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Comments. If Action not completed, report
on plan to rectify non-compliance

Audit Score

Completed

Jan Manager Finance Complete Exercise of Delegation for prior |Local Government Act 1995 $5.46(3) Monthly
month Rate Payment agreements
Financial Interest Register - Review and
J Governance Advisor remove returns of officers / elected Local Government Act 1995 $5.88(3) Bi-monthly
members who are no longer relevant
Manager Corporate Services Authorised Officers - Purchasing & Local Government (Financial Reas Annual
9 P Requisitions - review listing and processes|Management) Regulations 1996 9-
Primary (Financial) Returs - Due 3-
months from swearing-in of newly Elected Biennial Election
Jan Governance Advisor members Local Government Act 1995 $5.75
’ } Year
Due January - Mayor to sign CEO 's
acknowledgement
Compliance Audit Return - Commence
Process with Financial Management,
Governance Advisor Audit, Risk & Compliance Committee |Local Government Act 1995 S7.13(1)() Annual
|Adopt at OCM March
Due to DLGC by 31 March
Director Corporate and Community £°’“'“.e“°e ‘;‘;‘::;f DLGC Annual Local Government Act 1995 S7.43(1)(i) Annual
" _ |commence Review of Financial Local Government (Financial
Director Corporate and Community |\1. oo ment Systems Management) Regulations 1996 | 69-5(2)(®) 4-yearly
Manager Corporate Services Review and i'“;’r“ﬁ'm designated Local Government Act 1995 $5.37 Annual
Local Government Act 1995 and i 10 days of aif
Governance Advisor Update gift registers with new entries,  [Local Government $5.62(2) o re o)
includes election gifts and nofifiable gifts | (Administration) Regulations Reg.34B (uggoing)
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
Process Owner Activity Description Compllanﬁs:\;:un(ahllny Section Schedule Comments
February - Take Action
Manager Finance Complete Exercise of Delegation for prior |Local Government Act 1995 $5.46(3) Monthly
month Rate Payment agreements
Annual Electors Meeting - OCM Report on
Manager Corporate Services decisions made at Annual Electors Local Government Act 1995 $5.33 Annual
meeting to be prepared for next OCM
Compliance Audit Return - OCM Report
Manager Corporate Services and Certification Local Government Act 1995 S7.13(1)(0) Annual
Due to DLGC - 31 March
Manager Finance Issue rate instalment notices Local Government Act 1995 $6.45(1)(a) Bi-monthly
Ward Boundary Review Required (0 b
Manager Corporate Services wf“ple;';"m‘:gmz‘_"ew equired o€ 1, ocal Government Act 1995 smszzzz © 8-yearly
Review of Annual Fees & Charges -
e required for consideration at OCM
Strategic Financial Advisor Do Apr Noto: Fecs emmnol be higher |06 Goverment Act 1995 | 56.16 56.17(3) Annual
than costs
anager Finance Mid yoar Budget Review - Email o Local Government (Financial . Annual
lgc.wa.gov.au 1996
[Audit completion of CEO & Staff
Manager Human Resources Performance Review. Required Local Government Act 1995 $5.38 Annual
ion by November
Local Government Act 1995 and
. Update gift registers with new entries,  [Local Government $5.62(2) ’
Manager Corporate Services includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B Monthly/ongoing
1996
Manager Services State Records Act 2000 28(5) Every 5 years
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
e o Compliance Accountabilit, n
Process Owner Activity Description pli List Refu ity Section Schedule (Gomments
March - Take Action
Chief Executive Officer Audit completion of CEO & Staff Local Government Act 1995 5538 Annual
Development Reviews
Delegation Register - Review - OCM 518
Manager Corporate Services Report Local Government Act 1995 - Annual
$5.46
Due - 30 June
- [Authorised Officer Listing - Review 5910
Manager Corporate Services Dre 30 June Local Government Act 1995 920 Annual
Manager Corporate Services Legal Authorised Officer Listing - Review |, o ) covernment Act 1995 59.29 Annual
Due - 30 June
. i $5.46(3)
Mar Manager Finance Complete Exercise of Delegation for prior |Local Government Act 1995 Monthly
month Rate Payment agreements
Financial Interest Register - Review and
Mar Manager Corporate Services remove details of officers / elected Local Government Act 1995 $5.88(3) Bi-monthly
members who are no longer relevant
Compliance Audit Return - OCM Report
Mar Governance Advisor and Certification Local Government Act 1995 S7.13(1)(0) Annual
Due to DLGC - 31 March
Budget Review Completed Local Government (Financial
Mar Manager Finance Due by 31 March - email to " A Annual
Management) Regulations 1996
|annualbudget@dige.wa.gov.au
- Manager Rangers, Compliance and _|LEMC meeting to be held quarterly in __|Emergency Management Act Quarterly (Mar, Jun,
Services with Act 2005 Sept, Dec)
. Review appropriateness of the financial  [Local Government (Financial
[k Manager Finance management systems and processes | Management) Regulations 1996 | 69 5-(2)X¢) 2016
Local Government Act 1995 and
. Update gift registers with new entries,  [Local Government $5.62(2)
[k Manager Corporate Services includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B Monthly
1996
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Mar Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
e o Compliance Accountabilit, n
Process Owner Activity Description pli . ity Section Schedule (Gomments

April - Take Action

List Ref




Shire of Serpentine Jarrahdale
Statutory Compliance Calender Template

ARG008.1/09/17

$5.46(3)

Apr Rates Officer Complete Exercise of Delegation for prior |Local Government Act 1995 Monthly
month Rate Payment agreements
Fees & Charges - adopted by Budget -
Apr Strategic Financial Advisor Local Public Notice required before fees & |Local Government Act 1995 $6.19 Annual
charges come into effect
(Advertise the intention to impose
R A differential rates. To be advertised no morg
Apr Strategic Financial Advisor nan o month prior t the bisiget Local Government Act 1995 $6.36(1) Annual
meeting.
Apr Strategic Financial Advisor Fees & Charges Review - Prepare Draft |, | coemment Act 1995 6.16 Annual
for report to Council
(Administer Local Confirm agreement for Electoral
I\ Government Postal | Manager Corporate Services ™ ag " Local Government Act 1995 $4.20 Biennial
rootons Commissioner to conduct the election
Manager Rangers. Compliance ang | E75Ure that OWNERS of all mpounded
Apr 9 'gers, Compl vehicles are identified and notified within 7 |Local Government Act 1995 $3.40A (2) Monthly/ongoing
Emergency Services oy
" Review of Annual Fees & Charges -
Apr Executive Management Group roauired for consideration af OOM Local Government Act 1995 $6.16 Annual
Review the Corporate Business Plan last
Apr Director Corporate and Community ~|adopted. This plan meets the requirement|Local Government Act 1995 5.56 2 yearly
o the "Plan for the Future"
Annual Review of the Corporate Business|
Apr Director Corporate and Community ~|Plan. This plan meets the requirement of |Local Government Act 1995 5.56 Annual
the "Plan for the Future”
Decision to Conduct Postal Elections & s .
Manager Corporate Services i of Electoral Commissioner as|Local Act 1995 -
! $4.20
Returning Officer
Local Government Act 1995 and
Manage Internal . Update gift registers with new entries,  [Local Government $5.62(2)
| Accountability Manager Corporate Services includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B Monthly
[Manager Compliance, Rangers and | Mesing of Bush Fire Advisory Committee |5 'coo ™ 7o o7 & Monthly
Services |BFAC)
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
Process Owner Activity Description Compllanf?s:\;c;?umahlmy Section Schedule Comments
May - Take Action
) $5.46(3)
Rates Officer Complete Exercise of Delegation for prior |Local Government Act 1995 Monthly
month Rate Payment agreements
Manage Intemal Financial Interest Register - Review and
ge nt Manager Corporate Services remove details of officers / elected Local Government Act 1995 $5.88(3) Bi-monthly
(Accountability
members who are no longer relevant
Fees & Charges Review - Prepare Draft
Strategic Financial Advisor for report to Financial Management, Audit,|Local Government Act 1995 6.16 Annual
Risk & Compliance Commitiee
e Budget draft to Financial Management,
Strategic Financial Advisor i, Risk & Gomplince Gommitos | |Lo¢@! Govermment Act 1995 6.2
Budget Review sent to DLGC Local Government (Financial
May Manager Finance Must be emailed to " S33A Annual
! aqovau Management) Regulations 1996
(210 | Manage Local Laws _|Manager Corporate Services Local Law Review Local Government Act 1995 $3.16 8-yearly
Manager Corporate Services Delegation Review to June OCM Local Government Act 1995 5546 Annual
Local Government Act 1995 and
Manage Internal . Update gift registers with new entries,  [Local Government $5.62(2)
Accountability Manager Corporate Services includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B Monthly
1996
Senior Employees | Governance Advisor Review and confirm designated employeeqLocal Government Act 1995 $5.37 Annual
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
e o Compliance Accountabilit, n
Process Owner Activity Description pli List Refu ity Section Schedule (Gomments
June - Take Action
Manager Finance Complete Exercise of Delegation for prior |Local Government Act 1995 5.46(3) Monthly
month Rate Payment agreements
. ; ) Local Government (Financial
Manager Finance Review of Financial Management Systems| 2= “0 2 er | Ee0ctics | Rea52)(0) 4-yearly
Financial Interest Register - Review and
Manage Internal N ° ’
! Manager Finance remove details of officers / elected Local Government Act 1995 $5.88(3) Bi-monthly
(Accountability
members who are no longer relevant
$5.18
Delegations and Manager Corporate Services Delegation Register / Authorised Officer |, | Govemment Act 1995 $546 Annual
Authorisations Listing - Review $9.10
59.20
Strategic Financial Advisor Budget to OMC for Adoption Local Act 1995 62 Annual
Strategic Financial Advisor Fees & Charges Review - Council to adopt) ) 5overment Act 1995 6.16 Annual
with Budget
Jun Strategic Financial Advisor Statutory Advertising - Differential Rates |, .1 Goverment Act 1995 $6.36 Annual
Financial & Impartial Interest declaration
Manage Internal . raments - Send reminder &
Jun e Manager Corporate Services requirements - Send reminder to Local Government Act 1995 $5.70 Annual
ocountability Councillors and Staff
anage Intormal Annual (Financial) Retums - Prepare
Jun ge Int Manager Corporate Services Councillor & Staff Memos for distribution ~|Local Government Act 1995 $5.76 Annual
(Accountability oty
Local Law Review - Receive Submissions
Manager Corporate Services from Advertising. Prepare Report to Local Government Act 1995 $3.16(1) 8-yearly
Council
Compliance Audit Return - Report 1o ARG
Manager Corporate Services on update of progress with implementation| Local Government Act 1995 S7.43(1)() Annual
of remedial Action
Local Government Act 1995 and
Manage Internal . Update gift registers with new entries,  [Local Government $5.62(2)
| Accountability Manager Corporate Services includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B Monthly
[Manager Rangers, Compliance and _|LEMC meeting to be held quarterly in Act Quarterly (Mar, Jun,
Services with Act 2005 Sept, Dec)
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
Process Owner Activity Description Compllanf?s:\;c;?umahlmy Section Schedule Comments
July - Take Action
Complete Exercise of Delegation for prior s5.46(3)
Rates Officer month Rate Payment agreements Local Government Act 1995 - Monthly
Corporate Services & Program Local Law Review. Prepare Report to
P 9 Council with proposed amendments for | Local Government Act 1995 $3.16(1) 8-yearly
Manager
August
Ensure that the new financial year's rates
) are levied on the computer system after |-0C3 Government Act 1995 Part 6 & FM
Rates Officer ° Financial Management Annual
budget has been adopted. (Generation ’ Regs 5
oniy) Regulations 1996
Local Government Act 1995
Rates Officer Issue rate notices Financial Management $6.41(1) Annual
ions 1996
§ Annual (Financial) Returns - distributed to
Jul Manager Corporate Services Councillors and designated staff for return |  Local Government Act 1985 $5.76 Annual
Due - 31 August
Jul Director Corporate and Community |/\"ua! Budget Preparation - OCM Report |, . covemment Act 1995 62 Annual

to be adopted by 31 August
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Local Government Act 1995 and

Manage Internal Manager Corporate Services Update gift registers with new entries,  [Local Government $5.62(2) Monthi
(Accountability ger Corp includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B 4
1996
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
Process Owner Activity Description Compllanf?s:\;c;?umahlmy Section Schedule Comments
August - Take Action
Complete Exercise of Delegation for prior s5.46(3)
Rates Officer month Rate Payment agreements Local Government Act 1995 - Monthly
Manage Internal Manager Corporate Services Annual (Financial) Returns - Local Government Act 1995 $5.76 Annual
Due 31 August
Strategic Financial Advisor Budget Document to be completed Local Government Act 1995 62 (1) Annual
Copy of Budget (o be provided (o the Dept]
e of LGC within 30 days of adoption by |Local Government (Fin Mgt)
Strategic Financial Advisor Coungi Email 0 Rogs 1906 Reg 33 Annual
wa.gov.au
Manager Corporate Services Local Law Review. Prepare advert for |, ) Act 1995 $3.16(1) 8-yearly
proposed for
[Administer Local Returning Officer & Governance | S1atevide Public Notice - Close of
Government Postal arning enrolments (must occur between (70th & |Local Government Act 1995 $4.39(2) Biennial
’ Advisor
Elections 56th day)
[Administer Local A ] e
Govermmant Postal |Returning Officer & Governance  |Advertise to call for nominations - betweenf, o 1 o000 sa47) Biennial
’ Advisor 56th day and 45th day
Elections
(Administer Local Returning Officer & Governance
Government Postal (117719 Close Electoral Rolls - 5pm (50t day)  |Local Government Act 1995 $4.39(1) Biennial
Elections vt
Manager Communications/MH Commence preparation of Annual Report |, ) Government Act 1995 $5.53 Annual
Due - November OCM
Local Law Review - Receive Submissions
Manager Corporate Services from Advertising. Prepare Report to Local Government Act 1995 $3.16(1) 8-yearly
Council
Local Government Act 1995 and
Manage Internal . Update gift registers with new entries,  [Local Government $5.62(2)
Accountability Manager Corporate Services includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B Monthly
1996
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
e o Compliance Accountabilit, n
Process Owner Activity Description pli List Refu ity Section Schedule (Gomments
September - Take Action
Complete Exercise of Delegation for prior s5.4803)
Rates Officer month Rate Payment agreements Local Government Act 1995 - Monthly
[Administer Local - - -
Government Postal ) Officer & Open (8 day period) - (44th |, | 0 ernment Act 1995 $4.49(a) Biennial
; Advisor day) //09 to (37th day) dpmon / /13
Elections
Manage Internal [Disclosura of Gifts & Dactaration of Local Government (Electoral)
ge Int Manager Corporate Services Interest requirements - Elections - Send ¢ Reg.30G Biennial
(Accountability ' ° ; Regulations 1996
reminder to Candidates & Councillors,
[Administer Local
Govemmment Postal | Managar Gorporate Services Complete Owners & Occupiers Roll - by  |Local Government Act 1995 s4.41(1) Siennial
" (36th day) / /13 $4.40(2)
Elections
[Administer Local Returning Officer & Governance |Electoral Officers Declarations - Sign and [Local Government (Electoral) '
Government Postal ! ° ¢ Reg.7 Biennial
; Advisor submit Regulations 1996
Elections
[Administer Local -
Govemment Postal  [Manager Corporate Services Owners & Occupiers Electoral Roll - CEO || ) sovernment Act 1995 s4.41 Biennial
" to Certify before 36th day
Elections
[Administer Local
Govemmment Postal | Managar Gorporate Services Complete Consolidated Roll- by (22nd  [Local Government (Electoral) Reg.18 Sionnial
" day) / 13 Regulations 1997 [s4.23(1)]
Elections
Manager Finance Financial report o be Submitted to Auditor|Local Government Act 1995 64(3) Annual
Manage Intemal Financial Interest Register - Review and
ge Int Manager Corporate Services remove details of officers / elected Local Government Act 1995 $5.88(3) Bi-monthly
(Accountability
members who are no longer relevant
. Commence Recruitment of External ’
Manager Corporate Services omber for ARG Committes Local Government Act 1995 71A Biennial
Advertise Ordinary Council Mestings and_|Local Government
Sep Manager Corporate Services Comittee Meetings for the next 12 (Administration) Regulations Reg 12 (1) Annual
Months 1996
Local Government Act 1995 and
Manage Internal . Update gift registers with new entries,  [Local Government $5.62(2)
S Ccountability Manager Corporate Services includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B Monthly
1996
= [Manager Rangers, Compliance and _|LEMC meeling to be held quarterly in__|Emergency Management Act Quarterly (Mar, Jun,
P Services with Act 2005 Sept, Dec)
Review PSC website
https:/publicsector.wa.gov.au/ and CCC
Sep Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly
relevant info or training information for
staff
Process Owner Activity Description Compllanf?s:\;c;?umahlmy Section Schedule Comments
October - Take Action
Complete Exercise of Delegation for prior s5.46(3)
Rates Officer month Rate Payment agreements Local Government Act 1995 - Monthly
Rates Officer Issue rate instalment notices Local Government Act 1995 $6.45(1)(a) Bi-monthly
Manage Intemal Financial Interest Register - Review and
ge nt Manager Corporate Services remove detals of officers / elected Local Government Act 1995 $5.88(3) Bi-monthly
(Accountability
members who are no longer relevant
Manage Council . Annual Meeting Schedule - Report to
Vicoting Proseas Manager Corporate Services OGN to confitm (pamvene) metin dates |-0¢4 Goverment Act 1995 $5.29 Annual
Manage Council - (Annual Electors Meeling - arrange Local
Vioting Prossas Manager Corporate Services ublie Notice - at locet 14-dce Local Government Act 1995 $5.29 Annual
Local Law Review - Receive Submissions
Manager Corporate Services from Advertising. Prepare Report to Local Government Act 1995 $3.16(1) 8-yearly
Council
Reminder Memo - Councillors - Pre- Local Govemment (Electoral)
Manager Corporate Services Election Period - regulations regarding ‘ Reg.30B Biennial
4 ° Regulations 1996
Electoral Gifts - Seek Declarations
[Administer Local Returning Officer & Governance | 25! Day for Returning Officer (o give
Government Postal wrning Statewide notice of the election - (19th  |Local Government Act 1995 $4.64(1) Biennial
’ Advisor
Elections day)
(Administer Local Officer & Hold local election - usuall
Government Postal ! ‘ Y |Local Government Act 1995 s4.7 Biennial
’ Advisor 3rd Saturday in October
Elections
Manage Internal Manager Corporate Services Primary (Financial) Retums - Election |, 0 ) 5o verment Act 1995 $5.75 Biennial
(Accountability years seek from new Councillors
Appointment of Commitiees - Absolut
Manager Corporate Services MZ?::;yrr::ui?ed ommitiees - AbSOIUIE 1, cal Government Act 1995 5.8 Biennial
Manager Corporate Services Committees — each Councillor to be on at |, ) Government Act 1995 $5.10(2) Biennial
least one committee
Manager Corporate Services Review Delegations (o C Local Government Act 1996 $5.18 Annual
CEO to Speak on Behalf of LG -
Manager Corporate Services Mayorzesf o :ufm‘r’“y "W | ocal Government Act 1995 $5.41(1) Biennial
(Administer Local Returning Officer & Governance
Government Postal (117719 Send Election Report to Minister Local Government Act 1995 s4.79 Biennial
Elections vt
(Administer Local Returning Officer & Governance
Government Postal (117719 (Advertise Election Results Local Government Act 1995 s4.77 Biennial

Elections
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Manage Council

Meeting Schedule Advertisement for

Local Government

Mostng Process Manager Corporate Services forincoming yoar Admiisaton) Reguistions Reg.12 Annual
Manage Internal Manager Human Code of Conduct - Review for OCM -
|Accountabilty R Advisor Report - After Election Local Government Act 1995 $5.103 Biennial
Manage Council . Annual Electors Meating Notice - Local
Mostng Process Manager Corporate Services Bubic Notice -t lomse 14.day iy |Local Govermment Act 1995 $5.29 Annual
Annual Report - Manager Corporate Services Adoption of Annual Report - Advertise |, || Goyemment Act 1995 $5.55 Annual
|Adoption Local Public Notice
Manager Finance Annual Report and Auditors Reporttobe |, || 6 emment Act 1995 554 Annual
accepted by Council
Chief Executive Officer Audit completion of CEO & Staff Local Government Act 1995 $5.38 Annual
Development Reviews
Local Government Act 1995 and
Manage Internal . Update gift registers with new entries,  [Local Government $5.62(2)
| Accountability Manager Corporate Services includes election gifts and notifiable gifts | (Administration) Regulations Reg.34B Monthly
1996
Review PSC website
https://publicsector.wa.gov.aul and CCC
Manager Corporate Services webiste https://www.coc.wa.gov.aul for Monthly
relevant info or training information for
staff
Process Owner Activity Description Compllanf?s:\;z?umahlmy Section Schedule Comments
November - Take Action
Policy Manual and Management Policy &
. Procedures - Document Review - ) ’
Manager Corporate Services orkanans Aug/Sept To b6 completed by |PoleY Manual Biennial
end of November
Complete Exercise of Delegation for prior S5.46(3)
Rates Officer month Rate Payment agreements Local Government Act 1995 - Monthly
Complete Form B - Schedule 5 - ESL End ;Ef"irﬁym;'gj:?;?;‘g?s
Rates Officer of month Reconciliation Report. Submit by Part 6A Div 5 Monthly
FESA Manual of Operations -
21t of each month. ‘
Section 5
Rates Officer [ssue rate instalment notices Local Government Act 1995 $6.45(1)(@) Bi-monthly
Submit deferred interest claim to the
Rates Officer Office of State Revenue for rates and ESL | 288 and Charges (Rebates $16(1) Annual
} and Deferments) Act 1992
deferred claims
Manager Finance Budget Timetable Annual
Manager Corporate Services Letter to NEW Elected Members Local Government Act 1995 $5.75 Biennial
acknowiedging receipt of Primary Returm
Al retums lodged under s5.75 or $5.76
and removed from register, to be kept for 5
Manager Corporate Services Years after officer ceased to be Council  |Local Government Act 1995 $5.88(4) Annual
member or designated employee. Remov
retums over 5 years
Manage Counil Manager Corporate Services Annual Electors Meeting Notice - Local |, ) ovemment Act 1995 $5.29 Annual
Meeting Process Public Notice - at lease 14-days prior
Annual Report - Manager Corporate Services Adoption of Annual Report - Advertise |, | Govemment Act 1995 $555 Annual
|Adoption Local Public Notice
- " Local Government
Manage Counil Manager Corporate Services Meeting Schedule Advertisement for (Administration) Regulations Reg.12 Annual
Meeting Process forthcoming year (o0
Representaiives on
Standing, Advisory, Item to November Ordinary Council
Community and Local [Manager Corporate Services meeting elected representafives on Local Government Act 1995 Biennial
Government Committees
et
Annual Electors Manager Corporate Services Compile responses for Public Question |, | ) 5o verment Act 1995 $5.33 Annual
Meeting Time at Annual Electors Meeting
Manager Corporate Services Prepare Mesling Calendar for next Al
calendar year.
Director Corporate and Community ~ |Annual Report - OCM Report Local Government Act 1995 $6.53 Annual
Director Corporate and Community ~|Annual Audit Report - OCM Report Local Government Act 1995 S7.12A(3) Annual
(4) A local government s to — (a) prepare
a report on any actions under subsection
(3) in respect of an audit conducted in
respect of a financial year; and (b) forward
Director Corporate and Community |a copy of that report to the Minister, by the [Local Government Act 1995 S7.12A4) Annual
end of the next financial year, or 6 months
after the last report prepared under section|
7.9 is received by the local government,
whichever s the latest in fime.
- Local Government (Election)
Manager Information Services D::r';"yni're“"“' Material from election 4 | o iations & State Records 1.82(4) Biennial
yoars P Act GDA Guidelines
Manage Council Manager Corporate Services Annual Electors Meeting - to be held within|Local Government Act 1995 & 527 Annual
Meeting Process ger Corp! 56-days of adoption of Annual Report  [Policy 14-PL-001 -
Send copies of Annual Reportfo -
Manage Coundi Health Department -
Meeﬁg Process Manager Corporate Services DLG & RD Annual
9 - The Serial Section (Legal Documents)
|state Library
Manager Corporate Services Check Statutory Dedlaration Form that is[Oaths, Affidavits and Statutory Annual
9 P being used across organisation Declarations Act 2005
’ L ; Quarterly - April,
Manage Internal Finance Officer - Creditors List and analyse supplier's deals in Sy, Ovtobr
Accountability alphabetical order to detect duplicates
January
List and identify supplier's accounts with Quarterly - Apri,
Manage Intemnal Finance Officer - Creditors no activity for 18 months. Cull inactive July, October,
Accountability
accounts January
After the annual financial report has been
Manager Finance audited in accordance with the Act the  |Local Government (Financial cs1 (1) Annual

CEO is to sign and append to the report a
declaration in the form of Form 1.

Management) Regulations 1996
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Manager Finance

A copy of the annual financial report of a
local government is to be submitted to the
Executive Director within 30 days of the
receipt by the CEO of the auditor's report
on that financial report. Email to
annualreport@dige.wa.gov.au

Local Government (Financial
Management) Regulations 1996

c51(2)

Annual

Manager Finance

A copy of the annual financial report is to
be placed on the City's website

Annual

Manager Finance

Commence WA Local Government Grants
Commission Road Information Return
Due December

Local Government Grants Act
1978

s12(4)

Annual

Manager Finance

Australian Bureau of Statistics Information
Return, complete and send to ABS.

Annual

Director

Policy Manual and Management Policy &

porate and

- Document Review. To OMC
November

Biennial

Manage Employee
Performance

Manager Human Resources

Commence Staff Development Reviews -
Currency of PDs, Quals, Action Plan, etc.
Completion by end of Nov

Local Government Act 1995

$5.38

Annual

Manage Internal
(Accountability

Manager Corporate Services

Update gift registers with new entries,
includes election gifts and notifiable gifts

Local Government Act 1995 and
Local Government
(Administration) Regulations

$5.62(2)
Reg.34B

Monthly

Manager O
Development

Audit ion of CEO & Staff
Development Reviews

Local Government Act 1995

s5.38

Annual

Director

Commence preparation of submissions for

Regional Road Group
Projects by investigating candidate roads.

Annual

Manager Asset Management

Submit WALGA Local Roads expenditure
report - due end of November

Annual

Director Engineering

Commence Preparation of Black Spot
candidates

Main Roads Western Australia -
Blackspot Roads Funding
Guidelines

Annual

Manager Corporate Services

Review PSC website
https://publicsector.wa.gov.au/ and CCC
webiste hitps://www.ccc.wa.gov.au/ for
relevant info o training information for
staff

Monthly




Shire of Serpentine Jarrahdale
Statutory Compliance Calender Template

ARG008.1/09/17

Manager Compliance, Rangers and | Meeting of Bush Fire Advisory Committee |5 o1\ 1oc, 7 & Monthly
Emergency Services (BFAC)
Process Owner Activity Description Compllanf:s:\;:un(ahlmy Section Schedule Comments
December - Take Action
Complete Form B - Schedule 5 - ESL End ;“:f"irﬁym:iwxcl;?;‘g‘fs
Rates Officer of month Reconciliation Report. Submit by ; Part 6A Div 5 Monthly
FESA Manual of Operations -
21st of each month. ’
Section 5
Complete Exercise of Delegation for prior s5.46(3)
Rates Officer month Rate Payment agreements Local Government Act 1995 - Monthly
Manage Intemal Financial Interest Register - Review and
ge nt Manager Corporate Services remove details of officers / elected Local Government Act 1995 $5.88(3) Bi-monthly
(Accountability
members who are no longer relevant
Complete WA Local Government Grants
Manager Finance Commission Road Information Return - by "‘gg‘;‘ Govermment Grants Act s12(4) Annual
due date advised by Grants Commission
|Annual Electors Meeting - Minutes to Dec
Manager Corporate Services OCM. Report on outcomes, if required to -|Local Government Act 1995 $5.33 Annual
February (next OCM)
[Advertise Office Closure on Website and | -0¢2 Government $.5.25(1)6
Manager Corporate Services ’ (Administration) Regulations > Annual
in Local Papers Yog6 Reg.12
Compliance Audit Return - Commence
Process
Due to Financial Management, Audit &
Manager Corporate Services Risk Portfolio Meeting Late Feb / Early  |Local Government Act 1995 S7.13(1)() Annual
March
Due to OCM March
Due to DLGC by 31 March
Send copies of Annual Reportto -
Manage Cound Health Department -
Meeﬁg Process Manager Corporate Services DLG & RD Annual
9 - The Serial Section (Legal Documents)
State Library
Mid year Budget Review between 1 Jan -
Manager Finance 31 March. To be submitied 30 days after [Local Government (Financial . Annual
9 Council determination. Email to Management) Regulations 1996
budgetreview@dige.wa.gov.au
Manager Health Reminder - annual report due in February |Health Act 1911 s38 Annual
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Manage Internal
(Accountability

Manager Corporate Services

Update gift registers with new entries,
includes election gifts and notifiable gifts

Local Government Act 1995 and
Local Government
(Administration) Regulations

$5.62(2)
Reg.34B

Monthly

Manager

Complete WALGA annual Road

and Design

Return - by due date advised
by WALGA annually

Annual

Complete WA Local Government Grants
Comm

Manager and Design

Road Return - by
due date advised by Grants Commission

Local Government Grants Act
1978 s12(4)

Annual

Director Planning

Review of Municipal Heritage Inventory

Heritage of Western Australia

Act 1990 el

5-yearly

Manager Rangers, Compliance and

LEMAC meeting to be held quarterly in

Emergency Management Act
2005

Quarterly (Mar, Jun,

Emergency Services accordance with Act Sept, Dec)
Review PSC website
https://publicsector.wa.gov.au/ and CCC

Manager Corporate Services webiste hitps://www.ccc.wa.gov.au/ for Monthly

relevant info or training information for
staff






