples for preparing a cover letter, resume and 
key selection criteria (KSC) response statement. It also includes an editable cover letter. It aims to make 
the application process easier for candidates to provide the recruitment team with required information to 
shortlist qualified candidates. This resource will be especially useful for applicants as KSC are now required 
for each position advertised within council.

Our new branded advertisements are now featured on SEEK. Our recruitment team now has a catalogue of 
templates from which they can select the most relevant for the position to be advertised. A current 
advertisement for position 10389 Ranger is included below as an example.

Positions 
Advertised

38

Positions 
Filled

*4

Time to Offer
(days)

*15

Open 
Recruitment

*19

Turnover

+8
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Each advertisement includes a video and the ability to share via additional platforms including LinkedIn and 
Facebook.

Human Resource Metrics

Age Demographics
Our generational breakdown as a comparative between June 2018 and September 2019. A positive 
movement in the increase in the Gen Z and Gen Y and also positive in the decrease in the Baby Boomers 
and Gen X. 

HR continue to work with the secondary schools in the region to expand our trainee and apprentice 
program. Our team have recently attended a Careers Day at Emerald State High School which was the 
most successful interactions we have had in some time with high school students. We continue to work on 
our recruitment platforms to introduce a more Gen Z friendly interface, where we are including more digital 
technology and promoting the learning and development opportunities local government support throughout 
our workforce.
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26%

33%

6%

31%

24%

35%

9%

1946 - 1965
BABY BOOMERS

1966-1976
GEN X

1977-1994
GEN Y

1995-CURRENT
GEN Z

0%
5%

10%
15%
20%
25%
30%
35%
40%

Jun-18

Sep-19

Generational Breakdown Comparison 2018 - 
2019

Our age demographic data comparison between June 2018 and September 2019 sees increases in the 
2019 data in the younger age brackets. We continue to remain positive that our efforts in encouraging Gen 
Z’s into our workforce are showing positive signs which is allowing our older workforce to transition into 
retirement while passing on their knowledge and skills in a smooth transitioning process.
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Years of Service
Again, a comparison between June 2018 and September 2019, our years of service is remaining steady. 
We are seeing a significant increase in the 0-5 category as we are bringing on a substantial number of new 
starters. Global trends indicate the Gen Z group of employees are moving between jobs more often than 
the later generations, so unfortunately CHRC are moving along with the global trends with our turnover % 
being highest within the 0-10 years categories.

Gender Breakdown
Very little movement in the gender breakdown inside versus outside over the past year. We see a 1% 
increase in females working outdoors and a 1% decrease indoor, while our male breakdown remains the 
same.
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Turnover
Our current turnover trend for quarter one is looking more positive than previous years. Hoping that CHRC 
continues on this trend, our projection for 2019/2020 may sit at around the 15% mark which would be a 
significant reduction from 2018/2019. We continue to survey our employees to understand our current 
culture and how we can improve into the future, including working towards increasing reward and 
recognition and retention incentives.

We see for the first time since preparing our statistical data the turnover rate for inside staff doubling that of 
the outside workforce. We are working on collecting the exiting employee data to understand this statistic 
further as it is certainly of concern. 
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Exit Interview Statistics
Our Exit Interview statistics continue to show consistent data in relation to why our employees are choosing 
to leave the organisation. The trend remains people are leaving due to, relocating, employment at another 
Council or family reasons.  We are continuing to see that feedback received across categories surveyed 
are mostly positive. The majority of responses are either ‘Satisfied’ or ‘Highly Satisfied’ as you can see from 
the graphs below.
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Learning and Development Update
Below is a snapshot of our mandatory training rolled out during August and September 2019. Attendance 
has been commendable with 169 employees attending mandatory training in this 2-month period. The 
introduction of the SMS Tech tool continues to be a great initiative to date. SMS Tech is a tool whereby a 
SMS reminder message is sent directly to the employee via their mobile phone to remind them of the 
training sessions they are booked into. Failure to attend sessions has decreased from 23.9% in June to 
.9% in September.

QLD Future Skills Partnership Workshop

Manager Human Resources and Coordinator Workforce Support were invited to attend the Queensland 
Future Skills Partnership workshop on Wednesday 28 August in Mackay. Initiated and driven by BHP 
Mitsubishi Alliance (BMA), the workshop was jointly presented by CQUniversity, TAFE Queensland and 
BMA representatives.

This first workshop of many forms part of a three-year, multimillion-dollar program launched by The Hon 
Shannon Fentiman MP, Minister for Employment and Small Business and Minister for Training and Skills 
Development on Monday 12 August 2019.

The Future Skills Partnership initiative aims to stay ahead of the curve and has been established to develop 
new and cutting-edge qualifications to support new skills and workforce development programs in the 
resources and related industry sectors.

Our first industry engagement workshop primed us to begin the process of identifying future skills 
requirements, defining key priorities and establishing a vision for the project. Participants came from as far 
as Perth and across a range of industries including Komatsu, Isaac and Mackay Regional Councils, DGH 
Engineering, Futureye, Thiess and Mitsubishi amongst others.

General Manager BMA Hay Point Coal Terminal, Melissa Jones spoke of the urgency to identify skills gaps, 
predict future capabilities and build the skills required to keep up with the change. She also shared that 
current predictions estimate that by 2030 half the workforce will require advanced coding and software 
design skills. Executive Director TAFE Queensland, Robert Petherbridge added that between 25 and 46% 
of Australia’s work activity would be automated in the same time frame. The partnership is borne out of a 
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necessity to fast track the current process of developing and delivering training programs relevant to the 
pace of change. Timeframes in place currently are just not viable given the unprecedented pace of 
transformation to meet demand, often it seems the packages are often ‘out of date’ by time they are 
finalised and available to market.

Following the introduction, we broke into groups to share our experience and ideas. Our group started a 
lengthy and diverse discussion around the elements that form Industry 4.0 including artificial intelligence, 
virtual reality, automation, big data, internet of things and digital production. What did we fundamentally 
know about these elements? How were they linked and what impact would any or all of them have on our 
workforces? 

Initially, conversation was quite focused on artificial intelligence due to its relationship with the other 
elements and the impact on the operations and workforces of the mining representatives in the group. We 
were able to offer alternate experience and thoughts regarding local government and our workforce on a 
range of topics including our challenges to benchmark data through to the diversity of our roles and basic 
skill levels and therefore the need to develop a very wide range of skill levels. Whilst others were focused 
on technology and the ability of their specialist groups to develop and deploy automation, we were able to 
highlight the need for change management and enabling our people to augment, rather than compete with, 
new technology and change. 

Moving forward, the group will further understand the trends and way forward for the partnership in general. 
It was reiterated time and again that the three (3) year program would be a journey where we would 
continue to expand as the scope of work required became more defined.

CONSIDERATIONS / IMPLICATIONS:

Corporate/Operational Plan Reference: 
6. Our Organisation; 
6.1 - Corporate Plan Strategy: Living our values
6.2 - Corporate Plan Strategy: Continuous improvement culture
6.2.1 - Continuously advance work practices and business systems to ensure a skilled, motivated 
and community-focused workforce to drive a coordinated and connected organisation.
6.3 - Corporate Plan Strategy: One team approach

Budget/Financial/Resourcing: 
Possible budget implications will be forecast based into the future based on outcomes of the 
development of strategic documents in response to key metrics and staff surveys.

Legal/Policy/Delegations:
N/A

Communication/Engagement:
Continuous communications in relation to key HR projects, including survey results.

Risk Assessment: 
When it comes to our employees, they are the key link to CHRC being efficient and effective and 
providing services and value to our community.

It is critical for all organisations to understand our employees and the environment and work 
collaboratively to make CHRC a great place to work, therefore reduce staff turnover and increase 
job satisfaction.  HR play a key role in this process. We are working diligently on reviewing our 
processes, developing strategies and communicating outcomes to mitigate the risk of high turnover. 

Through development of our People Strategy and Annual People Plan, Reward and Recognition 
Framework, Attraction and Retention Strategy and Recruitment Plan, we are forecasting that by the 
end of 19/20 financial year, there will be reduction in the statistics provided in this report 
demonstrating overall improvement. 

Timings/Deadlines:
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As per our People Strategy and Annual People Plan.

Alternatives considered:
HR continue to be innovative and develop new and improved ways of working. We have developed 
a refreshed website, implemented improvements to our recruitment process, both internally and 
externally, and continue to work in collaboration with the communications team on our marketing 
campaign.

SUMMARY:

The HR team, now almost fully staffed, are working hard to refresh our approach and bring in new ideas of 
working. We are using our HR metric data and many other sources of data to investigate and research how 
we compare to other local government areas and how we can all work collaboratively for significantly 
improved outcomes. 

ATTACHMENTS:

Nil

– END OF REPORT – 
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