
 

         
 Katanning Wanderers Football Club 

PO Box 237 

KATANNING  WA  6317 

                                                                                                                  ABN No: 70 375 246 717 

                PRESIDENT: Dom Laurino 

katanningwanderersfc@live.com.au 

 
 
 
We the Wanderers Cricket club along with the Katanning Wanderers Football club request from the 
Shire of Katanning permission to extend the licenced area of the Sprigg Bar as per the discussion with 
Liquor and Gaming inspector. 
This would now include the paved area in front of the Sprigg Bar from the oval access steps north to 
the car park but not beyond, this would not include the grass in front of pavers.  
We would also like the whole upstairs area including the access stair case included in the licence 
extension. 
 
Looking forward to your favourable reply. 
 
Kind Reguards 
 
Benjamin Quartermaine 
 
 
 

Wanderers Cricket Club 
A.B.N 98 908 400 464 
PO Box 145 
Katanning, WA 6317 
PRESIDENT: Benjamin Quartermaine 
tjbpquartermaine@hotmail.com 
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COUNCIL POLICY 

ADMINISTRATION, FINANCE AND BORROWINGS 

Recordkeeping Requirements 

Policy Number: 3.14 

 

Policy Subject: Recordkeeping Requirements 

 

Policy Statement: Full and accurate records will be created and kept, in the appropriate format, of the 

Shire of Katanning’s business decisions and transactions to meet all legislative, 

business, administrative, financial, evidential and historical requirements. 

 

Objective: To ensure complete and accurate records are maintained of the decisions and 

activities carried out by, or on behalf of, the Shire of Katanning and to ensure 

compliance with the State Records Act 2000. 

 

Guidelines: Definition of a Record 

A record is defined as meaning “any record of information however recorded” and 

includes: 

 

1) anything on which there is writing or Braille; 

2) a map, plan, diagram or graph; 

3) a drawing, pictorial or graphic work, or photograph; 

4) anything on which there are figures marks, perforations, or symbols, having 

meaning for persons qualified to interpret them; 

5) anything from which images, sounds, or writings can be reproduced with or 

without the aid of anything else; and 

6) anything on which information has been stored or recorded, either 

mechanically, magnetically, or electronically.”  

 (State Records Act, 2000)  
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Capture and Control of Records 

All records created and received in the course of Shire of Katanning business are to be 

captured at the point of creation, regardless of format, and processed through the 

Shire’s recordkeeping system, which is managed in accordance with sound 

recordkeeping practices. 

 

Elected Members Records 

The State Records Commission policy on elected member’s states: 

 

In relation to the recordkeeping requirements of Local Government elected 

members, records must be created and kept which properly and adequately record 

the performance of member functions arising from their participation in the 

decision making processes of Council and Committees of Council.   

 

This requirement should be met through the creation and retention of records of 

meetings of Council and Committees of Council of Local Government and other 

communications and transactions of elected members which constitute evidence 

affecting the accountability of the Council and the discharge of its business. 

 

Local Governments must ensure that appropriate practices are established to 

facilitate the ease of capture and management of elected members’ records up to 

and including the decision making processes of Council. 

 

In accordance with this policy: 

 

 Elected members will provide Shire Administration with a copy of any records 

received that relate to any decision or process of the Council and/or Shire. 

 Elected members shall provide Shire Administration with a copy of any records 

received that relate to a meeting agenda item at their earliest opportunity and 

no later than the commencement of the meeting where the item is to be 

considered. 

 All mail received at the Shire Office addressed to elected members will be 

opened and processed as per all other records. 

 

Security and Protection of Records 

All records are to be categorised as to their level of sensitivity and adequately secured 

and protected from violation, unauthorised access or destruction, and kept in 

accordance with necessary retrieval, preservation and storage requirements. 

 

Access to Records 

Access to the Shire of Katanning’s records by staff and contractors will be in 

accordance with designated access and security classifications. Access to the Shire of 

Katanning’s records by the general public will be in accordance with the Freedom of 

Information Act 1992 and Shire of Katanning policy. Access to the Shire of Katanning’s 
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records by elected members will be via the Chief Executive Officer in accordance with 

the Local Government Act 1995. 

 

Appraisal, Retention & Disposal of Records 

All records kept by the Shire of Katanning will be retained and disposed of in 

accordance with the General Disposal Authority for Local Government Records, 

produced by the State Records Office of WA. 

 

 Ephemeral records which have not been registered in the records management system 

may be disposed of once their value to the organisation has ceased. 

 

Records which have been registered in the records management system and 

subsequently identified as ready for disposal must be: 

 

(i) Logged in the Records Disposal Register, and 

(ii)  Authorised for disposal by the Chief Executive Officer. 

 

Resolution No: Ordinary Council  OC123/04 

 

Resolution Date: 25 February 2004 

 

Amended: 23 September 2009 OC43/10 

22 October 2014 OC/106/14 

 

Source: Chief Executive Officer 

 

Date of Review: October annually 

 

Review  

Responsibility: Chief Executive Officer 
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COUNCIL POLICY 

ADMINISTRATION, FINANCE AND BORROWINGS 

Records Management Policy 

Policy Number: 3.14 

 

Policy Subject: Records Management 

 

Policy Statement: Full and accurate records will be created and kept, in the appropriate format, of the 

Shire of Katanning’s business decisions and transactions to meet all legislative, 

business, administrative, financial, evidential and historical requirements. 

 

Objective: To ensure complete and accurate records are maintained of the decisions and 

activities carried out by, or on behalf of, the Shire of Katanning and to ensure 

compliance with the State Records Act 2000. 

 

Guidelines: Definitions: 

Corporate document/record: Means any document/record that meets one or 

more of the following criteria: 

a. Does it convey information essential or relevant in making a decision? 

b. Does it convey information upon which others will be, or are likely to make 

decisions affecting the Shire’s operations, or rights and obligations under 

legislation? 

c. Does it commit the Shire to certain courses of action or the commitment of 

resources or provision of services? 

d. Does it convey information about matters of public safety or public interest, or 

involve information upon which contractual undertakings are entered into? 

e. Is the information likely to be needed for future use, or is it of historical value 

or interest? 

 

Ephemeral record: Means any document/record that has no continuing value to the 

Shire and is generally only needed for a few hours or a few days. As defined within the 
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State Records Office of Western Australia’s publication, General Disposal Authority for 

Local Government Records. The following are considered to be ephemeral records: 

 
a. Duplicate (or exact) copies of records, documents, circulars, forms, etc. 

b. Information material including price lists, catalogues, advertising material, 

brochures etc, produced by other organisations. 

c. Reference sets of directories, addresses and contact lists, including internal 

directories and lists produced by the local government, other agencies and 

organisations or suppliers. 

d. Unsolicited letters or promotional material offering goods or services to the 

local government. 

e. Messages in the form of voice mail, e-mail, telephone messages, post-it or 

sticky notes when the message does not relate to the business functions of the 

local government. (N.b.: messages that do relate to the business functions of 

the local government must be transcribed and placed on the appropriate 

subject file. Once transcribed the original message may be destroyed.) 

f. Rough drafts of reports, or correspondence, routine or rough calculations not 

circulated to other staff in the local government, and of which a final draft has 

been produced and placed on the appropriate subject file. (N.b.: versions of 

drafts that contain significant changes to context must be placed in the 

appropriate subject file (e.g.: internal policy)). 

g. Transitory messages giving minor instructions and of a routine or instructional 

nature that are used to further some activity in  either  a  paper-based  or  

electronic  format (e.g.: correcting typing errors; requesting file creation or 

retrieval; filing a letter; formatting documents; duplicating; etc.) 

h. Letters or cards of appreciation, sympathy or greetings of no enduring value. 

i. Working papers, background notes and reference materials used to prepare or 

complete other documents. (Those documents become the record of the local 

government and are placed on the appropriate subject file.) (N.b.: working 

papers and background notes relating to the development of internal policy 

must be placed on the appropriate subject file). 

 

 Statement: Under the State Records Act 2000, the Shire has an obligation as a 

‘government organisation’ to develop a Recordkeeping Plan that sets out the manner 

in which records are created and kept by the Shire. 

 

This Policy informs the policies and procedures principle within the Recordkeeping 

Plan, by establishing the Shire’s position in relation to appropriate definitions, records 
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accessibility, destruction of records, management of ephemeral records and training 

and education. 

 

For greater detail on the processes and legislative requirements relating to 

recordkeeping responsibilities, refer to the Shire’s Recordkeeping Plan. 

 

  Details: 

4.1. General Recordkeeping: 

a. The Shire’s corporate records are to be managed in accordance 

with the Shires Recordkeeping Plan. 

b. All Elected Members, staff and contractors are responsible for 

maintaining complete, accurate and reliable evidence of all business 

transactions, and ensuring all corporate documents are retained 

within the Shire’s official recordkeeping system (Synergy) at the point 

of creation, regardless of the format being in accordance with the 

following: 

 

 Evidence Act 1906 

 Freedom of Information Act 1992 

 Local Government Accounting Directions 1994 

 Local Government Act 1995 

 State Records Act 2000 

4.2. Access: 

a. Access to corporate records by Shire staff and contractors will be in 

accordance with designated access and security classifications, as 

determined by the Records Officer. 

b. Access to the Shire’s records by the general public will be in 

accordance with the Freedom of Information Act 1992. 

c. Access to the Shire’s records by Elected Members and Committee 

Members will be via the Chief Executive Officer in accordance with 

Section 5.92 of the Local Government Act 1995. 

4.3. Destruction: 

The Records Officer will dispose of records kept by the Shire in accordance 

with the State Records Office of Western Australia’s publication, General 

Disposal Authority for Local Government Records, following authorisation 

from the Chief Executive Officer. 
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4.4. Ephemeral Records: 

Ephemeral records may not be required to be placed within the Shire’s 

official recordkeeping system (Synergy). Elected Members, staff or 

contractors may dispose of such ephemeral records once reference ceases. 

 

4.5. Training and Education: 

Training in recordkeeping practices and the use of the Shire’s document and 

records management system (Synergy) is available to all newcomers upon 

commencement and ongoing training is available upon request to the 

Records Officer. 

 

Elected Members will be made aware of their recordkeeping responsibilities 

as part of the Elected Members Induction Program.  

 

 

Resolution No: Ordinary Council  OC123/04 

 

Resolution Date: 25 February 2004 

 

Amended: 23 September 2009 OC43/10 

22 October 2014 OC/106/14 

 27 June 2017 OCXX/17 

 

Source: Chief Executive Officer 

 

Date of Review: October annually 

 

Review  

Responsibility: Chief Executive Officer 
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COUNCIL POLICY 

MEMBERS OF COUNCIL 
Related Party Disclosures 

Policy No: 1.23   

Policy Subject: This policy relates to the requirements of Related Party Disclosures to be made in the 
Shire’s Annual Financial Reports in compliance with AASB 124. 

Policy Statement: That: 

1. Council recognises the requirement to comply with AASB 124 and thus disclose 
Related Party Disclosures in each Annual Financial Report commencing from 1 July 
2016 (effectively the report for the year ending 30 June 2017). 

2. This policy outlines required mechanisms to meet the disclosure requirements of 
AASB 124. 

Objectives: To provide guidance to elected members and identified Key Management Personnel to 
assist in them making an informed judgement as to who is considered to be a related 
party and what transactions need to be considered when determining if disclosure is 
required.  The purpose of this procedure is to stipulate the information to be 
requested from related parties to enable an informed judgement to be made.  

Guidelines:  

1. Identification of Related Parties 

AASB 124 provides that the Shire will be required to disclose in its Annual Financial reports, related party 

relationships, transactions and outstanding balances. 

Related parties includes a person who has significant influence over the reporting entity, a member of the key 

management personnel (KMP) of the entity, or a close family member of that person who may be expected to 

influence that person.  

KMP are defined as persons having authority and responsibility for planning, directing and controlling the 

activities of the entity, directly or indirectly. 

For the purposes of determining the application of the standard, the Shire has identified the following persons 

as meeting the definition of Related Party:  

 An elected Council member  

 Key management personnel being a person employed under section 5.36 of the Local Government Act 

1995 in the capacity of Chief Executive Officer, Director or Executive Manager 

 Close members of the family of any person listed above, including that person’s child, spouse or domestic 

partner, children of a spouse or domestic partner, dependents of that person or person’s spouse or 

domestic partner. 
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 Entities that are controlled or jointly controlled by a Council member, KMP or their close family members. 

(Entities include companies, trusts, joint ventures, partnerships and non-profit associations such as 

sporting clubs). 

The Shire will therefore be required to assess all transactions made with these persons or entities. 

2.  Identification of related party transactions  

A related party transaction is a transfer of resources, services or obligations between the Shire (reporting 

entity) and the related party, regardless of whether a price is charged.  

For the purposes of determining whether a related party transaction has occurred, the following transactions 

or provision of services have been identified as meeting this criteria: 

 Paying rates 

 Fines 

 Use of Shire owned facilities such as [Recreation Centre, Civic Centre, library, parks, ovals and other public 

open spaces (whether charged a fee or not)] 

 Attending council functions that are open to the public 

 Employee compensation whether it is for KMP or close family members of KMP 

 Application fees paid to the Shire for licences, approvals or permits 

 Lease agreements for housing rental (whether for a Shire owned property or property sub-leased by the 

Shire through a Real Estate Agent)  

 Lease agreements for commercial properties 

 Monetary and non-monetary transactions between the Shire and any business or associated entity 

owned or controlled by the related party (including family) in exchange for goods and/or services 

provided by/to the Shire (trading arrangement) 

 Sale or purchase of any property owned by the Shire, to a person identified above. 

 Sale or purchase of any property owned by a person identified above, to the Shire 

 Loan Arrangements 

 Contracts and agreements for construction, consultancy or services 

Some of the transactions listed above, occur on terms and conditions no different to those applying to the 

general public and have been provided in the course of delivering public service objectives. These transactions 

are those that an ordinary citizen would undertake with council and are referred to as an Ordinary Citizen 

Transaction (OCT). Where the Shire can determine that an OCT was provided at arms-length, and in similar 

terms and conditions to other members of the public and, that the nature of the transaction is immaterial, no 

disclosure in the annual financial report will be required. 

3. Disclosure Requirements 

For the purposes of determining relevant transactions in point 2 above, elected Council members and key 

management personnel as identified above, will be required to complete a Related Party Disclosures - 

Declaration form for submission to financial services. 

4. Ordinary Citizen Transactions (OCTs)  

Management will put forward a draft resolution to Council annually, declaring that in its opinion, based on 
the facts and circumstances, the following OCT that are provided on terms and conditions no different to 
those applying to the general public and which have been provided in the course of delivering public 
service objectives, are unlikely to influence the decisions that users of the Council’s financial statements 
make. As such no disclosure in the quarterly Related Party Disclosures - Declaration form will be required. 

 Paying rates 
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 Fines 

 Use of Shire owned facilities such as Recreation Centre, Civic Centre, library, parks, ovals and other public 

open spaces (whether charged a fee or not) 

 Attending council functions that are open to the public 

Where these services were not provided at arms-length and under the same terms and conditions applying to 

the general public, elected Council members and KMP will be required to make a declaration in the Related 

Party Disclosures - Declaration form about the nature of any discount or special terms received. 

All other transactions 

For all other transactions listed in point 2 above, elected Council members and KMP will be required to make 

a declaration in the Related Party Disclosures - Declaration form. 

Frequency of disclosures 

Elected Council members and KMP will be required to complete a Related Party Disclosures - Declaration form 

each quarter.   

Disclosures must be made by all Councillors immediately prior to any ordinary or extraordinary election. 

Disclosures must be made immediately prior to the termination of employment of/by a KMP. 

Confidentiality 

All information contained in a disclosure return, will be treated in confidence. Generally, related party 

disclosures in the annual financial reports are reported in aggregate and as such, individuals are not specifically 

identified. Notwithstanding, management is required to exercise judgement in determining the level of detail 

to be disclosed based on the nature of a transaction or collective transactions and materiality. Individuals may 

be specifically identified, if the disclosure requirements of AASB 124 so demands.   

5. Materiality 

Management will apply professional judgement to assess the materiality of transactions disclosed by related 

parties and their subsequent inclusion in the financial statements. 

In assessing materiality, management will consider both the size and nature of the transaction, individually 

and collectively. 

Associated Regulatory Framework 

AASB 124 Related Party Disclosures 

Local Government Act 1995 

Local Government (Financial Management) Regulations 1996 

Further Information 

Related Party Disclosures - Declaration form 

 

Resolution No: Ordinary Council  

Resolution Date: 27 June 2017    OCxxx/17 

Amended:     

Source: Council 

Date of review: October annually 

Review Responsibility: Chief Executive Officer 


























































